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About DocuTRAK 3

DocuTRAK3.5 is an enterprise solution that provides innovative functionalities with comprehensive Records
Registration, Case Tracking, and Document Broadcasting capabilities. This solution enables end-users to
collaborate efficiently and effectively in tracking, distributing, assigning responsibilities and defining
accountabilities for all corporate documentation system.

Document Purpose

The purpose of this document is to mention and describe all DocuTRAK3.5 modules, features, functions,
capabilities, and step-by-step procedures for system access and use.

Glossary Of Technical Shortcuts Used In The Manual

Shortcut Stands For
DT3 DocuTrak3
BC Broadcast
Cccc Conditional Carbon Copy
WF Workflow
ACL Access Control List
(6N Organization Structure
DMS Document Management System
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1. Login
This page provides a security mechanism that prevents unauthorized users from accessing the
system. The Login Page allows the end-users to login into the system by doing the following:

m* DOCUTRAK 35

Username paziaall sl

.
] ]
A J .
ITEC Password ol dals
Language = Default(_aslyisl) v aall

Forgot Password  gpall dalS o Ji

FIGURE 1: LOGIN PAGE

Enter Username in the "Username" field.
Enter Password in the "Password" field.
Select the desired display language from the "Language" list.

Click on the "Login" button ().

S

- If the login credentials are correct, the user will log-in into the system successfully.

Forgot Password  g3ell dalS Cuwwi Jb

If you forgot your password, you can click on , the system will

send an email to reset your password.

forgot your password
In case the end-user forgot his password, instead of contacting the administrator in order to

reset him the password, this feature will help the end-user to reset it by his own, by doing
the following:

1- Click on “Forgot Password” label in the login page.

A ITEC
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Username paztuall awl

ITEC Password ] dal$
Language  Default( ol,is) v aall

o Tl Ul
Login Jg32

Forgot Password  gyall dolS i (o

FIGURE 2: LOGIN PAGE — FORGOT PASSWORD

2- The following dialog will pop-up, you will enter their email address then press “Send”.

Forgot Password

Send Close

FIGURE 3: FORGOT PASSWORD — EMAIL ADDRESS

~ ITEC
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3- A link will be sent to your email, opening the link will show the following reset password page:

New Password Bzl pudl dals

Confirm Password padl dels a5l

Change Password pull dalS jusi

Please select password that meets the following requirements:
* Password minimum length = 8
+ Password contains at least one uppercase letter
* Password contains at least one lowercase letter
Password contains at least one Number
Password contains at least one non-alphanumeric characters

Password cannot contain spaces
Password not identical to the usemame

FIGURE 4: FORGOT PASSWORD — NEW PASSWORD

4- fill both fields with the new password with taking consideration of the password requirements
same as the above figure.

Nodes Selection Page

After logging in, if the user is assigned to more than one node, the below Nodes Selection page will
open, displaying all the assigned nodes for that user.

Each type of nodes has a special icon to distinguish it from other types:
e active nodes will be shown with a normal user icon.
e shared nodes will be shown with a three user’s icon.
e inactive nodes will be shown with “X’ sign beside the user icon.
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'.";! Image Technologies (ITEC) Welcome Tarig E u

Quality | QC Head Development | Software Developer Quality | Senior Quality Officer {Shared)

000
lﬂ.ﬂﬂ

(Shared)

S @

Unread Cases : 354 / 568 Unread Cases : 40 /58 Unread Cases : 43 /101

Unread Broadcasts : 17 /108

FIGURE 5: NODES PAGE

— The header contains the company name, logo, full screen button, and logout button.
— Each node contains the number of unread cases out of the total cases number, and the number
of unread BC cases out of total number of all BC cases (if the node has BC privilege).
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Dashboard
After logging in and selecting a node from nodes selection page or if the user is assigned to one node
only, the following Dashboard page will be displayed, contains the all privileged modules for this
node with statistics for each one.

Jl Dashboard

‘i; Workflow

19 I 62 v 7 @
HIGH PRIORITY b CC ACKNOWLEDGE CONSULT
33 ol
UNREAD CASES CCC ACKNOWLEDGE
1% Broadcasts I Records
m Links
29 _’\ 319 :E-
REGULATION IN PROGRESS
128 e s )
INFORMATIVE UN-ASSIGNED RECORDS =

FIGURE 6: DASHBOARD

1. Workflow section:

This section contains the following items:

a. High Priority Cases: Displays the number of high priority cases of all privileged WF types.
(This includes read and unread cases).
Unread Cases: Displays the number of all unread cases of all privileged WF types.
CC Acknowledge: Displays the number of cases that require CC acknowledgment.
CCC Acknowledge: Displays the number of cases that require CCC acknowledgment.
Consult: Displays the number of cases of type Consult.

®ao o

Note: Clicking on the above will direct the user to the related cases he has privilege on without any
filtration.

2. Broadcast section:
This section contains the following items:
a. Regulation: Displays the number of “Regulation” BC cases of all privileged BC types.
b. Informative: Displays the number of “Informative” BC cases of all privileged BC types.

Note: Clicking on the above will direct the user to the related broadcasts without any filtration.

3. Records section:
This section contains the following items:
a. InProgress: Displays the total number of” InProgress” records of all privileged record types.
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b. Un-assigned records: Displays the total number of the registered records that have not been
sent to workflow for all records types.

Note: Clicking on (InProgress, Un-assigned records) will direct the user to the first record type he
has privilege on without any filtration.
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Workflows
DocuTRAK workflow module simulates the organization processes on managing and dealing
with workflows (cases), and follow-up on the workflows while maintaining information on
each transaction.

1. Workflow Module is used by the privileged DocuTRAK users (as defined in ACL by admin).

2. The Workflow Case is a process that contains a set of steps. Each workflow case has a unique
case reference.
3. The Workflow Job is a step within the workflow case. The workflow jobs are:

a. Initiate e. Reply i. Acknowledge
b. Consult f. Replytoall j. Complete

c. Assign g. Forward k. Re-open

d. De-Assign h. Recall

4. The Routing of the workflow is divided to:

a. Single Routing: the workflow will be sent ONLY to one recipient at a time. This can be done by:
= |nitiating a new workflow case.
= Assign.
= Reply, Reply to all, Forward.
= Acknowledge.

There is an exception on the single routing as it can be used as a parallel routing if you
specify recipients in “CC” or “CCC”, knowing that the “To” recipient can NOT take an action
on workflow case until the all “CCC” recipients acknowledge the case.

b. Parallel Routing: the workflow can be sent to more than one user at a time.
Parallel routing types are:
= Consult: The workflow is sent to all the users specified in the “To” field.
= Committee: The workflow is sent to a committee of users.
- The committee head is specified in the “To” field while the committee members are
specified in the “CCC” field.
- The committee head can use the workflow case actions (reply/reply to
all/forward/complete) only when all committee members acknowledge the case.
5. You can initiate a new workflow case by defining the below:
a. Recipients: To, CC, CCC.
b. Case Details: Workflow Type, Subject, Category, Priority, Case Due Date, job due date and
case owner.
c. Custom Fields: Each workflow type includes custom fields that differ from one workflow
type to another according to the settings defined by the administrator.
d. Comments:
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=  General Comments: all the workflow recipients will see the general comments.
= Restricted Comments: Only the “TO” recipients can see the restricted comments.

e. Attachments: You can attach documents from different sources (System File, DMS, Cases
“Records/Workflows”, Scan, and Templates)

6. Once the privileged users initiate a new workflow case of a certain type, the system will:

a. Transfer all the attachments (except linked objects) of the initiated workflow case to
Docuware or SharePoint according to the integration settings defined in the DMS Integration
module.

b. Save the metadata of the initiated workflow case to Docuware according to the integration

settings.

7. The workflow Inbox: A set of workflow jobs sent to the user’s node from different nodes and still
require his/her action. There are two types of Inbox in DocuTRAK:

a. Single Inbox: The logged-in node has its own inbox. (See the description of the single node
below “point 14 — a”).

b. Shared Inbox: The same inbox is shared between all users within the shared node. (See the
description of the shared node below “point 14 — b”).

8. Once you selected a workflow job from inbox or subordinates sub tab, the system will display its
attachments in the attachments pool. If no attachments are available for the selected workflow
job, then the pool will be displayed as empty with a text that says: “No attachment to display”.

9. The Workflow Completed sub tab: A set of workflow cases that you sent (consulted/ replied/
forwarded/ acknowledged, assigned, signed, recalled or replied on consult) out from your inbox
to other nodes. Your completed sub tab will also display the workflow cases set as “Completed”.

10. The Assigned sub tab: A set of workflow cases that you assigned from your inbox to others.
When you assign a workflow case, is will be assigned with your privileges on that workflow case.

11. The Subordinates sub tab: A set of workflow cases that are currently available in the inboxes of
your subordinates. Subordinate cases completed by the supervisor will be displayed in both
supervisor and subordinate completed sub tabs.

12. The Monitor sub tab: a set of workflow cases that you're set as a case owner of them where you
can track the progress of these cases along with their status, also you can modify their due date
and close them.

13. The Drafts sub tab: are the cases you saved as drafts during initiate in order to complete sending
them later.

14. By default, you can search for:

a. Your own cases (that are currently available at your inbox/completed sub tabs).
b. The cases of your subordinates (cases that are currently available at the inboxes and
completed sub tabs of your subordinates).

15. If you have the “Full Search” privilege for a certain workflow type, you will be able to search for
all the workflow cases related to that workflow type.

16. Node types are:
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a. Single node: Includes one DocuTRAK user only. The single node has its own inbox (single
inbox); each node will receive its own cases.
b. Shared node: Includes more than one DocuTRAK user who shares the same inbox:
= All users within the shared node will receive the same workflow cases in their inbox.
=  Once a user within the shared node opens a workflow case from inbox, it will be locked
from other users in that node.
= Once a user within the shared node sends the workflow case out from inbox to another
recipient, it will be moved from the inbox of all the shared node users to their
completed sub tabs.

17. The node consists of a combination of Department, Job Function, and Username.

18. DocuTRAK is a node-based system, meaning that DocuTRAK will:

a. Display the data depending on the logged-in node, including (its Inbox cases, completed
cases, assigned cases, Subordinates cases and owned cases).
b. Use the privileges assigned to that specific node.

19. Privileged DocuTRAK user can perform the following actions: Initiate a new workflow case, view,
open, consult, assign, auto-assign, de-assign, reply, reply to all, forward, acknowledge, recall,
complete, re-open, send the workflow case to a workflow or a record, send customer alerts, and
attach files to the workflow case.

20. Unread Workflow Jobs (in inbox sub tab/subordinates sub tab) will be highlighted as “Bold”.

21. Case Due Date is the date at which the workflow case will be overdue.

22. When an active workflow case (not completed yet) exceeds its due date, the system will
highlight the case due date in a red color. by default, the Case Due Date will be: current date +
default Case Due date (in days).

Initiating a Workflow

Initiate a workflow
1. You caninitiate a new workflow case by specifying its related information, custom fields, and
attachments (if it exists). You can select the workflow recipients from the address book.

2. Address book displays a list of:

a. Your direct manager
b. Nodes from the same level of the logged-in node,
C. Subordinates nodes of the logged-in node.

3. You can select among five modes to view your Address Book as below:
a. OS Tree (default value): Lists the organization structure as a tree list.
b. OS: Views the contacts in an organizational structure, as defined by the administrator.
C. Departments: Lists the contacts by their departments.
d. General Recipient: Lists only the contacts defined by the DocuTRAK administrator to receive
cases from all the employees in the organization. Meaning; the general recipient receives
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cases from any sender even if not connected with the recipient through the organization
structure.
e. Committees: Lists the contacts defined by the DocuTRAK administrator as committees.

f. Favorite List: Lists the contacts that you defined - in your user preferences - as favorite
contacts.

g. Groups list: list of groups created by the system admin which you can use in assigning CC
recipients instead of selecting them one by one.

You can insert only one node in the “TO” textbox unless you are initiating a consult.

You can insert more than one node in the CC textbox.

You can insert more than one node in the CCC textbox.

“To” recipient can make the following actions on the workflow case: Generate report, Consult,
Assign, Reply, Reply to all, Forward, Complete, subcase, Send to (Record/Another Workflow
Case), Send Customer Alert, and attach files.

The “To” recipient can only Reply/Reply to all/Forward/Complete a workflow when all the “CCC”
recipients acknowledge the case.

The “To” recipient can Reply/Reply to all/Forward/Complete a workflow case even if no “CC”
recipient acknowledged the case.

“CC” recipient can make the following actions on the workflow case: Generate report,
Acknowledge, and Send to (Record/Another Workflow Case).

“CCC” recipient can make the following actions on the workflow case: Generate report,
Acknowledge, Send to (Record/Another Workflow Case).

When you send the case to committee, the committee head will be the “To” recipient of the
case, while the committee members will be the “CCC” recipients.

The committee head can make the following actions on the workflow case: Generate report,
Consult, Reply, Reply to all, Forward, Send to (Record/Another Workflow Case), and Attach files.
Committee head can NOT Reply/Reply to all/Forward the workflow case until all the committee
members acknowledge the case.

Committee member can make the following actions on the workflow case: Generate report,
Acknowledge, Send to (Record/Another Workflow Case).

In case of initiating a consult, you can add more than one node in the “To” field to consult them
about your case.

Consulted nodes (who received the consult) can make the following actions on the received
consult: Generate Report, Consult, Reply, and Send to (Record/Another Workflow Case).
Consultant (who initiated the consult) can make actions on the workflow case even if the
consulted nodes (who received the consult) didn’t reply on the consult.

If the consultant (who initiated the consult) "Reply/Reply to all/Forward" the case, the case will
be removed from the inboxes of consulted nodes (who received the consult).

In case the "TO" recipient is involved in an active auto assign, then the case will be sent to the
assigned node with all the recipients of the case: CC and CCC recipients, with the privileges of
assigner node on that workflow case.

You can also add notes to self to any case you receive in your inbox.




3. How to use the screens
To initiate a workflow, follow the below steps:
1. Click the Workflow tab.
2. Click the Initiate sub tab to view the initiate page, it has 6 buttons at the top (Previous, Clear,
Save Draft, Send, Next and Close) as shown below:

3 17EC image Technologied>< 0AIH112010 11:43 AM | Tera iad AWashashvi s cuaiey ¢ Heod [ [ (I
Dashboard Initiate || Custom Fekds & Aftachments

4 & ciear [ save Dran gl Send o[ Next X Close
4 Workfiow

# Specified Recipientes Consultation iApprove

T
cC. P crecx
c

System Fields Comments

Subject: General Comments | Restricted Comments
Case Owner: B < o inset Precefined Commen t

Tahoma I rglAY- EEE EES B
Priority: v

Case Due Date:

Job Due Date:

FIGURE 7: INITIATE WORKFLOW PAGE

¢ End-user will initiate a new workflow case by specifying its related information, custom
fields, and attachments (if it exists).

¢ End-user will select the workflow type, category and recipients from the address book by
Auto-Complete or Check names.

3.1.1.1.  Selecting the Recipients of a Workflow Case

1. Click any of the following buttons o l, ©. | , [ ot l from the above figure to
display the address book as shown below.
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Address Book

J oK M Cancel

TO... &
CCn &
Cec... &
View 0S Tree v

Mode

= §4 Root Node
=] a Administration | General Manager | Jihad ~

ﬂ Admin & Accounts | Head of Admin Accounts | Jamal
a Administration | Head of PMO | user14
ﬂ Development | Software Developer | Manal Al Matsheh
a EDM & Support | Head of Admin Accounts | Jihad
= S} Quality | QC Head | Tariq
a Development | Quality Team Leader | Adnan
ﬂ Quality | Junior Quality officer | Manal
a Quality | Junior Quality officer | Manal Al Matsheh
ﬂ Quiality | Junior Quality officer | 2%

ﬂ Quality | Senior Quality Officer | Hanan W
a O pwalite | OC Haad |

FIGURE 8: ADDRESS BOOK

2. The only expanded list would be your department. As displayed above.

3. You cannot write inside these textboxes by using the keyboard. The nodes will be inserted to
these textboxes by selecting the required node from the list.

4. Place the cursor at "To..." field, then select the contact name that you want to send him the
case.

5. Place the cursor at "CC..." field, then select the contact name that you want to send him a copy of
the case.

6. Place the cursor at "CCC..." text field, then select the contact name that you want to send him
a conditional copy.
The clicked contact name will appear in the “CCC” text field. You can choose more than one “CCC”
recipient. Remember that the user in the “To” recipient cannot take any action on the case until
all “CCC” recipients acknowledged the received case.

7. click ¥Y°% button to accept the recipient(s) you have chosen or Xcacel 14 cancel the operation.

8. You can delete any selected recipient by clicking on the < button.

TIP: If you have the option in your config file to use the text auto-complete feature, you will

be able to write the required text inside “TO”, “CC”, and “CCC” in the initiate page, and the

system will auto-complete it as you write.

However, If you don’t have the option in your config file, you can insert any part of the
E

recipient's name in the recipients fields (To, CC, CCC) in the initiate page then click

button displayed at figure 4 above; the "Check Names" popup will be displayed with all the
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names that matches the inserted part, double click the chosen name to insert it in the selected
recipient field.

3.1.1.2. Inserting the Case Details Values and Custom Fields
To insert the case information into the case’s details and custom fields sections, follow these
steps:

1. Fill the data in the Case Details and Custom Fields. Note that the custom fields will differ
according to the selected workflow in the Case Details part.
2. You can change the default date in the “Case Due Date” field. The default value is defined by the
administrator for the selected workflow type as follows:
Current date + the default case due date period (in days) excluding the weekends.
3. Custom fields section:
1. Custom fields tab: Displays all types of custom fields, except the Rich text type.
2. The “Logged-in user’s information” custom field: Includes the following options:
(Department, Job Function, and Username).
If “Logged-in user’s information” custom field is assigned to workflow type when you create
a new case, these fields will be populated with the logged-in node data and in read-only
mode.
3. Rich Text tab: Displays only the “Rich text” custom field, if the” Logged-in user’s
information” custom field is assigned to workflow type.

Note: You cannot assign more than one Rich Text Custom field to the same workflow type.
4. The Rich Text custom field contains the following buttons:

o Insert Predefined text template: Predefined Text templates added by the system administrator of
a public type, or added by the user from the User Preferences, as a private type. The user can add
any of these templates to the Rich Text custom field.

Note: The system administrator can add templates of public and private types, but the user can
only add private text templates.

o View: Opens with the previously entered text where the user can edit the text and Save it. Only
the “To” recipients can use this action. CC, CCC, and consulted nodes cannot change the Rich
Text’s content, but only can View the content.

When the case is sent to its recipients, the "stored copies" will be shown to the recipients of the
case in a versioning dropdown list. Each version will show the actions performed on the case. The
actions are: Initiate, reply, reply to all, Forward, Consult, iApprove.

Tracking privileged user can see all the versions of the Rich Text, while Non-Tracking privileged
user can only view the last action with its content.

3.1.1.3. Adding attachments to a case

Attach system files, DMS files, linked objects (workflows/records), scanned documents, and
templates using the “Attach File” button, the button expands a list once clicking on it, as
shown below:
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Dashboard Tnitiate | Custom Flelds & Attachments.
|Previous ¢ ciear [P save Oran @ sena | 3 Close
245 Workflow
N | &2 attacn File -
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) Cases
> scan
FA Tempiate
| >

FIGURE 9: ATTACH FILE LIST

3.1.1.4. Attach system file

To attach documents to your case you can use "Attach from System File" button:
1. In"Initiate Workflow" page, click on "Attach File" button = “System File” option, The following
pop up appears:

Attach From System File

|@ Attacn.| X cancel

Attach Type: Single Upload i
Display Name 1:

File System 1: |Browse. ..

FIGURE 10: ATTACH FROM SYSTEM FILES POPUP

2. Choose the Attach Type either a [Single Upload] or [Multiple Upload] to upload more than one
system file, you can upload up to three system files at once.

3. Write the desired name of the attachment(s) in the “Display name” field.
Choose the system file you want to attach by clicking on the button, navigation pop up
will appear, navigate for the file you need then click on "ok" button to select it.

5. Click @#%=" pytton to upload the attachments or click ™' button to close the attachment
page.
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3.1.1.5.  Attach from templates

Templates are documents defined by the admin which can be downloaded by the user,
updated and then re-attached gain to their case. To attach a template to your case you can
use "Attach from Templates" button:
1. In"Initiate Workflow" page, click on "Attach File" button = “Template” option,
The following pop up appears:

Attach From Templats »®
Display Name Arabic Display Mame English Template Name Template Type Active Object Type Na View
2kt e wacation Form Vacation Form paf J General Workflow  View Template
< >
Page 1lor1| b Kl Displaying 1- 3 of 3

FIGURE 11: ATTACH TEMPLATES POPUP

2. Click on the Yiew Temoite |ink putton to open the template.
You can save the template locally and update it as needed, then re-attach it as a system file.

You can use ** button to close the pop-up.

3.1.1.6. Attach from DMS

To attach documents from DMS system, use "Attach from DMS" button:
1. In"Initiate Workflow" page, click "Attach File" button = "DMS" option,
The following popup appears:
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Attach From DMS *®

DMS - Criteria

Q Search Q Clear

Storage Library:  Please Select...

| Filtration Criteria

FIGURE 12: ATTACH FROM DMS

2. Select the Storage Library you want to attach your document from, authentication information

will be required.
3. The related Filtration Criteria of the storage library will appear as it's shown below:

Attach From DMS be

DMS - Criteria
Q search < Clear
Storage Library: Peters Engineering dw 105
~ | Filtration Criteria

Age: MNumber:

Company: MName:

Fulltext: Address :

FIGURE 13: ATTACH FROM DMS - FILTRATION CRITERIA

Fill any fields if needed then click 2% button.

. You can use <= putton to clear the filtration criteria fields.
6. According to the values entered in filtration criteria, a list of documents will appear in the "DMS

Result" tab as shown in the figure below:
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Attach From DMS
| DMs - criteria || DMS - Result |
&7 Attach

Name Number Company Address Age

Ahmad 1987 ITEC Queen Rania 29

Odehshmad 30

An 25

Tarig 5424 to SH 2107

Tariq 8392 testing()"&%S5. . 2103

Tariq 8394 testing()"&%S5. . 2103

Tariq 8393 testing("&%S5. .. 2103

Tariq 8389

Tariq 8391

4 4 | Page 1|of20| B Bkl | Displaying 1 - 10 of 200

FIGURE 14: ATTACH FROM DMS — DMS RESULT

7. Select the document you wish to attach then click ¢ *™" button.

Note: If the document is attached from the DocuWare DMS system, the attached document
type will always be PDF document.

3.1.1.7.  Attach scanned files

To attach documents from scanner, you can use "Scan" button:
1. Click "Initiate Workflow" page, click "Attach File" button = "Scan" option,
The following popup appears:

Attach From Scanner

[Clappend  [JUse scanner settings [ Two-sided Dpi[200 | Mode | Black and White v
Brightness Contrast File Type:  @PDF OTIFF 1PG

FIGURE 15: ATTACH FROM SCANNER
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2. Click - SelectSamer | 1y tton to select the scanner you want to use to scan documents.

3. Click = *%" . button to scan documents.

4. Click = *®% putton to save the scanned documents.

You can use the buttons at the left panel to adjust the scanned documents if needed.

5. Click ™ button to close the pop-up.

3.1.1.8.  Attach Cases (Workflow/records)

To attach other cases and records to your case, you can choose "Attach File > Cases"
option:
1. Click "Initiate Workflow" page, click "Attach File" button - "Cases" option.
The following popup appears:

Attach From Related Likend Objects X
Related Cases\Records ~
== 2dd Related Cases\Records < Clear
Object Type: Cases b
Description:
Search criteria &
Q Search Q Clear
Reference Number: )
Workflow Type: All e
Category: All ~
Due date from-To: | O
Creation date from-To: | &
Priority: All ~
Subject:
Linked Reference Number:
Status: All ~
Search In: All hd
From: viv
< >

FIGURE 16: ATTACH RELATED LINKED OBJECTS

Select the object type you want to attach from, either records or cases.
Insert your values in the displayed search criteria.
Click 25" button.

A list of records / cases related to your entered values in the search criteria will appear in the
"Search Results" as shown below:

vk W
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Attach From Related Likend Objects ¥

Related Cases\Records PN
o= Add Related Cases\Records ¢ Clear
Object Type: Cases o
Description:
Search criteria 3

Search Results

Case Reference Status Type Name Created Date Subject
1 1 Active 1 190772016 type 1 code 1
1 2 Active 1 03/08/2016 sda
s Active 1 09/08/2016 oW 150
1 4 Active 1 09/08/2016 dw 150 xhes
[ s Active 1 15/08/2016 test dw view & edit
[ s Active 1 06/09/2016 dfs
1 1z Active 1 301072016 test ok
1 13 Active 1 30/10/2016 test lulu integ
[ 14 Active 1 301072016 test dw
1 15 Active 1 311072016 oW

Page 1of11o| b bl Displaying 1- 10 of 1094

FIGURE 17: ATTACH RELATED LINKED OBJECTS — SEARCH RESULTS

6. Navigate through the results list using the navigation tool at the bottom of the page
Page 1of110| b Pkl

7. Select the record(s) / case(s) you want to attach.

8. Insert description about the selected record / case in "Description" field.

9. Click TrAcdRelated CasesiRecorss 41 t0 attach the selected record / case.

3.1.1.9. Viewing attachments

All types of attachments appear in the attachments panel at the bottom of the page.
To view attachments, click the attachment icon in the attachments panel as shown in the
figure below:

3 17EC image Technologied>< 0AIH112010 11:43 AM | Tera iad AWashashvi s cuaiey ¢ Heod [ [ (I

Initate  Custom Flelds & Attachments

|Previous ¢ ciear [P save Oran @ sena | 3 Close

& nnscn e~

. Monitor
B Drers

¥ Initiate

FIGURE 18: ATTACHMENTS POOL — VIEWING ATTACHMENTS
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3.1.1.10. Deleting Attachments

To delete attachments:
1. Click the related icon's * button in the attachments pool as in the figure below:

X X X .
«'B -0 -BB M
1 ar_amov Ahmad Doc

FIGURE 19: ATTACHMENTS POOL — DELETING ATTACHMENTS

2. Confirmation Message appear, as shown below:

Message from webpage

o Are you sure that you want to delete the selected file(s)?

3. Click button; the attachment will be deleted.

3.1.1.11. Adding Predefined Comments to a Case

Predefined comments are comments already defined either by the user itself (through user
preferences page) or by system administrators. You can add predefined comments to
workflow/broadcast cases through the “Comments” section displayed below. You can add
General Comments for all the case's recipients to read them or Restricted Comments which

will be shown only by the recipient specified in “TO” field.

e You can insert a predefined comment by clicking the Finsert Predefined Comment 1+ o,

Comments
General Comments Restricted Comments

+ Insert Predefined Comment

.
|
|

[Tahoma vlB r u ﬁv abr,

FIGURE 20: COMMENTS SECTION
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* Once the user clicks on "Insert Predefined Comments" button, the following popup will be
displayed:

Predefined Comments

X
Comment Hame Comment Type Full Name Content
Automation10943569 Public - Mot Pu_..  Tarig AlMashashibi E‘é E
ez Private Tarig AlMashashibi E;‘,
Approval Private Tarig AlMashashibi @
Your Request Is
Approved.

FIGURE 21 : PREDEFINED COMMENTS

Point mouse cursor over the comment name, a tooltip will be displayed to view the text
content of the comment. Click on the "Content" button to view the content of the

predefined comment. A text editor will be displayed in popup window where the content of
the comment is displayed (as shown below).

Notes:

The text area is editable, the user can add/modify the text, however, this will not make any
changes on the original predefined comment.

The user can click on (Insert) button to insert a predefined comment into the general or
restricted comments fields.

Predefined Comments

+Insert
B]r u A A #-

Your Request Is Approved

m
]
i
@
i
11

FIGURE 22:VIEWING THE CONTENT OF THE PREDEFINED COMMENT
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3.1.1.12. Set Case Owner

The case owner is a node that is set to have a monitor privilege on certain case without the tracking

permission and without override OS privilege.

n ITEC Image Technologie&><'
Da: Initiate  Custom Fields & Attachments

4, Workflow

& Int P Vorkiow:

Category:

04/11/2018 1143 AM | Tariq ziad AlNashashibias  Quality / QC Head E E E

|

& clear Psave Dran @ sena P next I Close

@ Specified Recpientes Consultation iApprove
Recipients

To

ca . check

cce.
System Fields Comments

Subject: General Comments | Resticted Comments.

Case Owner: B< e Inser Predefined Comment

Tanoma vpIrulA-Y- EEFSESIE
Priority: -

Case Due Date:

Job Due Date:

FIGURE 23: SELECTING A CASE OWNER

3.1.1.13. Consultation

you can consult other users by doing the following:
1. Navigate to the workflow item in the navigator.
2. Click “Initiate” sub tab, select “consultation” option.

The consultation page will be shown as below:
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n ITEC Image Technologie&><'

04/11/2019 11°43 AM | Tariq ziad AINashashibi as  Quality / QC Head ~ E E H

D d Initiate | Custom Felds & Atachments
3 | & ciear [Fsave oran gl sena P[next I Close
*; Workflow
Workflow: Please T. v
Category: -
Specified Recipientes ® Consultation iApprove
3 S | [
& Monitor
B Oraits
¥ Initiate
System Fields Comments
Subject: General Comments | Restricted Comments
Case Oviner: B < o Insert Predefined Comment
Tanoma rIBIU AV ESEESE
Priority ~
Case Due Date: a
Consultation Due ]

FIGURE 24: INITIATE - CONSULTATION

3. Select the nodes you want to consult using ™ Iputton.

4. Provide any required data and attachments if needed then click Easend pytton.
System will send the case to the initiator as well as send consultation to the consulted recipients.

3.1.1.14. iApprove

users can initiate iApprove Cases, by doing the following:
1. Go to Workflow item in the navigator.

2. Click “Initiate” sub tab, select “iApprove” option, the iApprove page will be shown as below:

n ITEC Image Technologie&><'

Initiate | Custom Felds & Attachments.

