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Creating a New AdaptAbility™ from the Template
To create a new AdaptAbility™ from the template perform the following steps:

® |nthe Lotus Notes menu selectFile -- Database -- New as shown below.

@ Create a new Notes database

File Edit Wiew Create Ackions Text Help

Mew k
Close Chr|+t
Save Chrl+5

Sawve As MNew Yersion

Docurnent Properties. ..

Database L4 Properties...

Replication r frccess Conkral, .

Mobile »

Instant Messaging ] CpEn. . il

Attach...

Import... New. Copy...
Publish. ..

Export. ..
Delete. ..

Page Setup. .. archive. .,

Print Preview... .

S Chrl4p Refresh DEngn. o
Replace Design. ..

Preferences k

Security g

Tools ]

Exit Mokes

® |n the resulting dialogue:

Select the server on which you wish to create the AdaptAbility™ database.

Enter the name of the new AdaptAbility™ application and select a location.

3. Click on the 'Template Server' button and select the server that contains the AdaptAbility ™
template.

Click the 'OK' button.

Select the AdaptAbility™ template in the box labelled Template Server.

6. Click the 'OK' button.

N

o &
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Mew Database

Server |Local =] ok,

Title I.-'i‘-.-:lapt.-'i'-.l:-ilit_l,l S ample Application Cancel

File name I.-’-'-.-:qu:ut.-i‘-.l:uilitj,I S ample Application. nsf @

Encroptian...

™ Create full text index for searching Adwanced...

I

Sepver |EDNW~KLF‘HDD1JSUHJNZ#EDnvergen |

Template | B AbilityCenter B3.0.4 Template
] Adaptability B3.0.0 Template
m Convergence Mail [R5.06a] =
m D atabasze Libramy
m Deszign Synopsis
m Development Unified Meszaging [Fi!j
File name I.ﬁ.daptﬁ.bilityHS_El_I].ntf About...

[ Show advanced templates

Q |:

¥ Irnkerit future design changes

® You have now created the AdaptAbility™ database. It will appear on your workspace as shown
below:

W o

Adaptdbility
Sample
Application an ...

Setting the Security (ACL)

Setting the Security (ACL)

To set the required security or Access Control List (ACL) for the AdaptAbility™ application, perform
the following steps:

® Highlight the AdaptAbility™ database that you have created by single clicking on the database
icon.

® From the Lotus® Notes menu, selectFile --Database -- Access Control.
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@B View and modify ac it ttings for selected database
File Edit View Create Actions Help

Mew v

Close CErl+!

Save iZErl 45

Save b5 New Yersion

[Docurnent Properkies, ..

Database L4 Properties...
Replication r
Maobile b 5 o
Instant Messaging » pEn... K
Mew, .. CErl4H-M
Akkach, ., o
Irniport. .. EW. (u]n L
Publish. ..
Expark, ..
Delete, ..
Page Sefup... archive...
Primt Presiew. . ctroch Do
Brint. .. (CEr 4P efresh Desian. .
Replace Design. ..
Preferences b
Security b
Tools b
Exit Motes

® |nthe resulting dialogue perform the following steps:

Click the 'Add' button

In the Input box either Enter your full Lotus Notes name, or Click on the person button and select
your name from the Name and Address Book.

In the User Type dropdown select 'Person’.

In the Access dropdown select ‘Manager’

In the Roles box tick [All] and [AdaptAbilityMgr].

Click 'O.K' to save your changes.

N e

o 0~ w
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Access Control List to: Adaptability Sample Application

<

< <] £

Fiolez

| Add... | | Bename... | | Remoyve |

| Effective Access |

Full name: % aughan Mankivell/S ales/MN2/Convergence

An Access Control List [ACL] defines who can view and edit your databaze.
Select a name in the list to see or set the access assigned to the name.

_'31| Basics
% Roles Feople, Servers, Groups | Show Al j User bype IPE[gDn j
Eﬁ 1 -Drefault- Access IManager j
oq . .
LDCEIDDmaIn&'mm e ¥ | Create documents
eg Advanced A Waughan Mankivell/S ales/ME Canvergehce

¥ Delete documents

¥ Create private agents

¥ Create perzonal foldersfviews
[Ereate shared|foldersviews
Create LotusScriptd) ava agents
¥ Eead public dozuments

¥ wiite public documents

¥ Replicate or copy documents

[+ [adaptabilitybdar]

[v] [a]

[ [BearchReaders]

Last change: Yaughan Mankivel on 25/02/2004
According to: Convergence Ok

| | Cancel

The Configuration Screen
The Configuration Screen

Once you have chosen'Configure' you are ready to begin building your AdaptAbility™ Workflow

Process.

The options are listed in a logical order to make this process as simple and intuitive as possible:

Profile

banaged Lists
Fields

Field kappingz
Sub-docurnents
Wiews

States & Actions
Help Documents

Agent Logz

These options will take you to the various screens to enable you to manage your AdaptAbility ™
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application. The options and their usage are explained fully in the appropriate sections of the
manual.

Getting Started With Configuration

Getting Started With Configuration

To begin the configuration of the AdaptAbility ™ application, perform the following steps:

® Openthe AdaptAbility™ database that you have created by double clicking on the database
icon. The database will open to the first view.

® Click on the "Configure" menu from the left-hand tool-bar. This opens the configuration options
for the AdaptAbility™ application as shown below.

Standard Yiews

By Status

By [ nitiator

By Current Owner(z]
By All lrvalyed

By Create Date

User Yiews

Frofile

b anaged Lists
Fields

Field b appingz
Sub-documents
Wiewz

States & Actions
Help Documents

Agent Logs

Profile - The Standard Tab
Profile - The Standard Tab

The AdaptAbility™ "Profile - Standard" configuration settings can be accessed by clicking on the
appropriate tab and sub-tab from within the Configuration profile:
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Edit Cloze

New Lifecycle
Profile

Standardl Serial Mumbers | AbilityCenterThd | Browser CIient' Agent Settings |
|

I arne
Farm Mame
Drezcription

Default Document Dwner

Location of Doming Directory [MAR] L1 [Chck to find an Addresz Book or leave defaultz to use names.nef on the cunent server]
Server COMVAKLPRODT /SR ANZConvergence

File Path names. s

[ atabaze Mame Corvergence's Sddress Book,

3 uife® by Convergence - Release 3.0,

The "Profile - Standard" screen contains the following fields:

\Workflow This is simply the name of the application.

Name

Form Name [This is simply the name of the form.

\Workflow A brief description of the purpose of the application.
Description

Default The default owner of any document mailed into the database if one
Document has not been specified for the document.

Owner

Location of |Details of the Name and Address Book on the server that the
Domino application will use.

