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ABOUT THE WEBPRO USER MANUAL

Throughout the WebPro manuals there are graphical representations of screens. Please be
advised that, due to client application customization, the names of some of the fields in those
graphics may not match the names you use within your application.

v TIPS

K/

%+ This symbol indicates a tip or best practices suggestion for WebPro users.
ADDITIONAL RESOURCES
In addition to this User Manual, please also refer to the Help page for other resources including:
= Administration Manual
= Training Videos
You can also link to our Quick Start Guides using the links below:

LOGIN INSTRUCTIONS

At this time you are not able to change your password. This includes use of the “Forgot
Password” option. This is a known issue in all Version 9 instances of PMAPS and is applicable
to non-Administrator users. Any administrator can reset your password temporarily until this
issue is resolved.

1. Open Internet Explorer and go to the assigned website URL provided by your administrator.

User Name

Password

[ | remember Me

LOGIN TO PMAPS WEBFRO
Forgot your password?
maps Web

|
—J"E-
pmaps Web -

2. Enter the user name and password provided by your administrator.
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v TIPS

« Clicking the Remember Me button upon logging in keeps you logged in during the
entire Internet Explorer session. It is not a means of saving your user name and
password.

3. Click Login.

First Time Login Change Password

1. Upon first login, you may be brought to the Password area in the Administration module to
change your password.

Password Reguirements:

Must be at least 8 Characters

Must contain at least one capital letter

Must contain at least one number

Must contain at least one non-alphanumeric character (@, % etc..) The & and + does not wark.

Change Password

Current Passwoard:

Mew Password:

Confirm New Password:

2. Enter the password provided to you in the Current Password field.

3. Enter a new password of your choice in the New Password field. Passwords must be at least
8 characters in length using any combination of letters and numbers, but must contain at least
one symbol. Any of the following symbols may be used !@#$%”*(). Do not use the & or +
symbols as those are used in code and may cause the password change to not be accepted.
We can change this rule on our end if you have specific requirements.

4. Enter the same password again in the Confirm New Password field.

v TIPS
% You may change your password at any time by clicking on the Administration link

5. Make a note of your password and save it in a secure place.
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NAVIGATION CENTRAL

PMAPS Navigation Central is an interactive navigation screen accessible to users upon login.
From this screen, users can learn more click to access specific PMAPS modules or their
associated training videos.

SOItware PMAPS Naviaation Central

@ Loz a New or Work on Existing Proposal

ﬁl Assign Questions/Sections of an RFP
4 % Search the Proposal Q&A Database
& Assemble a Proposal from a Template
‘ ? Create a New Pitch Book
v &t Create a Sales Proposal Document
ﬂ View My Q &A In/Outbound Emails

Run or Create a Proposal Report

a Perform a PMAPS Administrative Task

1. Clicking on the Stopwatch in the center of the screen takes the user to a brief description of
the module. Click to go to that module in the application or click Learn More to access the
associated training video.

%% Search the Proposal Q&A Database

Welcome to the PMAPS WebPro Search Module

The search engine in PMAPS WebPro works
exactly like those found in the leading web
search engines. 100% of the content of
Microsoft Word, PowerPoint, Excel, PDF and
HTML documents is available. In addition, each
record indexed by PMAPS may be related to 20
segmentation "Attributes”. These "Attributes”
can be used to narrow a search by simply
clicking on any that are displayed in the search
grid. "Attributes” can also be used to filter
searches, and these filters may be saved for
future use. In addition to allowing you to

[x] Learn more...

2. You can choose to see Navigation Central upon login, or un-check the box to go directly to
your Dashboard upon login.

I:l Show Mavigation Central every time I login to WebPro
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3. Click to access your Dashboard from the bottom of the screen as well.

Click here go to your Dashboard

Choose User Preferences

The WebPro application is designed to allow each user to make changes to two primary screens
according to their individual preferences. Those two screens are the home page, or what we refer

to as the Dashboard and the first screen you land on when you enter the Search module.

Understanding your options and choosing your preferences before you start using the application

for completing proposals may save you time and confusion.

Dashboard View

The Dashboard displays an inventory of proposals entered into PMAPS’ Tracking module. Each
user can customize their Dashboard columns and order by choosing any of the over 250 tracking

fields (discussed below).

pmaps web: -« *

Welcome, sdiministrator {1
i ot Bl

sar mame sucigneds

o EDM ;-
Search Pr

|ty Line of Rusiness Ongy

| 'mprocass | |My Propossis Only.

Due Date: |

H | [epe—

365 Pesonss Fausd

F olel 7

wiem 10

&

ELTEA

........

B2 Curges. Tarmey

B0 Curgan Tamrsy
B Surgae. Tarersy
B3 urgme. Taremy

B Dungas, Tamesy

Weshing an Prapsast AUC Campany Pregessl

Fage 133808 LER M 122

Modifying Dashboard Columns
1. Locate and click on Modify Columns on the Dashboard.

£ olo T &®

\Fie-w ltems per Page

m Medify Columns

The Column Selection screen is displayed.
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& Coumns: & Visible Columns:

Asset Class ~
Client Type

ClientServices Rep

Consultant Contact

Consulting Firm

Date Completed

Date Declined

Date Due-Internal Review

Date Received

Date Shipped

Date-Extension

Declined v

_NotesforRenortina

+]
=)

The left-hand side of the screen displays names of the available fields. Fields are group
alphabetically by tab.

The right-hand side of the screen, Visible Columns, lists the names of the fields that have
been chosen to display in the Dashboard from any of the tabs.

Add, Order and Remove Dashboard Columns

2.
3.

10.

11.

12.

Click to select a field to add.

Review the list of fields that you have already chosen or were entered by default under
Visible Columns:

Click to select the new field you would like to add to the Visible Columns.

Click the add L+ icon, or double-click the item you wish to add.
Add additional and order additional fields by repeating steps 2-5.

Click on the field name that you want to reorder.

Click the Up arrow @ to move the item up. Each time you click, it moves the item one
row up.

: A : . .
You can also move an item to the top #% of the list using the icon.

Click on the field name that you want to reorder.

o
Click the Down arrow \9 to move the item down on the list. Each time you click, it moves
the item one row up.

KA
You can also move an item to the bottom of the list using the Y icon,

PMAPS User Manual 1
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13. In the Visible Columns area, click the item you want to remove.

14. Click the Remove : icon. Or, double-click the item to move it

15. The item is removed from the Visible Columns to the Column on the tab where it is
displayed in the application.

16. When you are finished modifying your Dashboard columns, click OK .

v TIPS

o,

«+ If you choose more fields than can display on the Dashboard, use the horizontal scroll
bar to view all of your columns.

9,

“* You may add more or remove more than one item at a time by holding down your
Ctrl key and then clicking on as many items as you like.

o,

« Or, select several adjacent items: Click the 1st item in the group, hold down your
Shift key, and selecting the last item in the group.

Search Results View

Every record that is imported into or added to your database must have various attributes
assigned to it. Attributes act as Meta Tags for your data. Some of the attributes are Subject
Matter Export/Contact, Main Topic, Vehicles/Products, Review Cycle, Date Expires, etc. These
attributes aid in data categorization, content location, and record updating.
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Following is an example of an attributes screen for one record:

Flle TYDE: [\iord
DocTYPS: |Search | II
Crecked Out By: | |8
e o
Flaosa g

Document Status: |2 otie E Revlem CYCE: | nnually - 7]
w0 [2yrope E1B| e g

SUE: o, Nick e @ tavemes g

o Angwersd: | V= § Raviuer | ~)== @

Comptince Pemorn: | V== @

T l_
— ——
M Tople: [ T2ing ml [F] Al Viehlctes Froducts ~

[[Jcemminged Fura “

Sl Toglc: | 7] []Ennancea core
Brlef SUMMEN: (100 o pou add value bo your (7 strategy: |~ aul StreeglesFungs
trading operations? ~ 0
> [ comarate & Investment Sankng
[ ] Edueation

T | 7} it Exsts: | [v]e= @
o | @ | Comemgrime |
S FI |
iy B— o
T I
[ | Meets Transiation g
il I g
= crma g
= Paent g
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Just as you set up your Dashboard view, you also need to set up your Search Results view/grid.

When you click on the Results tab, the following screen is displayed.