Specified Recipientes

Subject:

Case Owner:

Priority:
Case Due Date:

Job Due Date:

04/11/2019 11:43 AM | Tariq ziad AlNashashibi as  Quality / QC Head v H E E

4 & ciear [ save Dran gl Send o[ Next X Close

Consultation ® iApprove

Comments

General Comments | Restricted Comments
B < o insrt Predefined Comment

Tahoma I rglAY- EEE EES B
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3. Clickon L button to display the “Address Book” window as below:

4. Select the iPad nodes that you send them the iApprove action, click

recipient(s) you have chosen or

Address Book

Available Recipients
Department

(Quality-_ Department}
(Quality-_ Department)
(Quality-_ Department)
(Quality-_ Department)
(Quality-_ Department)
(Quality-_ Department)
(Quality-_ Department)
Admin & Accounts
Admin & Accounts
Administration
Administration

Development

Job Function

Junior Quality officer
Junior Quality officer
Junier Quality officer
Junior Quality officer
Junior Quality officer
Senior Quality Officer
Senior Quality Officer
Accountant & Admin Assi..
Head of Admin Accounts
PMO Admin & Project coo.
Product Marketing
Accountant & Admin Assi..

MHame
Adnan
test10
user2
userd
users
ipad
Tarig ANz
Mazen
Jamal
Talal
Rashed

maya

x
W ok X cancel
Recipients to Sign
Department Job Function Name
< >

FIGURE 26: INITIATE - IAPPROVE - ADDRESS BOOK

5. Fillin all the required data.
6. Navigate to “Custom fields & Attachments“ tab.

Dashboard
%, Workfiow

|

™ Monito
B Drars

* Initiate
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n ITEC Image Technologie&><'

Initate  Custom Flelds & Attachments

Hame: Alaa
listl: <

i QC Head

Date: 04/11/2019

Usermname: Tariq ziad AlNashashibi

Test long custom field
siz by Alaa Moham

City Mame

bob:

z

test list:

{ Brror ) aa:

x x
|
fie 1 e 2

¥ cancel

Number:
Department:
Stringbyalaa:
Job Function

departmenttes::

Attachment:
test date.

long:

atazsaaasaa,

b

Vo button to accept the

to cancel the operation.

04/11/2019 11-43 AM | Tariq ziad AINashashibi as  Quality / QC Head v E E B

|Previous ¢ ciear [P save Oran @ sena | 3 Close
& Anach File -
Alaa testing
QC Head
Quality
& auach Fie - | X
04/11/2019 ]
& nacn Fie | X
|

FIGURE 27: CUSTOM FIELDS & ATTACHMENTS TAB.
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7. Attach documents and select the primary document (which will be sent for signing) by clicking
on the enabled checkbox of it.

8. Clickon 15" pytton.
System will send the case to the initiator and send iApprove request for all specified iApprove
recipients.

9. The E icon presents the original document sent for signing while the E!icon represents the
signed document.

Note: The Primary document (that will be sent for signing) can be of type: Doc, Docx, or PDF.

If the case of iApprove is still in the inbox of the first recipient of iApprove, the user can
cancel the sent iApprove action by recalling it from the completed tab.

Handling your Inbox
4, Objectives

1. Inbox shows workflow cases that you received from different nodes and requires your action.

2. Your Inbox shows cases you received in one of the following recipient types: TO, CC, CCC, Consult,
Auto Assign, Committee, iApprove, or For Signing. For each recipient type, you can apply certain
commands as shown in table 2.1 below.

3. Once you select a workflow case from your inbox, certain commands will be available depending

on:

a. How you received the case (your recipient type: To, CC, CCC, Consult, Auto Assign,
Committee, iApprove, or For Signing.)

b. Your privileges (Consult, Assign Case, Complete Case and subcases) that were given to you
by the administrator.

New cases are displayed in bold style.

The priority columns have three labeled values: High, Medium and Low.

“Case Due Date” for the overdue workflow cases will be highlighted with a red color.

You can differentiate the cases that are sent for consultation. The initiator of consultation action

can view the number of consultations replies and each one’s comments, date and time. Searching

on these cases is easier through new search criteria.

8. You can differentiate the cases that contains “CCC” recipients by “# of Acknowledge” column, In
Inbox list, “CCC counter” is shown, it is a popup that will be shown for the “To” recipient. It shows
the CCC users that should do an acknowledgment on the case with their comments + approval
date + time.

No ok

9. InInbox list, if the user is processing a case in a specific page in the inbox, the user should
remain on the same page until the processing is done.

TIP: You can know your recipient type of each received case from the type column in inbox
list that contains the type: CC, CCC, Consult, and Committee. “TO” case will be distinguished
by empty value.

The checklist table below contains a summary of commands available for each case:
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Recipient Type

Command

s E ® K - = =
Open X X X X - =
Consult . . .
Assign X
Reply . . .
Reply to all . .
Forward . .

Acknowledge . . .

Complete

Send To 2
Record
Send To 2
Workflow

Add notes

Subcase

iApprove

Table 1: Commands Checklist

¢ System displays the Workflow Inbox as shown below:
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3 'TEC Image Technologiea>< 04/11/2019 11:43 AM | Tariq ziad ANashashibi s Qualiy / QC Head v E E H

Tnbox
ey ~ s 7 = Q search
8 |~ Jate To | FYA coC cce Consult Commitee
Al v unreag Rea
Al High Priority Medium Priority Low Pricrity
Sent For Consultation Penaing for Acknowiedgments Reset —E e
- > & Promy  From Case Reference Supject Workliow Type: Recaived Date - Due [
- & Low Quality | QC Head | Tarq ziad AIN 12020Dep_Codell 1851 share Final 30/06:2020 0445 FM 0T
& a Medium  Quality | QC Head | Tarig ziad Al... 188 test Record to workflow signature 30110/2019 08:21 AM o812
& Medium  Quaiity | QC Head | Tariq ziad AIN. Read_only523, 3¢ 4 143 General Workfiow 30102019 09:17 Al 032
Medum  Quaity | QC Head | Tariq ziad AN 143 test General Workfiow 221020190312PM 30M172
Medium  Quaity | QC Head | Tariq zia AN Read_only501,0 ¢ a0 lestrecal - General Workliow 201020190304 PM 24110
Medium  Quality | QC Head | Tariq ziad AL...  Read onlyds, % g 2.  groups General Workflow 22110/2018 12:58 PM 2210
Low Qualty | QC Head | Tani Ziad AN 3 awa Rename 14009 04B0PY 220
on Qualty | OC Head | Tariq ZiRd AN 242019\Dep_Codele © Joudy 141102019 04.03 P 18101

Low Quality | QC Head | Tariq ziad AIN Read_onlydd Jad_¢ a2 test General Workflow 141012019 03 51 P 14107z
& @ Medium Quality |QC Head | Tarig zisd AL.. 400 test Workd 1402019 0220PM 211101
& Medium  Quaity | QC Head | Tark ziad AIN 123 0ur2019 test 1 091012019 03.16 P 13102

Low Administration | General Manager | Read_only28 tad_¢ 2 bbbh General Workflow 08102019 12 46 PM

& @ Meoum  Quaity| GG Head | Tang ziat AN 398 mm wiorka 07102019 1210 P11

Medium  Quality | QC Head | Tanq ziad AIN Read_only 163, test General Workflow 170092019 11:23AM

7 MeOIUM  Qualty | OC Head | Tang 2iat AN Rea0_only203, test e sq imjection General Workow 160912019 0956 AN
& Medium  Quaity | C Head | Tariq ziad AIN 53,423 50ur-2019 consults three 1 0802019 11:18AM %

v
Page 1000 b M| Q Displaying 1- 20 of 15
N aMaChMENS 1o CISpiay
I >l

FIGURE 28: WORKFLOW INBOX

5. How to use the screens
To check your Workflow Inbox, follow below steps:
Click “Workflow” item from the navigator.
Click Inbox sub tab to view the list of cases you have received.
Select the case you want to handle.

w N e

% Workflow Inbox Elements

=  You can search and view your cases using the advanced search panel shown in the above figure.
You can use it to search on your cases of all types in your inbox. You can search using any of the
following criteria:
Subject, From node, Case Reference, Received Date From, Received Date To, Workflow Type,
Workflow Category, Read or Unread cases, FYA, CC, CCC, Consult, Auto assign and Committee
types, High priority, Medium priority, Low priority, sent for consultation and pending
acknowledgments.
Reset button used to clear the search criteria and to enable the user to select new search
criteria.

5.1.1.1. Generating reports

Users can use "Generate Report" command to generate actions list report containing the case history
for the selected case. The End-user can include specific actions by selecting one or more of the options
available.

* To generate a report for a case, follow the steps below:
k @Generﬂle Report

1. Select the case and clic button, the following page will appear:
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3 17EC image Technologied>< 0AIH112010 11:43 AM | Tera iad AWashashvi s cuaiey ¢ Heod [ [ (I
nbax Generate Report(199)

Jl /ction List Report ] enerate Repont J Cancel

Report Criteria

Report Title:  Actions List Regort

Include: Initiate: First View Initiate Consult Reply Consult

FIGURE 29: ACTIONS LIST REPORT — REPORT CRITERIA PAGE

2. Change the default title for the report that appears in the “Report Title” field above.
3. Include specific actions by selecting one or more of the displayed options (Initiate, First View,
Initiate Consult and Reply Consult).

4. Click
you have chosen.
Not selected options will be displayed in the Excluded Actions section.

4 'EC Image Technologie&><' 04/11/2019 1143 AM | Taniq ziad ANashashibias  Quality / QC Head H E E

Inbox | Generate Report(199)

rEjiGenerale Report

button from the above figure; the report will be displayed with the option(s)

a4 < 1 of1 » DI 100% v B . =]

Report Date: 041172019 123213 PM

Printed By:  Tarly ziad ANashashibi | Quality | OC Head
Actions List Report

Case Datailes

Creator Name : Qualiy | QC Head | Tarig ziad AlNashashibi Case Reference  : 199

Workllow Type + Record o workflow signature Priorty + Megium

Subject : ftest Creation Date * 30102019 092101

Catagory : For Signing Case Qwner

Exceluded Actions :

Quality | QC Head | Tang ziad  Quality | QC Head | Tariq ziad iApprove 1073072019 9:21.02  Quality | QC Head | Tariq ziad
AlNashashibi AlNashashibi o AM AlNashashibi

Quality | QC Head | Tariq ziad  Quality | QC Head | Tarig ziad 10/30/2019 921,01  Quality | QC Head | Tarig ziad
i i d AlNashashibi

Send

FIGURE 30: ACTIONS LIST REPORT

5. You can print the report by clicking “Print” button, or you can cancel the operation by clicking
“Back” button.
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5.1.1.2. Opening a Workflow Case

To open a workflow case, select one from the Inbox and then click (=) Open
Alternatively, you can double click on it from the inbox.
The workflow case will open as below:

n ITEC Image Technologie&><'

Recipients
From

Tnbox | View(199)

Case Reference:

199

Case Detalls || Case History | Comments History

Quality | QC Head | Tariq ziad AlNashashibi
Quality | QC Head | Tariq ziad AlNashashibi

<Admin & Accounts | Accountant & Admin Assistant | Huda>, <EDM & Support | Technical

Support Trainee | nimar>

% Generate Report 3

04/11/2019 11:43 AM | Tariq ziad AlNashashibi as  Quality / QC Head v H E E

4\Reply @\Reply All AForward [Fidpprove uly il i Create As = 3 Close

Comments

General Comments | Resiricted Comments

B 7 Ul A Y-

Case Detail

Workfiow: Record to workflow signature

Subject: test

Case Owner:

Category: For Signing

Priority: Medium

Case Dus Date: 06/11/2019 .
Custom Field

>

FIGURE 31: OPENED WORKFLOW CASE

In this page you'll find three tabs:
1. Case Details: Displays all the details that had been provided to the case.
2. Case History: Displays a log of all transactions applied on the case from its initiation until the
current time.
3. Comments History: Displays all General comments on all actions on this case.

TIP: You can also select the Case from your inbox and then click the expand button o

side of your inbox screen, so the following panel will be shown to you at the right side:

at the right
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n ITEC Image Technologie&><' 04/11/2019 11:43 AM | Tariq ziad ANashashibi as  Quality / QC Head v E u

D Tnbox
. « “ A o Q searcn
o4 Workflow
Showing All Cases
& Inbox E: . » & Priorty From Case Reference Subject View Case ».
> & Low Quality | QC Head | Tang ziad AIN. 11202010ep_Code\ve test share Case Details | Case History | Comments History
@ Medum  Qualty| QC Head | Tang i3 AIN. 199 test
From:
Medum  Quality | QC Head | Tang ziad AIN Read_only523 ab_¢ & 143
Quality | QC Head | Tariq ziad AlNashashibi
Medum  Quaity | QC Head | Tang ziad AN 143 test
Medum  Quality | QC Head | Tang ziad AIN Read_onlys01 i _s it 1est recall - tw Case Reference:
Medium  Quality | QC Head | Tariq ziad Al..  Read_onlydS %> ¢ &  groups 199
Low Quaiity | QC Head | Tarig Ziad AN an o Subject
Low Qualiy | QC Head | Tang 2 AN 2412019\Dep_Code\e 2 test
Low Quality | QC Head | Tariq ziad AIN. Read_only4d i s 42 test
| X < Received Date
a Medium  Quality | QC Head | Tariq ziad Al.... 400 test
30/10/2019 09:21 AM
y, Medium  Quaity | QC Head | Tang ziad AIN 71230012019 test
. Due Date:
Low Administration | General Manager | Read_only29 2 5 2 bbb
@ Medum  Quality| QC Head | Tarig Zisd AN 3% st LN
Medum  Quality | QC Head | Tang ziad AIN. Read_only163 a2 ¢ test Workflow Type:
Medium  Quality | QC Head | Tariq ziad AIN fest the sql injection Record to workflow signature
Medium  Quaiity | QC Head | Tariq ziad AIN. consults three
@ @ Medum Acminisiration | General Manager | consults three
Medum  Qualty | Senior Quality Officer | Sara ~ 52-,43-3-% test 3 consutts
@ Medum  Quaity| QC Head | Tang ziad AN Read_only153 1 ¢ 3 new B - Prioekty:
Medium
»
Page 1lorso| b M| & Displaying 1 - 20 of 1581
5% Open
No atiachments to dispiay
I« »l

FIGURE 32: VIEW CASE PANEL FROM EXPAND BUTTON

You can use the “2°°*" bytton at the bottom right of the “Case Details” tab if you want to open the

Case as shown in the “View” tab above.

Note: Once the user opens a case of type "Auto assign" or that an action of Auto-assign has been
performed on it, the Auto-Assign From field will be displayed in the case details for all recipients of
case To, CC and CCC.

Inbox || View (12017)
Case Reference: 12017 5| Generate Report g, Consult %o Assign ¥ Reply N Reply &1l /A Forward [E itpprove sl [El compiete (¥ Create As- X Close

Case Details | Case History || Comments History

Recipients Comments

From: Administration | General Manager | Jihad General Comments | Restricted Comments

To Administration | General Manager | Jihad Tahoma v|B z Ol|A- . ==
Auto-Assign From Assigner Node Information i

cc:

Ccce: <Pre-sales & Customer Satisfaction | Pre-szles & Customer Satisfaction

Manager | Bassam>

Workflow: General Workflow
Subject: 233
Category: Category 1

Custom Field | Rich Text

Number: Country Name:

City Name : list1:

hamzeh: Selective List:

2 g
Case
Actions.

FIGURE 33: CASE DETAILS FOR AUTO ASSIGN

5.1.1.3. Consult others about a case

You can use the "Consult" command to consult others about the case you have received, knowing that
the case will remain in your inbox with same privileges you already have.
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To consult others about your received cases, please follow below steps:
1. Select the case you want to consult about.

2. Click = ™" putton, the following page will appear:

4 'EC Image Technologie&><' 04/11/2019 11:43 AM | Tariq ziad AINashashibi as  Quality / QC Head H E E
Initiate  Custom Fields & Attachments

4 & ciear [ save Dran gl Send o[ Next X Close

Workflow: ase Select A

Specified Recipientes # Consultation iApprove

‘System Fields Comments

Subject: General Comments | Restricted Comments
Case Owner: B < o Insert Predefined Comment

Tahoma I rglAY- EEE EES B
Priority: oA

Case Due Date:

Consultation Due
Date:

FIGURE 34: NEW CONSULT PAGE

3. Select the nodes you want to consult them using RN button.

4. Provide any required data and attachments if needed then click [ Send button.
A confirmation message will be displayed to notify the user with the following (consultation has
been sent successfully; would you like to go back to inbox).

If the user clicks "Ok", the user will be directed to the inbox page and the case will remain in the
sender's inbox and will be sent to the recipient(s) inbox(s).

In case the user clicks on "Cancel" button then the user will remain on consult page with keeping
the original system fields values, custom fields values and attachments and clearing the defined
values for the previously sent consultation.

x Cancel

5. You can cancel the operation by clicking button.
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5.1.1.4.  Assigning a case

This command is used to assign received cases from user to another user. The Assign action is
only enabled if users have the needed privilege. To assign cases, do the following:
1) Select the required case from your inbox and check the checkbox for that case.

2) Click “™™ button. The following popup will appear:

Assign Case *

= Assign (QCIear XCIose

To: Please Select... hd

FIGURE 35: ASSIGN CASE

3) Assigning a workflow case to a node should inherit all privileges through the lifetime of the case.
For any assigned case, the node will always keep the inherited privileges throughout the life
cycle of the case until it is closed or no longer assigned to the user, this goes for both auto and
manual assign. When replying to the original (Assigner), System will automatically send the case
to the assigned node.

4) Assigner should be able to:

4.1 Assign workflow cases to “n” level beneath his/her own in the organization structure:
For example: If Node A is the parent of Node B and Node C, Node B is the parent of Node D,
and Node D is the parent of Node E, then Node A will be able to:
a. Assign workflow cases from Node A to Node B and Node C: (Level #1)
b. Assign workflow cases from Node B to Node C: (Level # 1)
c. Assign workflow cases from Node B to Node D: (Level # 2)
d. Assign workflow cases from Node A to Node D
e. Assign workflow cases from Node A to Node E
f.  Assign workflow cases from Node B to Node E

4.2 Assign workflow cases to 1 level up in the organization structure:
For example: If Node A is the parent of Node B and Node C, Node B is the parent of Node D,
and Node D is the parent of Node E, then Node A will be able to:
a. Assign workflow cases from Node B to Node A
b. Assign workflow cases from Node C to Node A
c. Assign workflow cases from Node D to Node B
d. Assign workflow cases from Node E to Node D

4.3 Click on =™ button, the workflow case will be transferred to the inbox of selected node.
4.4 The workflow case will be moved from your inbox to your “Assigned” tab.

ITEC

Image Technologies

38




5.1.1.5. Reply/Reply to all

You can use "Reply" or "Reply to All" commands to reply on a received case, either to reply
only to the case sender, or to the all case's recipients including its sender.
To reply only to the case sender, follow the below steps:

1. Select the case which you want to reply.

2. Click button, the following page will appear:

3 17EC image Technologied>< 0AIH112010 11:43 AM | Tera iad AWashashvi s cuaiey ¢ Heod [ [ (I

D d Inbox | Reply(Read_only44u)idl_g 5l12019)
i Renly dhsena £ Clear @ Anach Fikew I Cancel
Recipients Comments
To. Quality | QC Head | Tariq ziad AlNashashibi General Comments | Restricted Comments.
T [P checx e Insert Pregefined Comment
= Tahoma rIBZUA-Y- EEE TS

Case Details
Workflow: General Workflow

Subject: test

Case Owner:

Category: Category 1

Priority. Low

Case Due Date: 20/10/2019

Job Due Date 04/11/2019

Case Reference: Read_only4,alladl_g 2019

Custom Field | rich

Name: Alsa Number

list1 c Department:

> QC Head Stringbyalaa: Alaa testing

Date: 14/10/2019 Job Function QC Head

Username: Tang ziad AlNashashibi departmenttesr: Quality -
I« »

FIGURE 36: REPLY ONLY TO THE CASE SENDER

3. Provide any required data and attachments if needed, and then cIick@SE"d .
The case will be transferred to the sender's completed tab and to the recipient's inbox.

4. You can cancel the operation by clicking Hoancel ptton.

To reply to all case recipients including its sender, follow the below steps:
1. Select the case which you want to reply to all recipients.

2. Click [yreera button, the following page will appear:
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245 Workflow

n ITEC Image Technologie&><'

Tnbox || Reply to All(Read_only44uJixll_g all2019)
Reply 1o AX
Redipients

To. Quality | QC Head | Tariq ziad AlNashashibi

Case Detalls

Workflow: General Workflow
Subject: test

Case Owmer:

Category: Category 1
Priority: Low

Case Due Date: 20/10/2019

Job Due Date: 04/11/2019

Case Aeference: Read_only4,alladl_g 2019

Custom Field | rich

Name: Alsa

list1 c

> QC Head

Date: 14/10/2019
Username: Tang ziad AlNashashibi

04/11/2019 11°43 AM | Tariq ziad AINashashibi as  Quality / QC Head ~ E E H

Comments

General Comments | Restricted Comments

P check e Insert Pregefined Comment
Tahoma B ZIyUlA Y-
Number
Department
Stringbyalaa: Alaa testing
Job Function QC Head
departmenttesr: Quality

fsena O Clear @ Ansch Fiew Y Cancel

4|

FIGURE 37: REPLY TO ALL CASE RECIPIENTS

3. Provide any required data and attachments if needed then click & Send button, the case will be
transferred to your completed tab and to the inboxes of both recipients and sender.

4. You can cancel the operation by clicking XHcancel b itton,

Note: Once the user replies for a case of type auto assign, the Required CC field will appear
disabled, displaying the node information of the assigner node.

5.1.1.6.

Tnbox | Reply (54122016 )
Reply

Recipients

To.. Quality | QC Head | Tarig AlNashashibi
(=T

Quality | Junior Quality officer | Hanan

cce
Case Details
Workflow: General Workflow
Subject: Auto Assign
Category: Category 1
Priority: Medium
Case Due Date: 04/01/2017
Job Due Date: 07/01/2018

Custom Field | Rich Text Field
Name:

list1;

Country Name:

Job Function:

Comments
General Comments | Restricted Comments

o Insert Predefined Gomment

P Bru AW
&
Number:
City Name :
Department:
Username:

i send < clear 7 Attach File~ ) Cancel

~

>l

FIGURE 38: REPLYING CASE OF TYPE AUTO ASSIGN

Forward a case

Use this command to forward the Case to another node(s). To forward your cases, please follow below steps:
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1. Select the case you want to forward.

2. Click 7*Fe™ad bytton, the following page will appear:

n ITEC Image Technologie&><'

Inbox | Forward(Read_onlydd.nJloJl_g,al2019)

04/11/2019 12:45 PM | Tanq ziad AlNashashibi as  Quality / QC Head v H E E

Forward [ Send O Clear @7 Attach Fie - 3 Cancel
Workflow
Redipients Comments
To. General Comments. Restricted Comments.
T [P checx e Insert Pregefined Comment
— Tahoma rIBZUA-Y- EEE TS

case Details

Workflow: General Workflow

Subject: test

Case Owner:

Category: Category 1

Priarity: Low

Case Due Date: 20/10/2019

Job Due Date: 04/11/2019 ]

Case Reference; Read_onlydallall_g 2019

‘Custom Field rich

Hame: Alaa Number:

list1 c Department.

> QC Head Stringbyalaa: Alaa testing

Date: 14/10/2019 Job Function QC Head

Username: Tang ziad AlNashashibi departmenttesr: Quality -

I«

4

FIGURE 38: FORWARDING A CASE

1. Select the node(s) to which you want to forward the case.

2. Provide any required data and attachments if needed, then click [ Send button, the Case will be
transferred to your completed tab and to the recipients' inboxes.

3. You can cancel the operation by clicking Xoance! 1 tton,

Note: Once the user forwards a case of type auto assign, the Required CC field will appear
disabled, displaying the node information of the assigner node.

Inbox | Forward ( 54122016 )
Forvard
Recipients
To..
G
Quality | Junior Quality officer | Hanan
cCC...

Case Details

Workflow: General Workflow

Subject: Auto Assign

Category: Category 1

Priority: Medium

Case Due Date: 04/01/2017

Job Due Date: 03/01/2018 (]

Custom Field || Rich Text Field

Name: Mumber:

listL: City Name :

Country Name: Department:

Job Function: Username:

4

Comments

General Comments | Restricted Comments
= Insert Predefined Comment

Moo V1 B 7 u|A- ¥~

#Send O Cear P Aftach File ~

~

»l

FIGURE 39: FORWARDING A CASE OF TYPE AUTO ASSIGN
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5.1.1.7. Acknowledge “CC” and “CCC” cases

Use this command to acknowledge your received “CC” and “CCC” workflow cases. To acknowledge your
received “CC” and “CCC” cases, follow the below steps:

1. Select the case that you received as “CC” or “CCC” recipient.

2. Click "% 1 1++on, the following page will appear:

n ITEC Image Technologie&><'

04/11/2019 12:45 PM | Tanq ziad AlNashashibi as  Quality / QC Head v H E E

Dashbaarc Inbox | View{53-sL-3-four-2019)

_ Case Reference:  53-.1-3-four-2019 {5 Generate Report 3 + N Fad 7 iy Acknowiesge [B] 7 Create As = 2 Close
+54 Workfiow
Case Detalls || Case History | Comments History
& Inbox Recipients Comments
From: Quality | QC Head | Tariq ziad AlNashashibi General Comments | Restrictad Comments
Administration | General Manager | Jihad Jaljouli B rUlA-Y EES &
<Quality | QC Head | Tariq ziad AlNashashibi> The Sub Case Referance is : 54-suli-3-four-2019
<PMO | PMO Admin & Project coordinator | Sara>
SubCase Reference :  54-l-3-four-2019
Workflow: 1
Subject: cansults three
Case Owner: Administration | General Manager | Jihad.Jalioul
Category: v
Priosity: Medium -
Custom Fiedd
Country Name: Jordan
c Alaa
»l

Primistc  subcase

FIGURE 40: ACKNOWLEDGE A RECEIVED “CCC/CC” CASE

1. Add any comments if needed and click "#**"*"*®* pytton, “CC” and “CCC” recipients can add
General or Restricted Comments.

2. You can cancel the operation by clicking

x Cloze

button.

Acknowledged actions will be shown as actions in the Recipients case history.
Once all “CCC” recipients acknowledged the case, then the case’s Recipient will be able to
send (Forward/Reply/Reply to all) the case to other nodes.

5.1.1.8.

Completing a case

Use this command to declare the case as a completed and to prevent any further actions on
that case. To complete a case, follow the below steps:

1. Select the case (from your inbox) that you received as “FYA” recipient.

2. Click ®%™ button, the following popup will appear:
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[ Complete Case x|
J Ok + Insert Predefined Commsm{QC\earI xcance\

Complete Comments <«

|
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i
iii
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Tahoma Y| B I U|A A A- | === &

FIGURE 41: COMPLETE CASE POPUP

3. Add any comments for closing the case or insert it from the predefined comments using

Insert Predefined Comment
Finse e e button, click v/ ok button to close the case.

4. A confirmation message will appear to you as shown below:

Message from webpage X

o Are you sure that you want to close the selected case?

5. Click “OK” button to confirm completing the case, the case will be transferred from your inbox to
your completed tab.

5.1.1.9. Sending a case to a new case or record

To send your case to a new record by using “Create As” list, please follow the below steps:

¥ Create As

Record

Workflow
1) Select the case then use “Create As”—> “Record” command to create a new record

based on the data in the custom fields of the selected workflow case.
The following pop-up will appear:
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Mapped Record Types e

@ Send

| Outgoingl |‘"

FIGURE 42: MAPPED RECORD TYPES

2) Select the desired mapped record type to initiate a new record and click on £ send button.

3) The “Creation” tab of “Records” will be displayed including the mapped case’s data (as some
case’s data is mapped with the selected record type). The value mapping (from the workflow
case to the new record) is defined by administrator.

4) The workflow case will be put as an attachment inside the new record.

TIP: For more details about initiating records, please refer to section Initiating a Record.

To send your workflow case to a new case by using “Create As” list, please follow below
steps:

" Creale As ~

Record

Worlkfl
1. Select the case then use “Create As = Workflow” L——— " command to initiate a new

workflow based on the data of the selected case, by clicking on that command the following
popup will appear:

Mapped Workflow Types ¥
g Send
| private] |~

FIGURE 43: MAPPED WORKFLOW TYPES

2. Select the desired mapped workflow type to create a new case and click on ESend ptton.

3.  “Initiate” tab of “Workflow” will be displayed to you including the mapped case’s data (as some
case’s data is mapped with the selected workflow type). The value mapping (from the workflow
case to the new case) It’s defined by the administrator.

4. Workflow case will be set as an attachment inside the new workflow.

Tip: If the notification server is activated by the system admin, you will receive a notification when
you get a new case.
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5.1.1.10. Add Notes to cases in the inbox

Users can add notes on any of the cases in their inbox. These notes are not seen by any other users even
the supervisor (Direct Manager) will not be able to access the notes of their subordinates through the
subordinates’ page. Taking an action on the case like (Forward, Reply, reply all, iApprove, Complete, Assign,
Acknowledge) will clear the notes. Except consult action will not clear the notes as the case is still in the
inbox.

Recalling or reopening a case that had a note when it was in the inbox will display the notes icon

again, and show the notes that were available before taking an action.

All users within the same shared node will have access to the same notes.