Directory

(NAB)

Profile - The Serial Numbers Tab

Profile - The Serial Numbers Tab

The AdaptAbility™ "Profile - Serial Numbers" configuration settings can be accessed by
clicking on the appropriate tab:

Save Closzse S5Save & Cloze

Sample Press Release Workflow
Profile

Standard I Serial Mumbers I AbilityCentarTh | Browser Client | Agent Settings

Azzign Server Senal Humber Documents should be azsioned a server senal number

® by Convergence - Bele:
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The "Profile - Serial Numbers" screen contains a simple check box, that is checked if a server
serial number should be assigned or left unchecked if not required.

Profile - The AbilityCenter™ Tab
Profile - The AbilityCenter™ Tab

AbilityCenter™ Enablement

If your organisation is using the AbilityCenter™ Central Search Portal, it is useful to link it to any new
AdaptAbilty™ workflow applications created. This will allow you to perform searches across multiple
AdaptAbility™ applications from the central search portal screen.

To link a new AdaptAbility™ application to an AbilityCenter™, update the "Profile - Ability Center"
configuration settings by clicking on the appropriate tab:

Save Clozse Save &k Close

Sample Press Release Workflow
Profile

Standard | Serial Numbers | AbilityCenterTh I Browser Client | Agent Settings

If an &bilityCenterTh Categorny Source .. & Al documents should supply categqony values

= Only documents in the following states should supply categony values

Field to return from wigw T

AhilityCenterT M [T AdaptabiityTH database iz integrated with the abiityCenterT b

Life® by Convergence - Belease 3.0.0

The "Profile - Ability Center" screen contains the following fields:

If AdaptAbility[An AdaptAbility™ application can be used as the source for

is an Category Values. Select if all documents should supply category
AbilityCenter [values or only if documents are in certain states.

™ Category
Source...

Field to return(The field to be used as the source for the category value.
from view

AbiltyCenter™ [This checkbox would be checked if integration with AbilityCenter™
is required.

Profile - The Browser Client Tab

The AdaptAbility™ "Profile - Browser Client" configuration settings can be accessed by clicking
on the appropriate tab:
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Save Close Save & Close

Sample Press Release Workflow
Profile

Standard | Serial Mumbers | AhilityCenterThd | Browser Client I Agent Settings |

|
Web Server Mame T
“wieh Search Tab 1 tite T
“wWeb Search Tab 2 title T
“eh Search Tab 3 tite T
"wWeb Search Tab 4 title T

The "Profile - Browser Client" screen contains the following fields:

Web Server |If using AdaptAbility™ through a browser this is the server URL.
Name

Web Search [If using a browser these are the labels for the four tabs on the
Tabs search screen.

Profile - The Agent Settings Tab
Profile - The Agent Settings Tab

The AdaptAbility™ "Profile - Agent Settings" configuration can be accessed by clicking on the
appropriate tab:

Save Clozse 5ave &k Close

Sample Press Release Workiflow

Profile
Ci
Last rrn
Standard | Sertial Mumbers | AhilityCentarTh | Browser Client | Agent Settings I
Servers/Statuz of Server dgents Agent Mame Schedule Server Setall
Fozt Document Modify | On Create/Modity of documents COMYVAKLPROD 1
Scheduled On Schedule Daily [1am) COMVAKLPROD Ja |
Desktopdbiliby On CreateModify of documents COMvARLPRODT
b ail Handling After arrival of new mail COMvakLPRODA Ja |
Weh zearch tdy-up On Schedule Daily [3am) COMWARLPRODT Ja |
Perzon to Motify on Failed &gent T Databaze Manager/Devpt/MZ Corvergence =]
Subject of Fail Motification kMg Twiarning: the Adaptability overnight agent has encountered an ermar g
Test of Fail Matification Mag T The overnight agent from the Adaptability has encountered an emar. This eror may mean that the
[a daclivk ta the lag will fallow) to the activity log for this run of the overnight agent. Pleaze check to zee whether the activity log in

present then the agent may not have completed and further investigation may be required.

Abaliiea wife® by Convergence - Beleaze 3.0.0

The "Profile - Agent Settings" screen contains the following fields:

Servers/ Statu
s of Server

This sets the server for each agent to run on.
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Agents
Person to Usually the database Manager/ Owner.
Notify on
Failed Agent
Subject of The subject that will appear in the failed agent email message.
Fail
Notification
Msg.

Text of Fail |The message that will be delivered via email on failure of an agent.
Notification
Msg.

Profile - Setting the Basic Attributes of the AdaptAbility™
Profile - Setting the Basic Attributes of the AdaptAbility ™

The "Profile" options are conveniently split into five tabs of their own to facilitate the configuration
process:

Standard

Serial Numbers

AbilityCenter™

Browser Client

Agent Settings

aghrobdpE

New Lifecycle
Profile

Standardl Serial Mumbers | AhilityCenterTh | Browser Client I Agent Settings |
|

These tabs will take you to the various screens to enable you to manage the AdaptAbility ™
Workflow Basics. The tabs and their usage are explained fully in the appropriate sections of the
manual.

Defining Managed Lists - AdaptAbility™ Roles
Defining Managed Lists - AdaptAbility™ Roles

Managed Lists enable the specification of who will be involved in the workflow process and what
their roles will be. To create Managed Lists, selectthe 'Managed Lists' screen from the left-hand
toolbar, and click on the 'Add Managed List' button conveniently located on the top toolbar.

Add Managed List

Once you have chosen'Add Managed List' you will be presented with a screen that will allow you to specify
the managed list details:
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Save Close Save &k Clozse

Sample Press Release Workflow
Managed List

List Marne Ty
List Diescriptian T
List Members "=

1= by Convergence - Belease 3.0.0

The fields available for completion are:

List Name The title of what the people in this list do. (e.g. Authors,
Authorisers, Reviewers etc.)

List Description |A brief description of the role of people in this list.

List Members The members of this list are selected from the NAB (people
and / or groups). If a group is selxcted it will appear in the
Managed List as the group rather than the individuals that
make up the group. i.e. Groups are not expanded to their
individual members.

Once you have created a managed list choose 'Save' or'Save & Close' to save the changes. Please note
that selecting 'Close’ will close the managed listwithout saving any changes.

In this example of a Press Release Application, we have created two managed lists - "Authors" and
"Reviewers":

Add Managed List

Lizt Name Members
A thors Yaughan MankivellfSales/MNZConvergence, Ross Mitchell/DewplMNZ/Canvergence, b
Fresnell/ExECMA/ Convergence Peter bMolyneuxg/DespotitZ/ Convergence
Rewviewers YYaughan NankivellfSales/NZConvergence Mark Presnel/EXECMNZ Convergence
Note:

Different processes that are built with AdaptAbility™ will have varying numbers of 'Managed
Lists' dependent on the complexity of the process that is being built. There is no limit to the
number of 'Managed Lists' you can create when building a workflow process using
AdaptAbility™ . For instance, a workflow process may have document authors, authorisers,
reviewers and a distribution list etc.