Bug Walcoma, administrator
pmapsweb - e O B st ST 2 i s
[
- [ vostytonmrs A Basmiton P iesian [ F e | g ot | ] ]
Search (D: 150121 | Viewing 110 100 of 526 rows < Previous. Next > | Rens | s | onmns | | e | Ao | e |

@:I‘ *‘uﬂ‘.ﬂ 1 Lo ar"ﬁ’ﬁ@
-l:-l:-l-l:_l:_l-__l:—

o Doanem Lsgason Ourgen Temmy  Mastating Saparss Aocourt.
B . w3
o OuwrstFars hreaton  Whaewg ety e . sz

o] Ganarsi Fomindormation  Wiansing. Batty
| Dwnarsi Famirdormation. Mancing. Desiy

] Garers Frrs ricrraton Wi, Beny

SO A
PP P EEEE
O O O |

Pfii

801

20102
o0
racous

EEEEEEE

o Guvarst Furs wicereatn  Manng. Besy

Search Results Grid
The Search Results grid is the lower portion of the screen.

| Eusness Likgaten Dungan, Tasery  Masholing W
-

q Curarsl Frm iformaton Manceng. Beity B . 18002 e st Saarch

| Guarel Fam Iohrmation  Manoing. Beify  Saies oo o] A Sasrsh

A Owwrsi Fam iefrmaton  Manag Hely  Ssma a0 £ At E e

o Guaral Fem Iodrmation  Mareing Betty  Seies . 1o . Aadrre E Suarsh

oy Guarsi Frm iekrmation  Maniog Belly  Saies ] trm At Saarch
Modifying Columns
1. Click Modify Columns on the Search screen.

m Madify Columns ' Reset Sort ? Maodify Filters \? Reset Filters. I_'L Show Preview
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The Select Columns screen is displayed. Fields are listed in alphabetical order by tab.

Column Selection a

@ _Columns: i Visible Columns:
Account Executive ~ SME
Checked Out By Main Topic
Checked Out Date Sub Topic
Compliance Person Brief Summary

Consulting Firm
Doc Type
Document Status
Downloaded By
Downloaded Date
Is Child

Is Parent

Language /Template
Needs Translation
Prompt on Insert
Proposal

Q&A v
Region

File Type

Document 1D
Date Expires
Review Cycle
Last Verified

O

KoM

Ok Cancel

Add, Order and Remove Dashboard Columns

2.
3.

10.

11.

Click to select a field to add.

Review the list of fields that you have already chosen or were entered by default under
Visible Columns:

Click to select the new field you would like to add to the Visible Columns.

Click the add O icon, or double-click the item you wish to add.
Add additional and order additional fields by repeating steps 2-5.

Click on the field name that you want to reorder.

Click the Up arrow @ to move the item up. Each time you click, it moves the item one
row up.

: LD o i
You can also move an item to the top #*% of the list using the icon.

Click on the field name that you want to reorder.

Click the Down arrow \“) to move the item down on the list. Each time you click, it moves
the item one row up.

PMAPS User Manual 1
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V
12. You can also move an item to the bottom of the list using the W icon.

13. In the Visible Columns area, click the item you want to remove.

14. Click the Remove ° icon. Or, double-click the item to move it

15. The item is removed from the Visible Columns to the Column on the tab where it is
displayed in the application.

16. When you are finished modifying your Search Results columns, click OK .

v TIPS

« If you choose more fields than can display on the Search Results, use the horizontal
scroll bar to view all of your columns.

“ You may add more or remove more than one item at a time by holding down your
Ctrl key and then clicking on as many items as you like.

« Or, select several adjacent items: Click the 1st item in the group, hold down your
Shift key, and selecting the last item in the group.

Select International Date Format
This International Date format is controlled in the PMAPS user's Internet Explorer settings.

1. Go to the Tools option on your menu bar.

2. Choose Internet Options.

T st horme fusge tbe, frga wach adkdress n it o e

-

3. Click on Languages under [ |5

Appearance. [umamme || wedcinit ][ vwbieh |

Ty e St
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4. If your country’s language is not on [LanguagePreference. (2| |

the list, click Add to choose it.

Language Preference

Add the languages you use to read websites, listing in order of
preference. Only add the ones you need, as some characters can
be used to impersonate websites in other languages.

Language:

Move up

English (United States) [en-us]

Move down

11

Prefix and suffix options
Do not add 'www' to the beginning of typed web addresses

Spedfy the suffix (for example .net) that should be added to
typed web addresses when vou press Ctrl + Shift + Enter.

Suffix:

5. If there are more than one languages m

on the list, move your preference to
the top of the list.

Language:

English (Canada) [en-CA] o~
English (Caribbean) [en-029]

English (India) [en-IM]

English (Ireland) [en-IE]

English (Jamaica) [en-IM] D
English (Malaysia) [en-MY]

English (Mew Zealand) [en-MZ]

English (Republic of the Philippines) [en-PH]

English (Singapore) [en-5G]

English (South Africa) [en-ZA]

English (Trinidad and Tobago) [en-TT]

English (United Kingdom) [en-GE]

English (Zimbabwe) [en-ZW]

English [en] -

User defined:
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6. Use the Move up or Move down
buttons to move your Language
Preference to the top of the list.
Whatever date format is used in the
country you select, controls the
format in your date fields.

PMAPS User Manual

Rev: 7/8/2015



DASHBOARD MODULE
Adding a New Proposal
1. Click the New Proposal icon. A new window will open.
pmaps Web = *
|

20 Proposals Found.

(53
View Modify Columns
\

2. From the dropdown menu select the type of proposal you would like to create. The options
are described below the screen shot.

wevigeion © Hl]ashbuard ¢

Please Select.. v -
W Create Proposal in Word .
x Create Proposal in Excel
z Upload an Existing Proposal Document ase
E} Link to a Proposal In SharePoint

Link to a Proposal on Your Metwork

Create Proposal in Word — this option creates a new Word document that resides only in the
PMAPS application. This document is based on a template controlled by Proposal Software and
can be customized.

Create Proposal in Excel — this option creates a new Excel document that resides only in the
PMAPS application. This document is based on a template controlled by Proposal Software and
can be customized.

Upload an Existing Proposal Document — this option allows the user to upload a copy of either a
Word or Excel document that resides only in the PMAPS application.

Link to a Proposal in SharePoint — this option allows the user to link to either a Word or Excel
document that resides both in the PMAPS application and on the SharePoint server.
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Link to a Proposal in on Your Network — this option allows the user to link to either a Word or
Excel document that resides both in the PMAPS application and on user’s local network.

Create Proposal in Word

1. From the dropdown menu select the option to Create Proposal in Word. The window will
change to display the option selected and enable the Save option, as well as display the
Dashboard tabs.

E Create Proposal in Word b

2. Inorder to save the proposal to PMAPS, complete at least the mandatory fields (these have a
yellow background). Complete all fields as instructed by your PMAPS administrator. Click
through all of the tabs to ensure all mandatory fields have been completed. Click the Save

1con.
ar
‘ Cansti Propas in Woed -]I !
[
Dismmar (0 iogtes  [Ciuameano  [Cirstowse  [Dwse | e |
Basic Information Consulterd Infomation. Lok
[T v Cocpecaton] + Camaling e | |
Propesal Titk: | Propos:al for Marksiing Sendce: | Contact | v
Detailed Informason Relevant Dates
- v e Hrceived | 9282014 e
ot G | v Deiines. [
Type of Bid:- »! e Search Declined: 13
Pref. [ | D Dee: | 100V2D14 L1
Tl vl Dt Halen Hocoivnd o
oot Moy | v Extunsion Dute: -
Lineof Bunloems: | v [ v
[— B
Dt Completes =
Dt Shipped: ]
Peaple. Oftver Informabon
Sakon B ! Vi E.MMI il
I w Gommengled of Separale
" " Intermnational Fund |
Lowd W (S Cop v_u' i ————— -

3. At the prompt to confirm adding the new proposal, click Yes.

'Proposal for Marketing Services' has been created. Would you like to
wview it in WebPro now?
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The proposal will be launched in your browser and automatically selected, indicated by a
yellow background on the Dashboard.

[ —

< Acme Corgoration Froposal for Markeling |BI= [Smith, Cindy
-"' Acme Acme Assignment RFP All Vehicles RFP |_]__3J3mnh, Cindy |
')" ABC Company ABC Company Commingled Fund; Separate Account RFP |_.T§JSmilh, Cindy

> -=—

Create New Proposal in Excel

1. From the dropdown menu select the option to Create Proposal in Excel. The window will
change to display the option selected and enable the Save option, as well as display the
Dashboard tabs.