How to use the screens

1. Select case in workflow inbox.
2. Click “Add Notes” Button.

3 ITEC Image Technologie&><' 04/11/2019 02:38 PM | Tariq ziad AINashashibi as  Quality / QC Head v m E u

Tnbox
_ 75 Generate Report ( Open g, Consull %o el G\Reply Al A Forward ol [E Compiete () Create As~ (B} Add Notes Q Searcn
#, Workflow
Showing All Cases
& Inbox - » & Priority From Case Reference Subject Workfiow Type ~ | Received Date ~ ~ DueDan «
B cor > & Low Qualty | QC Head | Tang ziad AN 12020\0ep_Coelve. test share Fmal 30106/2020 0445 PM 01077% «
& @ Medum Qualiy| QC Head | Tanq ziad AIN. 19 test Record to workflow signature: 30102019 0821 AM o812
Medlum  Qualty | QC Head | Tarig ziad AN Read_only523,12_¢ 143 General Workfiow 30/1012019 0917 AM 03112
Medum  Quaiity | QC Head | Tariq ziad AN 143 test General Workfiow 22102019 0312 P 30m2
Medum  Quality | QC Head | Tanq ziad AN Read_onlyS01,4a £ festrecall - General Workfiow 22/1012019 03:04 PM 24107
Medium  Quality | QC Head | Tariqziad Al..  Read_onlydS,ia> ¢ &...  groups General Workfiow 221020191288 PM 2201012
Low Quality | QC Head | Tariq ziad AIN. 3 quaq Rename 141102019 04.30 PM 220172
Low Quality | QC Head | Tanq 2iad AIN. 2412019\Dep_Cose've 2 Joudy 141102019 0403 PM 1510
Low Qualty | QC Head | Tariq ziad AN Read_onlydd iad = 42 . fest General Workfiow 14102019 0351 PR 14107
& @ Medium Quaiity | QC Head | TarigziadAL.. 400 test Workd 14102019 02:20PM 211102
y, Medum  Qualty | QC Head | Tang ziad AN T1/53-40ur-2019 test 1 091102019 0316 P 13107
Low Administration | GeneralManager | . Read_only290a £ 42 bbbb General Workfiow 08/1012019 1246 PM 10107
$ @ Medum Quaity|QCHesd|Tarqzsg AN 399 mt Works 07102019 1210PM 1474
Medum  Quality | QC Head | Taniq ziad AN Read_only163, test General Workfiow 1700912019 11:23AM
Vi Medium  Quality | QC Head | Tariq ziad AN Read_only203 3 ¢ test the sq injection General Workfiow 161092019 09. 58 AM 1
Medium  Qualty | QC Head | Tarig ziad AN 53535002019 consuts three 1 0810912019 11:18AM 1500012
# @ Medum  Administration | General Manager | 53-,S3-40ur-2019 consuts three 1 080912019 11:02AM 1
Medum  Qualty | Senior Qualty Officer | Sara  52-,3-4our-2019 test 3 consutts 1 0810912019 10:50 AM
@ Medum  Quaity| QC Head | Tang ziad AN Read_only153,4a% ¢ & new General Workfiow 0510912019 11:12AM oz
»
Page 10180 b M| @& Displaying 1 - 20 of 1581
I« >l

FIGURE 44: WORKFLOW INBOX

3. Add your Notes in Add Notes popup.
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3 ITEC Image Technologie8>< 04/11/2019 02:38 PM | Tariq ziad AlNashashibias  Qualtty / QC Head v E B

Tnbox

Showing All Cases

@ Medum  Cuay|

Medium  Quality| QC Head | Tariqzisd AL..  Read_onlyd8,ial £ 4.  groups General Worktiow 22102019 1258 P
Add Notes X 141 19 04 o

Bsave Xciose 1401072079 03 51 P

A Medium 141102018 02:20 PM

Notes: 1"

FIGURE 45: ADD NOTES POPUP

4. Notes icon will be displayed besides the case in the inbox as a flag
5. The case notes will be shown automatically once you move the mouse cursor over the flag
icon

5.1.1.11. Subcase

The main value of using the subcase action to divide the work done on certain case to multiple cases
where each case is sent to certain nodes based on the division of work done on the original case.

When a workflow case is divided to multiple sub-cases, the original case will become as a reference to the
workflow sub-cases, you will not be able to take an action on it, then the actions will be done on the sub-
cases, when all sub-cases are closed and finalized, the original workflow case will be automatically closed
by the system.

Through the subcase functionality, the privileged FYA recipient To will be able to divide the work to be
done on a certain case to multiple sub-cases.

The Reference number for the sub-case will be the same of original in addition to the sub-case
reference number, Sub-case reference will be generated based on the code schema definition
for the sub-case number.

how to use the screens

1. Click “Subcase” on the toolbar of the case.
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D Tnbax
Case Reference:
4, Workflow

Case Details

Recipients

& Inbox

Case Detall
Workflow:
Subject:

Case Owner:
Category:
Priority:

Case Due Date:

Custom Field | rich

Test long custom field

4

Case History

View(Read_only20,5JzJ_g ;all2019)

Read_only28. ) _g 2019

Comments History

[ Generate Report g, Consull g Assign 4 Reply thyReply Al Abroniard [ iappiove uiy

9 02:38 PM | Tariq ziad AINashashibi

[E) compiete

Comments

Administration | General Manager | Jihad Jaliouli

Quality | QC Head | Tariq ziad AlNashashibi

General Workflow
bbbb !
Quality | QC Head | Tariq ziad AlNashashibi

Category 1

Low

14/10/2019

Alaa Number:

c Department

General Manager Stiingbyalaa

08/10/2019 Job Function :

Jihad.Jaljouli departmenttesr:
Attachment:

Mo attachments to display

General Comments

Restricted Comments

B 7 Ul A Y-

<}

Alaa testing
General Manager

Administration

Create As »

(&) sucase 3 Close

»l

FIGURE 46: TOOLBAR

2. New Tab will open with all original system fields, custom fields and attachments will be filled
automatically with the same case Ref (followed by sub-reference) and will be disabled.

n ITEC Image Technologie8><'

19 02:38 PM | Tanq ziad AlNashashibi as  Quality / QC Head ~ m E H

Inbox

Recipients

Case Details
Workflow:
Subject:
Case Qwmer:
Category:
Priority:

Date:

Username:

View(Read_onlyZ9,sJlal_g ,412019)

SubCase Reference:

Case Due Date:

Subcase(Read_only29.Jl_g sl 2019)

Read_anly29,sl=l_g ,ali2019

Custom Field

Serial / 2019 [ Mowember/ Monday /[ lal sascma Ml !
[P crecx

General Workflow

bbbb

Quality | QC Head | Tariq ziad AlNashashibi

Category 1

Low

14/10/2019
Alsa Nurmber
c Department:
General Manager Stringbyalaa:
08/10/2019 Job Function
Jihad Jaljouli departmenttesr:

i sena

Comments
General Comments  Restrcted Comments
o nsen Fresennea Comment

Tahoma T BIU AV EES

Alaa testing
General Manager
Administration

@ anacnFies Y cancel

gl

The icon
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will differentiate the subcases, as the below:
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n ITEC Image Technologie&><' 04/11/2019 02:38 PM | Tariq ziad AlNashashibias  Quality / QC Head v E u

o ad Tnbox
5 LN s ~ & i} -B Q search
2 Workflow
Showing All Cases
& Inbox . > & Priorty  From Case Reference ~ Subject Workliow Type Received Date ~ Due Dar
> & Low Qualty | QC Head | Tang ziad AN 1120200ep_Code\e test share Fmal 30062020 0445 P 01077 +
> & @ Medum Quasty| OC Head | Tang ziad AN 199 test Record to workflow signature 30102019 08:21 AM 06112
Medlum  Qualty | QC Head | Tarig ziad AN Read_onyS23 1) ¢ 4. 143 General Workfiow 301102019 08:17 AM o3
Medum  Qualty | QC Head | Tariq ziad AN 143 test General Workfiow 221020190312PM 301172
Medum  Qualty | QC Head | Tang ziad AN Read_onlyS01 tak £ 8 testrecal - fw General Workfiow 22102019 03.04 P 4110
Medium  Quality | QC Head | Tariqziad Al..  Read_onlydS i ¢ groups General Workflow 221020191288 PM 220102
Low Quaity | QC Head | Tarig ziad AN an a0 Rename 14102019 0430PM 2200112
Low Qualty | QC Head | Taniq Zad AIN. . 2412019\Dep_Codele 2 Joudy 141102019 0403 PM 15
Low Qualty | QC Head | Tari ziad AN Read_only4d . test General Workfiow 14102019 0351 P 1
& @ Medium Quaiity | QC Head | TarigziadAL.. 400 test Workd 14102019 02:20PM 211102
y, Medum  Qualty | QC Head | Tang ziad AN T1-23-40ur-2019 test 1 091102019 0316 P 13107
Low Administration | GeneralManager | . Read_only29a £ 42 bbbd General Workfiow 08102019 1246 P 10
$ @ Medum Qualty| QC Head | Tanq ziad AN 3% st Worké 071102019 1210 P 1411072
Medum  Qualty | QC Head | Tariq ziad AN Read_only163,0% ¢ & test General Worktfiow 1700912019 11:23AM
& Medium  Qualty | QC Head | Tarig ziad AN Read_only203,/ test the sq injection General Workfiow 161092019 09.58 AM 1
Medium  Qualty | QC Head | Tang Ziad AN 53-,5-3-50ur-2019 consuts three 1 0810912019 11:18AM 15002
# @ Medum  Administration | General Manager | 53-,S3-40ur-2019 consuts three 1 080972019 11:02AM 1
Medum  Qualty | Senlor Qualty Officer | Sara  52-,3-four-2019 test 3 consutts 1 0810912019 10:50 AM 22
@ Medum  Quaity| QC Head | Tang ziad AN Read_only153,4a% ¢ & new General Workfiow 0510912019 11:12AM oz,
»
Page 10180 b M | @& Displaying 1 - 20 of 1581
No attachments to display
I« >l

FIGURE 48: SUBCASE ICON

Notes:
1. The original case will be closed automatically once all sub cases are closed.
2. The Original case that have active subcases will not be editable.

When a new workflow of type “Sub Case” is sent, the user will be able to view the Sub case reference of this
workflow in the “Case History” and “Comments History” as shown below:

02:38 PM | Tariq ziad ANashashibi as  Quality

n ITEC Image Technologie&><'

ot :1=12)
D 8 Tnbax | view(Read_onlya0,silxl_g sali2019)

Case Reference.  Read_onlyd8 ) g al2019 =i Generate Repont 4 o L 2% ™ Vad 4 ] = Create Asw (8] Subcase ) Close
s Workfiow

Case Detads | Case History | Comments History

& Inbax Performer TO Received Date Achion Action Date ~ Action Owner

Quality | QC Head | Tanq a0 AGMIn 8 ACCounts | ACCOUNtaNt & 221102019 1258pm  Subcase 0UT20180332pM  Quality | OC Head | Tani za0
AlNashashitn Admin Assistant | Ahmad Yassen AlNashashibi

Quality | QC Head | Tarig 2ia0 I 221020191258 pm  Firstview 0UM20180332pM  Quality | OC Head | Tariy 23d
AlMashashibi AlNashashibi

Quaity | GC Head | Targ ziad Quaity | QC Head | Tarig ziad 15102019 1244pm  Reply 221020191258pm  Qualty | OC Head | Tarig zia
AlNashasnini AINaSnashibi AINasnAshiDI

Qualty | QC Head | Tarig ziad 1] 18102019 1244pm  Firstview 22/1020191216pm  Quality | OC Head | Tarig ziad
AlNashashii AlNashashibi

Qualtty | QC Head | Tarq ziad Quainy | QC Head | Tarig ziad 15102019 1243pm  Sena 151020191244 pm  Quality | QC Head | Tang 230
AlNashashibi ANashashibi AlNashashibi

Pagel 1of2| b M Displaying 1-50f6
General Comments | Restricted Comments

The Sub Case Referance is : 59/2019/NovemberMonday/ jadl taas <31

Atiachment

FIGURE 49: CASE REFERENCE — CASE HISTORY

ITEC

Image Technologies 48




n ITEC Image Technologie&><' 04/11/2019 0238 PM | Tariq ziad AINashashibi as  Quality / QC Head + E E H
mbox | view(Read_onlya9 sJiaJi_g ,a12019)

Case Reference:  Read_onlyds s ¢ 412019 = Genecate Report 3 . \Reply o~ 7 - ) Create s+ (8] Subcase I Close
Case Detalls ~ Case History  Comments History

Quality | QC Head | Tariq ziad AlNashashibi
Received on : 22/10/2019 12:58:09 PM

Subcase : Admin & Accounts | Accountant & Admin Assistant | Ahmad Yassen  04/11/2019 03:32:44 PM
Restricted Comments

General Comments :

| The Sub Case Referance is : 59/2019/November/Monday Sl e 51

|Quality | QC Head | Tariq ziad AlNashashibi
Received on : 15/10/2019 12:44:27 PM

Reply : Quality | QC Head | Tariq ziad AlNashashibi  22/10/2019 12:58:09 PM
Restricted Comments :
General Comments :

ngngfnfan

Qualiry | QC Head | Tariq ziad AINashashibi
Recelved on : 15/10/2019 12:43:20 PM

Send : Quality | QC Head | Tariq ziad AlNashashibi  15/10/2019 12:44:27 PM
Restricted Comments

General Comments :

Quality | QC Head | Tariq zind AINashashibi

FIGURE 50: CASE REFERENCE — COMMENTS HISTORY

Customizing Inbox List
6. Objectives

Sometimes you need to display in “Inbox” tab some custom fields or displaying all of them
for a specific workflow type. This feature enables you to configure the inbox list view by
selecting the desired custom fields to be shown.

7. How to use the screens
To define which columns to appear in “Inbox” tab, follow the below steps:
1. Using the advanced search panel, select any workflow type then click on "Search" button.

2. Click © button in “Inbox” tab, as shown below:

Inbox
PR N —yY B -B Qsearen
Subject Received Date From 3 |Received Date To 3 A cc || ccc | consut || commiee |
From Al v Unread | Read |
Case Reference Al High Priority J Medium Priority J Low Priority |
Sent For Consultation | Pending for Acknowledgments Reset | [ 1= —
= > & Priority From Case Reference Subject ~ Workflow Type Received Date + Due Dat¢ |
> & Low Quality | QC Head | Tariq ziad AIN. 112020\Dep_Codelie: test share Final 30/06/2020 04:45 PM 0110712
@ @ Medum Qualty | QC Head | Tariq ziad AIN 199 test Record 1o workflow signature 30110/2019 09:21 AM 06112
& Medium  Quality | QC Head | Tariq Ziad AIN...  Read_only523 1=l ¢ 143 General Workflow 30110/2019 09117 AM 031172
Medium  Quality | QC Head | Tariq ziad AIN. 143 test General Workflow 22110/2019 03:12 PM 3011172
Medium  Quality | QC Head | Tariq ziad AIN. Read_only501 2 test recall - fw General Workflow 22110/2019 03:04 PM 2411012
Medium  Quality | QC Head | Tarig ziad Al...  Read_only49,fal g .  groups General Workflow 22110/2019 12:58 PM 2211012

FIGURE 51: INBOX LIST

3. The popup window will look as shown below:
o All custom fields are displayed for the selected workflow type except custom fields of type
rich text and attachments.
o Checkbox will be displayed beside every custom field.
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o Default value for the checkbox is unchecked.

‘Custom Field Name
Name
Number
list1
City Name
Gountry Name
Depariment

Job Function

OO0OD0o0ORKE

Usemame

! | Page 1oft| bkl Displaying 1 - 5 of &

FIGURE 52: ADVANCED SEARCH -SELECTING FIELDS

4. Select which columns you would like to display in the Inbox list.

5. Click B button to reflect the changes into “Inbox” tab.

- Note that clicking Save applies the following actions:

o Close the popup window.

e Refresh the inbox page.

e Display the selected custom fields in the inbox grid.

e The extra fields will be displayed after the (# of acknowledgments) column.

e The selected custom fields will be saved for the workflow type and user. Whenever the user
selects the workflow type from the advanced search using any assigned node, the selected
custom fields will be displayed automatically.

6. You can use “* button to cancel the operation.

Handling your Completed Cases

8. Objectives
The completed tab displays the cases that you sent
(initiated/consulted/replied/forwarded/replied to all/acknowledged) out from your inbox to
other nodes. It also displays the workflow cases that you have closed.

9. How to use the screens

To check your Completed cases, follow the below steps:
1. Go to Workflow item in the navigator.
2. Click Completed sub tab, the following page will appear:
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3 ITEC Image Technologie8>< 04/11/2019 02:38 PM | Tariq ziad AlNashashibias  Qualtty / QC Head v E B

Completed
+*; Workflow

& Inbox N Action T ~| Case Reference Subject Action Date ~

send Admin & Accounts | Accountant & Admin 53,5 3-100r-2019 — ——
Assistant | Anmag Yassen

Subcase [ 53,53-100r-2019 consuts tree 0411172019 0248 pm

\Approve Quality | QC Head | Tang ziad ANashashibi 199 test 301012019 0921 am

Send Quality | QC Head | Tang ziad AINashashibi 199 test 30/10/2019 09:21 am

send Quality | QC Head | Tang z1ad ANashashibl Read_only523 2a¥_¢ 02019 143 301012019 0917 am

Close Quality | QC Head | Tang z:ad AiNashashibi 181 {est the case history 301012019 0911 am

Forvard Quality | QC Head | Tang ziad AiNashashibi Read_only513 Jad ¢ 92019 testec 291012019 04:34 pm

Send Quality | QC Head | Tang 2iad AINashashibi Read_only513,7a3_¢ 22019 testcc 291002019 04:33 pm

Acknowledge CC Quality | Senior Quality Officer | Sara 10,3t0ur2019 auto assign 22110r2019 03:28 pm

Forward Quality | QC Head | Tang zad AINashashibi 143 test 221012019 03.12 pm

Forward Quality | QC Head | Tang ziad ANashashibl  Read_onlyS01,33 = 22019 test recall - tw 22/1012019 0305 pm

Intiate Consult Administration | General Manager | Youse!  Read_onyS01,, test recall - fw 22102019 03,08 pm

infiate Consult Administration | General Manager | Hamzeh  Read_only501 Jad_¢ 92 test recall - fw 221101201 03:05 pm

send Quality | QC Head | Tang ziad AINashashibl Rea0_ony501 a3 ¢ 92019 test recall - 22/1012019 03:04 pm
Denn: Ouralig | O siand | Tare viad Alachachini Dasd_AnkiAG 1. 2010 Arrne AN 19 RR ren. Y
Page 10022 » | & Displaying 1 - 20 of 4432

No attachments to ispiay

I« >l

FIGURE 53: COMPLETED CASES PAGE

¢ All your completed cases (the cases that you have initiated, consulted, replied on consult,
replied, forwarded, replied to all, acknowledged, sub-cased, iApprove, and closed) will be
displayed.

* You can recall the cases which you have sent/forwarded/replied/replied to all, replied on consult, consult, by

0 Recall

selecting the case then clicking button at the upper right side of the page.

¢ A recall action will be logged in the case history.

* The Recalled case for the send action will be retrieved in the drafts page, please refer to the drafts section to
more details 3.9. Handling your Drafts Cases.

Notes:

In case any of the CC / CCC recipients has acknowledged the case and the case has been recalled by
the sender, then the acknowledge cc/ccc action will be removed from the completed page of the
CC / CCC recipients.

o The performer of iApprove action can't recall the iApprove action in case any of the CCC recipients’
signs "Acknowledge CCC" the primary document.

a Reopen

o You can reopen the cases that you have closed by selecting the case and clicking button.

* The Advanced Search feature allows you to define search criteria and helps you to search on cases with
special factor, such as (case subject, to, case reference, action type, workflow type, workflow category, action
date from and to) Actually, the Advanced Search feature can help the user custom it’s search criteria and make
searching easily.

10. How to use this function
From the Workflow = Completed page
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04/11/2019 0238 PM | Tariq ziad AINashashibi as  Quality / QC Head v E u

D Completed
12 o Q searcn
s Workflow
& Inbox N Action T Case Reference Subject Action Date ~
B Completed send Admin & Accounts | Accountant & Admin 53.,/23100r-2019 consuts three 041172019 02 48 pm
Assistant | Anmad Yassen
Subcase [ 5353002019 consutts iree 0411720190248 pm
iApprove Qualty | OC Head | Tar Zad ANashashibi 199 test 30102019 0921 am
Send Quality | QC Head | Tanq ziad AINashashibi 199 test 30102019 09.21 am
Send Quality | QC Head | Tang ziad AINashashibl  Read_only523 22 s 92019 143 301012019 0917 am
Close Quality | GC Head | Tang ziad AINashashibl 181 test the case history 3011012019 0911 am
Forward Quality | QC Head | Tariq ziad AINashashibl  Read_only513 Jad_s 32019 testee 2911012019 04:34 pm
Send Qually | QC Head | Tarig Za0 ANashashibi  Read_oniy513,4a3_¢ 92019 testec 291072019 04:33 pm
Acknowledge CC Quality | Senior Quality Officer | Sara 10,43t002019 auto assign 2211012019 03:28 pm
Forvara Qualty | OC Head | Tarq Zad ANashashibi 143 test 22/102019.03-12 pm
Forward Quality | QC Head | Tang ziad AiNashashibl  Read_onlyS01,3a3 = 32019 test recall - tw 2211012019 03:05 pm
Intiate Consult Administration | General Manager | Youse! Read_only501 20 = 92019 test recal - tw 221102019 0305 pm
Intlate Consult Adminisiration | General Manager | Hamzeh  Read_ony501,JaJ_e 22013 test recall -t 22102019 03.05 pm
send Quality | QC Head | Tanq ziad AINashashibl  Read_only501,2a3 s 92019 test recall - W 2211012012 03:04 pm
Denni Ol © tasd | Tacn viad Aischachini Dasd Ankiad 1. 2900 Arrne 291 M40 19 KR nen. i
Page|  10r22( b M| @ Dispiaying 1- 20 of 4432
No attachments to cspiay
4 >l

FIGURE 54: COMPLETED CASES PAGE - SEARCH

Customizing Completed List

11. Objectives

If you need to display in “completed” tab some custom fields or displaying all of them for
specific workflow type; this feature enables you to configure the Completed tab view by
selecting the desired custom fields to be shown for each workflow type.

12. How to use the screens
1. Using the workflow dropdown, select any workflow type then click on "Search "button.

2. Click button in “Inbox” tab, as shown below:

n ITEC Image Technologie&><' 2019 02:38 PM | Tariq ziad AlNashashibi as

Completedt
4 Workfiow
L > s
B Completed Al -
Selecting Custom Fields x
Hsave
o
Custom Field Name:
- L Name
arg
= Number
s
Department
o
ate Consun
Stringbyalaa
Administration snager | Hamet
Date
o Job Function .
Fage 1001 Displaying 1- 19 07 19
sena Reaa_oniy48,10_s #2018
a2 o125 b b Dispiaying 1 - 20 of 2483
snacnaments 1o Gepiay

FIGURE 55: COMPLETED TAB
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3. The popup window will look as shown below:
o All custom fields are displayed for the selected workflow type except custom fields of type
rich text and attachments.
o Checkbox will be displayed beside every custom field.
o Default value for the checkbox is unchecked.

n ITEC Image Technologie&><' 04/11/2019 02:38 PM | Tanq ziad AlNashashibi s Quality / QC Head v E E H

Completed

Selecting Custom Fields x

Custom Field Name
Name

Numper

st

Deparment

W

Stringbyaiaa

Date

Job Function

22 91258 pm
Page| 1001 Displaying 1-130f 19
51020

FIGURE 56: COMPLETED TAB - SELECTING FIELDS

Select which columns you would like to display in the completed tab by checking the checkbox
corresponded to the desired custom field.

4. click B15 pbutton to reflect the changes into “Inbox” tab.

- Note that clicking Save applies the following actions:

e Close the popup window.

e Refresh the Completed tab.

e Display the selected custom fields in the completed grid.

o The extra fields will be displayed after the (Action Date) column.

o The selected custom fields will be saved for the workflow type and user. Whenever the user
selects the workflow type from the workflow type dropdown for any assigned node, the selected
custom fields will be displayed automatically.

5. You can use “ button to cancel the operation.
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Handling your Assigned Cases
13. Obijectives

The “Assigned” tab displays the workflow cases assigned from your inbox to other nodes. For
more information about how to assign a workflow case, please refer to the “Assigning a Case”
section (3.2.2.4).

14. How to use the screens

To check your assigned cases, please follow below steps:
1. Go to Workflow item in the navigator.
2. Click on Assigned sub tab, the following page will appear:

n ITEC Image Technologie&><' 04/11/2019 02:38 PM | Tariq ziad AINashashibias  Quality / QC Head v E u

o Assigned
4, Workflow
Sent from Assign From Assign To Assigned Date Status Case Reference
& Inbox Qually | QC Head | Tarig ziad AiNasha: Tariq ziad | General Manager | 2910201904:36pm  Assign Read_only513 sl s 2

Jinad atous

Quallty | QC Head | Tang 2ac AINashashidi  Tang ziad AINasnashibi Qualty | Junlor Qualty offcer | Testy 22102019 1206pm  Assign Reac_ony48,2_¢ 22

Qualty | Senior Qualty Offcer | Sara Tanq ziad AiNashashibl Qualty | Senior Quality Oficer | Sara 080920191050am  AutoAssign 52.,423:00r:2019

Quality | QC Head | Tarig ziad AINashashibi Tariq ziad AiNashashibi Quality | Senior Quality Officer | Sara 08092019 10:48am  AutoAssign 52- 15-3-10ur-2019

Quality | GC Head | Tang ziad ANas! Tariq ziad AiNas | General Manager | 050920190222pm  Assign Reaq_oniy103,30_¢
Jinad Safous

Quality | QC Head | Tang ziad Tariq ziad. | General Manager | 050920190220pm  Assign 39
Jinad satous

Quality | QC Head | Tarig ziad AINashashini  Tariq ziad AINashashibi Quality | Senior Quality Officer | Sara 0309201904:30pm  Auto Assign 2-45390ur-2019

Qualty | OC Head | Tariq ziad AINashashibi  Taniq ziad AiNashashibi Qualty | Senior Quality Offcer | Sara 0200920190624pm  Auto Assign 8,30ur2019

Quality | QC Head | Tariq ziad AINashashibi Tariq ziad AiNashashibi Quality | Senior Quality Officer | Sara 010920190449pm  AutoAssign 18- -3-four-2019

Quallty | QC Head | Tang Ziad AINashashibl  Tarig 2iad AINashashibl Qualty | Senior Qualty Offcer | Sara 310820190221 pm  AutoAssgn 11,4300r2019

Qualty | Senior Quality Officer | Sara Tariq ziad AiNashashibi Qualty | Senior Quality Officer | Sara 310820190215pm  AutoAssign 10,43t0ur2019

Quality | QC Head | Tang 2iag AINashashidi Tanq ziad AINashashibi Quality | Senior Quality Ofmcer | Sara 31/08/2019 02:13 pm Auto Assign 10,43310ur2019

Administration | General Manager | Tanq ziad AiNashashibl Administration | General Manager | 29082019 1226pm  Assign 4Tnanq

Jinad ajous Jinad. Satous

Qualty | QC Head | Tang ziad Tang ziad | General Manager | 29082019 11:59am  Assign 47nang
Jinad aou

Qualty | GC Head | Tang 2120 Tang zia0 | General Manager | 280820190508pm  Assign 3_A_DOL_New_,s13_n0
sinad atoul

Page 10013 b W Dispiaying 1-200f 251

FIGURE 57: ASSIGNED PAGE

You'll find all the workflow cases that you have assigned to other nodes.

2a De-Assign

3. You can De-Assign the assigned workflow case using button, and you can open the

. O
case using button.

Handling your Subordinates Cases
15. Objectives

The “Subordinates” tab displays the workflow jobs (steps) that are currently available at the
inboxes of your subordinates (nodes beneath you in the organization structure - one level
down).

You will work on your subordinates’ workflow jobs according to the privileges of your
subordinates (not your privileges), this mean you will see the address book of your
subordinate, and the actions buttons will be enabled/disabled according to the privileges of
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your subordinate as well. For the assign action, please refer to “Assigning a Case” section
(3.2.2.4) above.

16. How to use the screens

To check your subordinates’ workflow cases, follow the below steps:
1. Go to Workflow item in the navigator.
2. Click “Subordinates” sub tab, the following page will appear:

3 'TEC Image Technologies><' 04/11/2019 02:38 PM | Tariq ziad AINashashibias  Quality / QC Head v E n
Dashboard Subordinates
ey @ Ao o )
ot Workflow
From Cwner Case Reference Subject Received ~ Due Date Case Type "o«
& Inbox ¢ Quality | QC Head | Tariq ziad Quality | Junior Quality officer | Testy Read_oniyds s ¢ 4'2019 testrrttettttttt 221012018 12:08 PM  17/10/2018
AINashashibi
| | ted Quality | QC Head | Tariq ziad Quality control | Senior Quallty Officer | Read_only48.%a> £ 2018 groups. 1611012019 12:44 PM  17/1012019 cc
AINashashibi Osama
4 Quality | QC Head | Tariq ziad Development | Head of PS & Analysis | Read_onlyds sad ¢ 42019 groups 15110/2019 12:44 PM  17/10/2019 cc
AINashashibl Ahmad Yassen
Subordinates Quality | QC Head | Tariq ziad Quality | Senior Quality Officer | fhghth  Read_onlyd48,2a £ #2018 groups 1611012019 12:44 PM 171012019 cc
AINashashibl
Quality | QC Head | Tariq ziad Quality | Junior Quality officer | Hamzeh  Read_oniydS, s ¢ £2019  groups 151102019 1244 PM 171102013 CC
AINashashibi
Quality | QC Head | Tarig ziad Quality | Quality Team Leader | user120  Read_onlydS,sad ¢ #2019 groups 1511012019 12:44 PM 1711012019 cc
AlNashashibi
Quality | QC Head | Tariq ziad Quality | Senior Quality Officer | Sara Read_onlyds 2a2 £ #2018 groups 18102019 12:44PM 17702019 CC
AlNashashibi
Quality | QC Head | Tariq ziad Quality | Senior Quality Officer | Ahmad  Read_onlyd9,2a ¢ 2018 groups 1511012019 12:44 PM  17/1012019 cc
AlNashashibi Oden
Quality | QC Head | Tarig ziad Development | Quality Team Leader | Read_onlyds a3 ¢ 412019 groups 16110/2019 12:44 PM  17/1012018 cc
AINashashibl Adnan
Quality | QC Head | Tarig ziad Quality | Senior Quality Officer | Hanan Read_onlyds2ad ¢ 42019 groups 1511012019 12:44 PM  17/1012019 cc
AlNashashibi
Quality | QC Head | Tariq ziad Quality | Junior Quality officer | Manal Al Read_oniyds, s ¢ #2019 groups 18102019 1244PM 17702019 CC
AINashashibi Natsheh
Quality | QC Head | Tariq ziad Quality | Junior Quality officer | Test Read_onlyds a2 £ #2018 groups 18102019 1244PM 171702019 CC
AINashashibi
Quality | QC Head | Tarig ziad Quality | Junior Quality officer | jana Read_onlyds a3 ¢ 42018 groups 151102019 1244 PM 171102018 CC
AlNashashibi
Quality | QC Head | Tarig ziad Quality | Junior Quality officer | Hanan  Read_onlydS, % ¢ #2019 groups 151012019 1244 PM 171102018 ©C
AlNashashibi
Quality | QC Head | Tariq ziad Quality | Junior Quality officer | Enab Read_onlyds a3 ¢ 42018 groups 1511012019 12:44 PM  17/1012019 cc
‘AINashashibi
Quality | QC Head | Tariq ziad Quality | Junior Quality officer | Yasser Read_onlyds a3 ¢ 42018 groups 1511012019 12:44 PM  17/1012019 cc
AlNashashibi v
»
Page 1039 b M Displaying 1-20 01 772

FIGURE 58: SUBORDINATES PAGE

- All cases - currently available at your subordinates’ inboxes - will be displayed except the
cases of type committees where the supervisor will not be able to see them. You can do all
actions your subordinate can do on the case they received.