Defining a Text Field
Defining a Text Field

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the ‘Create Field' button
from the toolbar at the top of the screen to display the field definition screen. To create a Text field,
enter the name of the field and select 'Text' as the field type.

A Text field allows users to enter free text information into a field. Giving the user the ability to free text
information can be important in fields where information is likely to be different with each application
of the process. An example of this would be the provision of a subject or comments field for users to
complete.

The following example for the Press Release form creates a Text field labelled 'Title' and a default
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value for insertion in the form, as each press release will have a unique title associated with them:

Save Clozse Save &k Clozse

Sample Press Release Workilow

Field Definition

Field Label * T Title 4

Field Type " Test =

Drefault T Press Releaze: |J

Formn Paosition

Search Screen Position 1 4=l [leave blank far fields that should not appear on the Search Screen)

Suife® by Convergence - Beleaze 3.0.0

Once you have created the field, choose 'Save' or'Save & Close' to save the form. Please note
that selecting 'Close" will close the definitionwithout saving any changes.

Defining a Date Field
Defining a Date Field

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the 'Create Field' button
from the toolbar at the top of the screen to display the field definition screen. To create a Date field,
enter the name of the field and select 'Date’ as the field type.

The example below creates a "Date" field called "Target Date" that represents the projected date
when the press release is to be released:

Save Clozse Save &k Close

Sample Press Release Workflow

Field Definition

Field Label T Target Date g

Field Type * "Date =1

Drefault £ Cument Date
£ First of Current b ornth
¢ SetDate

ﬂ 1 Enter default zet date here

Farm Posgition

Search Screen Position T2 1= [leave blank for fields that should not appear on the Search Screen)

There are a number of possible default options to choose from:

Current Date This will put in the days date that the document is created on.

First of Current This will default to the first day of the month.

Month

Set Date This will put in a date that has being selected by the creator of
the database.
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The most common choice however is to select none of these options and allow the author to set the
date themselves. This can be particularly useful if there is workflow associated with the date where
certain tasks or action items must be performed within a certain time-frame.

Once you have created the field, choose 'Save' or'Save & Close' to save the form. Please note
that selecting 'Close’ will close the definitionwithout saving any changes.

Defining a Dropdown or Multiple Selection Field
Defining a Dropdown or Multiple Selection Field

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the ‘Create Field' button
from the toolbar at the top of the screen to display the field definition screen. To create a keyword
field, enter the name of the field and select either 'Drop-down’ or ‘Multiple Selection' as the field type.

'‘Drop-down' & 'Multiple Selection’ fields are useful when there is a known set of options that
you want users to select from. If the field is made '"Multiple Selection' users can choose a number
of options from the predefined list. If the field is made 'Drop-down" users can only choose one of
the options from the predefined list.

The example below creates a 'Drop-down’ field called "Location”. The options that you want to
allow users to select from should be filled out in the options field as shown below:

Sare Close S5Save & Cloze

Sample Press Release Workflow

Field Definition

Field Label * T Location g

Field Type * T Dirop-dawn g =1

O phions T Mew Zealand, Australia, Warldwide 4
Default T Mew Zealand =]

Farm Poszition

Search Screen Position T 1=l (leave blank far fields that should nat appear on the Search Screen)

Abiifps wie® by Convergence - Beleaze 3.0.0

The 'Default’ field allows one of the values to be pre-selected whenever a new document is created.

Once you have created the field, choose 'Save' or'Save & Close' to save the form. Please note
that selecting 'Close’ will close the definition without saving any changes.

Defining a Names Field
Defining a Names Field

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the 'Create Field' button
from the toolbar at the top of the screen to display the field definition screen. To create a Names
field, enter the name of the field and select either 'Names - Single' or 'Names Multiple' as the field

type.
The example below creates a ‘Names - Single' field called 'Author', with a default value of the user

who is creating the document. For example, this could be the person submitting a press release for
approval:

©Convergence Software Limited - Page 13 of 42



User Manual: Convergence AbilitySuite® - Advanced Lifecycle Management Module (R3)

Save Clozse Save &k Close

Sample Press Release Workflow

Field Definition

Field Label * "'_Euthu:uu

Field Type * T Mames - Single 1 =1

¥ Add values to - &l Invaolved - figld

Optionz T fathars =]
Drefault & Curent User
€ Set User from Address Book
Form Pozition Field 4
Search Screen Position T 3.4=l [leave blank far fields that should nat appear on the Search Screen)

Alternatively, the default could have been set to an individual selected from the name and address
book:

Sare Close S5Save & Cloze

Sample Press Release Workflow

Field Definition

Field Label T duthor g
Figld Type * T Mames - Single =1

W add values to - All Involved - field
Options * " Authors =]

Drefault ¢ Current User
% Set User from Address Book

TBaob SmitHJ;l'l' Choose default perzon here
Form Pozition Field 4

Search Screen Position T3 1=l [leave blank far figlds that should not appear on the Search Screen)

The last field on the form 'Search Screen Position' determines if users will be able to search for
documents based on the value stored in this field. If it is left blank, it will not be searchable. Any other
value determines the position that it will appear on the screen.

Once you have created the field, choose 'Save' or'Save & Close' to save the form. Please note
that selecting 'Close’ will close the definitionwithout saving any changes.

Defining a Rich-Text Field
Defining a Rich-Text Field
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Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the 'Create Field' button
from the toolbar at the top of the screen to display the field definition screen. To create a Rich-Text
field, enter the name of the field and select 'Rich Text' as the field type.

A'Rich Text Field" is particularly useful when you need to enter something into the form other than
standard text, such as Microsoft Word documents or JPEG images.

The following example creates a Rich-Text field labelled 'Description’:

Save Clozse Save &k Clozse

Sample Press Release Workilow

Field Definition

Field Label T Description

Field Type * T Rich Text =1

Default

Formn Paosition Field 4

Search Screen Position T =l [leave blank for fields that should not appear on the Search Screen)

Abiifies fe® by Convergence - Release 3.0.0

Once you have created the rich-text field, choose 'Save' or'Save & Close' to save the form.
Please note that selecting 'Close’ will close the definition without saving any changes.

Defining a Category Field
Defining a Cateqgory Field

Note:
The field type Category is only available once the AdaptAbility™ has been linked
to an AbilityCenter™ via the 'Profile - Standard' configuration option.

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the 'Create Field' button
from the toolbar at the top of the screen to display the field definition screen. To create a category
field, enter the name of the field and select 'Category’ as the field type.

Category fields become available as a search option from the main search screen of the "
AbilityCenter™",

Fields that store information commonly used across the 'Corporate Information Space'should
be defined as Category fields. For example, a company that is involved in the sale and delivery of
projects is likely to have Customer and Project logged against information in quite a number of data
repositories. These fields should therefore be defined as 'Category’ fields to enable all relevant
information to be found by performing a search within the AbilityCenter™ - a holistic view of all client
information can prove to be a very powerful and time saving tool.