E Create Proposal in Excel b =

2. Inorder to save the proposal to PMAPS, complete at least the mandatory fields (these have a
yellow background). Complete all fields as instructed by your PMAPS administrator. Click
through all of the tabs to ensure all mandatory fields have been completed. Click the Save
icon.

a New Proposal

VEE

E (Create Proposst in Excel

T summary I ogises |7 Markating l” Fotowup | Misc l" Eealusnon
Basic iormation [ ——— ~
Glient Harr: | ATV COMDOISAGA Consitisg Firs: v

Propesal Tite  Proposal tor Marketing Senices Excel Contact: -

Cietabied dammnation
Swategr:
hnset Clasn:
Type of Bict
Proj. Revenue SUM-
Tasasle.
Gliend Alfnity

Liwe of Businews

Pacple

it Serdee Hep-
Read Writer | Smith, Cindy

Ritirvant Dates

Date Received:
Declined
Date Search Declined:
Dt Do
Date: Sales Hecetved:
Extermaion (e
W Estendend
Rnmen Fatended:
Dt Commplrerd
Dite Shipoud:

Othar infsamation

Webicle:

ARA04

& E (e e
of (%] [] 0

|1 veeres
] Commingled Fund

| Commingled or Sepasate
] Fung
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3. At the prompt to confirm adding the new proposal, click Yes.

'Proposal for Marketing Services' has been created. Would you like to
view it in WebPro now?

The proposal will be launched in your browser and automatically selected, indicated by a

yellow background on the Dashboard.

[ —

_;T' Acme Corporation gremuo.:l for Marketing
')‘. Acme Acme Assignment RFP All Vehicles RFP
')‘. ABC Company ABC Company Commingled Fund; Separate Account RFP

F g

Upload an Existing Proposal Document

B |Smith, Cindy
|B1= Smith, Cindy

|B1= Smith, Cindy

1. From the dropdown menu select the option to Upload an Existing Proposal Document. The
window will change to display the option selected and enable the Browse and Save options,

as well as display the Dashboard tabs.

. Upload an Existing Proposal Document v Browrsz...

!

2. Click the Browse... icon and navigate to the document you would like to upload, select it and

then click the Open icon.

-
O] - 1 - Search Training P
Organize ¥ New folder EE v I @
e Mame ‘ Date modified Type size -
i | Archive 1/7/2014619 AM File folder
| ‘b Curriculums 9/19/2014 8:29 AM File folder
| ‘b Customer Portal 8/4/201412:25 PM File folder
i ). Evaluations 8/10/20143:20PM  File folder
i i Exercises 8/21/2014905PM  File folder
i 1 Manuals 6/11/2014 1213 AM  File folder
i | Quick Start Guides 4/28/2014831 AM  File folder
i L. Tip of the Month 7/20/2014 T4G AM  File folder
i | Werd Originals 2/25/201411:39 AM  File folder
i PMAPS_Response_ Template.docx #/8/2014320AM  Microsoft Word D... 326KB
i PMAPS_WP_Best_Practice_Tips_Verify.doc 5/29/2014 714 AM  Microsoft Word D... 625 KB
] PMAPS_WP_Sample_Questionnaire.doc 5/23/2013 2:37 PM Microsoft Word 9.. 56 KB
i PMAPS_WP_Sample Questionnaire 2 Finance. docx 1/28/2014 1:04PM  Microsoft Word D... 22KB
q PMAPS_WP_Sample Questionnaire Completed.docx 4/9/20149:40 AM  Microsoft Word D... 103 KB
i PMAPS_WP_Sample_Questionnaire_Finance.dock 2/27/201495TAM  Microsoft Word D... 44k
PMAPS_WP_Sample_Questionnaire_Finance_Linked.docx 8/26/2014 1043 AM  Microsoft Word D... 46 KB
= PMAPS_WP_Sample_Questionnaire_Health.docx 12/4/2013808 AM  Microsoft Word D... “KB
File name: | PMAPS_WP_Sample_Questionnaire_Finance.docx vl | Word Documents (~.doc:".docx |
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The selected document path will display just below the upload dropdown field.

. Upload an Existing Proposal Document v Browss. .

| XCSTiTrairing\PMAPS_WP_Sample_Questonnaire_Firance docx |

3. Inorder to save the proposal to PMAPS, complete at least the mandatory fields (these have a
yellow background). Complete all fields as instructed by your PMAPS administrator. Click
through all of the tabs to ensure all mandatory fields have been completed. Click the Save

icon.
8 New Proposal - N
m Uplead an Existing Propossl Document b o
1 Sumeary I Logistcs i"- Marksting 7 Follow-up. |=‘“ Misc |77 Evaluaton
Basic Informatien Consultant information ~
ChentMame: | Acmee Corporation - Censulting Firm:
Peoposal Tile | Proposal for Markiting Seraces Quesbonnairy Coract
Detailed Information Relevant Dates
Soagy Dute Recebved 2252014 >
ot Clam: Dectned: |
Type of Bid » Dt Search Declined 13
Proj. Revenu 580 Duelhe.  EEIEE -
Tansbie: * Dite Sales Recebved: o
Clie Aty v Exteron Ome: 3
Line of Busisess w Whe Extesded v
Hranon Friesded
Date Comateted @
Date Shipoed: 5
Peopi Ot ntomation.
Sl R i Vehicle: | All Vehiclas -l
] Commingled Fund
Clrt Sarvice Reg: v 7 Goameningled or Sepaale
[ infemational Fund .
Lead Writer: | Smith, Cindy
v
4. At the prompt to confirm adding the new proposal, click Yes.

'Proposal for Marketing Services' has been created. Would you like to
view it in WebPro now?

The proposal will be launched in your browser and automatically selected, indicated by a
yellow background on the Dashboard.

[ —

j Acme Corporation EL‘:&“D:I foriiaxcating |_.§J8milh, Cindy
-"' Acme Acme Assignment RFP All Vehicles RFP |_]__3J3mnh, Cindy |
')" ABC Company ABC Company Commingled Fund; Separate Account RFP |_.T§JSmilh, Cindy

> TR
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Link to a Proposal in SharePoint

1.

From the dropdown menu select the option to Link to a Proposal in SharePoint. The window
will change to display the option selected and enable the Browse SharePoint and Save
options, as well as display the Dashboard tabs.

Click the Browse SharePoint... icon.

E Link to a Proposal In SharePoint v

Enter your SharePoint credentials:

a. Inthe SharePoint URL field, enter the full URL that contains your documents. If you are
uncertain where the document is located, enter the highest level folder path.

b. Inthe Username field enter the user name you use to access SharePoint.
c. Inthe Password field enter the password you use to access SharePoint.

d. Click the Open icon.

B> SharePoint

SharePoint URL:
|Htp:ff'sha'epoﬂxxmm

:|mxmm |

Password: |"'"'""'"" |

s | e |

Select the document you would like to link between SharePoint and the Dashboard and then
click Ok.

R [2) Questionnaire2 docx

2 Forms [5] Comerstone Product Lineup doc
) Work [5] steven.docx

[5] Data Bridge Sample csv

[Z] ABC Company Excel RFl xdsx
[5) Questionnaire 1.docx

[Z] Data Bridge Sample xdsx

@ Exported csv

[£] PSI NDA.doc

5] pricing pef

a Powerpoint 2 ppt

Guestionnaire. docx
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The selected document path will display just below the upload dropdown field.

E Link to a Proposal In SharePoint

w7 Browse SharePomt...

|Iﬂ::.f.fshiepuii.pmpusdmhae.mﬂ8hﬂnd Diocuments/Cuestonnaire docx l

In order to save the proposal to PMAPS, complete at least the mandatory fields (these have a

yellow background). Complete all fields as instructed by your PMAPS administrator. Click
through all of the tabs to ensure all mandatory fields have been completed. Click the Save

icon.
a8 New Proposal - olEN
w Link 108 Proposal In ShareRaint i Siumiane E E
[ gy == = S F I_m I__
Easl:lm Cnn um‘m‘mmlm Lad
Clhost Hame:  ABC Company - Conaubing Firm:
Propessl Title 731 12 Provide Marketing Seraces - Sharepoant Gomtact:
Ciatailad Information Relevant Dates.
Straegy. Dae Bocehed: 9262014 8-
s Claa: ¥ Dechised []
Type of Bid: - Dane Search Declioed: a-
Prej Heverse Sl Date pue 1022014 g-
Taaable: - Cute Sibes Roceived a
Cllent Affinky. - Extenaion Date: a-
Line of Basiness: w Frr— v
Russan Extanded vl
Dte Completed: -
D Shiped 8-
Feople Oter information
Salea Hep: Wehicie: || A Vehicies |
= |E] Sommingiea Funa il
Clit Servvice Rep ~| |C] Commingled or Separate
|C] inteenatienal Funa v
Lead Wrier: | S, Cingy - 3 '
v
6. At the prompt to confirm linking the new proposal, click Yes.