Handling your Drafts Cases
17. Objectives

A draft of the case can be saved in the initiation phase only through the initiate page, the main purpose of this
feature is to give the initiator ability to save the case as draft, in order to edit it and send it later.

The case will be displayed in the “Drafts” Page with status Draft for the drafts cases, and recalled for the
recalled cases.

Through the drafts page the user can do one of the following actions:

- Edit the case

- Send the case

- Delete the case
- Close the Case

* The Clear action will be disabled in the drafts page.
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¢ User can edit the draft cases and modify all fields (System and Custom).

18. How to use the screens

To save a case as draft, go to workflow initiate page, fill some case information and then click on
[RAsave prat

, as the below:

n ITEC Image Technologie&><' 04/11/2019 02:38 PM | Tanq ziad AlNashashibi s Quality / QC Head v H E E

Initiate | Custom Felds & Attachments.

I« & ciear [ save Dran gl Send o[ Next X Close

Case Reference: Senal 2019
Workflow: Mew Record =
Category: Cregory 3 v
® Specified Recipientes iApprove
Recipients
o Admmistration | General Manager | Jihad Jaljoul;
e P check.
cce
System Fields Comments
Subject: test General Comments | Restricted Comments
Case Owner: B < o Insert Predefined Comment
e sul AV I(EEEE
Priority: Medium A |
Case Due Date: 24/02/2020 a
Job Due Date: 27/01/2020 O

FIGURE 59: SAVING A CASE AS DRAFT

To check your drafts cases, follow the below steps:
1. Go to Workflow item in the navigator.

2. Click Drafts sub tab .|i|, the following page will appear

1 Das Drafts
a's Workflow
TO ~ Subject Workflow Type Creation Date ~ | Status
& Inbox Administration | General Manager | Yousef jhafds sanaadw? 20/06/2019 05:48 PM Recalled
DevOps | Senior DevOps | aa Frivate 20/05/2019 10:00 AM Dratt
IraElE Quality | QC Head | Tarig ziad AlNashashibi test the recall after replyyy General Workflow 28/05/2019 03:07 PM Recalled
signed Quality | QC Head | Tarig ziad AlNashashibi test the recall affer reply Tasnim Flow 28/05/2019 10:42 AM Recalled
bordinates Administration | General Manager | Jinad.Jaljouli test General Workflow 27/05/2019 02:30 PM Recalled
Quality | QC Head | Tariq ziad AlNashashibi mapppppppRPing Work2 27105/2019 12:47 PM Recalled
W Monitor Quality | QC Head | Tariq ziad AlNashashibi 4445 Work1 27/05/2019 12:16 PM Recalled
IH Drafts Quality | QC Head | Tarig ziad AlNashashibi reply General Workflow 27/05/2019 03:46 AM Recalled
Quality | QC Head | Tarig ziad AlNashashibi hello General Workflow 27/05/2019 09:40 AM Recalled
3 Initiate Quality | QC Head | test Mew Workflow not used for the em 20/05/2019 12:03 PM Draft
DevOps | DevOps Head | Ahmad Odeh5 Recall 3 Type 16/05/2019 10:23 AM Recalled
Administration | General Manager | Jinad.Jaljouli Recall 1 General Workflow 16/05/2019 10:21 AM Recalled
Administration | General Manager | Jinad Jaljouli z General Workflow 15/05/2019 12:45 PM Recalled
titt new_lype 15/05/2019 11:12 AM Draft
hello Type 15/05/2019 11:08 AM Draft
-~ Type 15/05/2019 10:33 AM Recalled
DevOps | DevOps Head | Ahmad Odeh5 a General Workflow 15/05/2019 10°:31 AM Recalled

FIGURE 60: DRAFTS PAGE

3. You can find the draft and recalled cases, you can do the following actions (Edit and Delete) if the
case status was as draft, and the following actions (Close and Edit) if the case status was recalled.
Once the user is click on Edit action, the initiate page will be displayed.
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Search for Cases
19. Obijectives

You can search for your workflow cases (available in your Inbox and/or Completed tab) and also for
your subordinates’ cases (available in Inboxes and/or Completed tabs of your subordinates).

The search fields for the search process are: Case Reference, Workflow Type, Category, Case Due Date
(From/To), Creation Date (From/To), Priority, Subject, Linked Object Reference Number, Status,
Search In (All/Inbox/Completed), From (sender node), and Subordinates.

20. How to use the screens
To search for workflow cases, follow the below steps:
1. Go to Workflow item in the navigator.
2. Click “Search” tab, the following page will appear:

n ITEC Image Technologie&><' 04/11/2019 0238 PM | Tariq ziad AINashashibi as  Quality / QC Head + E E H

Dashboard search

Qsearcn (> Reset Form
43 Workflow

Case Reference

Subase Reference:
Workflow Type: Al .
Category o
Case Due date from 3 10
Creation date from: =
Im o Priority: Al -

% Initiate Subject:

CaseOwmner.

Status: Al v
Search In: Al o
From: Al >

Subordinates: Al >

FIGURE 61: SEARCH PAGE

Fill your search criteria and click Qsearen 1 itton.
3. Alist will be displayed based on your search criteria as shown in the page below:
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3 'TEC Image Technologiea>< 0411112019 02:38 PM | Tariq ziad AlNashashibi as  Qualily / QC Head v E E H

Search Result

BPrint ) Export To Exce

Case Ref. ~ Subcase Reference Woridiow Type Subject Creaion Date: Status View

5 WALaRAINagarSO1A3%: 5 12 + Logged inINfo 213 ou22017 Active View

5 JALEBAINSFANIT438: 5 2 ¢ Logged inINfa e 2m2017 Active view

3 JALIBAINGFANIS 1430 50 2 » Logged inINTa 1 2m2m7 Active View

3 MALAAAINIFANGZ1A39: 50 2 5 WHOTK-SH 9 21207 Active View

£ WALBRAINGIRTBE 1430 5 o 2+ Logged inINfo 232138 17122017 Aciive view

- @ALERAINZE@TI@I430@: s 2+ \iork.SH 1212 12men? Active view

 JALBAINGAnGA4391: 5o ¢ Logged inINfa test 17122017 Active view

2 JALAAAINAANS1/14391: 5 Logged in INfo " 1722017 Adtive View

= WAL3RAIN]|ar TS/ 43 Logged in INfo 215 171272017 Active Wiew

Logged inINTo s 17122017 Aciive View

Logged in INfo ittt 17122017 Active View

Logged inINfo 21213 17122017 Active view

~ALaaAInalfarTS/ 143 Logged in INTo 12 17122017 Aciive View

- NALZBAINGANSS 14391 5 Loggea inINta Routng 1 12122017 Actve s

< WALBBAINSENSA438L: 5 o g Logged inINfa 213 1122017 Active view
Page|  tlotzis| b M| @ Oisplayng 1 - 15 0 4121

FIGURE 62: SEARCH PAGE - RESULT TAB

You can view a workflow case using the View link corresponded to each case in the result list above.

And You can print your search result using the WREI b utton.

Broadcast
DocuTRAK broadcast module simulates the organization processes on managing and dealing with broadcasts,
and follow-up the broadcasts while maintaining information on each transaction.

In Broadcast Module, users are divided into 2 categories:
1. System users: A normal users that can operate on the module to perform the following tasks:
a. View a received broadcast.
b. Request help on a received broadcast.
C. Acknowledge/Accept a received broadcast.
2. Privileged users: Users with rights to perform the followings:
a. Initiate Broadcasts.
b. Track Broadcasts: Full Search for Broadcasts.

Cc. DMS Integration.

There are 6 parts for the broadcast module:

1. Inbox: All new broadcasts that you received and still require your action (acknowledge/accept).
2. Initiate: Driven interface where you can send a new broadcast to the recipients.

3. Library: Where all your acknowledged/accepted broadcasts are saved.

4. Monitor: Where you can view details regarding your initiated broadcasts. If you have “Tracking” privilege,
you will also be able to view all broadcasts initiated within the organization.

5. Search: Where you can search for broadcasts available in your inbox and library.
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6. Tracking: Where you can search for the entire organization broadcasts. The objective of tracking is to
conduct a full search to track the recipients’ reactions on each broadcast sent out to them. Also, if you
have “Initiate” privilege on a specific broadcast, then the second objective is to do some actions
(Terminate and Archive) that broadcast.

Initiating a broadcast
22. Obijectives

To initiate a broadcast, you will specify the recipient type to set whether the broadcast will be sent

to internal or external users if the broadcast is selected to be sent for internal users you will choose

one of the following view modes from the address book:

1. All: Entire Organization (with exception to shared nodes).

2. 0S: Lists of all nodes within the organization ordered by job function in an ascending
alphabetical order.

3. Departments: Lists all departments in the organization ordered by department name in an
ascending alphabetical order.

4. OS Tree: Lists a tree of all nodes within the organization. The expanded option will be the
department of the logged-in node.

5. Groups: lists of all groups within the organization that are defined by the admin, you can use
them to send broadcast by selecting the group instead of selecting each node separately.

If the broadcast is selected to be sent to external users, you will choose one of the following

view modes from the address book:

1. External users: to set the number of external users to receive the broadcast

2. Categories: to send the broadcast to a group of external users sharing the same category

3. All external users: to send the broadcast to all external users.

Broadcast fields include:
1. Case Reference: Filled automatically generated by the system once you initiate a broadcast. Its
value depends on the broadcast schema that had been configured by system admin.
2. System fields:

a. Broadcast Type.

b. Broadcast Subject.

C. Priority: based on the selected broadcast type.

d. Due Period (in Days): The period during which broadcast recipients are supposed to
acknowledge/accept the broadcast. Once that period is over, the acceptance/
acknowledgement will expire, but recipients will still be able to acknowledge/ accept that
broadcast.

e. Valid Until: the date of which the broadcast content is valid.

f.  Group: Information or Regulation.

g. Folder: the folder that will hold the broadcast.

3. Custom fields: based on the selected broadcast type.
4. The “Logged-in user’s information” custom field: Includes the options: Department, Job

Function, and Username.
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- If the “Logged-in user’s information” custom field is assigned to a broadcast type, then when
creating a new broadcast these fields will be populated with the logged in node information.
5. Comments and Attachments tab.
o Attached files: [Scan, files from DMS, Templates, System Files, and Linked Cases].
o You can add comments for all broadcast recipients.

23. How to use the screens

To initiate a broadcast, follow the below steps:
1. Navigate to Broadcast item in the navigator to view broadcasts sub system.
2. Click on Initiate sub tab, the following page will appear:

g Image Technologies {ITEC) 06/03/2017 04:54 PM | Tariqas ~ Quality / QC Head + E E E

Fields | Comments & Attachments

4 & Reset (&) Send | next

T0
™ BroadCast
& Inbox
. Case Reference : Serial

E3 Initiate

k. L System Fields Custom Fields
BroadCast Type: Broadcasts - Country Name: —— =
Broadcast Subject: City Name : -

. manal text:
Priority: Normal 7
textl:

Acknowledge Due
Period (in Days): numberl:
Broadcast valid Until: | list1: -
Group: Please Select... = attachment1: é}Aﬁach File~ EJ
Folder: J

FIGURE 63: INITIATE BROADCAST PAGE

24, Defining the recipients of a broadcast
To choose the recipients of a broadcast, follow the below steps:

1. Click button to display the following popup:
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Address Book X

/ Ok X cancel
Recipient Type ® Internal Users External Users
View Please Select... v
Mode
TO... <

FIGURE 64: ADDRESS BOOK

2. Select the view mode for the broadcast recipients from the relevant menu, the following four
choices are available:
= ALL: Sends the broadcast to the entire organization.
= Departments: Sends the broadcast to an entire department.
= OS: Views a list of all nodes defined in the organization. You can select one or more node
from the list.
= OSTree: Views a tree of all nodes within the organization. You can select one or more node
from the tree.
= Groups: lists of all groups within the organization that are defined by the admin, you can use
them to send broadcast by selecting the group instead of selecting each node separately.
3. To select the recipients (nodes which you want to send them a broadcast); place the cursor at
the "To..." text field and double click on the desired node, the clicked node will appear inside the
field.

4. click Y% putton to accept the recipient(s) you have chosen or Xcancel 44 cancel the
operation.

5. To reset the fields and clear its contents, click e button.

25. Inserting the broadcast details
= Toinsert the broadcast details into the broadcast’s fields, follow the below steps:
=  Fill any required fields (if any) for the case reference.
=  Fill any available data in the system fields.
=  Fill number of days for the “Due Period”.
=  You can set a date for the “Valid Until” field using a calendar control beside that field.
= Define the group of the broadcast using the “Group” list: either "Regulation" or
"Information".
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= Define the folder that will contain the broadcast using a browse button |- beside the
“Folder” field.
=  Fill any available data in the Custom Fields (if any).

26. Adding Comments and Attachments to a Broadcast
Attach documents, templates, cases and records using the attachments list in "Comments &

Attachments" tab, you can view that tab either by clicking on it directly, or by clicking P e
button on the right bottom side of the "Fields" tab.

To go back to "Fields" tab, click "*®** button. The attachments list expands by clicking on
it, as shown below:

g Image Technologies (ITEC) 06/03/2017 04:54 PM | Tarig as  Quality / QC Head v E E n

Fields | Comments & Attachments
[ Frevious & Resst (2Send |
o insert Predefined Comment | 27 Attach File~
[laoma v B s AV AP IESS/ @SB
& In
E3 Initiate
ke U
Custom Links
I g
assign2

FIGURE 65: INITIATE PAGE — COMMENTS & ATTACHMENTS TAB

Tips

—  For more information on how to attach files to a broadcast, refer to the “Attachments” in the section of
“Workflow” above.

— For more information on inserting predefined comments, refer to the “Adding Predefined Comments to a
Case” section in Workflow Module above, and to know how to define predefined comments, refer to “Add
your Predefined Comments” in “User Preferences” section below.

- After filling all the desired fields, attachments, comments to the broadcast, click (% Send button at the bottom
side of the screen, to send the broadcast for the selected recipients.

Handling your Broadcast Inbox
27. Objectives
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Your broadcasts Inbox shows the broadcasts you have received in the Regulation or Information
group. You will be able to accept the regulations while you will be able to acknowledge the
information broadcasts.

- You can perform the following commands on the received broadcast at your inbox:

Acknowledge/Accept the broadcast

Print the broadcast

Sending a Help Request to the broadcast initiator
View the broadcast attachments

PwbNPR

— New broadcasts are shown in Bold style in your inbox, “received” & “subject” fields indicate that
you didn’t view the broadcast till now.

— Broadcasts with help requests or help replies are indicated as below:
1. Redsign of “?” indicates that there is a help response sent from the broadcast initiator to you.
2. Blue sign of “?” indicates that a help request sent from you to the broadcast initiator.

— Overdue broadcasts “received”, and “subject” fields are shown in Red.

— Terminated broadcasts are shown with the ® icon to indicate that this broadcast was
terminated.

— Acknowledging a broadcast is confirming that you read the broadcast.

— Accepting a broadcast is confirming that you accept the regulation written in the broadcast. When
you try to acknowledge/accept the broadcast, the system will validate that you opened at least
one attachment, otherwise the system will display a message that says: “Please open at least one
attachment before you acknowledge/ accept the broadcast”.

-~ Once you acknowledge / accept a broadcast, it will be hidden from your broadcast inbox and
displayed in your library.

— You can send a help request to the broadcast initiator for Active broadcasts only.

— Youcanview all the help conversations (occurred between you and the initiator) for any broadcast
at your inbox.

— The broadcast initiator will be notified via email/popup/SMS (according to your preferences) once
you send your help request to them.

— You will be notified via email/popup/SMS (according to your preferences) once the broadcast
initiator replied to your help request.

— When a broadcast is sent to a department, new employees added later to this department will
receive all Active broadcasts. This is applied also to broadcasts sent to “All”.

— When the user’s department is changed:

1. They will receive in their inbox all active broadcasts of the new department.
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2. Their old broadcasts will still be available in their inbox.

— You can view all attachments and linked objects associated with the broadcast.

— You can print the broadcast and/or any attachment associated with it.

28. How to use the screens
To check your broadcasts Inbox, follow the below steps:

PwbNPR

Go to Broadcast in the navigator.

Click Inbox sub tab to view a list of broadcasts that you have received.
Select the broadcast you want to handle.

The broadcast details will appear in "Details" tab as shown below:

Inbox

Received
/™ BroadCast ol O 130812017 09:44 AM
13/08/2017 08:47 AM

& Inbox

13/08/2017 08:46 AM
E3 Initiate 13/08/2017 08:45 AM
7 13/08/2017 08:43 AM

Page  1.0of13
Custom Links
No altachments to display

4

Subject Details | Help Request
5 a0 i o s

oy g

JEREE

Pl | & Displaying 1-50f62

4

FIGURE 66: INBOX PAGE — DETAILS TAB

5. You can print out the broadcast details using =™ button at the right bottom side of the

screen.

6. The broadcast's attachments appear in the attachments panel at the bottom side of the screen.
To view the attachment, you can click on the attachment icon.

7. To accept the regulation broadcasts you have received, you can click o Accept | itton at the right
bottom side of the screen, so the accepted broadcast will be transferred to your library

8. To acknowledge the information broadcasts you have received, you can click ol ckoouiedse | o
at the right bottom of the screen. The acknowledged broadcast will be moved to your library.
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afly Accept #5) Print

Details Help Request

@ ITEC

From : Quality | QC Head

Type Name: Organization announcement Group: Regulation

Case Reference: 2922018 Creation Date: 12/04/2018 11:24:55
Valid Until: 05/11/2018 23:50:59 Priority: Normal

Due Date Period: 5 Folder: Broadcast _New
Country Name: Jordan City Name : Irbid

Subject : Bad Weather

FIGURE 67: DETAILS TAB — INFORMATION BROADCAST

9. InyourInbox, you can request help for the received broadcast by opening the "Help Request" tab.

Inbox
il Acknowledge £
Received Subject Details | Help Request
© 1310072017 03:44 AM e i g majed - 14/08/2017 04:57 PM -
13/08/2017 08:47 AM 2Lyl iE e aliaii)
7 13/0B/2017 08:46 AM a2y
LRI P Sleie jad - 14/08/2017 G4:58 PM- 2:15 1) 1:30 = siupld sndl 5, o 5191 a7
? 13/08/2017 08:43 AM (g el

BIU|AAIA- P IS=S=I@ =B

Page 10f13| b Bl | & Displaying1-50f62 h Send O Clear

Ne attachments to display

I« |

FIGURE 68: INBOX PAGE — HELP REQUEST TAB

a. Write your help request in the writing area.

b. Click 221%™ button to send your help request to the broadcast initiator.
Your help request will appear within the “Help Requests” tab, and a blue question mark “?”
will appear next to the broadcast, as shown below:
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ol Accept 51 Print

Received Subject Details | Help Request
BroadCast 151041201 10:39 Al altachments
1210412018 03:29 PM e .
(1 [ntiaes 120412015 12:03 PM Meetings Rules 2B
120412015 11:56 AM Incentives Rules ﬁ IT E C
7 12/0472018 1155 AW Smoking Area
120412015 11:50 AM Official staff hours
1210412018 11:39 AM Internal Low From : Quality | QC Head
120412015 11:26 AM Sick vacations
Type Name: Organization announcement Group: Regulation
‘Case Reference: 2962018 Creation Date: 12/04/2018 11:55:13
Valid Until: Priority: Normal
Due Date Period: 5 Folder: Broadcast _New
‘Country Name: Jordan City Name : Irbid

Subject : Smoking Area
H 4 | Page slof25| b bl | & Displaying 57 - 64 of 1§

No attachments to display

4 >l

FIGURE 69: HELP REQUEST TAB — SENDING A HELP REQUEST

You can use & Clear button any time to clear the text you have written in the writing area.
Once the broadcast initiator responds to your help request, a red question mark “?” will
appear next to your received broadcast, and their help response will appear within the "Help

Request" tab, as shown below:

Inbox
oy Acknowledge §S) Print
Received Subject Details | Help Request
© 1310812017 09:44 AM sl LAETN Jogh
2 13(0B/2017 08:47 AM 35 8l 8 e siaaiil -
7 13/08/2017 08:46 AM Zal iyl o2y
13/08/2017 08:45 AM el cagdatll gl
7 13/08/2017 08:43 AM g e

From : DevOps | Senior DevOps | jad

Type Name: manal-BC Group: TInformation

Case Reference: 3551 Creation Date: 13/08/2017 08:46:30
Valid Until: 09/07/2017 23:59:59 Priority: Normal

Due Date Period: 5 Folder: Broadcast _New

Subject : a>|wVl vy
Page Tot13| b bl | ' Displaying1-50162  asyruMl saseall gl ol sy

No attachments to display

I« 4|

FIGURE 70: HELP REQUEST TAB — HELP RESPONSE
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Broadcast Library
29. Objectives

After taking the required action on your broadcast either accepting or acknowledging; your
broadcast will be transferred from your inbox to your library. In your library, you'll be able to
perform the below actions on the broadcasts as described below:

Your library will display all your acknowledged/accepted broadcasts even if you are not
currently assigned to the broadcast’s related node/department. The library displays only
the broadcasts that are still not archived.

Your library is classified to two folders (Active, and Inactive):

1. Active folder: Contains your acknowledged / accepted broadcasts that have not
exceeded their due date and are not been terminated.

2. Inactive folder contains:

o Your acknowledged/accepted broadcasts that have exceeded their due date.

o Your acknowledged/accepted broadcasts that have been terminated. For terminating a
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broadcast, please refer to “Monitor” section and “Tracking” section below.

In both “Active” and “Inactive” folders, the broadcasts are grouped into “Information” and
“Regulation” folders:

1. Information: The information broadcast is a kind of informative letter to tell
employees about a certain type of information related to the organization (like:
holidays, work structure, work allocation, ...etc.).

2. Regulation: The regulation broadcast is a rule of the organization that should be
followed by employees (like: working hours, personal leaves, business leaves, how to
apply for planned vacations, new working rules, ...etc.).

In both of the “Information” and “Regulation” folders, broadcasts are available within sub-
folders:

1. The name and position of the sub-folder were defined by administrator.
2. The tree leaf represents a broadcast.

You can perform the following actions on the broadcasts at your library:

1. View the broadcast details.

2. View the broadcast attachments.

3. Send help requests to the broadcast initiator.

4. Print the broadcast details.

5. Archive the broadcast.

You can archive only those broadcasts on which you have “Initiate” privilege. Archiving a
broadcast, means: Broadcast will be removed from “Monitor” section. And from your
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library and libraries of all broadcast recipients, but it will NOT be removed from the inboxes
of broadcast recipients.

30. How to use the screens
To Check your library, follow the below steps:
1. Go to Broadcast item in the navigator.
2. Click on library sub item to view the broadcasts which you acknowledged/accepted, as shown
below:

;;' Image Technologies (ITEC) 07/03/2017 09:19 AM | Tarigas ~ Quality / QC Head v E E n
-] [ ]

D Details | Help Requests

4 (2 Broadcasts
4 (29 Active
4 (=] Regulation
&I > [ Broadcast_New
> [ Testing Folder
E3 Initiate > ] New folder
4 (7 Information
L. Library > [ Broadcast _New
> (] Testing Folder
> [ New folder
4 ) InActive
4 = Regulation
» [_]Broadcast _New
» [ ] Testing Folder
+ [ New folder
4 = Information
> []Broadcast _New
» [ Testing Folder
» (] New felder

Custom Links

No attachments to display

FIGURE 71: LIBRARY TAB

3. Navigate through the tree view to reach the broadcast you want, then select it to show its
content, as shown below:
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Image Technologies (ITEC) 07/032017 09:33 AM | Tariq s Quality / QC Head v E E u

B archive g8 print
[} _
352 = et Details | Help Requests
4 Broadcasts
J i A
/™ BroadCast L E 4 =5 Active N

4 {7 Regulation 4 .- I_. B
& Inbox 16 47 Broadcast_New ‘
=] ag00 ( Terminated ) s
L i =]Vacations Request Procedure e Trdvwivs

> [ Testing Folder

|- Library
OTest From : Development | Accountant & Admin Assistant | maya

> [ New BroadCast
> [ Notification 22
4 £ Information Type Name: manal-BC Group: Requlation
? [ Broadeast_New Case Reference: 2101 Creation Date: 02/03/2017 09:02:40
> [ Testing Folder
s ] Test Valid Until: Priority: Normal
> [C)New BroadCast Due Date Period: 555 Folder: Broadcast _New
> [ Notification 22
4 inActive
4 =] Regulation o Name: N City Name :
> [(]Broadcast _New untry Name: Bahrain ity Name :
» [_] Testing Felder manal text: manal - number:
Custom Links > [ Test textl: numberl:
> [ New BroadCast
] Notiication 22 v listl: attachment1: v
No attachments to display
14 4|

FIGURE 72: LIBRARY TAB — VIEWING BROADCASTS

4. You can review the broadcast details, view the broadcast attachments from attachments panel,
and print the broadcast's details by clicking P utton.

5. You can send a help request to the broadcast initiator. Steps of sending help requests through
library tab will be same as steps of sending help requests through inbox tab. For more
information about sending help requests, please refer “Handling your Broadcast Inbox” section
above.

B.Archi\re

6. You can archive the broadcast by clicking = button:

® The system will display a confirmation message that says: “The selected broadcast will be
archived, are you sure?”.

® Click "OK" button to archive.

® The following message will be shown:

Alert *
The broadcast has been archived successfully

OK

7. The archived broadcast will be removed from the library, and then you'll be able to view the
archived broadcast via "User Search" and “Tracking”.

8. You can use refresh = button to refresh your library list.

Broadcast Monitor
31. Objectives
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By default, you'll be able to monitor the broadcasts you have initiated, but if you have the
“Tracking” privilege, then you will also be able to monitor the broadcasts initiated by others.

— Your monitor section is classified into two folders (Active and Inactive):
1. Active folder: Contains initiated broadcasts that have NOT exceeded their due date
and have NOT been terminated.
2. Inactive folder contains:
o Initiated broadcasts that have exceeded their due date.
o Imitated broadcasts that have been terminated.

— Inside both “Active” and “Inactive” folders, the broadcasts are grouped into “Information”
and “Regulation” folders:

1. Information: The information broadcast is a kind of informative letter to tell employees about
a certain type of information related to the organization (like: holidays, work structure, work
allocation, etc.).

2. Regulation: The regulation broadcast is a rule of the organization that should be followed by
employees (like: working hours, personal leaves, business leaves, how to apply for planned
vacations, new working rules, ... etc.).

— Inside both the “Information” and “Regulation” folders, broadcasts are available within
sub-folders:
1. The name and position of the sub-folder were defined by administrator.
2. The tree leaf represents a broadcast.

— For the selected sub-folder, you can apply the followings:
1. You can view its statistics as pie charts.
2. You can print its statistics.

o “Acknowledgement”’ Pie chart:
Percentage of recipients acknowledged/accepted broadcasts of this folder.
2. Percentage of recipients who did NOT acknowledge/accept broadcasts of this folder.

o “Help Requests” Pie chart:
. Percentage of help requests - of this folder - that have been replied.
2. Percentage of help requests - of this folder - that have NOT been replied so far.

— For a selected broadcast, you can apply the followings:
1. You can view the followings:
o Statistics
o Details
o Help requests
o Recipients
o History
o Attachments
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2. You can view the statistics of the broadcast as pie charts:

o “Status” Pie chart:
Percentage (along with the actual number) of recipients acknowledged/accepted the
broadcast.
Percentage (along with the actual number) of recipients who have NOT
acknowledged/accepted the broadcast so far.
The total number of receivers will show the actual number of broadcast receivers for each
sector between two brackets

o “Adherence” Pie chart:
Percentage (along with the actual number) of recipients acknowledged/accepted the
broadcast before/on “Due period (in days)”.
Percentage (along with the actual number) of recipients who acknowledged/accepted the
broadcast after “Due period (in days)”.

3. You can view a list of help requests that you have received from broadcast recipients.

4. Once you select a help request, you will see the conversations held between you and
help requester:
o You can also reply to the help requester. Once you reply, they will receive a message
via email/popup/SMS (according to their user preferences).
o The help requester can also reply to you, once they reply, you will be notified via
email/popup/SMS (according to your user preferences).

5. You can display a list of all recipients who received the broadcast, via two columns:
o To: The node that received the broadcast.
o Acknowledged at: The date at which the broadcast was acknowledged.

6. You can view the broadcast history including:
o Performer: Who performed the action on the broadcast.
o Action: The action performed by the performer:
[Initiate — Acknowledge — Accept — Terminate — Archive].

o Date: The date and time at which the action was performed.
o Notes: The notes (if any) written by the performer.

7. You can terminate ONLY those broadcasts on which you have “Initiate” privilege. You
must write a termination reason to be able to terminate the broadcast. Terminating a
broadcast means:

o Broadcast will be moved from the “Active” folder to the “Inactive” folder in “Monitor”
section.

o Broadcast will be moved from the “Active” folder to the “Inactive” folder in your
library (if the broadcast is available there) and in the libraries of all broadcast
recipients as well, but it will NOT be removed from inboxes of recipients.
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o Broadcast will be sent as a new broadcast to inboxes of all recipients with a
“termination” icon @ that indicates that this broadcast was terminated, but the
system will NOT remove the original broadcast from inboxes of recipients.

o DocuTRAK will send a message via email/popup/SMS to the broadcast recipients
(according to their user preferences) to inform them that the broadcast was
terminated and received in their inboxes.

o DocuTRAK will log your entered termination reason in the broadcast history.

o All broadcast recipients should acknowledge both:

1. The original broadcast.
2. The terminated broadcast.

8. You can archive the broadcasts on which you have “Initiate” privilege. Archiving a
broadcast, meaning:
o Broadcast will be removed from your library (if the broadcast was there) and from
the libraries of all broadcast recipients as well.
o Broadcast will be removed from “Monitor” section, but it will NOT be removed from
inboxes of broadcast recipients.
o You will be able to see the archived broadcast ONLY via:
1. Your Inbox: ONLY if you are one of the broadcast recipients and you have not
acknowledged/ accepted the broadcast till now.
2. “User Search”: Please refer to “User Search” section below.
3. “Tracking”: This section will be viewed to you ONLY if you have tracking privilege.
Please refer to “Tracking” section below.