The example below creates a 'Category’ field called "Product’, which is linked to the product
category defined in the AbilityCenter™:
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Save Clozse Save &k Clozse

Sample Press Release Workilow

Field Definition

Field Label T Product 4
Field Type * T Categary =]
Options * T Product g =]
Drefault ==l
Adaptdbility
Form Pozition Field 4
Search Screen Position T4 1= (leave blank for figlds that should not appear on the Search Screen)

Once you have created the category field, choose 'Save' or'Save & Close' to save the form.
Please note that selecting 'Close’ will close the definition without saving any changes.

Current Field Configuration
Current Field Configuration

The current field configuration can be listed by selecting the 'Fields' option from the Configuration
toolbar on the left-hand side of the screen:

. >
Srch Name Type
Standard Views ¥ Fields
N Z Target Date Date
i Lt Location Drop-down
By Current Dwnerz) 3 Author Mames - Single
Feviewer Mames - Single
By Al [rvalved o .
iy Description Fich Text
By Create Date 4 Product Category

User Yiews

Configuration

Prafile

tanaged Lists

Field Mappingz

Sub-docurnents

Yiews

States & Actions
Help Documents

Angent Logs
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Creating Concatenated Fields
Creating Concatenated Fields

The concatenation capability allows multiple fields to be linked and appear as a virtual single field. This is extreme
by two or more values.

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the ‘Create Concatenation' button fron
definition screen.

Create Field Create Concatenation

Enter the concatenated name of the Field and the seperator, along with the fields that are to be concatenated as sel
fields that are presented include default values (e.g. creator, current owner, all involved) as well as the fields createc

Save Close 5ave &k Close

Sample Press Release Workflow

Concatenation Defimtion

Concatenated Field Murnber Concatenated field number not set until concatenated field definition saved.
Concatenated Field Mame ™ T Product and Author g

Concatenation Separator "o

Concatenation Figld 1 " Product ;=]

Concatenation Field 2 " Author =1

Concatenation Field 3 "=

Concatenation Field 4 T

A haliieS wife® by Convergence - Beleaze 3.0.0

Once you have created the concatenation definition, choose 'Save' or'Save & Close' to save the form. Please |
without saving any changes.

Defining Form Fields
Defining Form Fields

Once aform has been created, the fields to be included on the form can be defined. A single form
can contain up to twenty fields. The order in which the fields are created determines the order in
which they appear on the form.

Selectthe 'Fields' option in the left-hand toolbar menu, and then click on the 'Create Field' button
from the toolbar at the top of the screen to display the field definition screen.

©Convergence Software Limited - Page 17 of 42



User Manual: Convergence AbilitySuite® - Advanced Lifecycle Management Module (R3)

Save Clozse Save &k Close

Sample Press Release Workflow

Field Definition

Field Label *
Field Type * T =
D efault

Foarm Position

Search Screen Position

28 by Convergence - Releaze 3.0.0

_

T = [leave blank for figlds that should not appear on the Search Screen)

This screen initially has four fields available for completion, more will appear once the field type has

been selected:

Field Label

This is the name of the field as it will appear on the form.

Field Type

This defines what type of field this will be.

Default Form
Position

\Where will this field appear on the form.

Search Screen
Position

If you require this field to be available in the front end search
engine state which position you want it to be in.

The following table lists those fields that will appear for each of the possible field types:

® Text

|Defau|t

|The default value - set when a document is created. |

® Date

Default

The default value - set when a document is created. This
can be the current date (when the document is created),
the first of the current month (when the document is
created) or a set date.

® Drop-down & Multiple Selection

Options

The available options.

Default

The default value - set when a document is created.

® Names - Single & Names - Multiple

Options

The list from which the user can select an entry (Name &
[Address Book , Managed Lists).

Default

The default value - set when a document is created. This
can be the current user (when the document is created)

or a set user.

The category (configured in the AbilityCenterTM) to which
this field relates

The default value - set when a document is created.

® Rich Text
No Additional Fields are displayed for this field type.
® Category
Options
Default
Note:

The Category field type is only avialable once the AbilityCenter™ details have
been entered via the "Workflow Basics' configuration screens.

Once you have created the field definition choose 'Save' or'Save & Close' to save the definition.
Please note that selecting 'Close’ will close the definition without saving any changes.
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Note:
More detailed information on defining each of the field types can be found in
other sections of this manual.

Defining the Field Mappings
Defining the Field Mappings

To add a Field Map, select the "Field Mappings" option from the left-hand configuration toolbar,
and click on the "Add Field Map" button from the top toolbar.

Add Field Map

This allows you to define the link from a field in this AdaptAbility™ application to a field in another
database. For example, in this sample Press Release application, we have mapped the field "
Title" tothe "Title" field in a database called "Other Valuable Documents."

Save Clozse Save &k Close

Sample Press Release Workflow
Field Mapping

I
From [ atabaze Mame Sample Prezs Release \WorkFlow
Frarn Field T Title =1
To Database Mame T Other Yaluable Documents =]
To Figld Title 4 =1

saufe® by Canvergence - Beleas

Once you have created the field mappings, choose 'Save' or'Save & Close’ to save the form.
Please note that selecting 'Close’ will close the definition without saving any changes.

Defining Sub-Document Types
Defining Sub-Document Types

A'Sub-Document’ is created when there is additional information that needs to be logged against
the main form or when there are queries against the main form.

There are a number of different'Sub-document types' that can be created in "AdaptAbility ™",

To create a sub-document, select the 'Sub-documents' option from the left-hand configuration
toolbar and choose 'Add Sub-document' from the top toolbar.
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Sub-document Name

Standard Yiews
By Status

By Initiator
By Current Owiner(s]
By Al [nvolved

By Create Date

User Yiews

Configuration
Frofile

bl anaged Lists
Fields

Field M appings

Sub-documents

Wigs
States & Actionz
Help Documents

Agent Logs

This will present you with a number of options as follows:

Save Clozse 5Save &k Close

Sample Press Release Workflow

Sub-document Definition

I Additional Fields | Submitl F’Leplyl Fonward | Approve | Decline | Action Blocks |

Sub-docurment Mame * T
"Who can view these sub documents T

Ayailable Sub-docurment Actiohs W Submit
™7 Reply
[ Faonward
[T ApprovesMark as Closed

A biifes wife® by Convergence - Releaze 3.0.0

Basics This is the main configuration screen
allowing you to provide the name of the
sub-document; those who can view the
sub-document and the actions available
to the sub-document. These actions,
once selected, expand the basic
configuration window with additional
choices as well as activating the
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configuration fields for each respective
tab (reply, forward, approve).

Additional Fields This tab allows you to enter up to three
additional fields on the sub-document.
See Fig 1 below.