'Proposal for Marketing Services' has been created. Would you like to
view it in WebPro now?

The proposal will be launched in your browser and automatically selected, indicated by a
yellow background on the Dashboard.

R —

-"' Acme Corporation Eroposal for Markeling [BI= Smith. Cindy
/" Acme Acme AssignmentRFP All Vehicles RFP |B1= Smith, Cindy |
/" ABC Company ABC Company Commingled Fund; Separate Account RFP |B1= Smith, Cindy

F g [ T
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Link to a Proposal on Your Network

1. From the dropdown menu select the option to Link to a Proposal on Your Network. The
window will change to display the option selected and enable the Browse and Save options,

as well as display

the Dashboard tabs.

Link to a Proposal on Your Network

|

2. Click the Browse... icon and navigate to the document you would like to link between
network and the Dashboard, select it and then click the Open icon.

Open
T w ¢ | SearchTraining p
Organize + New folder ==~ M @
" Name ’ Date madified Type Size ~
i L Archive UTR01A619AM  File folder
i . Curriculums 9/19/20148:29AM  File folder
'l L Custoemer Portal 8/4/201412:25 PM File folder
i (i Evaluations B/10/20143:29PM  File folder
i . Exercises 8/21/2014%05PM  File folder
i . Manuzls §/11/2014 1213 AM  File folder
u L Quick Start Guides 4/28/2014 8:31 AM File folder
i . Tip of the Month /292014 TA9 AM  File folder
i . Word Originals 225/2014 1139 AM  File folder
i Linked_PMAPS_WP_Sample_Questionnaire_Finance,doc 220/2014%5TAM Microsoft Werd D... 24 KB
) PMAPS_Response_Template.docx 8/8/2014 9:20 AM Microsoft Word D. 326 KB
] PMAPS WP _Best_Practice_Tips_Verify.docx 5/29/2014 14 AM  Microsoft Word D... 625 KB
] PMARS_WP_Sample_Questionnsire.doc 5232013 23TPM  Microsoft Word 9. 56KB
PMARS_WP_Ssmple_Questionnsire_2_ Finance.docx 1/28/2014 1:04PM  Microsoft Word D... 28 ke
= PMAPS_WP_Sample_Questionnaire_Completed docx 492014840 AM  Microsaft Word D... 103KB
I PMAPS WP_Sample Questionnaire_Finance.docx 2/27/20149:57 AM  Microsoft Word D. 248
v PMARS WP_Sample Questionnsire Finsnce Linked.docx 8/26/2014 1043 AM_ Microsoft Word D... ETC
File name: | PMAPS_WP_Sample_Questionnaire_Finance_Linked.docx v | | Word Documents .docdocx v |

The selected document path will display just below the upload dropdown field.

Link to a Proposal on Your Network

W

|X\CSTTraining|Linked_PMAPS_WP_Sample_Quesfonnare Finance docx |
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3. Inorder to save the proposal to PMAPS, complete at least the mandatory fields (these have a
yellow background). Complete all fields as instructed by your PMAPS administrator. Click
through all of the tabs to ensure all mandatory fields have been completed. Click the Save

icon.
a New Proposal - oIEN
n_ Upload an Existing Propesal Document ¥ Bevws E H
[ suenmany [ ogstes |7 lmetng || Fotewsn Ii‘mn | ™ Gauaton
Basic Information Consutantnfomation. -
Cliest Rame: | ACTTH COMpOI0N Ed Camulling Firs: -
Proposal Tide: epoaal for Marketing Comtact
Detailed Information Ralovant Dates
Sy - Dute Rsceives: | 3262014 -
Adset Class: v Declised [
Type of B - Dlsts Search Drclised. e
Prof. Rverse S [ )
Tasble ~ Dlate Salen Received b
Client Alfisity; hd Extermion Date: a-
Line of Business. e Whe Extended w
FReason Enended.
Diate Campleted i
Tt Shige a-
People Canar informasien
Salee Rogx - Vebicle: L] All Vehicies -
|L} Commingled Fund
Cim Service Rep: - |3 commingles or saparste
:_ Internaticnal Fund |
Load Wirings. | Sath, Cingy -
4. At the prompt to confirm linking the new proposal, click Yes.

'Proposal for Marketing Services' has been created, Would you like to
view it in WebPro now?

| Yes | | No |

The proposal will be launched in your browser and automatically selected, indicated by a
yellow background on the Dashboard.

[ —

_/ Acme Corporation ipucalplancng |BI= Smith, Cindy
A Acme Acme AssignmentRFP All Vehicles RFP |B1= Smith, Cindy |
" ABC Company ABC Company Commingled Fund; Separate Account RFP |B1= Smith, Cindy

»

Now that you have logged in your proposal, you are ready search for database content and insert
it into your questionnaire or document. Make sure the document you want to complete is open
on your desktop by doing one of the following:
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From the proposal dashboard, select the proposal you want to work on and click the Edit button
_)r to open it.
Or

Open the document on your desktop.

v TIPS

« If you are ready to work on the proposal that you just logged in, you may skip to the
Search Module.

Responding to Proposals

You may edit a proposal that has been uploaded to the “cloud” as long as another user has not
checked the proposal out. If someone has the proposal checked out, it will alert you to that fact.
To edit a proposal:

1. Select the proposal on the Dashboard by clicking on it. The proposal is highlighted.

~’T 2/28/2008 1/28/2010 Aome RFP Sydney Core Fixed Income  Equity - Domestic 12/2/2008

2. Click the Edit icon either from the Dashboard view on the proposal grid or above the grid.

= &

3. Edit the proposal.

4. Click the Save to PMAPS icon.

Other Proposal Editing/Saving Options

Cancel Changes
If you make edits to a proposal, but then decide not to save the changes to the “cloud,” click the

Discard Changes icon.
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Save Local (Check Out)
If you are working on a prqposal and you want to save it to your local computer, click the Save

Local (check out) icon E . You can save an offline copy of the proposal and also check it
out to lock it from changes by other users. When you are ready to replace it with an edited
document, you will use the Overwrite PMAPS Document with Local Document function as
shown below.

TIPS
% Unlocking proposals which have been checked out by another user is generally an
Admin function. Admins can permit other users to have rights to unlock as necessary.
Overwrite PMAPS Document with Local Document

Use the Overwrite feature when you are ready to replace a blank document with your formatted
questionnaire or when you want to replace the document saved on PMAPS with a document that
was edited offline.

1. Choose to the proposal you’d like to overwrite from the Dashboard.

2. Click the Edit Proposal icon. This opens the linked proposal. If you chose “start with a blank
document’ when you logged in your proposal, the linked proposal is a blank Word document.

3. Click the Overwrite proposal icon E . The following prompt appears.

Confirm Ove rwrite

\ ? ) Are you sure you wank to overwrite this document with a local one?

[ Yes J [ Mo ]

4. Click Yes to confirm. Your Windows browser icon opens. Navigate to and select the
document you want to replace the blank or current document with.

5. Click Open. The new document replaces the old one.

6. Click Save to Pmaps H to save your changes.

Re-link Document

o

This Re-link icon :aﬁlautomatically re-inserts ALL documents you inserted from PMAPS into
your open proposal. USE WITH EXTEME CAUTION!!! This is an excellent tool for
repopulating a proposal you have done in the past with current information in PMAPS.
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We added a new feature, Show Bookmarks, to the Proposal Editor that allows the user to quickly
view any bookmark contained within the document.

1. To view this feature, open a document from the Dashboard that has some responses that have
been inserted and/or where assignments have been made.

2. Click the Show Bookmarks link in the upper right of the Proposal Editor window.

pmapsvico: MMM M S S V@ RR o am

3. To go to the bookmarked text (the record insertion), click on the links under Linked
Documents by record number (this is the Search Document ID number).

pmaps Web '«

Proposal to Provide ABC Services

| Curent Doc? |

Linked Documents
3675

2376

This will show you the text included in the bookmark (this is what has been inserted full
from PMAPS). Please note that Selected Text option does not include a bookmark and this is
correct for this option.
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4. Click on the Label Linked Docs icon to add a Comment to every bookmarked insertion.

pmaps Web =

Proposal to Provide ABC Services

| Current Doc? |

|  LebellikedDocs |

Linked Documerts
3675

2376
The Comment will show the Word user’s name (initials), how the document is linked and the
record number (Document ID).