9. You can print Statistics, Details, Recipients, and History.

32. How to use the screens
To monitor the broadcasts that have been initiated, please follow the below steps:
1. Go to Broadcast item in the navigator.
2. Click on Monitor sub tab to browse the initiated broadcasts; you'll find broadcasts classified in a
tree view of folders in which broadcasts had been created, as shown below:
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.;;' Image Technologies (ITEC) 07/03/2017 09:40 AM | Tariqas ~ Quality / QC Head E u
o L=

] Statistics | Details | Help Requests | Recipients | History
4 (2 Broadcasts
™ BroadCast 49 Active
4 = Regulation
» [Z]Broadcast _New
» [ Testing Folder
b [ New folder
4 =] Information
» [Z]Broadcast _New
» [] Testing Folder
b [ New folder
4 = InActive
4 {29 Regulation
» []Broadcast _New
> [Z] Testing Folder
» [ New folder
4 (2 Information
» []Broadcast _New
> [Z] Testing Folder
» ] New folder

No attachments to display

I« |

FIGURE 73: MONITOR TAB

TIP: A broadcast will be transferred to inactive folder only if the broadcast was terminated
or the broadcast has exceeded its due date.

3. Once you selected a sub-folder from the tree view, the system will display the following tab
which is called “Statistics” as displayed below:

':'-ﬁ Image Technologies (ITEC) 07/03/2017 09:40 AM | Tariq as ~ Quality / QC Head v E E u
=

¥ B 1 Print
) Statistics  Details | Help Requests | Redipients = History
4 "3 Broadcasts
™ BroadCast 4 =5 Active Acknowledgment Help Requests
4 Regulation
[~Broadcast _New

» [ Testing Folder
i (] New folder
4 =5 Information
» [C]Broadcast _New
» [ Testing Folder
b £ New folder
425 InActive
4 "9 Regulation
» ) Broadcast _New
» [ Testing Folder
> [ New folder
4 2 Information
» [ Broadcast _Mew
» [ Testing Folder
i (] New folder

Acknowledged Replied
W Pending W Pending

No attachments to display
I 4|

/DocuTRAK3/Pages/Broadcast/

FIGURE 74:MONITOR — STATISTICS OF A SELECTED BROADCAST FOLDER
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a. Acknowledgement pie chart shows the percentage of recipients who
acknowledged/accepted broadcasts within this folder compared with the percentage of
recipients who have NOT acknowledged/accepted the broadcasts till now.

b. Help Requests pie chart shows the percentage of replied help requests within this folder
compared with the percentage of pending help requests (still waiting for reply).

4. Navigate through the tree view to reach the broadcast you want, then select it to view its
information, as shown below:

n ITEC Image Technologieg:><' 23/0772019 01:41 PM | Jihad Jaljouli as  Administration / General Manager v E B

J| Dashboard s

= I3 Statistics || Details | Help Requests || Recipients | History

4y Brosdcasts Broadcast Infor

Case Reference 11672018

Subject :Discussing vacational Issues
Comments :

Broadcast Type  :Organization znnouncemant

Dtest 642018
7o R1 categery
EYtest no valid unti

) Testing Folder
) Test
) New SroadCast

Adherence
] Noifieation 22
O] Testi

Q
Sl ek Witrin Dee D2 )

~)Fegessae W Perding218222) B e Do Date(1
- FaiaTsset
om Links tiyioni
- Fsizso0s:
~)Faaz3e081 -

FIGURE 75: MONITOR— STATISTICS OF A SELECTED BROADCAST

5. You will see the broadcast statistics in the statistics tab, you can view the broadcast details from
the details tab, check the recipients and history of a broadcast using the related tabs, view the

broadcast attachments in attachments panel and print the broadcast's details by clicking 9 Prin

button.
6. You'll be able to reply to a help request.

7. You'll be able to archive the broadcast by clicking & archive button:

¢ The system will display a confirmation message that says: “The selected broadcast will be
archived, are you sure?”

e Click "OK" button to archive.

¢ The following message will be shown:

Alert ®
The broadcast has been archived successfully

OK

¢ The archived broadcast will be removed from "Monitor" tab, and then you'll be able to view
the archived broadcast using “User Search” and "Tracking".
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8. You'll be able to terminate the broadcast - if needed - by clicking A Torminate

popup will appear:

button, the following

-u Terminate
Termination Reason:

[fmoma V]| B 7 U A x| Ar -

@li== 2

FIGURE 76: TERMINATION REASON

¢ Write the purpose of termination in the text area.

e Click T button.

¢ System will display a confirmation message that says: “The selected broadcast will be
terminated, are you sure?”

¢ Click "OK" button to terminate.

¢ The following message will be shown:

Alert %
The broadcast has been terminated successfully

OK

9. Aterminationicon ® will appear in recipients’ inboxes next to the terminated broadcast, also a
termination stamp will appear in the broadcast's details, as shown below:

iy Accept €54 Print

Received Subject Details | Help Request
BroadCast © 21052018 0218 P Test
2170572015 09:36 AM Test Terminated A
& Inbox © mmsmrsorazem Test . Termination Date- 15/05/2018
1710512015 0118 P Test Responsivenss =
-
© 17052018 1214 P testbe e
© 1505201 0907 Al b , I I E'
© 150572015 09:05 AM Internal Low
© 150512015 09:03 AM Regulation 1 -no valid u...

From : Quality | QC Head

Type Name: Organization announcement Group: Regulation
Case Reference: 2942018 Creation Date: 12/04/2018 11:38:46
Valid Until: Priority: Normal
Due Date Period: 5 Folder: Broadcast _New
Custom Links Country Name: Jordan City Name : Irbid
[4 4 |page  4of25| b M | 2 Displaying 2532 of 18 N
No attachments to display
| >l

FIGURE 77: BROADCASTS INBOX — TERMINATED BROADCAST
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10. You can use refresh *™  button to refresh your broadcasts list.

Search for broadcasts
33. Obijectives

By default, you can search for your own broadcasts (broadcasts available in your Inbox and
Library).

— Through the Search Tab you can perform search by entering values in the following fields:
1. Broadcast Type: All broadcast types available in the system.
Source: [All / Not Archived / Archived].
Status: [All / Active / inactive: Terminated or Overdue “Expired”].
Received date (From — To): The date at which the broadcast was received by you.
Initiate date (From — To): The date at which the broadcast was initiated.
Priority: [All / Low / Normal / High].

Folder: The folder that contains the broadcast.

©® N o 0 bk~ w N

Case reference: The reference that is uniquely identifying the broadcasts within the
same broadcast type.

9. Subject: The title of the broadcast that was determined by the broadcast initiator.
10. User Response: [All - Not Acknowledged/Not Accepted - Acknowledged/Accepted].
11. Group: [All / Information / Regulation].

12. Custom Fields of the selected broadcast type.

— Result Tab will display the broadcasts that matches the values you entered in the search tab.
The result tab will display the following columns to show some information about the retrieved
broadcasts:

1. Case Reference.

2. Subject.

3. From: The node that initiated the broadcast.

4. |Initiated date: The date at which the broadcast was initiated.
5

Response Date (if there is a reply): The date at which you respond (acknowledged,
accepted) to the broadcast.

— Through the Result Tab, you can open a broadcast by double clicking it, so it will be displayed to
you in a separate tab:

1. You will see the details of the broadcast with its attachments.

2. You can open the attachments of the broadcast.
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You can send help requests to the broadcast initiator:

o Once you sent a help request, the broadcast initiator will receive a message via
email/popup/SMS (according to their user preferences).

o Once the broadcast initiator replied, you will receive a message via
email/popup/SMS (according to your user preferences).

You can accept the received broadcast if it is related to the “Regulation” group or
acknowledge it if it is related to the “Information” group.

When you try to acknowledge/accept the broadcast, the system will validate that you
opened at least one attachment, otherwise the system will display a message that
says: “Please open at least one attachment before you acknowledge/accept the
broadcast”.

Once you acknowledge/accept the broadcast:

o Broadcast will be removed from your inbox.

o Broadcast will be moved to your Library. Please refer to the “Broadcast Library”
section above.

You can archive ONLY those broadcasts on which you have “Initiate” privilege.
Archiving a broadcast, meaning:

o Broadcast will be removed from “Monitor” section. Please refer to “Broadcast
Monitor” section above.

o Broadcast will be removed from your library (if the broadcast was available there)
and from libraries of all broadcast recipients as well, but it will NOT be removed from
inboxes of broadcast recipients.

o You will be able to see the archived broadcast only through:

[Your Inbox / Search screen / Tracking screen].

34. How to use the screens
To search for those broadcasts available at your inbox and library, follow the below steps:
1. Go to “Broadcast” item in the navigator.
2. Click “Search” sub item, the following page will appear:
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v~ Image Technologies (ITEC)

Broadcast Type:
Source:

Status:

Received date from:

Initiate Date From:
Priority:

Folder:

All
All

Al

Al

¥ Case Reference

¥ Subject

use "%" operator to search using co

¥ User Response: Al

Received Date

(|
To:
[ Initiate Date To:

¥ Group:

Al

v

K]
0

<

071032017 09:40 AM | Tariqas  Quality /QC Head v E E u

Q search & Clear

FIGURE 78: SEARCH PAGE (FOR YOUR INBOX AND LIBRARY BROADCASTS)

3. Fill your values inside the search fields.

4. Click @5 putton.
5. Alist will be displayed based on your entered search values, as shown below:

™ BroadCast

a1
E3 Initiate

"

Search | Result

Search Results
Case Reference
3150
2140
2141
222
2085
2055
1051
1052
4044
4044

Page

1 of1

Tz subject

testing

manalis testing IPAD
manal is testing ipad
manalis testing

manalis testing

manalis testing icons, date, be types
testing

manalis festing

testing BG

testing BG { Terminated )

From

Quality / QG Head / Tarig AlMashashibi
Quality / QG Head / Tarig AlMashashibi
Quality / QG Head / Tarig AlMashashibi
Quality / QG Head / Tarig AlNashashibi
Quality / QG Head / Tarig AlNashashibi
Quality / QG Head / Tarig AlNashashibi
Quality ] QG Head ! Tarig AlNashashibi
Quality ] QG Head ! Tarig AlNashashibi
Administration / General Manager / Jinad

Administration / General Manager / Jihad

Initiated Date  Response D..

12/0412017
300312017
300312017
260372017
270212017
0310212017
0510212017
0510212017
0611212016
061212016

06/M2/2016

Displaying 1 - 10 of 10

>l

FIGURE 79: SEARCH PAGE - RESULT TAB

6. You can view a broadcast by double clicking it, the broadcast will be viewed in a separate tab as
shown below:
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Search | Result | 2872018

éﬁ' ITEC o

Type Name: Organization announcement Group: Information

From : Quality | QC Head

Case Reference: 2872018 Creation Date: 12/04/2018 11:12:11

Valid Until: Priority: Normal BIU AN A W ==
Due Date Period: 5 Folder: Broadcast _New

Country Name: Y] City Name : Amman

Subject : Annual Plan

sl Acknowledge #58 Print [ 1 Send & Clear

No atiachments to display

I« 4|

FIGURE 80: SEARCH PAGE — VIEWING A BROADCAST

o

Print

You can print out the broadcast details using ™ button at the left bottom side of the screen.

7. The broadcast's attachments appear in the attachments panel at the bottom side of the screen,
to view the attachment you can click on the attachment icon.

8. To accept the regulation broadcasts, you can click ol ccept button at the left bottom side of the
screen, so the accepted broadcast will be transferred from your inbox to your library.

9. To acknowledge the information broadcasts, you can click ol sctnowiedge 1 ton at the left bottom

of the screen as shown above, so the acknowledged broadcast will be transferred from your
inbox to your library.

TIP: You cannot acknowledge/accept the broadcast without viewing at least one attachment.

10. You can send a help request to the broadcast initiator.
11. Broadcast initiator can reply to your help request.
12. You will see the reply sent from broadcast initiator in a blue color, as shown above.

13. You can archive the broadcast by clicking B achive s ton:

* The system will display a confirmation message that says: “The selected broadcast will be
archived, are you sure?”

¢ Click "OK" button to archive.

¢ The following message will be shown:

Alert *
The broadcast has been archived successfully

0K

- The archived broadcast will be removed from “library” and “monitor” sub tabs, and you
can still view the archived broadcast via "User Search" and “Tracking”.
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Broadcasts Tracking
35. Objectives

“Tracking” section is to perform a full search on all the broadcasts available in the
organization.

—  “Tracking” section is available for users who are granted the “Tracking” privilege by the
administrator.

—  Through Tracking section, inside the Search tab: You can perform search by entering values
in the following fields:
1. Broadcast Type: All broadcast types available in the system.
Source: [All / Not Archived / Archived].
Status: [All / Active / Not Active: Terminated or Overdue “Expired”].
Initiate date (From — To): The date at which the broadcast was initiated.
Priority: [All / Low / Normal / High].
Folder: The folder that holds the broadcast.
Case reference: The reference that is uniquely identifying broadcasts within the same
broadcast type.
8. Subject: The title of the broadcast that was determined by broadcast initiator
9. Group: [All / Information / Regulation].
10. Custom Fields of the selected broadcast type.

NouswnN

— Result Tab will display the broadcasts that match the search criteria. The result tab will
display the following columns to show some information about the retrieved broadcasts:
1. Case Reference.
2. Subject.
3. Initiated date: The date at which the broadcast was initiated.

— Through the Result Tab, you can open a broadcast by double clicking it, so it will be displayed to
you in a separate tab:

1. You will see the details of the broadcast with its attachments.
2. You can open the attachments of the broadcast.
3. You can send help requests to the broadcast initiator:

o Once you sent a help request, the broadcast initiator will receive a message via
email/popup/SMS (according to their user preferences).

o Once the broadcast initiator replied, you will receive a message via
email/popup/SMS (according to your user preferences).
4. You can print the broadcast details.
5. Youcan archive only those broadcasts on which you have “Initiate” privilege. Archiving
a broadcast, meaning:
o Broadcast will be removed from “Monitor” section. Please refer to “Broadcast
Monitor” section above.
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o Broadcast will be removed from your library (if the broadcast was available there)
and from libraries of all broadcast recipients as well, but it will NOT be removed from
inboxes of broadcast recipients.

o You will be able to see the archived broadcast only through:

[Your Inbox / Search screen / Tracking screen].

You can terminate ONLY those broadcasts on which you have “Initiate” privilege. You
must write a termination reason to be able to terminate the broadcast. Terminating a
broadcast meaning:

o Broadcast will be moved from the “Active” folder to the “Inactive” folder in “Monitor”
section.

o Broadcast will be moved from the “Active” folder to the “Inactive” folder in your
library (if the broadcast is available there) and in the libraries of all broadcast
recipients as well, but it will NOT be removed from inboxes of recipients.

o Broadcast will be sent as a new broadcast to inboxes of all recipients with a
“termination” icon @ that indicates that this broadcast was terminated, but the
system will NOT remove the original broadcast from inboxes of recipients.

o DocuTRAK will send a message via email/popup/sms to the broadcast recipients
(according to their user preferences) to inform them that the broadcast was
terminated and received in their inboxes.

o DocuTRAK will log your entered termination reason in the broadcast history.

o All broadcast recipients should acknowledge both:

1. The original broadcast.
2. the terminated broadcast.

36. How to use the screens
To track broadcasts, follow the below steps:
1. Go to Broadcast item in the navigator.
2. Click Tracking sub item, the following page will appear:

ITEC

Image Technologies

81




.;.-' Image Technologies (ITEC) 07/03/2017 09:40 AM | Tarig as ~ Quality / QC Head v E E u
Tracking

Qsearch & Clear

BroadCast Type: All v Case Reference

1™ BroadCast
Source: All ¥ Subject use "% operator to search using co
Status: All a
Initiate Date From: [ Initiate Date To: K]
Priority: All ¥ Group: All -
Folder: J

FIGURE 81: TRACKING PAGE

3. Fill your search criteria, then click Qsemd 1) \tton.
4. Alist will be displayed based on your search criteria as in the page below:

Tracking | Result

Search Results

Gase Ref. {7 Subject Inifiated Date.
1052 manal is testing 05022017
8072 TestBC 2911212016

H 4 | page 2 of2 Displaying 15 - 16 of 16

FIGURE 82: TRACKING PAGE - RESULT TAB

5. You can view a broadcast by double clicking it, the broadcast will be viewed in a separate tab as
shown below:
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3 ITEC Image Technologie8>< 05/11/2019 12:49 PM | Tariq ziad ANashashibias  Qualtty / QC Head v E u

Help Requests | Recpients

- Internal users | Extemal users

@ s

From : DevOps | DevOps Head

Type Name: Organization announcement Group: Information

Case Reference: 62026 Creation Date: 29/12/2026 13:08:18 No data to dispiay

Valid Until: Priority: Normal
Due Date Period: 3 Folder: BB

City Name :

Subject : 224

& Terminste Pt B
No attachments to display

| )

FIGURE 83: TRACKING PAGE — VIEWING A BROADCAST

You can print the broadcast details using P 1 utton at the left bottom side of the screen.

6. The broadcast's attachments appear in the attachments panel at the bottom side of the screen,
to view the attachment you can click on the attachment icon.
7. To reply to a help request, just click it.

8. You can archive the broadcast by clicking B achive | ion:

* The system will display a confirmation message that says: “The selected broadcast will be
archived, are you sure?”

e Click "OK" button to archive.

¢ The following message will be shown:

Alert *
The broadcast has been archived successfully

OK

- The archived broadcast will be removed from “library” and “monitor” sub tabs, and you can still
view the archived broadcast via "User Search" and “Tracking”.

9. You'll be able to terminate a broadcast - if needed - by clicking e

popup will appear:

button, the following
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.wTenninaIe
Termination Reason:
[Tahoma vVIiB I U AL AP EEE @ EEIE

FIGURE 84: TERMINATION REASON POPUP

Write your termination reason in the text area.

a. Click _ button

The system will display a confirmation message that says: “The selected broadcast will be
terminated, are you sure?”
c. Click "OK" button to terminate.
d. The following message will be shown:
Alert *

The broadcast has been terminated successfully

OK

e. Aterminationicon ® will appear in recipients’ inboxes next to the terminated broadcast,
also a termination stamp will appear in the broadcast's details, as shown below:

#3 Image Technologies (ITEC) 0710372017 09:40 AM [ Tariq as  Qualty / QC Head ~ B E u

Tnbox
: aily Accept ¥ Print
Received Subject Details | Help Request
® BroadCast © 002017 0943 2M testit regg
L S & g
nbox % MBI, [ Termination Date:07/03/2017,
£ Initiate 2 020320170328 P Test Aaa e
L. Libra 0110372017 1231 P Aaa g H
el T — A ITEC
I Mopsor 011032017 12:06 PM [ i ;
ea 0110372017 1202 P Gustom fields
S 011032017 11:44 AW T From : Quality | QC Head | Tariq
01032017 11:42 AM 1n100000000000000
Type Name: Urgent Broadcasts Group: Regulation
Case Reference: 15962017 Creation Date: 26/02/2017 16:24:33
Valid Until: Priority: Normal
Due Date Period: & Folder: Testing Folder
Integer: Long: )
1 LS 1-1
Page ot9 i Deplamg 1- 100185 | Time:
«a =] L: >l
e Avede

FIGURE 85: TERMINATION STAMP
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Records

Introduction
Organizational correspondences must be managed effectively and efficiently; they are very
important to the organizations because these correspondences define, document, and regulate the
communications within the organization or externally. The correspondences are regarded as
“Records”, because they must be recorded and registered.

The set of processes that manage these records are called "Records Management"; which are
responsible for the efficient and systematic control of the creation, receiving, maintenance, using
and disposing of records.

You can attach files to the “In Progress” records only. For information about how to attach files to a
record, please refer to the attachments in the section of “Workflow” above.

Records in the system go through different statuses. A summary of the records life cycle in
DocuTRAK is explained in the table below:

Tri .
HEEe User's Action rlgger DocuTRAK Action ST
Stage Action Status
Inserting values into the Generate a reference
Creatin custom fields. "Create" number. In progress
& Attach documents and Add the record information prog
objects. in the records tab.
Editin Editing the custom
(as ° fields. “Edit” and Saving the changes In progress
Attach documents and "Save" & ges. prog
needed) objects
User deletes an "In Deleting the record.
Deleting N "Delete" The record will not be Deleting
Progress" record. . .
submitted / registered.
The user wishes to Lock the record from any
Registerin submit the finalized "Register” further edits in order to send Registered
g g edits on the record g it to workflow, another g
(Registering the record). record or\ and to archive it.
User wishes to archive
th istered d
Archiving € r'eg|s ere re'cor "Archive" Record is archived in a DMS. | Archived
and its contents into a
DMS.
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Initiating a Record
38. Objectives

You can create (initiate) a record ONLY if you have “Register” privilege on that record
type. This privilege is granted by system administrator.
— You will initiate (create) a new record in the system.
— You will navigate to records initiation page and select the type of the initiated record.
— You can enter values in the custom fields of the initiated record.
— Custom fields section: Contains the following items:

» Custom fields tab: Displays all types of custom fields, except of type "Rich text".

» The “Logged-in user’s information” custom field: Contains the following options
(Department, Job Function, and Username). If “Logged-in user’s information”
custom field is assigned to a record type, then when you create a new record, these
fields will appear populated with the logged in node information. These fields are in
read mode.

» Rich Text Tab: Display only the “Rich text” custom field in case the” Logged-in user’s
information” custom field is assigned to workflow type.

Note: You cannot assign more than one “Rich Text” custom field in the same workflow type.

— The “Rich Text” custom field contains the following buttons:
< “Insert Predefined text template” button: Predefined Text templates added by the
system administrator of a public type, or added by the user from the “User
Preferences” where they are of a private type, the user can add any of these

templates to the Rich Text custom field.

Note: The system administrator can add templates of a public and private type, and the user
can only add special type text templates.

R/

< "View" button: When you click this button, a pop-up window opens with the
previously entered text. The previously entered text can be replaced or modified by
pressing the "Replace" button in the window.

— When creating, editing or registering a new record, the "stored copies" will be displayed
for the actions performed on the record, where a copy of each of the following actions
will be displayed: (Create, Edit and Register) on the record.

— You can add attachments to the record from different sources: [System File, DMS, Cases,
Scan, and Template].

— Once you click “Create” button:

1. System will create the record with an “In Progress” status.
2. System will display a popup with the following options:
o Close: to close the popup and return to the default view of “Records” tab.
o Print Stamp: print a stamp for the record. The stamp’s content, fields, and colors
were defined by administrator.
o Print Follow-up: print a follow-up card that will be used as a later reference for the
record. The follow-up card was defined by administrator.
o Print Sticker: print a small sticker for the record to stick it to the desired object.
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o Edit: to edit the record by editing the values in the custom fields and
adding/removing attachments.

39. How to use the screens
To initiate a record, please follow below steps:
1. Click "Records" item from the navigator.
2. Navigate to records initiation page
3. Select the record type

4 'EC Image Technologie&><' 06/1172019 10:06 AM | Tariq ziad AINashashibi as  Quality / QC Head v H E E

Creation
Add Record (2 Reset Form efsCreate 7 Attach File =
Record Type: Incoming v
Registration Reference: Serial - it 3 four 2019
W Searct Custom Fields
€3 Initiate Hame: Alaa Humber
Amachment: & Atach File - | X Subject:
JRpI test: Country Name: ~
& r City Name : - manal text: manal is testing
manal - number: testt
numberd. it c ~
artachment1: & Attach File = | 3 Time: -
Username: Tarig ziad AlNashashibi TestDefault: 1
int120 120 stringmanal manal alnatsheh
time315 03:15 am v sahar ~
sahar2: ~ Areej -
L) 4]

FIGURE 86: RECORDS CREATION PAGE

4. Fill the Custom Fields with the required record’s information; attach needed documents and
objects with your record.

5. Click JrCreate button, a confirmation message will be displayed with further options you can use
as shown below:

A new record has been created successfully, the Registration Reference is 10282017

+/ Close | #54 Print Stamp| 5 Print Follow-Up| 5 Print 51ich:er‘ [ Edit | #7 Attach File -

FIGURE 87: OPTIONS TO BE APPLIED ON THE NEW CREATED RECORD
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JCIDse
6. You can use any of the above options or you can close the popup by using ! button, the

newly created record will be added to the “Records” tab, and a unique registration reference will
be generated automatically for the record.

Note: Creation tab will not reset the filled fields’ values when navigating between creation tab
and records list.

Generate Official Letter
40. Objectives

You can generate an official letter through clicking the “Generate Official Letter” button on the top
toolbar in the records page. You can generate the letter either with a header or without a header.
The Generate Official Letter button will be enabled for in progress records only. The letter will be
generated in Docx format, using the custom fields and registration number and date, then attach it

to the record’s attachment panel with a name (registration number) and the iconlg| .

How to use the screens
To generate an official letter from a record, follow the below steps:
1. From “Records” tab, select the record you want to generate an official letter for.

2. Click EiGeneraie Oficial Letter~ button; to show the two options as below figure:

lGenemie Official Letter~

With Header

Without Header

FIGURE 88: GENERATE OFFICIAL LETTER BUTTON.

3. Select “With Header” to generate the official letter with header and select “Without Header” to
generate the official letter without header.
- The following popup window will be displayed.

Cancel Generate View

FIGURE 89: INITIATE OFFICIAL LETTER
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o View Button: The official letter will be displayed, and the popup window will remain open
until the user clicks on cancel or attach.

o Generate button: The official letter will be generated in Docx format and attached to the
attachment’s pool for the record. The window will get closed automatically.

o Cancel: The official letter will not be generated, and the window will get closed.

[ ]

The generated official letter with header should look like the following:

LA
el

Rogistration Number : 62422017

Registration Date : 130822017
User Name Mapa
Job Punction

Prouct Markating

pn sl G 0 )

ApSe

R P |

o iad

sy

Bl 5 g colall laS Uann § 3 e e /il Bolans
TSyl A g 2Syle WU

i 2 ASSS Rl Jine b panadid) it caml o) dene Al /Antia (e
3y RS S dusigh Jlaei b Gacadie i e ) dala b oS Gladl Ciaall
EDENEH L PRI L T £ ST

S e e 5 8 SIS A e i e G I e i
Aada gl oda b Jeall 13a s oS3 e

22000 plo 2 L) Daala Auaigll LK e "LSHG ) il Bale S Jaal 38y
RPFRCRIPE RS DS TR T JONE SRVS WL IR 1Y

s iy O gl g 10 13 6 S g SN aal g f3a s a3 say
B8 Jaalls BasiM Slaaiul o Ul y ¢aSSil ga

A AV 338 Jei ) glaity

FIGURE 90: GENERATED OFFICIAL LETTER WITH HEADER

e The generated official letter without header should look like the following:

v Image Technologies

89




Registration Number: 62422017

Regirarion Dare s 130812017
UserName Vi
Job Function Product Marketing
ol el s
LTS, TR Gil g
el LN gy e At e g g /et Silas
s S gl An 5 8o WD)

o A Rl Jlne 3 annil) i) casa) sl e Al i b
Aol LSSl duigh Juel (8 panadte o g Mdals Sl Cin
At Yy el QS 5 BB
S i ek o5 B TEAS L) wilan b e G J G i Ly
il s 3 Janll 5 (ol S
32000 plo o Y] daals il LIS et ) g saled Jaal 0
L il 0 i) ailian® 38 )0 e dasdll s Salg (ol
Al Jr sy sl 3 4 2l g Calg 2l aal )y gem lia il e Bi e
5 e Jaally Gl aniiad o Ul 5 oaS o

a1 38 g sl

) aaaa ol

A
s S 3y 5t

il

FIGURE: GENERATED OFFICIAL LETTER WITHOUT HEADER

e The contents of the official letter:
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; [

Registration Number: 62422017

The Custom fields
Registration Date : 13/08/2017 that are included in

the official letter by

the administrator
User Name © Majid using manage

L~
7 custom field page.
Cfuslémm Job Function ° Product Marketing i
ields

PRGN | VRN i Jowt

AeSlae Gl gl

i:fytsgﬂl{lzf — & i) Alall Al g g ‘aga:\l Alatilan e g phe pre /g salas
f canyy S el es 5 oSl 2SL)

ol i A g Jlae 8 Gaadtll gl caand sl dene Al jaecie (b
apalp A i Jleel 3 Gaadie o8 pae ) dala S Adad) Canall
Aedall VY5 cSlaadl € 5 88 pud
S g et e a3 e ASIK At pilian b cilee G I B 48 Las
Aads gl oda 8 Jaall 138 bl oS} 0o
422000 ale el eyl Al gl 308 (e MG il saled Jaal 3
RPSENCH PP RUCI IS PE ISV LV DREL [PUWERE X PThRPX P

il JUs O sa ol g ol 1aa 8l Al g e N anl ) gem V3a e xe (38 5e s
3 _ilae Jaally BlaiiDl slastiul e Uiy oS58 o

iyl 3 J g | sl
panl il dena ol
................... HEPE - QY RYPH]

. il

FIGURE : THE CONTENT OF THE GENERATED OFFICIAL LETTER

IApprove
41. Obijectives

= This action is done through the records module, the user can send any record in the “In Progress
status for signing.

= Once the user selects a record for signing, an indicator will be added to the record sent for signing.
As a result, the record will be locked, and the user won'’t be able to make any modifications on the
record information or attachments.

= All the documents attached with the records will be added to the attachment pool in the “Send
for signing” window.

=  The user can select only one document to be sent for signing.

=  Only documents of type PDF or DOCX can be sent for signing.

=  The user should define at least one recipient for the document to sign it. Subject, case due date
field and job due date are all required fields.