Submit This tab allows you to state what should
occur when this action is chosen for the
sub-document, including who should be
notified and the text of the email
notification message. If a password is
required to be entered on this action, it
can be checked from this configuration
tab. See Fig 2 below.

IReply This tab provides similar options as with
the submit tab including who can have
access to this action, if the check box
located on the basic tab is checked.
See Fig 3 below.

|[Forward This tab provides similar options as with
the reply tab, if the check box located on
the basic tab is checked. See Fig 4
below.

Approve This tab provides similar options as with
the reply tab as well as allowing the
option for an over-ride to the action if
requried, if the check box located on the
basic tab is checked. See Fig 5 below.

IDecline This tab provides similar options as with
the approve tab, if the check box located
on the basic tab is checked. See Fig 6
below.

Action Blocks This tab allows certain actions to be
blocked , if the check box located on the
basic tab is checked. It also allows the
selection of which status' that clear those
blocks. See Fig 7 below.

(Fig 1 - Additional Fields)
Save Closzse Save & Close

Sample Press Release Workflow

Sub-document Definition

Basics | Additional Fields I Submit' Reply' Farward I Approve | Decline | Action Blocks |

Additional Field 1 T 1 [Leave blank for no field 1)
Additional Field 2 T i [Leave blank for no field 2)
Additional Field 3 T 1 [Leave blank for no field 2)

Abiliies efe® by Convergence - Releaze 3.0.0

(Fig 2 - Submit)
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Sare Close S5Save & Cloze

Sample Press Release Workflow

Sub-document Definition

Basics | Additional Fields | Submitl F{eplyl Forward | Approve | Decline | Action Blocks |

Action M arme/tlias T ubmit
Status Mamesélias T Open 4
R equire Pazzwaord? [T Password required to reply ta the sub-document
Alzo Matify whao? T 0= lleave blank far sub-docurnent recipient nobification anly]
Submit mail subject T
Motification Subject Extenzion T =1 [Thiz will be appended ta the end of e subject]
Submit mail body ~ Mail Body Details
g

Life® by Convergence - Beleaze 3.0.0

(Fig 3 - Reply)

Save Close 5Save &k Close

Sample Press Release Workflow

Sub-document Defimtion

Basics I Additional Fields | Submitl F’leplyl Forward | Approve I Decline | Action Blocks I

Action Mamedtliaz TReply 4
Statuz Mameddliaz T Open [Replied) 4
Available To [ Sub-document Initiatar
¥ Sub-document Recipient
R equire Pazzword? [T Password required to reply ta the sub-document
Reply mail subject T
M atification Subject Extenzion T =1 [Thiz will be appended to the end of the subject)
Reply mail body b Hail Body Details

2B by Convergence - Belease 3.0.0

(Fig 4 - Forward)
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Save Close 5ave &k Cloze

Sample Press Release Workilow

Sub-document Definition

Basics | Additional Fields | Submit | Reply | Forward | Approve | Decline | Action Blocks |

Action Mamedliaz T Farward
Status Mamedbliaz T Open [Forwarded] 4
Available To [ Sub-document Initiatar
W Sub-document Recipient
Require Pazzword? [T Password required to forward the sub-document
Fonward mail subject T
Motification Subject Extenzion T a=1 [Thiz will be appended ta the end of e subject]
Fanward mail body b Mail Body Details

(Fig 5 - Approve)

Save Clozse Save &k Close

Sample Press Release Workflow

Sub-document Definition

Basics | Additional Fields | Submit | Reply | Forward | Apprave | Decline | Action Blocks |

Action Hamesbliaz T Approve
Statuz Mameddliaz T Approved g
Available To ™ Sub-document Initiakor
¥ Sub-document Recipient
Require Pazzward? [T Paszword required to approve/mark, as closed the sub-document
Allow Ower-ride ¥ The &pproval can be Over-idden
Approvved mail subject "
M atification Subject Extenzion T =1 [Thiz will be appended ta the end of the subject)
Approved mail body b Mai Body Details

i@ by Convergence - Beleaze 3.0.0

(Fig 6 - Decline)
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Save Clozse Save &k Close

Sample Press Release Workflow

Sub-document Definition

Basics | Additional Fields | Submit | Reply | Forward | Approve | Decline | Action Blocks |

Action Mamedtliaz TDecline 4
Status Mameséliaz T Declined 4
Available To [T Sub-document Initiatar

¥ Sub-document Becipient

Require Pazzward? [T Pazzword required to decline the sub-document
Allows Over-ride W The Declinge can be Overidden

Declined mail subject "

M atification Subject Extenzion T =1 [Thiz will be appended ta the end of the subject]
Declined mail body b Hai Body Detais

(Fig 7 - Action Blocks)

Save Close 5ave &k Close

Sample Press Release Workflow

Sub-document Definition
Basics I Additional Fields I Submitl F{eplyl Forward | Approve | Decline | Action Blocks I

Gueriez Block Which Tranzitions o=

Statuzes that Clear Blocks [T Open
[T Open [Feplied)
[T Open [Fonwarded)
[ approved
[T Declined

Defining a Standard View
Defining a Standard View

To define a standard view, select the 'Views' option from the configuration toolbar located on the
left-hand side of your screen and then click on the 'Create View Definition' from the top toolbar.

Create Yiew Definition Configure Date Yiew Definition

The following screen will be displayed:
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Sare Close S5Save & Cloze

Sample Press Release Workflow

Yiew Definition

e Hurmber YWiew nurmber naot zet untl view defintion saved.
Yiew Marme * T

Lewvel 1 Categary "=

Lewel 2 Categany " =

Lewel 3 Categany * T =

i O1ate Column " =

iew Contents o= |

This standard view definition has the following fields:

View Number This is an automatic field and will not require completing.

View Name This is where you name the view as it will appear to users of
the process when they want to find information.

Level 1 Category |This is the first drill down the user will see when they choose
this view.

Level 2 Category [This is the second level of information.

Level 3 Category [This is the third level of information.

View Date Column(This is the date field that will be displayed.

View Contents This is where the user will click on to see the content.

As you create each'New View Definition' click on'Save & Close' and you will see the new
views you have created.

Defining the Date View
Defining the Date View

To define the date view, select the 'Views' option from the configuration toolbar on the left-hand
side of your screen and then click on the 'Create Date View Definition' from the top toolbar.

Create Yiew Definition Configure Date Yiew Definition

The following screen will be displayed:
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Save Close Save &k Cloze

Sample Press Release Workflow

D ate Yiew Definition

Date Yiew Mumnber Wiews number not et until view definition saved.
Date Yiew Mame * rlJ

Show Documents in States .. M 20 States

Start D ate * Tl

End Date =

Wiew Contents T

This date view definition has the following fields:

Date View This is an automatic field and will not require completing.
Number

Date View Name |This is where you name the view as it will appear to users of
the process when they want to find information.