WebPro Generated Linked Document,
9/26/2014 11:33:00 AM commented:
‘WebPro Linked Document: 2376

- i
-

Comment [CC2]: 9}-... o ]m
g’ebh{;‘f;;%‘ 4. + Pleaseindicate-the-face amount-of-insuran(
s a. -+ FErrors-and-omissions«

5. Click on the Remove Linked Comments icon to remove all Comments in the document.

pmaps Web " =

Proposal to Provide ABC Services

| Current Doc? |

| Remove Linked Comments |

Linked Documents
3675
2376
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Dashboard Options

You can dramatically decrease the time it takes you to locate proposals in PMAPS by selecting
various options and saving those preferences.

| | W Clear Search  Hide Options
My Line of Business Only [“Tin Process My Proposals Only
Due Dnte:l Iﬁ -I | ﬁ H Save Preferences
You can access the Dashboard options by selecting the - Show Options
Show Options toggle next to the Search bar. After
making your selections, you can hide the Dashboard
Options by clicking the Hide Options.
Enter the proposal name into the Search bar to locate a | [srd |

specific proposal. This field searches specifically on the
Proposal Name field in the Summary tab.

The My Line of Business Only checkbox controls the
region of line of business shown in your Dashboard My Line of Business Only
results. If you are using PMAPS to track multiple
regions or lines of business, this shows only those
proposals in your region (assigned by the PMAPS
Admin). If you are unsure if you are using multiple
regions, checking this option ensures that all proposals
will show in the view.

You can check In-Process to display only those
proposals that have not yet been shipped. This is quick [Jin Process
method of reviewing what is in your queue for the

selected date range.
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If you only want to see proposals where you name has
been chosen as an contributor, click the My Proposals My Proposals Only
Only checkbox:

Use Due Date to narrow your results to view only
proposals only within a specific date range, enter a date
range. To view all proposals in the system, do not enter
a date.

Due Date: = =

Save Preferences to save your selected options.
WebPro will default your Dashboard view to your H e Deiesoas
saved preferences when upon login.

The number of proposals displayed in the current
search is always indicated above the proposal icons on
the left-hand side of the screen. In this example, we
have 201 Proposals Found as a result of the current

search or filters that have been applied. E?' I <) _f - & LL‘.&

27 Proposals Found.

You may also choose the number of proposals you
want displayed on the screen. Your options are 5, 10,
15, 25, 50, or ALL.

view 15 * |tems per Page

You may click on the page numbers to scroll through
the pages.

The proposal you have selected on the dashboard M8 M Working on Proposal: Acme Propossl 2012
displays as the proposal you are working on.
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TiPs:

« If you have entered a proposal name in the proposal Search field and you then change
the date range, PMAPS automatically searches for that name within the new date
range.

Clear Search

+ The Clear Search button removes all existing text from the Search field.
Be sure to Clear Search before clicking Save Preferences so that no search text is
saved as part of your default settings.

X/
°e

If you are displaying a large number of results, select the number of items to view as
50 or less to increase the speed of your screen refreshing.

Proposal Log Reporting
You may export your proposal log by just clicking on the Export icon.

1. Choose desired filter options from the Dashboard. Click on this link to Modifying
Dashboard Columns for instructions on how to modify your columns.

2. Click the Export icon. ﬁ;i‘.
e

3. Select the format you want your report
exported in. You have three options:

=

a. Excel

bh. XML
c. Delimited Text.

4.A con_firn_wation messag_e appears Windows Internet Explorer
confirming which option you chose.

\ ? ) Are vau sure wou want bo export to Excel?

’_ K J[ Caniel ]

5. Click OK to produce the report.
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Update Q&A Document from Proposal Document

This process allows you to update your PMAPS library from a Word document where the
response has been modified and you wish to update the PMAPS library with the modified
response. You must have used the Insert Full option to insert a response into your proposal
document, where a unique bookmark is associated to that Q&A, allowing you to quickly search
PMAPS and update the contents of a Q&A from the proposal Word document. Bookmarks are
only available in Word so this activity is limited to Word documents. Also, the bookmarks must
not have been removed are the link between the Q&A and Word document will not exist and you
will have to manually search for that Q&A using a regular text search.

When you insert a Q&A from the PMAPS Search library into your proposal document (Word) it
adds the unique GUI (graphical user interface) ID (identification) as a bookmark uniquely
associated to that text in your Word document. You can look up the Q&A document in the
PMAPS Search library using the GUI ID so that you can quickly update the Q&A from the Word
document. To perform this reverse look it up, use the first 8 characters after the “ga_" and
perform a search in PMAPS. This process is outlined in detail below, with screen shots.

1. Open the proposal Word document that contains the updated responses.

2. With your cursor, select the entire area included between the two bookmarks.

Insert | Pagelayout  References  Mailings  Review  View

Hou@o=d e 3 = [ D 4 &2 T 9
=l L = o - = - = —— (8} Date & Time
Page || Table || Picture Clip Shapes SmartArt Chart || Hyperlink|Bookmark| Cross-reference || Header Footer Page Tedt  Quick WordArt Drop Equation Symbol
sreak - At Boxv Parts~ -  Capv '8 Obiect ™ -
Table: Links Text Symbols
1o IR S R ERE A B AT S R S 3 & 7
1 lease provide us with a detailed overview of your organization.

Buffalo Investment Company was founded in November 1935, Our company registered with
the Securities and Exchange Commission under the Investment Advisors Act of 1922, in

November of 1944. We have worked with clients just like <<Prospect Name>>.

Our firm changed our name in 1972 from Investment Management Inc.
 to Buffalo Investments, Inc., when our then parent company decided to

diversify into the financial services arena.

Buffalo Investment Group is one of the largest integrated financial-
services firms in the world active in the fields of asset management, banking, and other

related services to institutions, and corporations.

We are managed independently of Financial Investment Management Company and has it's
headquarter office in Buffalo, New York.

We are located in <<#countries> > countries and have <<#regoffices>>
regional sales offices. Our award winning < <product> > funds report was |
rated “#1" by the Financial Times the last two years running. ;* s

You can find more information at www.buffaloinvestment.com.

|
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TIPS

« If you do not see the bookmark icons, you may need to “Show bookmarks” in Word.
To do this, open any Word document not in the cloud (from your computer). Then,
go to either the File menu/tab or Microsoft icon and select Word Options. Click on
the Advanced tab and locate the Show document content section. Check the Show
bookmarks option and click OK.

Proofin
g Show document content

Save
Show background colors and images in Print Layout view

M Show text wrapped within the document window
Show picture placeholders (i)

Show drawings and text boxes on screen

Add-Ins Show text animation

Trust Center Show bookmarks

Show Smart Tags

Show text boundaries

Show crop marks

Customize

Resources

«+ Be sure to replace any custom content and replace it with placeholders or codes for

word replacement. You can use the Insert Word Replacements ﬁtool to quickly
replace this content with the appropriate code.

3. Click on the Insert menu/tab and select Bookmarks. The Bookmarks menu will display a list
of all bookmarks in the document and the bookmark related to the selected text will be in the
Bookmark name field. This is the GUI ID for this Q&A.

Bookmark - - .|
Bookmark name:

qa_Feffo803710a43f1aaae329118745efa Add

ga_7effa803710a43f1aaae329118745efa

qa_a79666a005334d2a8 160ffa319a517ae Delete
Sortby: @ Mame

() Location
Hidden bookmarks

3. With your cursor, select the first 8 characters after the ga_ and copy to your clipboard. Then,
click Cancel.

4. Go to your Viewer toolbar and paste into the text field followed by an asterisk *, then click
the binoculars icon or hit the Enter button on your keyboard.
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5. Copy the response you are updating to PMAPS to your clipboard.

6. Return to the VViewer toolbar and click the binoculars icon. You may have to click twice as

the first click may only activate the VViewer as your current application in Windows.

7. You will arrive on the Search page where this record automatically is selected.

8. Click Edit Document icon. This will open the record for editing.

9. With your cursor, select the entire area included between the two bookmarks. Remove the

bookmark in the Q&A document by clicking on the Insert menu/tab and selecting

Bookmarks; click the Delete button and then the Close button. There should be no PMAPS

bookmarks in the Q&A documents.

Insert Page Layout References Mailings Review View

E g @ a &Hyperlink =] Header ~ [Z Quick Parts ~ [ signatt
b

A& Bookmark |§ Footer = 4‘ WardArt = @ Date &
Table Picture Clip Shapes SmartArt Chart Tes A= )
- art - ') Cross-reference |g‘| Page Mumber ~ Box~ 2= Drop Cap ~ Mg Object
Tables Illustrations Links Header & Footer Text

pmpany-
lvestment-

fients-just-like-

Etment-

vhen-our-then-

10. Click the Save Document icon and close the Q&A document.

LR

[ Save Document k

Repeat these steps to update additional Q&A documents from the Word document.
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Delete Proposals
1. Select the proposal you wish to delete from the Dashboard.