”
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42. How to use the screens
To send a record for signing, follow the below steps:

1. From the “Records” tab, select the record you want to send for signing.

2. Click the [ iapprove button; the “Send for signing” page will appear as shown below:

Records || Creation

Send For Signing

Case Reference:  Serial 2017
Recipients
To...
Case Details
Subject:
Category: Category 1

Case Due Date: 20/08/2017

Job Due Date: 20/08/2017
x x
- Lyt
e

]

Comments

General Comments || Restricted Comments

- insert Predefined Comment

[Thoma V]| B 1 U|A-

@ Send £ Clear I Cancel

FIGURE 91: SEND FOR SIGNING PAGE

3. The user should set the recipients who will sign the document by clicking on “To” button which
will open the following window:

Address Book

Available Recipients
Department

(Quality-_ Department)
{Quality-_ Department)
(Quality-_ Department)
(Quality-_ Department)
(Quality-_ Department)
{Quality-_ Department)
(Quality-_ Department)
Admin & Accounts
Admin & Accounts
Administration
Administration

Development

Job Function

Junior Quality officer
Junior Quality officer
Junier Quality officer
Junier Quality officer
Junior Quality officer
Senior Quality Officer
Senior Quality Officer

Accountant & Admin Assi...

Head of Admin Accounts

PMO Admin & Project coo..

Product Marketing

Accountant & Admin Assi...

MName
Adnan
test10
user2
userd
users
ipad
Tariq AlNz
Mazen
Jamal
Talal
Rashed
maya

Recipients to Sign
Tt

Department

W/ ok X cancel

*

Name

FIGURE 92: ADDRESS BOOK Porup

4. Select the iPad nodes from the “Address Book” window which displays the nodes based on the
override OS privilege given to the logged in user on (Record to workflow signature) workflow
type (You can insert more than one node).

5. Click v ox to accept the recipient(s) you have chosen or
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Enter the subject of the case.

You can add General Comments or Restricted Comments.

Select the primary document that will be sent for signing by clicking on its check box.
Click on Send button:

o The condition of the record will be (sent for signing).

o Therecord is locked, and the user can’t make any modifications on the record.

L ® N

Records | Creation
- Eopen [F [ Edt @SPrint - (s -
Number UserMame Job Function Department Creation Date R Id R Refe Status Condition Creator
0 majed Product Markefing Administration 13082017 6927 62422017 In Progress majed
& ol Ggae LER 10/0872017 6919 62402017 In Progress majed o
majed Product Marketing  Administration 071082017 6914 62382017 In Progress Sent Forsigning  majed
majed Preduct Markefing  Administration 06/0872017 6913 62342017 In Progress Sent For signing majed
majed Product Markefing Administration 030872017 6911 62292017 Deleted majed
el data Gy 5571 03/08/2017 6905 62242017 In Progress SentForsigning  majed
Aol et By LSl 03/08r2017 6903 62192017 Registered majed
== Shala G L 02/0872017 6900 62082017 Registered Signed majed
0 2ol et Gat By 01/08r2017 6398 62002017 Deleted majed
ol et Gt By 01/0872017 6396 61992017 Deleted majed
0 dala el Gewt Ll 010872017 6891 61952017 Registered Signed majed
Alaa Abed Al- Senior Quality (Quality-_ 010872017 6890 61932017 In Progress Alaa Abed Al-
Rahman Officer Department) Rahman
Alaa Abed Al- Senior Quality {Quality-_ 01/0872017 6329 61922017 In Progress Alaa Abed Al-
Rahman Officer Department) Rahman
ol et Get By 31072017 6376 61852017 Registered majed [¥]
n Jamal Sofware Navelnnmeant NTAN1T RRT4 RIRTINT Renisterad Jamal
< >
Page Tof11| b B [ & Displaying 1 - 20 of 213
W5 B g
S AmpSpu
o pllnall

FIGURE 93: SENT FOR SIGNING RECORD.

- Once the document is signed from all iApprove recipients, the following will happen:
= Signed document will be added to the records attachments pool.
= The condition of the record will change automatically to Signed.
= The case of type iApprove will get closed automatically with complete comments (The document
is done with signature workflow).
= An email notification should be sent to the user who has sent the record for signing stating that
a signed version is already attached to the records attachments pool.
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Records | Creation
~ (& open [ [ Edit §Prnt..~ % [ Create As~
pw  Number Userhame Job Function Department Creation Date R tion Id Ry tion Refel Stalus ‘Condition Creator
o majed Product Marketing Administration 13/08/2017 6927 62422017 In Progress majed
=le ol G g 3P 100082017 6919 62402017 In Progress majed ~
majed Product Marketing  Administration 07082017 6914 62382017 In Progress Sent For signing majed
majed Product Marketing  Administration 08/08/2017 6913 62342017 In Progress Sent For signing majed
majed Product Marketing Administration 03/08/2017 6911 62292017 Deleted majed
Sl Clatia Gy T 03/08/2017 6905 62242017 In Prograss Sent Forsigning  majed
dale i B 031082017 6903 62192017 Registered majed
b latia Gy s 02052017 6900 62052017 Registered Signed majed
o dnle Chata g s g 01/08/2017 6898 62002017 Deleted majed
dale Sl g g 3P 01082017 6696 61992017 Deleted majed
(] dale i B 011082017 6691 61952017 Registered Signed majed
Alaa Abed Al- Senior Quality (Quality-_ 01/082017 6390 61932017 In Progress Alaa Abed Al-
Rahman Officer Department) Rahman
Alaa Abed Al- Senior Quality (Quality-_ 01/062017 6589 61922017 In Progress Alaa Abed Al-
Rahman Officer Department) Rahman
=le ol G g 3P JTR201T 6676 61892017 Registered majed (v
0 Jamal Softwars Nevalanmant 3UMTE017 RRTL AIRTINTT Renisterad Jamal
< >
Page 1of11| b bl | & Displaying 1 - 20 of 213
“DDEBLE .
618620 6211201  dis aug e s
e ol et s deya

FIGURE 94: SIGNED RECORD

Cancel iApprove Action
43. Objectives

The user can cancel the iApprove action only under the following conditions:
= The condition of the record is (sent for Signing).

= The case is still in the inbox of the first recipient of iApprove.

= The performer of the cancelation is the initiator of iApprove action.

44. How to use the screens
To cancel an iApprove action on a record, follow the below steps:
1. From “Records” tab, select the record you want to cancel its iApprove.
2. Open the view tab of the record as shown below:

Records | Creation | View ( 62382017 )

View Only ¥) Cancel iApprove [ 7 M Close

Registration Reference: 62382017 ~

Creation Date: 07/08/2017 11:49 AM Creator: majed

Status: InProgress

Custom Field wersrnsnene NEW NEW,.......NewRichField

Number: UserName: majed

Job Function: Product Marketing Department: Administration
Name: Date:

manal text: manal - number:

Country Name: test:

Subject: Attachment:

< >

<« 2 |2 bl

T ey
Lyt

FIGURE 95: VIEW RECORD TAB
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3. Click ¥JCancslispprove 1y tion,

-> Once the cancelation of iApprove actions is done successfully, the following will happen:

= Change the condition of the record to normal (condition column will be empty).

= The record will be unlocked; the user can perform any action on the record.

= Recall action will be added in the case history.

= The case will get closed automatically and the complete reasons will be (The case is closed
automatically because of cancelation of iApprove action).

= The primary document will be presented in the normal icon.

Editing a Record
45. Objectives

Editing a record includes: (Editing values of custom fields, Add/remove attachments and
objects), and it’s applicable only for records of “in progress” status.
— You can edit the values of custom fields and add/remove attachments.
— Once you clicked on “Save” button in the below figure, all your changes will be saved for
that “in progress” record.

46. How to use the screens
To edit a record, follow below steps:
1. From “Records” tab, select the record you want to edit.

2. Click e button; “Edit” tab will appear as shown below:

n ITEC Image Technologie&><' 06/11/2019 10:06 AM | Tanq ziad AlNashashibi as  Quality / QC Head v H E E

Records | EdIE (76-uvl-3-four-2019)
Edit Record Fsave ¢ anach Fie- € Cancel

Ragistration Reference: 76 e -3 four - 2019

M Records

Custom Fields | Rich Text Field
& Record Types

& Incor

Name: Alaa Number:

Attachment & anacn Fiie~ | X Subject: Read_only47 g 42019

L test Country Name: >
City Name v manal text: manal is testing

manal - number: text

numberi list1: c ™
& anacnFiie | X Time: A

Username: Jihad.Jaljouli TestDefault: 1

int120: 120 stringmanal: manal alnatsheh
time315: 03:15 am ~ sahar: v

sahar2 v Areej >

M . |

Read o

FIGURE 96: EDIT RECORD TAB
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3. You can edit values of custom fields.
4. You can attach any required documents and objects (either records or cases).

5. Click on Elsave button to save your changes on that record or Xcancel hytton to cancel the
operation.

Registering a Record
47. Objectives

After finishing the required editing on a record, you need to confirm the registration of that
record, and lock it from further changes.

You can register a record ONLY if you have “Register” privilege on that record type.
Only records in the “In Progress” status and has attachment can be registered.

When you register a record:

1.

2.
3.
4

o w

System will set the record’s status to “Registered”.

System will prevent you from editing that record.

Registered record can NOT be deleted.

You can initiate a workflow, or another record based on the registered record. Please
refer to the section of “Sending a registered record to a new record or case” below.
You can archive the record. Please refer to the section of “Archiving a record” below.
You can register many records by one click register for all selected records.

48. How to use the screens
To register a record, follow the below steps:
1. From “Records” tab, select the record that needs to be registered. The record's current status
should be "In Progress".

2. Click = R*¥=*" putton, the following message will appear:

Message from webpage o

Are you sure you want to Register the record?
Clicking '"OK' will make this uneditable

3. Click “OK” button to confirm, or “Cancel” button to cancel the operation.

Note: In “Records” tab, once you select a registered record, the system will enable you to send
the registered record to another workflow, record, or even archive it. For more information
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about sending a registered record, please see below section. For more information about
archiving a record, please see “Archiving a Record” section below.

Sending a Registered Record to a new Record or Case
49. Objectives

Sometimes, you need to start working on a new record or a new workflow case depending on

an already "Registered" record; this mapping should be already configured by system

administrator.

— Once you select a record and send it to a selected workflow type, the system will display
the “Initiate” sub tab of Workflow module:

1. Registered record will be displayed as an attachment inside the attachment pool of
Workflow “Initiate” sub tab.

2. System will copy the mapped custom fields values from the selected registered record
and paste them into their destination mapped custom fields in Workflow “Initiate” sub
tab. This mapping between custom fields is defined by system administrator.

3. You will initiate a new workflow case via Workflow “Initiate” sub tab which holds the
registered record as an attachment.

4. The new workflow case will be initiated holding the registered record as an
attachment; otherwise you can remove that attachment before initiating that new
workflow case.

— Once you select a registered record and send it to another record type, the system will
display the “Creation” page of the “Records” module:

1. The registered record will be displayed as an attachment inside the attachment pool
of Records “Creation” page.

2. System will copy mapped custom fields values from the selected registered record and
paste them into their destination mapped custom fields in Records “Creation” page,
this mapping between custom fields is defined by administrator.

3. You will initiate a new record via Records “Creation” tab which holds the registered
record as an attachment.

4. The new record will be created holding the registered record as an attachment;
otherwise you can remove that attachment before creating that new record.

50. How to use the screens
+»+ To send a registered record to a new workflow case, follow the below steps:

1. From “Records” tab: select the "registered" record you want to send to a new workflow case.

2. Click /oeehsr 5 WorkFlow , the following popup will appear:
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Mapped Workflows ¥

tth Send

FIGURE 97: SEND TO A NEW WORKFLOW

The dropdown list shown above will display all the destination workflows types which are mapped
with the registered record type.
3. Choose the workflow type to which you want to send the registered record.

4. Click on E15 pbution,

5. You will be directed to Workflow "Initiate" sub tab in order to initiate a new workflow case.

6. The workflow “Initiate” sub tab will contain the workflow type - selected in popup above - as the
default selected item of “Workflow Type”.
The workflow “Initiate” sub tab will show the custom fields of the selected workflow type.

8. The workflow “Initiate” sub tab will fill the mapped custom fields’ values. You can also edit them
as needed.

9. The workflow “Initiate” sub tab will contain the registered record as an attachment. You can also
remove it if needed.

10. You can add/remove attachments.

11. You will initiate the new workflow case by clicking on “Send” button from Workflow “Initiate”
tab.

Note: When the user sends a record to a workflow and after completing the action on the
newly created workflow case, the system will return automatically to the records module
(records list).

%+ To send a registered record to a new record, follow the below steps:
1. From “Records” tab: select the "registered" record you want to send to a new record.

7l Create As - > Duplicate Record

2. Click , the following popup will appear:

Mapped Records »
@ Send
Please Select... o

FIGURE 98: SEND TO A NEW RECORD
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3. Dropdown shown above will display all the destination record types which are mapped with the
registered record type.
4. Choose the record type to which you want to send the registered record.

5. Clickon 25 pytton,

6. You will be directed to Records initiate page related to the registered record type in order to
create a new record.

7. Records initiate page will show the custom fields of the selected record type.

8. Records initiate page will fill the mapped custom field’s values. You can still edit them.

9. Records initiate page will contain the registered record as an attachment.

10. You can add/remove attachments.

11. You will create the new record by clicking on “Create” button from Records initiate page

Archiving a Record
51. Objectives

You need to archive a registered record to a Document Management System (DMS).
— Only the “registered” records can be archived.
— Archiving a registered record means:
1. System will move the record to a document management system (DMS) according to
DMS settings defined in the DMS Integration.
System will hide the archived record from “Records” tab.
The status of record will be set to “Archived”.
You will be able to see archived records only by making a search via “Search” tab.
Archived record can NOT be edited/ deleted and cannot be changed to another status.

vk wnwN

52. How to use the screens
To archive a record, follow the below steps:
1. From “Records” tab, select a record which you want to archive, make sure that the status of this
record is "registered".

2. Click [ Createhsr  Archive o following popup will appear:

Message from webpage *

o Are you sure that you want to archive the selected record(s)?

3. Click on "OK" button to send the record to DMS system, or "Cancel" button to cancel the operation.

Deleting a Record
53. Obijectives

— Only “in Progress” records can be deleted.
— Deleting an “in progress” record means:
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You don’t need this record anymore.

The status of record will be set from “in progress” to “deleted”.

You can see the deleted records by search through the “Search” tab.
Deleted record cannot be edited and cannot be changed to another status.

PwNPRE

54. How to use the screens
To delete a record, follow the below steps:
1. Make sure that the record status is “in progress”. Otherwise "delete" button won't be enabled.
2. From “Records” tab, select the record you wish to delete.

3. Click "e et button, the following popup will appear:
Message from webpage X
o Are you sure you want to delete the record?
4. Click "OK" button to confirm the deletion, or “cancel” to cancel the operation.
5. Record status will be changed to "deleted".
6. Record will keep its reference number but can't be registered anymore.
7. The available commands for the deleted record will be:

View, print stamp, Print follow-up and Print sticker.

Printing Record's Data (stamp, follow up and stickers)
55. Objectives

Sometimes you need to print a stamp / follow up card / or a sticker for the record.

—  You can print the stamp / follow-up card / or a sticker for any record you see in your
“Records” tab regardless of the record’s status.

—  For some work procedures you might need to print a stamp for your record.

— The stamp’s content, fields, and colors are defined by administrator.

— You might need to print a follow-up card to give it to customer for reference purposes.

—  Follow-up card’s content, fields, and colors are defined by administrator.

— You might need to print a small sticker for the record.

— Sticker’s fields and colors are defined by the administrator.

56. How to use the screens
To print a Stamp for a record, follow the below steps:
1. Select the desired record from “Records” tab.

2. Click Pt | 5 stamp button, the following popup will appear:
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Incoming>> Print Stamp *®
15 Sticker
Top Left Top Right
Bottom Left Bottom Riaght

FIGURE 99: PRINT STAMP POPUP

If the stamp location is set to a dynamic location by the admin, the stamp location pop-up will
appear as the below allowing you to drag the stamp to set its location instead of using the 4 angles,
as the below:

Incoming:>> Print Stamp ®

=3 Sticker

Select stamp
location

FIGURE 100: DYNAMIC STAMPS POP-UP

3. Choose the stamp location, a web page with the stamp will be displayed, so you can print it.

You can use | button to cancel the operation.

% To print a Follow-up card for a record, follow the below steps:
a. Select the desired record from “Records” tab.

b. Click > ‘ @ Print Follow-Up button, the following follow-up card will be displayed, so you
can print it:
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Follow-Up Card

Created By :alaa

Creation Date :21/11/2012

S eginiration :4/MNSRS/2012
Referance

source :moc

letter :reminder
Status :In Progress
Created User Id  :alaa

© Image Technologies (ITEC) 2012. All rights reserved.
FIGURE 101: PRINTING A FOLLOW-UP CARD

To print a Sticker for a record, please follow below steps:
a. Select the desired record from “Records” tab.

b. Click > e button, a sticker will be displayed, so you can print it:

A
(]

Rt o

e (=T B F A L L

1;1—;“.'.”'.1 - ._5-'| =

A
D B
Yedg/e¥jed

YT
:

LR RSt R DR LI TR L) ) |

FIGURE 102: PRINTING A STICKER

Search for Records
57. Objectives

By default, you can search for records that you have created (initiated).

— If you have “Full Search” privilege, you can search all records regardless of their initiators.
— You need to specify the values by which you want to search for records.

— System will display the records that match your search criteria.

— Through “Results” tab, you can double click the desired record to open it.

— Double clicked record will be shown in a separate tab called “View”.

— You can edit the record ONLY if its current status is “In Progress”.

58. How to use the screens
To search for records, follow the below steps:
1. Click “Search” Tab, the following page will appear:
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3 'TEC Image Technologiea>< 06/11/2019 10:06 AM | Tariq ziad AlNashashibi as  Qualily / QC Head v E E H
Search

Q searcn & Ciear

Registration Reference: |

Record Type: Al ~

Sl Linked Object reference

Creation date fram: 3 To: O
Status: In Progess Registered Archived Deleted

3 Initiate

£ Administration
-

FIGURE 103: SEARCH CRITERIA PAGE

2. Enter your search criteria to refine the search results; if you choose a specific record type from
the "Records Type" dropdown, then the custom fields of the selected record type will appear, so
you can fill custom fields’ values for which you want to search.

3. Click S button, a list of matched records will appear in the “Result” tab as shown below:

3 'TEC Image Technologiea>< 06/11/2019 10:06 AM | Tariq ziad AlNashashibi as  Qualily / QC Head v E E H

Search Result
e q@rom - . fly et ) ExportTo Excel
Regsiration Reference Status Type Name Creation Date
412018 Registered Incoming 231172016
482016 Registerea Incoming 23M12016
Sl 452016 Registered Incoming 23112016
502016 Registered Incoming 2312016
20512015 Registered Incoming 2T0E
20522018 Registered Incoming 28172016
20522016 In Progress Incoming 201172016
€2 Initiate 20542016 In Progress Incoming 05122016
I3 Administration
- K
Page 101125 b M Dispiaying 1 - B ot 1000
| >l

FIGURE 104: SEARCH RESULT PAGE

4. From the “Result” tab you can view a record by double clicking it, so it will be shown in a
separate tab called “View”.

5. You can also update a record, select it from the menu shown above and click “Edit”. A separate
tab called “Edit” will be shown, please refer to the above section called “Editing a Record”.

ITEC

Image Technologies 103




Exporting to Excel Function
59. Objectives

EXPORT TO EXCEL FUNCTIONALITY ENABLES THE USER TO EXPORT THE RESULTS OF THE SEARCH TO AN EXTERNAL EXCEL FILE,
SO THE USER CAN ANALYZE, MANAGE AND REPORT THE EXPORTED DATA OUTSIDE THE SYSTEM.

60. How to use the screens
1. SEARCH ON A SPECIFIC RECORD TYPE OR SEARCH FOR ALL THE RECORDS TYPES.

E Export To Excel

Click on button, a save dialog will be opened to enable the user to specify the store path of
the document on the user's machine. The default name of the Excel file is "RecordsSearch" .xls.
u ITEC Image Technologie&><' 06/11/2019 10:06 AM | Tariq ziad AINashashibi as ~ Quality / QC Head ~ B Eu
Search Result
#cor WPt » (%) Create Asw [ ) Export To Excel
r———— pr— s
472016 Incoming 231172016
4B2016 Incoming 231172016
502016 Incoming 231172016
Incoming 271112016
A neoming
In Progress Incoming 281172016
£3 Initiate 5420 In Progress Incoming 08122016
Page 100125 b M Displaying 1 - 8 of 1000
4 “‘: namra >~
Bl RecordsSearch (1)als ~ Show all x

FIGURE 105: SAVING RECORD SEARCH FILE

- The exported columns are the following: Registration Reference, Status, Type name,
Creation Date and Registration Date.
- Alist of records will appear in the “Excel” file as shown below:

ITEC

Image Technologies

104




o N . e o = . T By (| = AutoSum - A,

P (D o v L oo ::‘m‘ Condi IFg‘t“ ? \EEIn D;\l: Flllt - SZ;Y& F{)& 5@

aste .=, <g g1 Conditional Formatas Cell  Insert Delete Forma ort & Fin endto

s BIU-E- DA e %o | Formatting~ Table= Styles+ v =~ Clear - Filter - Select*  MindManager

Clipboard 1 Font n Alignment o Number ) Styles Cels Editing Mindjet ~

H5 2 -
A (03 D E F G H 1=

1 i Status Type Name Creation Date i Date

2 201 Regi Incoming 2/7/20° 2/7/201

3 12016 Regi Incoming |2/7/20° |2/7/201

4 22016 Regi Incoming 3/07/2016 3/07/2016

5 [32016 Regi Incoming 3/07/2016 3/07/2016 1

6 42016 Registered Incoming 13/07/2016 13/07/2016

7 52016 Registered Incoming 13/07/2016 13/07/2016

8 62016 Registered Incoming 13/07/2016 13/07/2016

9 72016 Registered Incoming 13/07/2018 13/07/2016

10 82016 g Incoming 13/07/2016 13/07/2016

11 92016 Registered Incoming 13/07/2016 13/07/2016

12 10201 Regi ncoming 3/07) 3/07/20

13 11201 Regi Incoming 4/07) 4/07/20

14 12201 Regi Incoming 4/07) 4/07/20

1533201 Regi Incoming 8/07, 8/07/20

16 37201 Regi Incoming /8/21 /8/2016

17 /382016 In Progress Incoming 1/8/2016 1/8/2016

18 392016 Registered Incoming 2/8/2016 2/8/2016

19 1402016 In Progress Incoming 3/8/2016 3/8/2016

20 412016 Registered Incoming 8/8/2016 8/8/2016

21 422016 Deleted Incoming 8/8/2016 8/8/2016

22 432016 Registered Incoming 15/08/2016 15/08/2016

23 442016 Registered Incoming 15/08/2016 15/08/2016

24 1452016 Registered Incoming 15/08/2016 15/08/2016 -

RecordsSearch | (® T v

FIGURE 106: EXPORT TO EXCEL - SEARCH RESULT

Customizing Records List
61.0bjectives

Sometimes you need to display - in “Records” tab - some custom fields instead of displaying
all of them.

— You can select the desired custom fields to be shown.

— You must select at least one custom field.

62.How to use the screens
To define which columns to appear in “Records” tab, follow the below steps:

Clickthe © button in “Records” tab, as shown below:

1.

Records | Creation
~
g & [ Edt @@Print.- i
® CreaionDale  Registrationld  Registration Referance Status Condition Creator
™ B 27H212017 6534 41652017 In Progress Signed Tariq
AlNashashici
I Records 261202017 6583 41672017 In Progress SentForsigning  Tariq
AlNashashibi
& Record Types 24122017 6582 41662017 In Progress Signed Tarig
Allashashioi
181212017 6575 41652017 In Progress SentForsigning  Tariq
AlNashashioi
171212017 6574 41642017 Registered Tariq
AlNashashibi
17H212017 6573 41632017 In Progress Sent For signing  Tariq

FIGURE 107: RECORDS TAB

2. The following popup will appear:
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Record Type (Incoming) >3 Selecting Fields ¥

BSH\"E

Custom Field Name

# Of Record in Workflow
Mame

Mumber

Aftachment

Date

Subject

Username

test

Creation Date

Registration Id WV

ROKOOK & & &R E

Registration Reference
1 | page 1lof1| » | | Displaying1-13 of13

i

FIGURE 108: SELECTING FIELDS

3. Select which columns you would like to display in the records list.

4. Click Bsav button to reflect the changes into “Records” tab.

5. You can use “* button to cancel the operation.
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Records history

This feature allows saving all the business actions that have been performed by any of the nodes on the record.
Opening the record in view mode through the record type inbox page or through the search page, will open the
record in two tabs page.

1. Go to Records module and select a record type.
2. Select any record from records list.
3. Focus and select the new “Records History” tab.

3 17EC image Technologied>< 06112019 10:00 AM | Taria 7iad ANashasnini s cwaity ac vess - [ [ )
Records | View (76-uii-3-four-2019)
Record Details Record's History

2 Register [ Ede I Close

Registration Reference: 76-_suli-3-four-2019

M Records B8
Creation Date 15/10/2019 11:54 AM Creator: Jihad.Jaljouli
& Record Types 8 Status: InProgress
i Incoming
[ Y Custom Field || Rich Text Field
» Name: Alaa Number:
s Attachment: Subject Read_only47.sJlx)l_g 42019
test Country Name:
& City Name manal text manal is testing
‘ L manal - number textl
. number1: lest1: C
[ ] attachmentd. Time:
[ Usemane: Jihad Jaljouli TestDefault: 1
'Y intt20: 120 stringmanal manal alnatsheh
time315 03:15:00 sshar
sahar2: Aresj

4 B bl -

FIGURE 109: RECORD DETAILS

3 17EC image Technologied>< 06112019 10:00 AM | Taria 7iad ANashasnini s cwaity ac vess - [ [ )
Records | View (76-uii-3-four-2019)
Record Detalls Record's History

 Register [ Ean ) Close

W BroadCas! Action Action Date Performer
Create 1510/2019 1154 AM Jinad Jaljouil | Administration | General Manager
M Records e
& Record Types  ©
B Incomi
- Page 1 et1 > Displaying 1-10f 1

) @ >l -

FIGURE 110: RECORD’S HISTORY
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User Preferences

Introduction

DocuTRAK user preferences sub system allows users to update their account information, manage alerts,
configure workflows auto-assign setup and review account settings.

Manage Alerts

Objectives
DocuTRAK sends alerts to users according to specific actions. The alert modes include E-mail,
Popup, and SMS.
— By default, you will see that all your alert modes (trigger actions) are unchecked.
— To allow alerts on specific actions, you can choose the alert mode beside each desired
trigger, the alert modes (trigger actions) are:
1. E-mail: the system will send an email message to your email address. Your email
address is defined in the user’s account information. Please refer to the section of
“User’s Account Information” below.
2. Popup: the system will display a popup. The popup application is installed by you.
Please refer to the section of “Download Popup Application” below.
3. SMS: the system will send SMS message to your mobile number. Your mobile
number is defined in the user’s account information. Please refer to the section of
“User’s Account Information” below.

— The triggers that can prompt the system to send alerts are:

1. New case in inbox: once you receive a new workflow case in your inbox.

2. Case due date exceeded: once your inbox workflow case exceeded its specified case
due date (meaning received workflow case becomes overdue before you complete
it).

3. Case Recalled: once you recall a workflow case from your completed sub tab to your

inbox sub tab.

Case Closed: once you completed a workflow case from your inbox.

Case Acknowledgements: once you acknowledge your received workflow case.

Case Assigned: once you assign a workflow case from your inbox to another node.

Case de-assigned: once you de-assign the workflow case that you have assigned.

Broadcast Case Help Request: once you received a new help request from a

broadcast recipient.

9. Broadcast Received: once you received a new broadcast at your inbox.

10. Broadcast Acknowledged: once a broadcast recipient acknowledged a broadcast you
had initiated.

11. Broadcast Case Help Request Reply: once your help request is replied.

12. Application Errors: once an error occurred on DocuTRAK system.

13. Consultation Reply Received: Once the consulted nodes reply the consultation, an
alert message will receive to the consultant node. In case the imitator of the case do
an action on the case before the recipients reply to the consult an alert message will
be sent to inform them that the case is no longer in their inbox.

© N A
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14. Signed Document Is Received: Once all iApprove recipients sign the primary
document, an alert message will be sent to the initiator of iApprove to inform them
that the signed document is attached.

15. New case initiated that is owned by you: when a new case is initiated where you're
set as a case owner for the case.

16. A case that is owned by you is recalled: when a new case is recalled where you’re set
as a case owner for the case.

17. A case that is owned by you is closed: when a new case is closed where you’re set as
a case owner for the case.

18. A case that is owned by you is reopened: when a new case is reopened where you’re
set as a case owner for the case.

How to use the screens
1. Goto “User Preferences” menu from the main header to login to user preferences sub system.
2. Click “Manage Alerts” sub item, the following page will appear:

3 'TEC Image Technologiea>< 06/11/2019 10:06 AM | Tariq ziad AlNashashibi as  Qualily / QC Head v E E H
Fsave X

Trigger Name Trigger Action

New case in inbox: @ E-mail Papup ¥ sMs
Case due date exceedad: ! E-mail Popup. ¥ sMs
Case recalled: ¥ E-mail Popup ¥ sMs
Case Closed: # E-mail Popup # 5MS
Case acknowledgments: @ E-mail Papup ¥ sMs
Case assigned @ E-mail Popup @ sms
Case de_assigned ¥ E-mail Popup ¥ sMs
Broadcast case help request: ¥ E-mail Popup ¥ SMS
Broadeast received @ E-mail Popup ¥ sMs
Broadcast acknawledged: @ E-mail Popup ¥ sMs
Broadcast case help request reply: @ E-mail Popup @ sMs
Consultation Reply Recenved: ¥ E-mail FPopup ¥ sMs
Signed Document Is Received: ¥ E-mail Popup ¥ sMs
MNew case initiated that is owned by you: ® E-mail Papup SMs
A case that is owned by you is recalled: @ E-mail Papup SMS
A case that is owned by you is closed: ¥ E-mail Popup SMS

A case that 1s owned by you is reoperned ¥ E-mail Popup SMS

FIGURE 111: MANAGE ALERTS

3. You'll find the available alert modes (trigger actions) associated to each trigger, as shown

above.