Show Documents [Check to display all documents in this view.

in States...

Start Date The date field which is to be used as the start date for the
document entry in the calendar.

End Date The date field which is to be used as the start date for the

document entry in the calendar.
View Contents This is where the user will click on to see the content.

Defining Views
Defining Views

Each AdaptAbility™ can have up to six views defined. A view is a means to display information in a
way that makes it easy for users to find the document that they are looking for. Up to five standard
views and a single date view can be created

To define a view, select the 'Views' option from the configuration toolbar on the left-hand side of
your screen, then click on either 'Create View Definition' or'Create Date View Definition'.

Note:

The definition of standard and dates views is covered in more detail in other sections of this
manual.

By clicking on the main 'Views' button you will be able to see the 'Views" as they will look in the live application.

Defining States

Now that the '"Form, Fields & Views' are configured the next step is to begin the process of
building the "Workflow' around the process.

It is useful to sketch out the process ina 'State Flow Diagram' as this will help you to understand
the process including the various 'States & Transitions' involved. Some examples of 'State
Flow Diagrams' are included in this training guide.

To begin the process of building the workflow go to the 'States & Actions' option from the
‘Configuration’ toolbar on the left-hand side of your screen as shown in Fig 1 below.
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(Fig 1)
Configuration
Frafile
tdanaged Liztz
Fieldz
Field kappingz
Sub-docurnents

Wigms

Help Documents

Agent Logs

The process we are creating in this example will have three states.
® New
® Press Release For Approval
® Approved Press Release

To create the first'State' click on'Create State'.

Create State Create Action

This will display a form for completion which we will configure for the "new" state. (See Fig 2).

(Fig 2)

Save Close 5ave &k Cloze

Sample Press Release Workilow

State Definition

State Mame T Mew g
¥ take this the start state for the workfow
Delete State [T This iz the Delete State for the work o
State Humber 1
State Dezcription T Thiz state creates a new document for the lifecycle of a press releaze

“Wwhio can always Bead documents in this ™ Al members of Authors managed list, Al members of Beviewers managed list 5=
ghate?

If an AbilityCenterTh Categary Source ... [ Show documents in this state

Wizible Fields T Title, Target Date, Location, Authar, B eviewer, Description, Praduct, Attachments =]
Editable Fieldz T Title,T arget D ate Location Author, R eviewer,Descripion Product Attachments g =]
Required Fieldz J‘I'I'itle,Target Date,Descrption ;=]

The fields to complete are as follows.

|State Name The name of the state l|
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Make This The Start State for the
Workflow

If this is the beginning
of the process check
this box.

Deleted State

In later states you
may want to delete
documents

State Number

Thisis an
automatically
generated number for
the state.

State Description

Brief description of the
state.

Who Can Always Read Documents in
|this State

For applications with
some security you
can name the people
who are allowed to
see documents in this
state.

AbilityCenter™ Category Source

This is checked if this
state will be used as a
searchable category
from AbilityCenter™.

Visible Fields

In some applications
you may want
information only
available in this state
or in some instances
only have fields
become available as
they are required.

Editable Fields

Fields that can be
edited in this state.

Required Fields

These fields will be
marked as mandatory|
and must be
populated before the
document can be
saved in this state.

The second 'State' we will create in this example is for press releases that are awaiting approval.

(See Fig 3)

(Fig 3)
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Save Close 5Save &k Close

Sample Press Release Workflow

State Dehmition

State Mame * T Press Release for dpproval g
[T take this the start state for the workflow
Delete State [T Thiz is the Dielete State for the wark fow
State Mumber 2
State Dezcription T This is a critical state which requires the action of approval or declining the press release o

Who can always Read documents in thiz ™ All members of Authors managed list, Al members of Reviewers managed list 5=
ghate?

If an &bilityCenterTh Category Source .. [ Show documents in this state

Yizible Fields T Title, T arget D'ate, Location, Authar, Reviewer, Description, Froduct, Attachments =]
Editable Fields T Title, T arget D ate, Location, Description, Product Attachments =1
Required Fields “lym=

wife® bu Convergence - Belease 3.0.0

The final state we will create is for approved press releases. (See Fig 4).

(Fig 4)

Save Close 5Save &k Close

Sample Press Release Workflow

State Dehmition

State Mame * T &pproved Press Releases |
[T take this the start state for the warkflow
Delete State [T Thiz iz the Delete State for the warkflow
State Murmber 3
State Description T This state shows all press releases that have been approved

Whio can always Read docurments in thiz™ - All so far invalved - =1
zhate?

If an &bilityCenterTh Categary Source . [ Show documents in this state

Yizible Fields T Title, Target Date, Location, Authar, Reviewer, Description, Froduct, Attachments =]
Editable Field: "=
Required Fieldz S |

By clickingon'Save & Close' we will see the 'States' that we have created. (See Fig 5).
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(Fig 5)

Standard Yiews
By Statusz

By [ nitiatar
By Current Ownerz]
By All lrevalved

By Create Date

User Yiews

Configuration
Frofile

M anaged Listz
Fieldz
Field  appings

Sub-documents

Help Documents

Agent Logs

Action Basics

Mame

k1) New

* Sample Press Release Workflow

k 2} Press Release for Approval

k3 Approved Press Beleases

Inthe 'Action Basics' screen we will define the basic attributes of the action we are creating. See

Fig 1.

Name

This is the name of the 'Action’ as it
will appear in the 'Actions' dropdown
menu.

Description

A basic description of what this
'Action’ will do.

Start State

The state that this 'Action" will be
available in. As this is the beginning of
the process the State that this 'Action’
will begin in will be the ‘New" state that
was created earlier.

Required Fields

These are fields that must be
completed.

The next step is to check the appropriate boxes for the 'Action Type Profile' as shown in the
'Action Basics' screenin Fig 1.
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(Fig 1)

|to DesktopAbility ™

be accessed when saving a
document from an Office Productivity
Tool (e.g. MS Word) when the "save"
command is executed.

The Action is Automatic

An automatic action is not driven by a
user selecting the action from the
menu. Instead an automatic action
takes place on a document
automatically after a designated date.

The Action is
Mail-Activated

This checkbox makes the process
available to MailAbility™ which allows
a user to email into the process
directly from their Notes mail client.

The Action Generates a
Sub-document

This checkbox indicates that selecting
the Action will allow the user to fill out a
Sub-document.

The Action Generates a
Link

This checkbox will only be available if
your AdaptAbility™ is associated with
an AbilityCenter™. Linking '‘Actions'
allows you to associate the current
document with another document in
another AdaptAbility™ that is
associated with the same
AbilityCenter™.

The Action is A
Transition (Changes the
State of the Document)

Ifthe 'Action’ will move the form from
one state to another this box must be
checked. In this example a ‘New
Cap-ex for Approval' action will
take the form from the '‘New' State to
the ‘Cap-ex for Approval’ state.