2. Click the Delete Proposal icon. -__9-

3. You will be prompted to confirm the deletion.

TIPS

« Your Admin will determine which users have permission to delete proposals from the
Dashboard. If you do not have permission to delete, the icon will not be visible.

WEBPRO FILTERS

Auto filters may be applied to any column displaying a filter icon n Each column represents
an attribute located on one of the Dashboard or Search tabs. You can modify the columns shown
in your results view by clicking the Modify Columns icon, available in both the Dashboard and
Search results screens.

Filters are also available in the Compliance Central. While you cannot modify the columns
shown, these columns were selected by your Admin and are customizable.

Single Selection Filter

When you only need to select a single value in a column you many use a single-selection auto
filter.

1. Select a column you wish to filter on, for example, Region. The filter icon n in the
column heading signifies that you may use an auto filter on the column.

2. Right-mouse click on the value you wish to filter by displayed in your dashboard view to
filter for only that item in that specific column. All other attribute options are automatically
removed from the results screen.

3. Repeat Steps 1 and 2 to apply one filter to each of the columns you choose.
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VTIPS

«» When you right-mouse click, if you see the following Web menu, you are attempting
to right-click in the wrong place. This functionality only works
within the Dashboard or the Search Results grid.

Save Bachground fs. .
et a5 Background
Copy Badgonnd

Salect A1

Creste Shortod
Add b Favorkas. .
Wiens Source

Refrech

Export to Miaasoft Excel

8 Google search
Medber This {Googhe Notebck)
Send To 3
Pags bnfo 3

Propestiss

Quick Filters

The Quick Filter allows you to apply one or more filters to your Dashboard, Search or SmartCart
results grids, one column at a time. You may apply auto filters using the Modify Filters icon or

by clicking the filter icon n that appears next to the column heading on applicable columns. .

1.

2.

Click on the Modify Filters icon. The WebPro Filters dialog box appears with no results.
From the Add new filter drop-down list, select the field to filter.

The display shows all available values in that field, along with the number of records in each.
Check the boxes for one or more items to filter.

If desired, add another filter by selecting an additional field from the Add new filter drop-
down list. This list will display only the records that are under the filter established
previously (in step 4). Check one or more items to filter.

Repeat step 5 as desired until PMAPS displays the desired results.
Click Apply.
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In the example below, we selected USA as the region, which displayed the available
Departments, and we selected Marketing and Sales/Marketing.

Department Uncheck All  Check Al Show All Options  Remove This Filter
—HveSUien redinn

Region i
Legal 1
IMarketing 20

Mutual Fund Reporting 1

Peformance Reporting 3
Propoal Group 2
Sales 7

m

¥ salesiMarketing :

Securites Operations 1

Trading 5

4

v'TIPS:

X/
o

Filters are tabbed and multiple filters can be viewed from the Modify Filters screen
for easy navigation. Just select the appropriate tab and you can see the results for that
filter.

«+ Specify a single date or a range of dates to filter on date fields such as Due Date in
the Dashboard.

«» Numerical fields show counts by value.

X/
o

In multi-select pick lists, choose one or more values. Counts are not show as more
than one value may appear on any given record.

Reset Filters
Reset Individual Filters

1. Click on the filter icon E in the column heading for the filter you want to reset. The
WebPro Filters dialog box appears. The boxes for the items you are currently filtering on are
checked.

2. Click Show All Options.

3. Uncheck the box(es) for the items you no longer want to filter. Note the option to Uncheck
All.

4. Check the box(es) for the items you want to filter. Note the option to Check All.

5. Click Apply.
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6. Or, select Remove This Filter to delete the filter while maintaining other filters in place.

Reset All Filters

1. Click W Resetfiters .\ Ve all filters.

Sort
You can sort any column in your Dashboard, Search Results or Compliance Central Grid.

1. Choose the column you want to sort by mouse clicking in the column heading. Before you
click on the column, the column header contains a filter icon Eand the name of the field

(ascending).

3. Click the down arrows to sort Z-A (descending).

4. The column heading that includes the sorting icon designates which column and which
direction the current dashboard is sorted by.

Reset Sort

' Reset Sort

1. Click to remove all sorts.
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Search Module Components
Search Tab

When you enter the Search module you will land on the Results tab initially. The Navigation bar
at the top of the screen, as well as the Search bar, will be visible regardless of which tab you
have selected.

pmaps web: s ® iancssles e

J e H,m ® A
[

(Dl Mooty comrs A Rmmtot G MesyFmm O Resiamn g e e 0 m [ rer

What vear was your organization founded?

1994

Search ID: 150103 | Viewing 1 1o 100 of 560 rows < Frevious Next > [ L [T [ (N R e W

FEe oMM . Sllwe

o B Lngasn Busgan, Tammy  Makatig - sz

i

2]

-4
;3
T I 1 F|n|i

o Gas P it Pela Valy  Sees - s
o el P nbratn  Marvary. ety

s Canarei Fom idarmssen  Wisnwng Rey

P PR ORE|E
110

£
Fan

i Danars Fem ieiumpten  Manmeg Beey  Eaes - sw0s
E

IEEEEEE

of Ouners Femisioeaton  Manng, Degy

The Search Files area just under the Navigation bar contains the following:
= The Search Text Box, into which the words you wish to search for will be entered
= The Search Files button, which initiates a search
= Clear Search, which will clear the contents of the search text box

= Show Options, which will open the options area of the screen. Please refer to the Search
Options section of the manual for more details.

| | Search Files Glear Search  Show Options

Below the Search Files area are the following tools:

[T] Meodify Columns ¥ Resetson u-? Modify Filters u’ Reset Filters a, Show Preview

= Modify Columns: Click here to set up your Results View. Please refer to the User
Preferences section of the manual for specific instructions.

= Reset Sort: If you have sorted on a column by clicking the column name, click here to
reset the sort to the default. The default sort order of the Search Results shows the most
recently added record at the top.
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= Modify Filters: Click here or on the n icon next to any column name to open WebPro
Filters and made modifications. This is particularly useful if you wish to modify one or
more filters, but not Reset Filters (see below).

= Reset Filters: Clears all applied WebPro Filters. This will not clear the Search bar or any
options you have selected; it will only clear all filters.

= Show/Hide Preview: The Hypertext preview above the results can now be shown or
hidden at the user’s discretion. The screen shot below reflects the screen view when
Show Preview is selected.

Baa N
PMaps Web- - S TR ETT LN« e
[ L

[ LT T T T 4 - [ Gomplarttocs  [] HonComplaOoca [ e O

What year was your erganization founded?

1994

Search ID: 160103 Viewsng 1 o 100 of 560 rows < Prevaus Nexd > [ s .I.mzl.“"“‘""i v v [ P [ e
HE® X OME o Fllee

e Maatng

Palir, Moy CortentMasgames - - = freTy ey

o Martaeng Mucher Lsste  Useming : ; vasena e e,

| Larkaing b Laaks Uinwing o razen T Anruy

TiPs:

«» The hypertext view will not reveal any formatting, graphics or other non-text
elements. To view the whole record, simply click the VView Document icon for the
record you wish to view and the record will open in Word.

If you have any filters applied, you will see the Current Filters icon and a display of all filters —
which attribute used and the values selected — above the rest of the screen.

r
En Modify Columns # Reset Sort \.-7 Modify Filters \n? Reset Filters «, Hide Freview
E » Department: Sales/Marketing
Current Filters

The color key for the results grid is always displayed to the right of the above tools. Non-
Compliant Docs are records which are past their expiration date. Per Bid is an option when
selecting the review cycle attribute for each record.

|:| Compliant Docs |:| Mon-Compliant Docs |:| Fer Bid Docs
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Click on a record in the results grid to select it. If you have chosen to Show Preview, the
hypertext screen will update based on your selection and the additional tabs will be activated
with the data for the highlighted (selected) record.

We have also added a hover preview: preview a record in separate pop-up window simply by
hovering over the icon in the Search Results.*

&

Search ID: 1152 V( LD\ 1229

. Q L Exercise: Request New Response
1. Click Edit Propesal to open it.
2. Scroll down past all of your assigned questions.
- 3. Enter Sample New Question from Your Name.
/
4. Highlight the sample question.
v 5. Copy the question.
6. Click on the Search / module icon in the Navigation bar at
L the top of the screen.
7. Click Add a New Q&A Document./ .