4. Click the checkbox of alert mode corresponded to the trigger for which you would like to
activate.

5. Click Bsave button to save changes, or X cancel to cancel the operation.

After saving; you'll start receiving alerts for the selected triggers. Knowing that system
administrator should activate the alert mode on the desired object type (workflow / broadcast).
For more information about defining object types, please refer to DocuTRAK Admin Manual.
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Users Account Information

Obijectives
» You might need to update your account information. Account information includes:
1. Username: the unique login name that is used by you to log into DocuTRAK system.
2. Employee Number: the unique number that identifies each user in DocuTRAK system.
3. Email: your email address that will receive the alerts sent by the system. Full English Name:
your profile name that will be displayed in English-language interface.
Full Arabic Name: your profile name that will be displayed in Arabic-language interface.
5. Mobile No: your mobile number that will receive the alerts sent by system.
6. Default Language: the default system language displayed to you once you logged-in
successfully to the system.
List Size: the size of your inbox page (number of cases per view page).
Refresh Time (In Minutes): the time interval at which system will refresh your data.
Default node: to select the node by which you want to login by default into DocuTRAK
system.
> You can also change your current password.

How to use the screens
To manage your account information, follow the below steps:
1. Goto “User Preferences” menu from the main header to login to user preferences sub system.
2. Click “User's Account Information” sub item, the following page will appear:

3 ITEC Image Technologies><' 061112019 10:06 AM | Tariq ziad AINashashibi s Quality | QC Head H E H
[FEdt SO Change Password

UserName: Tang

Employee number 65

Email areej,alzoubi@itec).com

Full English Name: Tanq ziad AlNashashibi

Full Arabic Name szl 3l iyl

Mobile No. 0779981898

Default language: English

List Size: -]

Refresh Time (In Minutes): 1

Default Node: Quality / QC Head

FIGURE 112: USER’S ACCOUNT INFORMATION
Edit User's Account Information
To edit your account information, follow the below steps:

1. Inuser's account information page, click [ ekt button at the right top of the page, the page will
appear as follows:
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n ITEC Image Technologie&><' 08/11/2019 10:06 AM | Tariq ziad AINashashibi as  Quality / QC Head v E ﬂ
BFsave X cancel

UserName: Tang

Employee number 65

Email areej alzoubi@itec).com

Full English Name Tariq zad AlNashashibi

Full Arabic Name wassilaiill 3lj Byl

Mabile No 0779981898

Default language: English =
List Size: -]

Refresh Time (In Minutes): 1

Default Node: Quality / QC Head e

FIGURE 113: EDIT USER’S ACCOUNT INFORMATION

2. You can update your mobile number in "Mobile No" Field if needed.
3. You can change your interface default language by choosing it from 'Default Language" list.

Default language: ‘ English] h
English
N
Apage el Azl
FIGURE 114: EDIT ACCOUNT INFORMATION (CHOOSE DEFAULT LANGUAGE)

4. From the "List Size" field, you can update the size of lists that appear in your interface.

From "Refresh Time (In Minutes)" field, update the time needed to refresh your workflows.

6. In case you are assigned to more than one job function, you can change your default job
function by choosing it from 'Default Job Function" list.

o

7. Make any updates needed and click on Flsave button to save changes, or Hcancel 4 cancel
the operation.

Note: The logged in user won’t be able to edit the following fields: “Username", "Employee
number", "Full English Name" and "Full Arabic Name".

Change Password

To change your password, please follow the below steps:
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ﬁ Change Password

1. In “user's account information” page, click button at the right top of the page,

“Change Password” popup will appear as follows:

Current Password dlzl puall 4ol
New Password Basazll pall dals
Confirm Password el aal8 258G

Change Password pull aalS juei

Please select password that meets the following requirements:
= Password minimum length = 8
» Password contains at least one uppercase letter
= Password contains at least one lowercase letter
= Password contains at least one Number
= Password contains at least one non-alphanumeric characters
» Password cannot contain spaces
= Password not identical to the username

FIGURE 115: RESET PASSWORD

1. Insert your Current password in the "Current Password" field.
2. Insert new password in the "New Password" field, then re-enter it in "Confirm Password" field.

Note: The user can define a new password that complies with the password policy that defined
previously by DocuTrak administrator.

3. Clickon B button to save your new password, the following notification message
will appear to notify the user that they will be logged out:

Message from webpage ot

Password has been changed Successfully . you will be logged out to
! activate the new password

FIGURE 116: RESETTING PASSWORD NOTIFICATION
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Workflow Auto-assign List

Objectives
Sometimes you need to auto-assign workflow cases from your inbox to other nodes, or auto-assign
workflow cases between your subordinates (For more applicable examples on assigning workflow
cases, please refer to “Assigning a case” section). Once a workflow case was assigned from a node to
another, the privileges of assigner node on that workflow case will be assigned to the assigned node.
1. To add a new auto-assign, you should specify the followings:

a. From: the node from which the workflow case will be auto assigned.

To: the node to which the workflow case will be auto assigned.
Description: the description of this auto-assign process
Status: Active/Inactive
Workflow Type: the type or types of workflow cases that will be auto assigned.

I

From: the starting date at which auto-assign process will start.
g. To:the end date at which auto-assign process will end.
2. You can view the available auto-assign, but you can’t edit it.
3. You can delete the available auto-assign.
4. You can activate/deactivate the auto-assign:
a. By default, your new added auto-assign is activated.
b. If you want the auto-assign interval to take effect, just activate it.
c. If you don’t need the auto-assign interval to take effect, just deactivate it.

How to use the screens

To manage Workflow Auto-Assign settings in DocuTRAK, please follow below steps:

1. Go to “User Preferences” menu from the main header to login to user preferences sub
system.

2. Click “Workflow Auto-assign List” sub item, the following page with your current auto-
assign settings list will appear:

Aute-Assigned Woriflow Types List acd 5 73 c 153
Auto-Assigned Workflow Types List
Created By Dascription Assignaa From Assignad To Creation Date ~ | Worifiow Type | Active Assign Pariod From Assign Pariod To
il oo “asserin wedsing v... Quality | Junior Quality officer | Yasser  Quality | dunicr Quality oficerana 0201/2018 Ganeral Workfow  \f 020012018 27vz018
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Add Workflow Auto-assign Setting

To add a workflow auto-assign setting, please follow below steps:

Add
1. Click + button at the right top of the page, "Set new auto-assign" page will appear as
follows:

#% Image Technologies (ITEC) 71012017 03:00 PM | Tariaas  Qualiy / OC Head E E H

st s Auto Assgn Fsive © ear X cmeet

Set new suto assign A
From:

Descrigtion:

Avilable Workfiow Type Selected Workflow Types
Genersl Workfow
Weektypa 1
sk type 2
Frivae

Impartart

AT v

Uigen: Typs

FIGURE 118: ADD WORKFLOW AUTO-ASSIGN

2. Through a dropdown called "From", choose the employee from which upcoming workflows
will be assigned to another node. You'll be able only to assign your cases or your
subordinates' cases to others.

From:

| ~

Quality | QC Head | Tarig

Quality | QC officer | maya

Quality | QC officer | Yasser

EDM B Support | Business Development Executive | Alaa
Quality | QC officer | haifa alnatsheh

Quality | QC officer | adnan

Quazlity | QC officer | Hareth

Quality | QC officer | Dena

FIGURE 119: ADD WORKFLOW AUTO-ASSIGN (CHOOSE "ASSIGN FROM" USER)

3. From a dropdown called "To", choose the employee to which upcoming workflows will be
assigned. You'll be able only to assign cases to your subordinates.
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To:

| b

Quality | QC Head | Tarig

Quality | QC officer | maya

Quality | QC officer | Yasser

EDM & Support | Business Development Executive | Alaa
Quazlity | QC officer | haifa alnatsheh

Quazlity | QC officer | adnan

Quazlity | QC officer | Hareth

Quality | QC officer | Dena

FIGURE 120: ADD WORKFLOW AUTO-ASSIGN (CHOOSE "ASSIGN TO" USER)

4. Insert description for the workflow auto-assign setup in the "Description" field.

5. Choose status for the workflow auto-assign setup either "Active" or "Inactive".

6. From "Workflow Type" dropdown, choose the desired workflow type from which upcoming
cases will be auto assigned.

7. From the calendar lists "From" and "To": select the period during which the workflow cases
will be auto-assigned.

8. click F152% ption to save your new workflow auto-assign setup, or to leave
the page without saving, a confirmation message will appear as follows in case of saving:

Alert ¥
The selected workflow type has been successfully auto-assigned

oK

Delete Workflow Auto-assign Setting

To delete an existing workflow auto-assign setup, please follow below steps:

In “Auto-Assigned Workflow Types List” page, select the setup you would like to delete

1. Click ¥ PEIEE ptton at the right top of the page, the following message will appear:

Message from webpage >

o Are You Sure You Want To Delete The Auto-Assign Record?

2. Click "OK" button to confirm, or "Cancel" to cancel the operation.
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Deactivate Workflow Auto-assign Setting

To deactivate a workflow auto-assign setup, please follow below steps:
1. In “Auto-Assigned Workflow Types List” page, select an active setup to deactivate.

> )
2. Click SREERANAE button at the right top of the page, the following confirmation message

will appear:

Alert ®

The auto-assignment has been deactivated successfully

OK

3. Click "OK".

Activate Workflow Auto-assign Setting

To activate a workflow auto-assign setup, please follow below steps:
1. In “Auto-Assigned Workflow Types List” page, select a deactivated setup to activate.

2. Click © Activate button at the right top of the page, the following confirmation message will
appear:
Alert *
The auto-assignmen has been activated successfully
OK
3. Click "OK".

View Assigned ACLs

Objectives

1. Access Control List (ACL) is a set of privileges granted to you by system administrator.

2. Each node has its granted ACLs.

3. Through this section, you will view your granted Access Control Lists (ACLs). These ACLs were
defined by system administrator.

4. You will see your detailed set of privileges (your granted privileges on each module) in a section
called “View Assigned Privileges” below.

5. DocuTRAK will display information of your granted ACLs, via three columns:

a. Name: the name of your Access Control List.

& [TEC
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b. Description: this field describes ACL as specified by system administrator.
c. Active: either ACL is active or not.
6. For more details about ACLs, please refer to “DT3 Admin Manual”.

How to use the screens

To view ACLs you've been assigned to, please follow below steps:

1. Goto “User Preferences” menu from the main header to login to “user preferences” sub
system.

2. Click “View Assigned ACLs” sub item, the following page with your assigned ACLs will

appear:

.;;' Image Technologies (ITEC) 07/03/2017 03:00 PM | Tariqas ~ Quality / QC Head v E E ﬂ
Jl Dashboard 59 Print Report
System | WorkFlow Privileges | Records Privileges | BroadCast Privileges
&4y Workflow
Privilage Name Permission
Administration v
Records Registration v
Document Workflow v
Document Broadcast v
Capture J
Print Organization Reports v
Print Administration Reports v
DMSlntegration v

v

v

v

v

v

v

Departmentl

Department.

Custom Links

FIGURE 121: YOUR ASSIGNED ACLS

View Assigned Nodes

Obijectives

- You can view all nodes to which you are assigned.

Nodes are defined by administrator.

Node is a combination of Department, Job Function, and Username.
You might be available in one or more node.

b

Through this section, system will display all the nodes to which you are assigned, via the following
columns:

Job Function: your role within the organization.

Department Name: your department within the organization

Head Node: your parent node

o 0 T o

Shared: please refer to the concept of single node and shared node in the introduction
of “Workflow” section above.
e. Active: either the node can login into DocuTRAK or not.

ITEC

Image Technologies 1 17




How to use the screens

To view the nodes you've been assigned into, please follow below steps:

1. Go to “User Preferences” menu from the main header to login to “user preferences” sub
system.

2. Click “View Assigned Nodes” sub item, the following page with Nodes to which you are
assigned will appear:

3 17EC image Technologied>< 06112010 11751 AM | Tera iad AWashashvi s cuaiey ¢ et [ [ (I

Dashboard ame Description
;] jon-Tracking-hanal Non-Tracking-Manal
]
B fu Ful

Rami PRV Previliges

4, Workfiow

LLO i

Page 1 of1 Desplayng ACLs 1 - 3f 3

FIGURE 122: YOUR ASSIGNED NODES

View Assigned Privileges

Obijectives

The privilege is a permission within your Access Control List (ACL). The privileges are granted by
administrator.
1. You can view the privileges that are granted to you.

N

Privilege allows you to perform certain action in DocuTRAK system.
3. Privileges are divided into:
a. System Privileges:

= Administration

= Records Registration

= Workflow

= Broadcast

= Capture

=  Print Organization Reports

=  Print Administration Reports

= DMS Integration

= Dashboard — Generate Department Level Reports

ITEC
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= Dashboard — Generate Organization Level Reports
= QOrganizational Reports - Generate Department Level Reports
= QOrganizational Reports - Generate Organization Level Reports
= Data Reports - Generate Department Level Reports
= Data Reports - Generate Organization Level Reports
= Data Reports - Generate User Level Reports
=  Statistical Reports - Generate Department Level Reports
=  Statistical Reports - Generate Organization Level Reports
b. Workflow Privileges:
= |nitiate
= Consult
= Assign Case
= (Close Case
= Send to Committee
= Full Search
= Qverride OS
=  Tracking
= DMS Integration
c. Records Privileges:
= Register
= Full Search
= DMS Integration
d. Broadcast Privileges:
= |nitiate
=  Tracking
= DMS Integration
4. For more details about the privileges, please refer to “DT3 Admin Manual”.

How to use the screens

To view the privileges given to you, please follow below steps:

1. Go to “User Preferences” menu from the main header.

2. Click “View Assigned Privileges” sub item, the following page with the privileges assigned to
you will appear:

& [TEC
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=C) 07/03/2017 03:00 PM | Tariqas  Quality / QC Head v E E u

4 Print Report
System || WorkFlow Privileges | Records Privileges || BroadCast Privileges
Privilage Name Permission
Administration
Records Registration
Document Workflow
Document Broadcast
Capture
Print Organization Reports
Print Administration Reports
DMSintegration

DepartmentL

DepartmentLevelReport

Departmentl

CASASASSSSSSSSSASS

o
o
o
Organizati iz ati eports
D
D:

FIGURE 123: YOUR ASSIGNED SYSTEM PRIVILEGES

3. You can check System privileges assigned to you, Workflow Privileges, Records Privileges
and Broadcast Privileges by clicking the related tab of each.
4. Once clicking “Workflow Privileges” tab, the following page will be displayed:

.;;' Image Technologies (ITEC) 07/03/2017 03:00 PM | Tariqas ~ Quality / QC Head v H E E

¥4 Print Report
System | WorkFlow Privileges | Records Privileges | BroadCast Privileges
Type Name Initiate Consult Assign Case Close Case Send To Committes Full Search Override 05 Tracking DMS Integration
Urgent Type o
Important v v
Private v -
Work type 2 - v
v v
v v

Work type 1

LCO0K0<K<
ASLNENT 1 1N

LKL 0K K
AL N SN
LN0LLs
LN00<4 <
L0000 <

General Workflow

Custom Links

FIGURE 124: YOUR ASSIGNED WORKFLOW PRIVILEGES
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Once clicking “Records Privileges” tab, the following page will be displayed:

EC) 07/03/2017 03:00 PM | Tariqas ~ Quality / QC Head v E E u

4 Print Report

System || WorkFlow Privileges | Records Privileges || BroadCast Privileges

Type Name Register Full Search DMS Integration
Outgaing v o v
Incoming v v v

FIGURE 125: YOUR ASSIGNED RECORDS PRIVILEGES

6. Once clicking “Broadcast Privileges” tab, the following page will be displayed:

.;;' Image Technologies (ITEC) 07/03f2017 03:00 PM | Tarigas  Quality / QC Head v E E H

#59 Print Report
System || WorkFlow Privileges | Records Privileges | BroadCast Privileges

Type Name Inifiate Tracking DMS Integration
Important Broadcasts v Q v
Broadcast _Public v Q v
Urgent Broadcasts v Q v

Control List

FIGURE 126: YOUR ASSIGNED BROADCAST PRIVILEGES

You can print out a report of your granted privileges by clicking & PmtReport

display the following popup:

button, the system will
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£

.'\k('\\('\\('\ké’

WorkFlow Priviieges.

Tymiam|iviue | Coat | AstgaCatn | ComCare | SemiToCo.. | dsamh | Qveria0 | Tocing. | O3 g
e Q) v v v v v v v v
v v v v v v v v
@ %) 2 @ v v =) v
v v v v v @ ° @
v @ v v v v v @
v v v v v v v v
== Fyr— prrr—
v %) v
v v v
‘‘‘‘‘‘ = =
v 2] v
v %) v
v %) v

FIGURE 127: PRINTING YOUR ASSIGNED PRIVILEGES

Download Popup Application

Objectives

Popup application allows you to receive DocuTRAK alerts via popups. For more details about the
triggers that prompt the system to send alerts to you, please refer to “Manage Alerts” section
above.

1. Popup application will be installed at your local machine.

2. You will follow steps written in the figure below in order to install the popup application.

How to use the screens

To download DocuTRAK popup client application, please follow below steps:

1. Go to “User Preferences” menu from the main header to login to “user preferences” sub
system.

2. Click “Popup Application” sub item, the following page with a link to download the popup
application will appear:

A ITEC
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- Image Technologies (ITEC) 07/03/2017 03:00 PM | Tarigas  Quality / QC Head v m E u

To install dt3 Client Alerts Popup, please follow the following steps:

A . Once clicking on the below link, a popup will appear asking you to Run or Save the file.

1.
A 2. Click on "Run”
e 3. Apopup might be displayed to say: “The publisher couldn’t be verified. Are you sure you want to run this software?”
4. click on "Run”
5.  The first installation wizard will appear with this title “DocuTrak3 Client Alerts Popup”
6. Click on Next
7. The second wizard screen will appear, Click on Next
8. The wizard will ask you to select the Installation Folder, just leave it as is and click on Next.
9. The wizard will ask you to confirm the installation, click on Next
10. The wizard will start the installation by showing a “Please wait...” progress bar
11. A popup might be displayed to say: “Do you want to allow the following program from unknown publisher to make changes on this computer?”
12. Click on Yes
Custom Links 13. After installation is completed, the wizard will display “Installation Complete”.
14. Click Close
15. Please go to your desktop, you will find the following icon:
16. Click on “Shift” button from your keyboard and at the same time right click on the icon.
17. Alist will be displayed, click on “Run as administrator”
18. A popup might be displayed to say: “Do you want to allow the following program from unknown publisher to make changes to this computer?”
19. Click on Yes
20. The icon will be displayed below at your taskbar.
21. Right click the icon in the taskbar to start using the dt3 Client alert Popup
22. Click on “Preferences”
23. The preferences popup will be displayed
24. Inside the field of “Service URL", paste the following URL: http//localhost/Docu TRAK3/DocuTRAKAlertService asmsx
25. Continue filling the fields and click on “Ok”

To download DocuTRAK popup client application please Click Here

FIGURE 128: INSTALL POPUP APPLICATION

3. Click a link called "Click Here" at the bottom of above page and follow the written
instructions to download the application.

Favorite List

Objectives

You can set the favorite list which most likely represent your daily contacts, this facilitates your work
rather than searching for nodes each time you need to send workflow cases to them. The favorite list
is applied only on Workflow module.

How to use the screens
To define your favorite list, please follow below steps:
1. Go to “User Preferences” menu from the main header to login to “user preferences” sub

system.
2. Click “Favorite List” sub item, the following page will appear:
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;;‘ Image Technologies (ITEC) 07/03/2017 03:00 PM | Tariqas ~ Quality / QC Head v H E u

Esave £ Reset
Available Nodes Favorite Node
DepartmentName | JobFunction Na... Full Name DepartmentName  JobFunction Na... Full Name
“ B MO Head of PMO Administration  General Manager Jinad
W Recous Quality QC officer ~ CQuality Qc Head Tariq
B Development Software Devel. . Sanaa p  Devclopment Head of Softwar... Ahmad Arja
£ Administration Admin & Accounts  Head of Admin._.  Jamal pp  Professional Se. Head ofPS &4 Fhab
EDM & Support  Internal Technic... Moushir §{  Professional Se.. Senior Professi.. Walced
Qualty Qc officer maya {  Development Software Devel
Qualty Qc officer Yousef EDM & Support  Manager—ED...  Mohamad
Quality QC officer Yasser EDM & Support  Head of Techni... ~ Abdalfttah
Administration  QC Head Tarig
Administration  Head of PMO Reema
Administration  General Manager  Alaa

Admin & Accounts  Business Devel..
EDM & Support  Business Devel... Alaa v}
Quality Qc officer haifa alnatsheh

FIGURE 129: YOUR FAVORITE LIST

3. Insert the desired nodes from the available nodes at the left side into the “Favorite Nodes” list at the
right side.

4. You will use your Favorite List through your address book while sending a workflow job. Select the
option of “Favorite List” from the view mode of your address book, as shown below:

Address Book
+/ oK I cancel
TO... CQ
Cc.. &
Coc... &
Wiew = ; f
avorite List 2
Maode |
Department Mame Job Function FullHame Shared General Recipient
Administration General Manager Jihad Mo Mo
]
Quality QC Head Tarig No Yes
Development Head of Software Development Ahmad Arja Mo Mo
Professional Head of PS & Analysis Ehab Mo Mo
Services &
Analysis
Professional Senior Professional Services Waleed Nao Nao
Services & Consultant v
Analysis
£ >
Page 1of1| ¥ ¥l Displaying 1 - 9 of 9

FIGURE 130: FAVORITE LIST AS DISPLAYED IN YOUR ADDRESS BOOK
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5. Your address book will display the nodes of your Favorite List as shown above.

Add Your Predefined Comments

Obijectives

In addition to the predefined comments in Administration -> Objects -> Others -> Predefined
Comments (refer to DT3 Admin Manual), local predefined comments for each user can also be
configured in the user preferences section, so each user can add, edit, and remove his /her own
predefined comments, but he/she will NOT be able to edit/remove the inherited ones (the
predefined comments defined already by system administrators). Any changes will be saved on
the level of each user. By using predefined comments, you will save a lot of time as you don’t need
to type the comment again and again each time you need it.

How to use the screens
1. Create your New Predefined Comment
To define your predefined comments, please follow below steps:
1. Go to “User Preferences” menu from the main header to login to “user preferences” sub
system.
2. Click “Predefined Comments” sub item, the following page will appear to show the
inherited predefined comments (the comments defined already by administrators):

C s >> C ts List Manage Alerts le
e Cromzi AT User's Account Information
Majed -Private Majed -Private Workflour
WorkFlow Auto-assign List
View Assigned ACLs
View Assigned Nodes
View Assigned Privileges
Popup Application
Favorite List
Predefined Text Templates
Custom Links

docuWARE Settings

L]

Page 1 of1 L
SharePoint Settings

® Logout

FIGURE 131: LiST OF PREDEFINED COMMENTS
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Click “Create New” button, the following screen will appear:
Predefined Comments >> Create New H save [F) save And Add New| X Cance

Linked Type:

Please Select.... -

Comments:

o [Err— R

]
1]
il
&
11
[
£

FIGURE 132: CREATE A NEW PREDEFINED COMMENT

3. To link the predefined comment with a Workflow/Broadcast, select one of them from
“Linked Type” list.

Insert the name of comment into “Name” field.

Insert the text body into the “Comments” textbox.

Change the look and feel of the comment text.

Click “Save” button.

Click “Save and Add New” button to save the changes and start a new creation.

© N v A

Note: The user can only add a predefined comment of type private, Only the administrator
can add a predefined comments of type public.

2. Edit your Predefined Comment
To edit a predefined comment, please follow below steps:

— Select the comment to be edited.
— Click “Edit” button, the below screen will appear.
— Make the required changes and click “Save” button.

Predefined Comments >> Edit Hl save [ save and Add New H{ Cancel
Linked Type:
Workflow

4

Name:
Majed -Private
Comments:

BIU ANIA Y-

Majed -Private

n
1]
1]
&
11
I
[

FIGURE 133: EDIT PREDEFINED COMMENT

3. Delete your Predefined Comment
To remove a predefined comment, please follow below steps:

Select the comment to be deleted.
Click “Delete” button.
A confirmation message will be shown, as displayed below.

il

Click “OK” to confirm the deletion, or “Cancel” to cancel the operation.
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@ > [ List o Create New [ Edit| i Delete

Name Comment Linked Type
Majed -Private Majed -Private Workflow
Message frem webpage X

o Are you sure that you want to delete the selected predefined comment?

)

Page 1 of1 Displaying 1 -1 of 1

FIGURE 134: DELETE PREDEFINED COMMENT

Predefined Text Templates
Obijectives

In addition to the Predefined Text Templates in Administration -> Objects -> Others -> Predefined
Text Templates (refer to DT3 Admin Manual), local Predefined Text Templates for each user can
also be configured in the user preferences section, so each user can add, edit, and remove his /her
own Predefined Text Templates, but he/she will NOT be able to edit/remove the inherited ones
(the predefined comments defined already by system administrators). Any changes will be saved
on the level of each user. By using Predefined Text Templates, you will save a lot of time as you
don’t need to type the comment again and again each time you need it.

How to use the screens
1. Create New Predefined Text Template
To define your predefined Text Template, please follow below steps:
1. Go to “User Preferences” menu from the main header to login to “user preferences” sub
system.
2. Click “Predefined Text Template” sub item, the following page will appear to show the
inherited predefined Text Templates (the comments defined already by administrators):

Predefined Comments >> Predefined Comments List Manage Alerts le
-0 jCopment D User's Account Information
Majed -Private Maied -Private Workfiour

WorkFlow Auto-assign List
View Assigned ACLs

View Assigned Nodes
View Assigned Privileges
Popup Application

Favorite List

Predefined Text Templates
Custom Links

docuWARE Settings

&

Page 1 of1
SharePoint Settings

@ Logout

FIGURE 135: LIST OF PREDEFINED COMMENTS
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Click “Create New” button, the following screen will appear:

Predefined Text Templates >> Create New

Esave B save and ada new X Cancet

Name:
~

- Nl Content:

e R RN L

]
1]
L]
&
11
[

FIGURE 136: CREATE A NEW PREDEFINED TEMPLATE TEXT

Insert the name of Predefined Text Template into “Name” field.
Insert the text body into the “Comments” textbox.
Change the look and feel of the text.

Click “Save” button.
Click “Save and Add New” button to save the changes and start a new creation.

Note: The user can only add a predefined comment of type private, Only the administrator
can add a predefined comments of type public.

No v AW

2. Edit your Predefined Template Text
To edit Predefined Text Template, please follow below steps:

— Select the comment to be edited.
— Click “Edit” button, the below screen will appear.
— Make the required changes and click “Save” button.
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Predefined Text Templates >> Edit H save ) save And Add New ) Cancel
Name:

il iyl

Content:

[rimes Newroman 1| B 7 U | & Al A -

~

@

el e ik pall
<l 00 a8 e 5 8 800 ool s se 5 Mena Me ) ol 30k 00 2017 £ e 1 il J3a 23 2010 o801 la] Lubas cadls £ 650 150
(et sl e g2 i o ey 0 Lagin GLEYL sodiea) 3 e ot il a8l 5 ) 5 Gk ) e KD g < 5 08831 ng 2 lle 2ol L
sadieall s o o2 a0 g0 o 51 o Lag 30 s Jpatl)
AT Janl) Bl 43050758 Latam L1558 5l 5301 sy o5 30 38 ) 500 s 471 3a Y llea il 5 ol ilge g s 4l

epSslat s o€ 0 8T

FIGURE 137: EDIT PREDEFINED TEMPLATE TEXT

3. Delete your Predefined Template Text
To remove Predefined Text Template, please follow below steps:

Select the Predefined Text Template to be deleted.
Click “Delete” button.
A confirmation message will be shown, as displayed below.

O N U

Click “OK” to confirm the deletion, or “Cancel” to cancel the operation.

Text T > Text T List o= Create New [ Edit| [, Delete

Template Name Template Type Full Name Content View
Private-User-Preferences-Tariq Private Tarig AlNashashibi E-‘
e e s Private Tariq AlNashashibi B
25l Private Tariq AlNashashibi ES
et s faa Private Tariq AlNashashibi ES
Templates-Private-New Private Tarin iini =

Added by admin - private new of Message from webpage X
new Private

gl gy Privat
v b Are you sure that you want to delete the selected predefined text
template?

I4 4 | Page 2(of2| b bl | @ Displaying 11 - 17 of 17

FIGURE 138: DELETE PREDEFINED TEXT TEMPLATE

Custom Links

Obijectives
In addition to the custom links in Administration -> System Preferences -> Custom Links (refer to
DT3 Admin Manual), local custom links for each user can also be configured in the user
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preferences section, so each user can add, edit, and remove his/her own custom links. Any
changes will be saved on the level of each user.

How to use the screens

1. Create your New Custom Link

To define your custom links, please follow below steps:

1. Go to “User Preferences” menu from the main header to login to “user preferences” sub
system.

2. Click “Custom Links” sub item, the following page will appear:

.;;‘ Image Technologies (ITEC) 07/03/2017 03:00 PM | Tarigas ~ Quality / QC Head ~ E E ﬂ
J| Da d Custom Links o Create [ Edit i Delete

]: ] Workflow lcon Title URL Link

v Google www.google com

| |Page tof1| » 0l Displaying 1-10f 1

FIGURE 139: YOUR CUSTOM LINKS

3. Click “Create” button, the following page will appear:
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;;‘ Image Technologies (ITEC) 07/03/2017 03:00 PM | Tariqas ~ Quality / QC Head v E E u

Creats Custom Link Hsave X cancel
Custom Link Title:
Custom Link URL:

Phato: Seledt an image. &

FIGURE 140: CREATE A NEW CUSTOM LINK

4. Each custom link will have a title, URL, and an icon, as displayed above.
5. Fill the required data, and click “Save”

2. Edit your Custom Link
To edit your custom link, please follow below steps:
1. Select the desired custom link from the list.
2. Click “Edit” button, the following page will appear to show the data of your selected Custom
Link:

.;;' Image Technologies (ITEC) 07/03/2017 03:00 PM | Tariqas ~ Quality / QC Head v m E E

Edit Custom Link Hsave X cancer
Custom Link Title: | Goagle

Custom Link URL: | www.google.com

Custom Links

FIGURE 141: EDIT YOUR CUSTOM LINK
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— Update the information as needed.
—  Click “Save” button to save your changes, or “Cancel” to cancel the operation.