The Action Generates a
New Version

This checkbox is only available if the
Action is a transition. If an'Action’
generates a new version then the
document is preserved in its current
state and all future modifications take
place on a new copy of the document.

The Action Performs an
Attachment Conversion

This checkbox allows an agent to run
as a completion activity such as
converting an MS Word document to
PDF.
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auife® by Convergence - Releaze 3.0.0

—

[T The action performs an attachment conversion

Note

Some options in the 'Action Type Profile' preclude other
options. Following are the combinations and preclusions.

1.

2.

Automatic Actions

An'Automatic Action' cannot generate a
'Sub-document',a’'Link' ora‘New Version.
Ifan'Action’ generates a 'Sub-document' it cannot
generate a 'Link' ora 'New Version'.

Ifan'Action' generates a 'Link" it cannot generate a
'Sub-document' ora 'New Version'.

Ifan'Action' generates a 'New Version' it cannot
generate a Link ora 'Sub-document'.

An'Action' can only generate a '‘New Version' ifitisa
'‘Transition'.

An'Action' can only generate a Link if the AdaptAbility ™ is
associated with an AbilityCenter™.

To create an'Automatic Action' check 'The action is automatic' checkbox inthe 'Basics'

tab. See Fig 1.

(Fig 1)

Save Close 5ave &k Close

Sample Press Release Workflow

Action Definition

Basics I Security' Matifications | Sub-docs | Links | Trigger | Transitian | Yersioning | Completion Al::tivit},.fl
e  action Type Profile |

M ame * " [T The action iz available to DesktopdbiligT b
. F ¥ The action iz automatic

Dezcrption K
-

Skart State T r

Required Fields o= I
[T The action iz a transition [changes the state of |
-

Suife® by Convergence - Beleaze 3.0.0

[T The action performs an attachment conversion

Then highlight the 'Trigger’, tab as shown in Fig 2.

There are three fields to complete.

Trigger Date This is the date that controls

when the Automatic Action takes
place. The options are -

® Date created

® Date entered current state
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® Any Date Field that you have
configured on Form

Trigger Period

The number of days before or
after the trigger date that the
Automatic Action will take place.
This number can be positive. i.e.
7 to have the Action take place
one week after the trigger date or
- 7 to have the Action take place
one week prior to the trigger date
This functionality is useful for
reminders and escalations on
Actions.

Trigger on Required Fields

Allows a trigger to be actioned

when a field is not populated

(Fig 2)

Save Close Save & Clozse

Sample Press Release Workflow

Action Definition

Basics | Security' Motifications | Sub-docs I Links | Trigger I Transition | Wersioning | Completion Al:tivityl

Trigger Date "=
Trigger Period 0 in days
Trigger on Required Fields ™ Only trigger action if ane or rmore required fields for curent state not populated

[Leave blank to abways tigger the action after the designated date plus the tngger penod]

Abiliies wife® by Convergence - Releaze 3.0.0

Action Notifications

When an action takes place, it can generate an email to individuals involved in the process. The
details of this email is configured on the 'Notifications' tab. See Fig 1.

Notify Who?

From the normal document
roles ( Initiator, Current
Owner, All Involved ),
Managed Lists or from the
Names Fields select the
individuals who need to be
notified when this action
takes place.

Notification Subject

This is the text that will
appear in the subject field of
the email.

Notification Subject Extension |You may select one field,

the value of which will
appear at the end of the
Notification Subject.

Notification Message

This is the text that will
appear in the body of the
notification email.

Include Doc Link
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Document Link to the main
form will be included in the
body of the email
notification message.

(Fig 1)

Save Clozse Save &k Close

Sample Press Release Workflow

Action Definition

Basics I Seu::urity' Motifications I Sub-docs | Links | Trigger' Transition | “ersioning | Completion ﬁctivity'

M atify who'? T = [leave blank for no nokificationg)
Matification Subject T
Motifization Subject Extenzion R |
[&ppended to the end of the subject]
Matification Meszage T
Include Doclink ¥ Inciude doclink with notifization
2B by Convergence - Beleaze 3.0.0

Transition Actions

When an action is going to take a document from one 'State' to another the 'Transition' box
should be checked in the "Action Type Profile' options. The 'Start State’ field on the Basics
Tab should be completed. See Fig 1.

(Fig 1)

Save Close 5ave &k Close

Sample Press Release Workflow

Action Defimbion

Basics I Security' Motifications | Sub-docs | Links | Trigger | Transition | Yersioning | Completion Ac:tivityl
T  Action Type Profile |

I arne * T [T The action iz available to DezktopdbiligT b
. F [T The action iz automatic
D ezcription 4 S
[T The action iz mail-activated
Start State * "=l [T The action generates a subdocurmert
Required Fields " = [T The action generates a link

¥ The action iz a lranzition [changes the state of |
[T The action generates a new version

[T The action performs an attachment conversion

Now When we h|gh||ght the Transmon tabinthe 'Action Definitions' screen we can select the
'State’ that the document will move to when the Action is completed by a user. See Fig 2.

(Fig 2)
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Save Close Save & Clozse

Sample Press Release Workflow

Action Definition

Basics | Security' Motifications | Sub-docs I Links | Trigger | Transition I Wersioning | Completion Al:tivityl

M State * =

Select Keywords

K.epwords
Approved Press Releaszes

P e

Caricel

Action Sub-documents

In some cases you may want a Sub-document to be created for an Action. For example, if an
Authoriser is submitting a 'Query' against a Press Release. To do this, check the 'This action
generates a sub-document' boxinthe ‘Action Type Profile' list. See Fig 1.

(Fig 1)
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[T The action performs an attachment conversion

Abilfsuie® by Convergence - Belease 3.0.0
Now highlight the 'Sub-document' tab in the 'Action Definition' screen. You can now fill out the
details of the 'Sub-document' and notification messages that will be associated with the 'Action’
that is been created.See Fig 2.

Sub-document Raised Any Sub-documents that
have been created are
available to select from.

Sub-document Title Type in text that you want to
appear as the title of this
Sub-document.

(Fig 2)

Save Close 5ave &k Close

Sample Press Release Workflow

Action Definition
Basics | Security' Motifications | Sub-docs I Links | Trigger | Transitian | “ersioning | Completion Al::tivit},.fl

Sub-docurment Raized T =

Sub-docurment Title ™ o

Action Security

Most Actions will require some security. To set the 'Security' for an Action highlight the 'Security’
tab in the "Action Definition' screen and complete the fields available. See Fig 1.

Owners After Action This will be the owner of the
document after the action
has been completed. For
example if the action is
submitted for approval then
the new owner might be the
person named in the
‘Approver Field'.

Action Available To These are the '‘Managed
Lists' that define the
people who can see this
action.