& 1226 8. Paste the Question into the new blank Q&A record.
L7

o
-1

i

[ 1>

9. Press your Enter key (on your keyboard) twice to properly

[ 1225 format the question and answer areas.

10. Enter Please enter answer here as a placeholder for the v
1223 answer. Apply any other formatting you choose at this time. J

' A

The Search 1D and number of results (rows) is clearly displayed. The maximum number of rows
shown per page is 100. Use the Previous/Next icons to navigate from one page to another.

Search ID: 150121  Viewing 1 to 100 of 560 rows < Previous Next =

Note that you are on the Results tab. The other tabs store information about your database
records and will be activated when you select a record from the results.

J Results I Aftributes | Short Answear | Motes | History | Revisions | Ralzted |

Then, below the tabs you will see the row of Search functions. Depending on your level of
access the icons shown here may vary.

EE® 7 QWA o o W8
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Attributes Tab

The Attributes tab captures and displays all of the ownership and categorization information
covering the current record.

o ——— s S —

Document St |5 g Review CYCle: [ 4oyl 7]
Reglon: [{jc.p 7] Date Expires: [12/31/2014 el
ME: [alman, Mick == @ Date Lest VertBed: [40/15/2013 &= B
flckp SE | [v]==| & Vertoa . | [v]e=| @
Department: [=gjag [v] ﬂ VenIcler [T g vericies
e
Meln Toplt: | General Firm Information || b L] conmnges Funs
[ Commingied o S2parate ™)
subTopie: [ompetitive Strengths 7 [] intematignal Fung
Short Descripiion: 7 stratsgy: [+ a1 Equy 7]
2 []* &8 Intemedizse N
. [Z]* Al Sirategies W
[] #cowe Insamamonal
Languageias Tmpists: | 7] e | [v]== @
Source: | 7 ‘Consulting Firm: | 7
Prompt an nsart: | ) Orniginal Prapagal [|jce Default | &
Domloaded Gats: | /e @
[] Nesds Transission g
[]ts Child (7
[ s Parem 7}
Fls Type: [yyard
Doc TYPE- [gaarch | E
Checkad Out BY: | | @
Checkan Out Dala: [ r@ 7
MasA 7]

TiPs:

%+ Double-click when selecting a record in the Search results grid and be taken directly
to the Attribute tab.
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Forms or Short Answer

The Forms tab (may be called Short Answer in your application) allows you to capture an
abbreviated answer for insertion into Excel or Web Forms.

B -

M save Changes M cancel Changes

There is also a field for stipulations, comments, or notes pertaining to the short answer.
Notes Tab

The Notes tab captures and display an unlimited amount of notes for the current record in your
database.

[ ([ [ | | [ |

M save Changes M Cancel Changes

Notes: [Here iz a note for this record

To apply notes, just type directly into the Notes field. Once saved, the Notes tab will become
highlighted in yellow as shown.
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History Tab

The History tab displays the usage history of the current record. It shows the Date inserted, Who
inserted it, the Proposal Name (if the document is uploaded to the cloud), the Method of
insertion, and whether or not it has been Re-linked. The fields Last Insertion and Times Inserted
can be added to the Search Results grid using Modify Columns.

Search 1Aﬂnhuh5] Forms ] Notes 1 History | Msm] Related ]

[ save Changes M Cancel Changes

History ﬂ

totwsesen [0tz [ @

Times Inserted: ‘2 | g

792012 Cindy.Smith Full false

6/28/2012 Cindy.Smith Sample Test Questionnaire Cindy Smith Full false

Revisions Tab

The Revisions tab displays the details on every revision made to either the document itself or
anything on the Attributes tab. New in Version 9, you can now revert back to a previous version.

base Ravisen: (52802014
Ravision Comnt: (14
Date Bl (50572014
A4 BT |cindy smith
Oute Added: 52012014 I

T 29,201 4 Uuskding ParstCaad Ralabsnshigs venvess The P
wsd e Cieaty St The P_linscalod mﬂ:m shos e

=
EmO@o

Thuscda May 20 2014 Apperediy - Bulding ParonbiChid Relaenshipn Che
Lt Corly i " The P_lvuscatess minsaee]
e,
>

Thursdlay May 29 2014 " Appendis - Bulding Parent/Chikl Relaienahign Che
Thisudi. oo Clody St spends Brmcated] ——

Thursday. May 29, 2014 o i s Bt Bukding PareatsChid Relaionshigs vendew The P_

TIPS:

% The Last Revision is the last time that any part of the record was edited. The Date
Edited is last date that the content itself was edited, meaning a user opened the record
using the Edit button or sent and updated the record via the SmartCart.

Related Tab
Please also see our Appendix for complete details on Building Parent/Child Links.

The Related tab allows you to link documents to each other and displays documents that are
linked to the current record. This feature is available only to users who have permission to Edit
search documents.
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. FeowChdCofgumton

Each document can be a parent or a child. If you make this document a child, you may pick a single parent
document for it. If you make this document a parent, you may pick one or more children for it.

Relation Type: Normal Document

Document 1D: | |

B Add Related Document Ea Add Child Document E-i Add Parent Document

Mo related documents

Some reasons why you may want to link documents are when you want to allow easy access to
documents that would be attachments or additional information for a record in your database or
when you have several versions of one record in different languages.

To set up a related link:
1. Click the Search module icon on the Navigation toolbar:

2. Identify two documents that you’d like to link to each other and note the Search Document
ID number for each.

@ & France Genersl Firm Info History brief history of company 140022 123172010 1011872008

. @ usa Genesal Firm Info History brief history of company 11585 1213012010 812812009

3. Select one of the records you wish to relate by clicking on it in the Search Results grid.

4. Click on the Related tab. You can choose to relate the documents only, or create a
Parent/Child relationship.

5. Enter the Document ID to link to.

6. Decide the relationship of the records and choose the appropriate option, either Add Related
Document, Add Parent Document or Add Child Document. The Related tab will now be
highlighted yellow, to indicate to users that related records exist. The related document will
now be listed as shown below and you can click the View Document icon to preview the
record.
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Parent/Child Configuration

Each document can be a parent or a child. If you make this document a child, you may pick a single parent
document for it. If you make this document a parent, you may pick one or more children for it.

Relation Type: MNormal Document

Document ID: | |

Add Related Document Add Child Document Add Parent Document

Document Summary Information Relation Language

@ 1141 PMAPS_WP_User_Manual_Edit_Add_Records Unspecified d‘g

“
To remove a link, click on the Remove Link icon. %

SEARCH MODULE

The Search module allows you to access content you have stored or indexed in PMAPS for
purposes of completing client proposals, consultant database updates, internal requests for
information, etc.

If this is your first time searching, you may want to take a few minutes to familiarize yourself
with your search options. Remember, filtering works the same in the Search Module as it does in
the Dashboard. To review, go to the WebPro Filters section.

If you are familiar with search options and filtering, and you are ready to work on your proposal,
you may skip to the Searching and Inserting section.

Search Options

| |k arcl ) Clesr Search  Hide Options

(@ All Content (@) All Words. i@ AN i Expires: A [¥]use synonyms

(") PMAPS Cnly () Any Word pliant
~ ~ N : i | save Preferences
() Question Only () ExactPhrase | () Non-Compliant i

() Summary Field Only

1. Decide which areas of content you want to search through. You have 4 options:

= All Content includes all indexed content. Your admin can index any files on your
network, intranet, or internet. This option automatically includes all indexed content
along with PMAPS content; e.g., Word, PowerPoint presentations, PDFs, etc.).

= PMAPS Only restricts the search to PMAPS Q&A content.
= Question Only restricts the search to only the PMAPS question.
T ——
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= Summary Field Only restricts the search to text located in the Summary field on the
Attributes tab.

2. Choose the method for how PMAPS matches what you enter in the Search field to the
content. You have four options:

= All Words retrieves documents that contain all words in the search criteria field. This
means that every word in the Search field must be somewhere in each document you are
searching in order for them to meet your criteria.

= Any Words retrieves documents that contain any of the words in the search criteria field.
This means that if you are searching for three words, your criteria will be met if one, two,
or three of the words exists in a document.

v TP

R/

%+ To search on an Exact Phrase, just place quotes around the words in your Search bar.

. - includes any synonyms associated with the current text you have

entered into the Search field.

v TIp

% Your synonyms library is created by your admin so it is not only industry specific but
client specific. If you think of synonyms that would help you locate your content
more easily, send them to your Admin for adding to your synonym library. An
example of a most frequently used synonym grouping is firm, company, corporation,
and organization.