3. Delete your Custom Link

To delete your custom link, please follow below steps:

1. Select the desired Custom Link from the list.

2. Click “Delete” button.

3. A Confirmation message will be shown asking you to confirm the deletion.

4. Click “Ok” to delete your selected custom link, or “Cancel” to cancel the operation.

DocuWare Settings

Obijectives
Each user can define his/her own DocuWare Settings. Any changes will be saved on the level of
each user.

How to use the screens

To define your DocuWare settings, please follow below steps:

1. Go to “User Preferences” menu from the main header to login to “user preferences” sub
system
2. Click “DocuWare Settings” sub item, the following page will appear.
3. Fill the following 2 fields through which you will be authenticated to edit documents in
DocuWare:
a. DocuWare Username
b. DocuWare Password

.;;‘ Image Technologies (ITEC) 07/03/2017 03:00 PM | Tarigas ~ Quality / QC Head + H E u

Hsave X cancel

3 The following docuWARE user name and password will be used to Edit document's in Docuware
docuWARE Username: admin

docuWARE Password: admin

Connection Status - Passed

Test Connection

FIGURE 142: DOCUWARE SETTINGS
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4. Click “Test Connection “

5. If connection succeeded, the connection status will be “Passed”. Otherwise the connection
status will be “Not Passed” as shown above.

6. Click “Save” button to save the changes, or “Cancel” to cancel the operation.

SharePoint Settings

Obijectives
Each user can define his/her own SharePoint Settings. Any changes will be saved on the level of
each user.

How to use the screens
To define your SharePoint settings, please follow below steps:

1. Goto “User Preferences” menu from the main header to login to “user preferences” sub
system
2. Click “SharePoint Settings” sub item, the following page will appear.
Fill the following 2 fields through which you will be authenticated to view and edit
documents in SharePoint:
a. SharePoint Username
b. SharePoint Password

.;;‘ Image Technologies (ITEC) 07/03/2017 03:00 PM | Tarigas ~ Quality / QC Head ~ E E ﬂ
Hsave X cancel

Jl Dashboard

The following SharePoint user name and password will be usad to view and edit documents in SharePoint

ROk IC SharePaint Username: imagetech\alaa.abedal-rahman
Ex. "Domain\User Alias".

SharePaint Password:
..........

Connection Status : Passed

Test Connection

FIGURE 143: SHAREPOINT SETTINGS
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4. Click “Test Connection”.

5. If connection succeeded, the connection status will be “Passed”. Otherwise the connection
status will be “Not Passed” as shown above.
Click “Save” button to save the changes, or “Cancel” to cancel the operation.

Reports Module
Introduction

DocuTRAK3 reporting features give the user more efficient solutions to generate reports in more customized
way with a better user experience.

e All reports are presented now in “Report Viewer” which will enable the user to export the report
to PDF, Excel and Word formats.

e Under the report filtration page, the user can save the report search criteria so any user within
the user node can load that criteria again.

e The new Report Viewer has page navigation, direct access by the page number; zoom in/out to
the current pages in addition to printing out the report.

e Each report has a brief description to illustrate to the user what information are going to be
generated throughout this report.

e The user can now specify to generate a report with/without detail by ticking the “Include
Details” check box that exist under each report filtration page expect the “Status Report — All
Modules”.

e The reports are getting generated based on the user logged in language.

How to use screens

1. Under each report filtration page, there will be a text field called “Report Title” or “Override
Report Title” to enable the user to rename the report.

2. The user can change report duration date into dynamic intervals though the calendar under the

filtration page.

Under the filtration page, the user can save the search criteria through the “Save” button.

Users who are under the same node can load the same search criteria through the “Load” button.

The user can reset the filtration search criteria through the “Reset” button.

The user can generate the report through the “Generate button”

Under the report template, the user can save the report to “PDF”, “Word” or “Excel” using the

“Export” dropdown list.

8. Under the report template the user can handle the page side through the page width dropdown
list.

Nouksuw
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Set a Report Title

® Go to Reports = any “Report Filtration” page, under “Report Properties” section, insert the desired title in
the “Report Title” or “Override Report Title” field:

n ITEC Image Technologie&><'

9 0257 PM | Tang ziad AlNashashibi as  Quality / QC Head ~ H E B

ReportProperties

Override Report Title :  Initiated broadcast Per Type Report

Report Description :

This report prints both summary and details of the created broadcasts based on the broadcast type. The printed report will contain summary of number of created broadcasts based on the broadcast type.
In addition, in case (include details) checkbox is checked then a table containing all the details of the broadcast will be printed. The details table will have the following information broadcast reference,
creation date, subject, group, initiater of the broadcast, and current status, number of recipients and number of acknowledgments,

Below are the search Criteria to filter the printed Results

Report Level | Orgsnization | Include details
Department Al v
Nade
@ Data Reports
Creation Date
Initiated broadcast duration 2019-11-06 To 2019-11-06
per type
Broadcast Type  All * | Broadcast Status | all B
Broadcast Group | Al .
Generate Save Criteria Load Criteria Reset Criteria

FIGURE 144: REPORT — FILTRATION PAGE

® Once the user inserts the report title and click “Generate” button the report title will display at the header of
the report:

K < of1 » DBl 100% " " & Find | Next
Report Date :  U6/1172015 1458 54 PM
Organ TEC image Technakogiesdo<
Printed By :  Tariq ziad AlMashashibi | Gualy | QC Head
Initiated broadcasi Per Type Repord
Search Critaia -
Creation Date  : From 01/102019 To 06/112019 Broadcast Group : Al Creator Node : A8
level : Organization deast Type : All

Departmant an

oadcast Status = Al

Broadcast Type: Organization announcemant

Total:5 [ Roguion | 2 ]

[ ioormasin | 3 |
1 7223 Hour-2019 m Information  Espired Jihad 100102019 2 25:15 PM 101102019 15953 PM 140 0
2 693 our2018 test Regulation  Terminated Tariq 1072019 1AS1AM 1072019 112202 A 10/B2019 1.59.59 PM 60 0
3 test email Information  Epired Tariq 1572019 111639 AM 11/5/2019 1158 5 FM 1 0
4 79 m3our2019 all Regulation  Active Tariq TUE2019 .44 59 AM 1242019 15959 PM 02 []
5 B0-po3our-2019 BC Information  Active Tarig 11162019 10:37:26 AM 1162019 11:58.59 PM 3 []

FIGURE 145: REPORT — REPORT TEMPLATE
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Change the report duration:

® Go to Reports = Any Report Filtration page, change the reporting duration “From” and “To” from the
calendar.

n ITEC Image Technologie&><'

02°57 PM | Tariq ziad AINashashibi as  Quality / QC Head v E E B

Report props

Report Title Status Report - All Modules

Report Description:

This report prints summaries for all modules in DocuTrak (Workflow, records and broadcasts). Status report will display Total number of initiated Records/broadcasts/workflow cases
based on the entered search criteria as well as number of initiated Workflow Cases / Broadcasts / records based on the type and a pie chart for every module based on the status.

Below are the search Criteria to filter the printed results
B Reports Module Al -
@ Statistical Object Type
Status Report —All Report Level Organization
Modules
Department All -
@ Data Report Node
Reporting Duration 51 1, gg To 2019-11-08
(From)
o Nov v 2019 (]

Su Mo Tu We Th Fr Sa

]
Ge 10 M 12 13 14 15 18 Load criteria Reset

17 18 19 20 21 22 28
24 25 26 27 28 29 30

FIGURE 146: REPORT — REPORT FILTRATION

® Click “Generate” button and observe that the reporting duration will display in the report template under
the search criteria section:

4 < of1 » Bl 00w v 8. & Find | Next

Report Date: DE172018 15 00 25 PM e
e : g' ITEC
Modules
Search criteria:
Reporting Duration (From):  2015-10-01 To: 2015-11-06
Report Level: Organization

4 Total Number of Cases

‘

. Opencases Record to 1 227%
Closed cases workfiow signature
2 General Workflow 32 273%
3 1 4 809%
4 Workd 2 455%
5 Joudy 1 227%
€ Final 1 227%
7 Renama 3 BBZ%

FIGURE 147: REPORT — REPORT DURATION
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Export the report into Excel, PDF or Word format:

® Under report filtration page, generate a new report using your own search criteria to view the report
template page:

4 ¢ of1 » DBl 100% " " & Find | Next
Report Date: 061172018 15:00.25 PM '
o [ & 1mec
Printed by: Tariq zisd AINsshashibi | Quakty | OC Head
Status Report = ANl
Modules
Search criteria:
Reporting Duration [From):  2015-10-01 Tor 2015-11-06
Module: Al Department: Al
Obiect type: A Node: Al
Report Level: Organczaton
a4 Total Number of Cases
Pie chart for the status for All types _
W Opencases 1 ocord to 1 221%
Closed cases workflow signature
2 General Woridlow 32 273%
3 1 4 908%
4 Warkd 2 455%
s Joudy [ 227%
3 Final 1 22T%
7 Rename 3 6B82%
< »

FIGURE 148: REPORT — REPORT RESULT CRITERIA

4 ¢ of1 » DBl 100% " - & Find | Next
ReportDate :  DGH1/2018 145854 M Excel s
Organization:  |TEC Imags Technalagiesd>< ITEC
Prnted By :  Tariq ziad AlNashashibi | Qualty | OC Head PDF :
Word

nith
Search Critaria -
(Crestion Date  : From 01/10:2018 To 064172015 Broadcast Group : Al Croator Node : &1
vl : Orgenizstion BroadcastType : Al
Deparment < AN Brosdeast Stotus = Al

Broadeast Type: Organization announcement

T ——
1 72553 our2019 m Information  Expired Jihad 1011020192 2515 P11 10102019 115955 PU 140 ]
2 69-,23-four-2019 test Regulation  Terminated Tarlg 10ITI2018 111511 AM 10/7/2018 11:22:02 AM 10/872019 11:58 58 PM &0 0
4 79, 2340ur-2019 all Regulation Active Tariq 1162019 944 59 AM 12/42019 115959 PM 142 L]
5 B0-p0-3-four-2019 BC Information Active Tarig 116/2019 10:37:26 AM 11642019 11:56:59 PM [ 0

FIGURE 149: REPORT — REPORT EXPORTING

]
Under the report template, click the “Save As” icon to view the format list that the user can export the
report into it, then choose any of the available formats:
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Status Report — All modules
The status report will help end-users to generate and print summaries for all modules in the system (workflow,
records, and broadcasts) or for one specific module.
The report will contain the following information:
¢ Pie chart displays the status of the [workflow cases/records/broadcasts] based on the type:

- Cases [Open/Closed/Recalled].
- Records [In progress/Registered/Archived/Deleted].
- Broadcast [Active/Expired/Terminated].

e Summary table for the number of created (workflow cases/records/broadcasts) based on the type.
e Total number of created (workflow cases/records/broadcasts).

n ITEC Image Technologie&><'

06/11/2019 02:57 PM | Tanq ziad AlNashashibi as  Quality / QC Head ~ H E B

Report properti
’7 Report Title Status Report - All Modules

Report Description:

This report prints summaries for all modules in DocuTrak (Workflow, records and broadcasts). Status report will display Total number of initiated Records/broadcasts/workflow cases
based on the entered search criteria as well as number of initiated Workflow Cases / Broadcasts / records based on the type and a pie chart for every module based on the status.

43 Administration Below are the search Criteria to filter the printed results
& Reports = Module All
@ Statistical e Object Type
Status Report —All Report Level | Organization
Modules
Department All
Node

Reporting Duration

2019-10-01 To 2019-11-06
(From)

‘Generate Save criteria Load criteria Reset

FIGURE 150: REPORT — STATUS REPORT — ALL MODULES — SEARCH CRITERIA
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4 < h of3 > B 100% [ B @ Find | Next

Report Date: 17/07/2010 14:55:33 PM e
S @* ITEC
Printed by- Tarq zizd AlMzshashiol | Quality | QC Head

Status Report — All

Modules
Search eriteria
Reporting Duration (From):  2018-05-01 To: 20180717
Module: Al Department: Al
Object type: Al Node: Al
Report Level Organizstion

316 Total Number of Cases

1 Record to 14 172%

W Open cases
e Closedcasss workfiow signature
I Recalled Cases

2 General Woridiow 338 4142%
3 1 ) 2.45%
4 2 20 245%
5 Private = z82%
8 Important El 1.10%
7 testd 1 0.12%
a [ — 2 EEETS

FIGURE 151: REPORT — STATUS REPORT — ALL MODULES — RESULTS CRITERIA

Initiated workflow cases per department report
Through this report, user will be able to print a summary for the number of created, Recalled, and closed
workflow cases per department. The report will be grouped by the department where every department will
have a summary table for the number of initiated cases based on the type, as well as a detailed table (if “Include
details” option is checked) for the initiated cases. Cases that open, closed, and recalled will displayed in this
report.

3 17EC image Technologied>< 06112016 02.57 PM | Teria ziad Ahasnashiti a5 cwaity1 o Heod [ [ [

ReportPropertie:
lroverride Report Title :  Initiated workflow cases per department

Report Description :

This report prints summary of initiated workflow cases for every department in the OS based on the workflaw type with the ability to print the details of the initiated cases. If {Include details) is checked
then the details of initiated cases will be displayed after the summary table which contains case reference, subject, workflow type and initiator of the case

Below are the search Criteria to filter the printed Results.

Report Level Orgs Include details
Department All
Shared Node
Node
Reporting Duration |1 1 pg To 2013-11-06

(Creation Date )

Initiated Workflow
cases per Workflow type All
department

Workflow status | &

Case Owner

Generate Save Criteria Load Criteria Reset Criteria

FIGURE 152: REPORT — INITIATED WORKFLOW CASES PER DEPARTMENT — SEARCH

A ITEC

Image Technologies 139




4 < h of2 > >l 100% v (=" =) ind | Nex

ReportDate :  0B/11/2019 150422 PM

Printed By :  Tariq ziad AlNashashibi | Qualy | QC Head
Initiated workflow cases per deparment
|Search Criteria :
Creation Date 1 From 01/10/2019 To 06/112015 Workflow Type Al
level : Organization Workflow Status = All
oM Creator Node: Al
Case Owner :  All
Department - Administration
General Workfiow 2 0 0
[Renamel!lblol
1 Read_only2,0 General Workllow bobh 1082019 124424 Actve Jiad Jaljouli | General Tariq 2iad AlNashashibi Tariq ziad
a_£2018 Y Manager | Administration QCHead | Quality  AlNashashibi | QC
Head | Qualky
2 212 Rename aaaa 16201923307 Acte Jinad Jajoull| General Jinad Jafjoul | General Tariq ziad
P Manager | Administration Manager | AlNashashibi | QC

Administration Head | Quality

nad Jafjoul | General Jhad Jajoul | Gensral
Manage

3 Read_only5634 General Workfow test 16201924126 Actve ¥
22019 [ Manager | Administration

Administration

Department : Qualty

Record to workflow 1 0 [
signature

| GenealWorlow | 14 | 2 | o |

FIGURE 153: REPORT — INITIATED WORKFLOW CASES PER DEPARTMENT — RESULTS

Jobs duration Report

Through this report, the user will be able to print the jobs performed by the node with the duration of the job
(duration = action date - received date). The report will be grouped by the department where every department
will have summary table for the total number of performed jobs, and average duration taken on the jobs per
workflow type. In addition, a detailed table will be printed (if “Include details” option is checked) for the
performed jobs on the workflow cases with the duration of the job compared with (organization average,
department average or peers average “users with the same job title and department”) based on the defined
search criteria.

Notes: 1. The Duration in the generated report will exclude the Weekend in the job duration report.

3 'TEC image Technologie&><' 06/11/2018 0257 PM | Tariq ziad ANashashibi s Quality/ QC Head v B E n

G e

Override Report Title - Job Duration Report

Report Description
This report prints summary of performed jobs for every department in the OS based on the workflow type with the ability to print the details of the workflow jobs. If (Include details) is checked then
the details of jobs will be displayed after the summary table which contains case reference, subject , workflow type, recipient type, recipient name , case status, action date and duration (in working

days)
Belows are the search Criteria to filter the printed Results
Report Level Orgsnization + |Include details
Department
Shared Node Node
@ Data Reports. a
Case Referance
Job Duration Empty Day  Compare With Empty
Action Date duration | 2019-11-06 To 2019-11-06

Workflow Type All v Workflow Status | Al

Recipient Type: FYA # CC ¥ CCC ¥ Consult ¥ Committee ¥

Generate Save Criteria Load Criteria Reset Criteria

Job Duration Report

® ot -

FIGURE 154: REPORT — JOB DURATION — SEARCH CRITERIA
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Organization:  ITEC image Technologia

Printed By:  Tarin ziad AlNashashibi

K < of1 » DBl 100% " = & Find | Next

Report Date:  06/11/2019 150616 PM

;ﬁ‘ ITEC

Job Duration Report

|Search Crierin:

Creation Date duration: From 0611172018 To 061172019 Compare with: Empty Racipiont Type: FYA CC CCC Con
Report Level : Crganization WorkllowStatus: Al e
WorkilowType : Al Deparment: Al

case reference : Job duration: Empty

Node : Al Day{working Days}):

Department - Administsation

Department : Quality

General Workdiow 3 1
General Workfow 5 1

Records Report
Through this report, the

FIGURE 155: REPORT — JOB DURATION — RESULTS CRITERIA

user will be able to print the details of created records grouped by the record type,

where every type will have a summary for the total number of created records as well as a detailed table for the
created records (If “Include details” option is checked).

n ITEC Image Technologie&><'

06/11/2019 02:57 PM | Tanq ziad AlNashashibi as  Quality / QC Head ~ E E B

ReportProperties
’70verride Repor

rt Title :  Records Report

This report prints

Report Level

Department

Shared Node

Reglstration
Reference

Creation Date
durtion

Record Type

Custom field 1

Custom field 3

Report Description :

reference, creation date , initiator of the record, and current status.
Below are the search Criteria to filter the printed Results.

the details of the created records based on the record type. The printed table will contain the following information registration

Organization « | Include details
All
Node
2019-11-06 To 2015-11-06
Al + | RecordStatus 4 -

Custom field 2

Custom field 4

Generate Save Criteria Load Criteria Reset Criteria

ITEC
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FIGURE 156: REPORT — RECORDS — SEARCH CRITERIA
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4 < of1 » Bl 100w v . @ Find | Next

Report Date :  D6/T12015 15:07:13 PM

Orponization :  TEC imegs Techasogiessn< %l ITEC
PrintedBy  : Tariq ziad ANashashibi | Qually | OC Head

Records Report
Search Criteria :
Creation Date  : From 01/10:2018 To 061172019 Record Type A Creator Node : Al
lovel + Organization Record Status ©OAl
Dopartment 5 AY Reglstration Referance
1 Incoming 2

FIGURE 157: REPORT — RECORDS — RESULT CRITERIA

Subcases per department report
Through this report, the user will be able to print a summary of the Subcases per department with the ability to
print the subcases generated from the original case. Moreover, if “Include details” checkbox is checked then all

the details of subcases will be printed like the subcase reference, the status of the subcase and the current
owner of the case.

u ITEC Image Technologies 04/07/2019 09:39 AM | Jihad Jaljouli s Administration / General Manager v E E n

ReportProperties

Override Report Title : | Subcases Per Department

Report Description

This report prints summary of the Subcases per department with the ability to print the subcases generated from the original case. In case (Include Details) is checked, then the
details of the subcases will be displayed like the subcase reference, the status of the subcase and the current owner of the case.
Below are the search Criteria to filter the printed Results

Report Level Organization v Include details

Department All v
Shared Node

Node

Reporting Duration
Subcases Per (Creation Date )
Department

07/03/2013 To 07/04/2019

<

‘Workflow type Al
Workflow status Al

Case Owner

@ Other Reports |

<

Generate ‘ ‘ Save Criteria H Load Criteria ‘ ‘ Reset Criteria ‘

FIGURE 158: REPORT — SUBCASES PER DEPARTMENT — SEARCH CRITERIA
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< < 1 of1 » P 100% N 8 . = Find | Next -
Printed By Jihad Jaljouli | Administration | Genesal Manager
Subcases Per
Search Criteria :
Creation Date : From 03/07/2018 To 0407/2019 Workflow Type All
level H OCrganization Workflow Status: Al
Department @ All Creator Node : Al
‘Case Owner : All
1 July 16 Final test the branch 7132019 8:51:17 Closed Tariq ziad AlMashashibi 7i3/2019 8:51:17 AM Jihad_Jaljouli 1
after recall AM QC Head | Quality ‘General Manager
Administration
2 July. 17 Final subcase 7132019 9:07:43 Closed Tariq ziad AlNashashibi | 7/3/2019 9:07:43 AM Jinad.Jaliouli | 1
AM QC Head | Quality General Manager |
Administration
3 357 1 il 7/3/20199:23:29 Active Tariq ziad AlMashashibi Tariq ziad Tarig ziad 1
AM C Head | Quality AlNashashibi | GC | AlNashashibi | GC
Head | Quality Head | Quality
4 12602019 General 4682-8001 /32019 10:19:49 Active Tariq ziad AlNashashibi | Tariq ziad Jinad.Jaliouli | 1
Workfiow AM QC Head | Quality AlMashashibi | OC  General Manager |
Head | Quality Administration
5 July 21 Final test new TI32019 12:2455 Active Tariq ziad AlMashashibi Tariq ziad Jihad_Jaljouli 1
PM QC Head | Quality AlNashashibi | QC |~ General Manager
Head | Quality Administration
6 358 1 ddddd TI32019 12:54:36 Closed Tariq ziad AlNashashibi | 7/3/2019 12:54:36 PM 1
PM QC Head | Quality
7 32019 ‘Workflow - Serial ~ Tasneem allow-  7/3/2019 10:15:08 Active Jihad.Jaljouli | General Tasneem Said Al 2
Gregorian'ear deny subcase AM Manager | Naijar | Senior hd

FIGURE 159: REPORT — SUBCASES PER DEPARTMENT — RESULT CRITERIA

Workflow case transfer report
Through this report, the user will be able to generate the workflow cases which have been initiated by a certain
department and sent to other departments for certain actions. This report displays: No. of actions taken on each
case, its current status, and other important information. The “No. of Steps” counts the number of times a case
has been initiated/sent, reopened, forwarded, and/or replied to. However, the (Initiate/Send, Forward, Reply,
and Reply to All) will be discarded when recalling a case or a subcase.

n ITEC Image Technologies

04/07/2019 09:39 AM | Jihad Jaljouli as  Administration / General Manager v E E n

- ReportProperties

Override Report Title :

Workflow Case Transfer Report

Report Description :

Department (From) | All
Reporting Duration
2015-07-04
(Creation Date }
Workflow type All
Workflow status All

Category A

Workflow Case
Transfer Report

To Recipient A

2019-07-04

This report generates the workflow cases which have been initiated by a certain department and sent to other department(s) for certain action(s). This report displays the no.
of actions taken on each case, its current status, and other important information.The “No. of Steps” counts the number of times a case has been initiated/sent, reopened,
forwarded, and/or replied to. However, the (Initiate/Send, Forward, Reply, and Reply to All) will be discarded when recalling a case or a subcase.

Below are the search Criteria to filter the printed Results

Generate

‘ ‘ Save Criteria H

Load Criteria | ‘

Reset Criteria

FIGURE 160: REPORT — WORKFLOW CASE TRANSFER REPORT — SEARCH CRITERIA
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1< < h of 1 > [ 100% v & . = Find | Next

Report Date : 04/07/2019 08:55:35 AM T
Organization:  [TEC Image Technelogies %‘ IT E C

Printed By :  Jinad Jaliouli | Administration | Ganaral Manager
Workdlow Case Transfer Report

Search Criteria :

Creation Date : From 04/07/2013 To 040772012 WorkilowType Al

Department{From): Al Department(TO): Al

Category  : Al

Initial To Recipients: Al Workflow Status : - Al

1 2051 tasnim manal_new_type | Business Analysis Admin & b 7142019 RanialAdmin & 3 RanizlAdmin & Aclive
attachment test Accounts 93543 AM | Accounts |Frant Office Accounts |Frant
Admin Assistant Office Admin
Assistant

FIGURE 161: REPORT — WORKFLOW CASE TRANSFER REPORT — RESULT CRITERIA

Initiated broadcast per type report
Through this report, the user will be able to print the initiated broadcasts grouped by the type of the broadcast.
A summary table will be printed to display the number of initiated broadcasts for every type based on the
broadcast group (information, regulation). Moreover, if “Include details” checkbox is checked then all the details
of the broadcast will be printed.

/2019 02:57 PM | Tanq ziad AlNashashibi as  Quality / QC Head v E E B

n ITEC Image Technologie&><'

ReportProperties
’70verride Report Title :  Initiated broadcast Per Type Report

Report Description :
This report prints both summary and details of the created broadcasts based on the broadcast type. The printed report will contain summary of number of created broadcasts based on the broadcast type.
In addition, in case (include details) checkbox is checked then a table containing all the details of the broadcast will be printed. The details table will have the following information broadcast reference,
creation date, subject, group, initiator of the broadcast, and current status , number of recipients and number of acknowledgments.

Below are the search Criteria to filter the printed Results.

Report Level Organization v Include details

Department Al

Nade
@ Data Reports
Creation Date
Initiated broadcast . 2019-11-06 To 2019-11-06
duration
Broadcast Type Al v | Broadcast Status | al
Broadcast Group | Al v

Generate Save Criteria Load Criteria Reset Criteria

FIGURE 162: REPORT — INITIATE BROADCAST PER TYPE — SEARCH CRITERIA
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lq < of1 > DI |100% v (= = Find | Next
Report Date : 06/082018 17:31:22 PM .
Printed By : Tanq ziad AlNashashibi | Qualty | QC Head
Initiated broadeast Per Type Report
Search Criteria :
Creation Date  : From 06/08/2013 To 06/05/2018 Broadcast Group :  All Creator Node : Al
level : Organization Broadcast Type : Al
Department Al Broadcast Status :  All

Broadcast Type: Organization announcement

Regulation 1

Total : 3
[ [ = 1]
1 2832018 Eid vacation Information  Active Tariq /612018 5:27-37 PM
2 2692018 New rules and Regulation  Active Tariq 8/6/2018 5:28:49 PM
regulations
3 2702018 Health Insurance 2018 Information Active Tariq 8/6/2018 5:30:16 PM

8312018 11:59.59 PM 81 0
&/31/2018 11:59.59 PM 81 0
12/31/2018 11:59:59 PM &1 1

FIGURE 163: REPORT — INITIATE BROADCAST PER TYPE — RESULT CRITERIA

Responsiveness to broadcasts report

Through this report, the user will be able to print the initiated broadcasts along with the responsiveness
percentage to the broadcast. The printed information will have the basic information of the broadcast and the
number of recipients: number of recipients who responded on time and number of recipients responded after
the due date. Moreover, if “Include details” checkbox is checked, then all the details of the recipients will be

printed grouped by the broadcast.

n ITEC Image Technologie&><'

06/11/2019 02'57 PM | Tariq ziad AlNashashibi a5 Quality / QC Head v E E B

ReportProp i
’VOverrlde Report Title:  Responsiveness to Broadcasts Report

Report Description :

Below are the search Criteria to filter the printed Results

Report Level Organization v Include details
Department  All
Node
I Creation Date
Initiate duration 2019-11-06 To 2019-11-06
Broadcast Type Al * | Broadcast Status | all
Broadcast Group | All - Action Status
Generate Save Criteria Load Criteria

Responsiveness to
Broadcasts Report

This report prints the details of the created broadcasts based on the entered search criteria which filters the broadcasts based on the initiation data. The report prints the main information of the
broadcast in addition to total number of recipients, number of nodes responded in time and number of nodes responded atrer due date. In case (include details) checkbox is checked, then table of
all recipients of the broadcast will be printed under the broadcast information along with the date of acknowledgment with the ability to filter the details through the Action Status filtration field.

Reset Criteria

FIGURE 164: REPORT — RESPONSIVENESS TO BC —
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< < h oft > DI [100% M Q. = Find | Next

Report Date: 06/08/2018 17:47:01 PM s
Printed By: Tariq ziad AlNashashibi | Quality | OC Head

Responsiveness to Broadcasts Report

Search Criteria:
Creation Date duration: From 08/08/2015 To 06082015 Broadcast Status: A
Report Level: Organization Action Status: Al
Broadcast Type: Organization announcement Department: Quality
Broadeast Group: A
Node: A
2702018 Information Health Insurance  08/082018 173016 PM  Tariq ziad AlNashashibi | QG Adtive 57 1 0 56
2018 Head | Quality
2692018 Regulation Newrulesand 061082018 17:28:49PM  Tariq ziad AlNashashibi | OC Active 57 0 0 57
reguiations Head | Quality
2682018 Information Eid vacation 06/08/2018 17:27:37 PM Tariq Ziad AlNashashibi | QC Active 7 0 0 4

Head | Quality

FIGURE 165: REPORT — RESPONSIVENESS TO BC — RESULT CRITERIA

Organization’s Data Reports
Through this report, the user will be able to print the defined data in the number of settings pages in the
administration module. This page contains a list of the following reports:

1. List of storage libraries.
2. List of follow up cards.
3. List of broadcast types.
4. List of workflow types.
5. List of record types.

6. List of code schemas.
7. List of stamps.

8. List of job functions.

9. List of groups.

10. List of departments.

[y
[N

. List of users.
. List of committees.
13. Organization’s Structure.

[EEN
N

- The user can select the report nhame from the report name drop down list and accordingly the related
parameters will be displayed. Clicking on the Generate button will generate the related report.
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n Image Technologies (ITEC) 06/08/2018 04:24 PM | Tariq ziad AlNashashibi as  Quality / QC Head v E E E

’fﬁeport propertie:

|
2. Report name will be filled
Qverride Report Title automatically

Report Description :

This report prints the data defined through the administration module in lists format. The user has to specify which data he/she would like to print out and accordingly
number of parameters will be displayed te enable the user of filtering the data before printing it.

Below are the Search Criteria to filter the printed Results

& Reports
Report name: Please Select B 1. Select report name and options
& ical | Q then Generate the report
@ Organizational Reports Please Select -
Organizatmn‘s Data = List of Storage Libraries Report

List of Follow up Cards Repart

List of Broadcast Types Report Save criteria

st of Workflow Types Report

List of Record Types Report

‘ Load criteria ‘ | Reset criteria

List of code schemas Report

List of Stamps Report

List of Job functions Repart

FIGURE 166: REPORT — ORGANIZATION DATA REPORTS — SEARCH CRITERIA
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