Action Will Only Complete For Sometimes an'Action’
can be available to people
but only a nominated
person (based on a field
value) can actually perform
the Action for a particular
document. This is where
you choose that field.

Action Requires User Validation |[If'Yes'is selected then the
user will be required to
enter their password before
the action can complete.
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(Fig 1)

#™ New State Transition Definition - Lotus Hotes

File Edit “iew Create Actionz Text Help @ Q \e& QC)\ G
CGEd Beg & B 7 J2 - E R SCEEH

Q\N'elcome “Warkspace 9 Adaptsbili... 5] Mahuals - Do @ Cap-Ex Aut... @ Mew Sta.. X _1 Mew Help D1 notes
| Search I = I\-"iew& I Process Overview Configure I.-’-‘«gent Log -

Cap-Ex Authorisation ; '.‘p
e AdaptABTTity ™

Configuration
States & Actions

“wforkflow Basics

tanaged Lists Form and Fields Sub-documents Help Documents

Save l Feturn to Wiew I Save & Feturn I

Action Definition -

Baszics | Securt Maotifications | Sub-document | Linking | Automatic &ction | Transition | Yersioning
L

Owners after Action J‘|J;|
Action Available To T =

Action Will only complete for © 1+

[2nly avaliable on the Motes

Clienty

i Action Requires user 1 Yes O Mo
= validation

w’ [Only avaliable on the Motes

Client)

=

-

| S 2 | B Praducts Ser| 27
b= | Slalt”J ﬁ @ | I"_;;] |J I@ Mew State Transition ... |@%M@‘<ﬂ%ﬁ% T14:42

Action Linking

If your AdaptAbility™ is associated with an AbilityCenter™, then it is possible to define Actions that
create links to documents in other AdaptAbility™ applications. You may either link to an existing
document in another database or create a new document in another database. To set up a link,
check the box labelled ' This Action Generates a Link' onthe 'Basics' tab. See Fig 1.

(Fig 1)
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F The auiw gonisiawvs: a ik,

Required Fields o=
[T The action iz a transition [changes the state of |

-

[T The action performs an attachment conversion

Next, highlight the 'Links' tab in the '"Action Definition' screen.

This will provide the following options that need to be completed. See Fig 2.

Link Type You can either
'Link to an
Existing’
document or
create a '‘New
Link'toa
document.
Database To Link To This is where
you select the
other
AdaptAbility TM
database that
you want to
create a link to.

State For Linked Document This field will
only be visible i
the link type is
'‘New Link".
The 'State For
Linked
Document’
option allows
you to choose
the 'State' the
new document
should go into.

Additional Owners of Linked Document This field will
only be visible if
the link type is
'New Link".
The
'Managed
List' who
should be
assigned
ownership of
the new
document.

Copy Links to New Versions of Documents [Tick this box to

ensure that links
are carried ovel
if a new version
of the document

is created.
Link to the Latest Version of The Linked Tick this box if
Document you want links

to be updated
to the latest
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version in the
case that the
original
documentis
|u pdated or

revised.

(Fig 2)

Save Clozse Save &k Close

Sample Press Release Workflow

Action Definition

Basics I Seu::urity' Motifications | Sub-docs | Links I Trigger' Transition | Yersioning | Completion ﬁctivity'

Link Type * Likk to Ewisting
[ratabaze to Link ko

W Copy categon values to new document

¥ Copy field-mapped values to new document

Ctate for Linked Document R |
Additional Ownerz of Linked Do T =
Yersion Settings W Copy lirks to new versions of document

¥ Link to the latest version of the inked document

Life® by Convergence - Belease 3.0.0

Action Versioning

It is possible to create actions that generate a new version of the document while preserving the
original version. For example, if a document is in a published state but requires changes, the
changes will take place without affecting the published version. Once the new version is authorised
for publication the old version will be replaced with the new version. The old version will still be
available as a sub-document of the new version. This old version might be needed for auditing
purposes or for referral at a later point if required.
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To create actions that generate a new version of a document, ensure the checkboxes labelled
The Action is a Transition' and ' The Action Generates a New Version' inthe '‘Basics'
tab. See Fig 1.

(Fig 1)

Save Close 5ave &k Close

Sample Press Release Workflow

Action Defimbion

Basics I Security' Motifications | Sub-docs | Links | Trigger | Transition | Yersioning | Completion Ac:tivityl
T  Action Type Profile |

M ame * T b adify 4 [T The action iz available to DezktopdbiligT b
— r
D' ezcription T4
-
Start State * TMew =] -
Required Fields = -

¥ The action iz a tranzition [changes the state of |
¥ The action generates a new versior

-

A hlifS wife® by Convergence - Beleaze 3.0.0
Now highlight the 'Versioning' tab. This gives us the option to choose which action will cause the
old version to become a Sub-document of the new version by selecting from the 'Transition That
Demotes Old Version' field. Ifno 'Transition' is selected then the old version will become a
Sub-document of the new version immediately.

Save Clozse Save &k Close

Sample Press Release Workflow

Action Definition
Basics I Seu::urity' Motifications | Sub-docs | Links | Trigger' Transition | Yersioning I Completion ﬂu:tivityl

Tranzition that Demotes Old Yersion R |
[Blank. to demaote an thiz tranzition]

i by Convergence - Beleaze 3.0.0

Defining Actions

Once we have defined the various 'States’ of the workflow process we can start to build the actions
that will define the workflow around the 'States'.

To begin this process go to the 'States & Actions' option from the configuration toolbar on the
left-hand side of your screen. You will see the States that were created earlier. Click on'Create
Action'. See Fig 1.

(Fig 1)
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[ m P Ry A I PP PN |

By All lrevalved

By Create Date

User Yiews

Configuration
Frofil=

M anaged Lists

Fields

Field b appingz
Sub-documents

g

Help Documents

Agent Logs

When you have clicked on the 'Create Action' button, the screen as shown in Fig 2 will appear.

(Fig 2)

Save Close 5ave &k Cloze

Sample Press Release Workflow

Action Definition

Basics I Seu::urity' MNotifications | Sub-docs | Links | Trigger | Transition | Warsioning | Completion Al::tiuityl
T action Type Profile
Marmne * T [T The action iz available to DeskiopébiliyT M
— F 71 The action is autornatic
Description 4 o o
[T The action iz mail-activated
Start State * "=l [T The action generates a subdocument

T e ¢ [T The action generates a link

[T The action iz a transition [changes the state of t
-

[T The action performs an attachment conversion

e by Convergence - Releas

Defining Help Documents

Help documents are used as a quick method for users to understand a process and to be able to
use the database.

Simply highlight the 'Help Documents' option from the configuration toolbar on the left-hand side
of the screen and selectthe 'Add Help Documents' button from the top toolbar as required. See
Fig 1.

(Fig 1)
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