3. Choose what level of compliance needs to be met. You have 3 options:
= All Documents retrieves both Compliant and Non Compliant Documents.

= Compliant Documents retrieves only the documents that have been designated as
Compliant, meaning they have not expired.

= Non Compliant Documents retrieves only the documents that have been designated as
Non Compliant, meaning they are expired.

|:| Compliant Docs |:| Mon-Compliant Docs
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v TIPS

«» The compliance status of each record is displayed in the Search Results grid as a
designated color.

4. Decide if you want to narrow down your search by a time period when the documents expire.
Your options are:

Next Week
Next Month

Next Quarter
MNext Year
Custom

5. Save Preferences saves all of your selections in this area. You may change your Search
Options at any time and re-save to update your preferences. Be sure to Clear Search before
saving preferences to ensure you do not save any specific words as part of your default
preferences.

H Save Preferences

6. You can hide the Search Options by clicking the Hide Options and can toggle back to show
them again by clicking Show Options link.

Searching and Inserting
There are several ways to search for text:

= Searching with the Viewer by highlighting a word or phrase and clicking the binoculars

= Searching with the Viewer by entering text into the Viewer Search text box.

= Entering text directly into the Search field
= Pasting copied text into the Search field.

= Searching for nothing (search field is empty) brings back all documents according to any
options selected.
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Insert Full or Insert Selected

Searching with the Viewer

The Viewer is a floating toolbar that allows you to select text from any application that is open
on your desktop. To search with the Viewer:

1. From the proposal Dashboard, choose the proposal you want to respond to.

2. Click Edit Proposal to open the Word document.

3. From your open Proposal Editor Word document, highlight the text you wish to search for.
4. Click the Binoculars icon on the PMAPS Viewer.

5. Select the answer you want to use.

6. Choose Insert Full @ to insert the complete answer from the database record.
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Application Selector

The first time you select an insert option, the Application Selector is automatically launched. The
Application Selector opens and lists all currently open documents from your local computer.

Q) PMAPS Application Selector =t e

Insert Where?

Insert Into Selected Application

@ Keep Source Formatting

(71 Use Destination Styles

() Match Destination Formatting
(7) Define Formatting

() Keep Text Only

l Insert l

[ Copy To C}!pboard l

o]

Use this Application for all insertions from now on

8. Choose the proposal you are working on.

9. Check the box to Use this Application for all insertions from now on if you plan to continue
working on the selected document. This will allow you to skip past the application selector
step until you have saved and closed the proposal you are working on and moved on to
another document.

10. Under Insert Into Selected Application, select an insertion option. All of these options
depend upon Word to format as selected. This is outside the control of PMAPS. The
following are the descriptions of each option, as defined in Word.

= Keep Source Formatting

This option retains the look of the copied text by assigning the Normal style to the pasted text
and applying direct formatting. Direct formatting includes characteristics such as font size,
italics, or other formatting to mimic the style definition of the copied text.

= Use Destination Styles
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This option retains the style name that is associated with the copied text, but it uses the style
definition of the document where the text is being pasted. For example, you copy Heading 1
text from one document to another. In one document, Heading 1 is defined as Arial bold, 14-
point, and in the document where you are pasting the text, Heading 1 is defined as Cambria
bold, 16-point. When you use the Use Destination Styles option, the pasted text uses Heading
1 style, Cambria bold, 16-point.

= Match Destination Formatting

This option discards the style definition and most formatting that was applied directly to the
copied text, but it retains formatting that is considered emphasis, such as bold and italic,
when it is applied to only a portion of the selection. The text takes on the style definition in
the document where the text is being pasted.

= Define Formatting

Brings up a window which allows the user to define the font, size, color and other formatting
option including establishing indentation for that insert. However, this screen is displayed
for each insertion.

Font

Fort: Font style:
Microsoft Sans Serf

) |
I 0K I
B

Effects Sample
[ Strikeout
AaBbYyZz
[ Underdine 5
Seript:

Westem -

= Kept Text Only

This option discards all formatting and non-text elements such as pictures or tables. The text
takes on the style characteristics of the paragraph where it is pasted and takes on any direct
formatting or character style properties of text that immediately precedes the cursor when the
text is pasted. Graphical elements are discarded, and tables are converted to a series of
paragraphs.

11. Click Insert. The answer is inserted into the chosen document on the first blank line below

the question you were searching in. It also inserts an extra blank line for spacing between the
question and the answer. You are returned to the selected document to continue searching.
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12. Repeat Steps 1 through 6 to complete your document.

As long as the PMAPS Viewer and IE remain open, the Application Selector is not launched
for subsequent inserts. The application selector automatically inserts into the document you
selected until you close Internet Explorer or the PMAPS Viewer. After you the current
document you are working on, or if you close IE or the PMAPS Viewer, the very next time
you click on one of the insert buttons or the preview button, the Application Selector is
launched again for you to select the document you are working on to insert answers into.

v PMAPS VIEWER TIPS

%+ When using the Viewer to search when working in an Excel document, you cannot
highlight a word and click the binoculars as you would in Word. Instead, just type in
or copy/paste the word or phrase you wish to search for into the Search Text Box of
the Viewer, then click the binoculars to launch the Search.

%+ For Web or online forms, they will not appear in the Application Selector screen.
You may highlight text from the form, paste it into PMAPS’ Search field and locate
your record. Open the record with View Document, click the Found icon to track the
record usage history, and then copy and paste the desired text into the form.

% Any time you want to work on a different document or application, save your
proposal and close it. Or save your proposal and close the Viewer.

% If you prefer to hide the Search bar in the Viewer toolbar just right-click on the
PMAPS icon and select Hide Search Text box from the options. You can also
minimize the Viewer toolbar by clicking the red dash icon on the Viewer toolbar.

% The first time you launch the Viewer after update, you may need to launch it from the
Administrator panel.

% If you find that a new Internet Explorer tab or window is being opened which each
new search, go to your Internet Explorer>Tools>Internet Options>Tab Settings to
change settings.

Inserting from View Document

If you need to preview a document to decide whether or not it’s the one you want to use or if you
want to insert selected text that retains your formatting, you can preview it and then insert while
you are in View Document mode. You can view Word, PowerPoint, or PDF files. There are two
ways to open the record.
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1. The View Document icon available in the Hover Preview for each record on the Search
Results grid.

Fle [dit View Facorites Tock  Help
% Gcomen = [l

S ¥
pmaps Web — o Matcoma. matyprers [}

& 180103
'Whiat year was your onganizabon founded?
1684

2. The View Document icon is also available on the Search tools menu bar above the Results
grid.

Preview Options

The first group of icons is for insertion:

= You may highlight text in the preview mode and insert that text into your proposal by
clicking the Insert Selected Text -—

= You may also use the Insert Document @ icon to insert the entire answer into your
proposal.

Y
= Click the Found icon to track record usage history when you are unable to directly
insert, such as when working on a Web Form.

The second group of icons is for the Pitch Book. Please visit the Pitch Book section of this
manual for more information.
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The third group of icons is for the Compliance module. Please visit the Content Management via
Compliance Central section of this module for more details.

v TIPS

< If you are working on a Word questionnaire, check the Use this Application for all
insertions from now on box.

Search & Insert Manually — Outside of the 'Cloud’

1.

2.

Open a Word document.

Copy a word or phrase out of the question or identify what you want to manually type into
the Search field.

Select the location where you want the answer inserted by clicking in that area.

Click on the Web iconi& in your systems tray. It probably displays at least part of
the words Proposal Software. The entire name won’t be displayed, unless that is the only
application open on your desktop.

Paste or enter the word or phrase into the Search text field.
Press Enter on your keyboard or click the Search button.

Once you identify the response you would like to use for your document, click the Insert Full
LB
Z licon. The Insert Full option inserts all contents of the record file, excluding the question
area which is from the top of the document to the first occurrence of two hard returns. The

text is inserted with all applied Word styles.

Or
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v TIPS

< The Insert Selected option from the Hypertext field does not insert any graphics or
styles applied to the text. The text is inserted according to the text of the paragraph at
the point of insertion. So, even though your documents is formatted using Times
New Roman, if the insertion point is using Arial, your text is formatted in Arial. It
may be quicker for you to use Insert Full, and then delete the text you do not want to
include.

« If you Insert Selected from Preview, it does bring the graphics and keeps the record’s
formatting.

9. Before the answer is inserted, you must choose the application/document you want the
answer inserted into using the Application Selector.

Other Search Features

Inserting in Excel
After performing the Search and locating the response you need:

1. Open the selected record by clicking the VView Document icon.
2. In your Excel Document, click into the cell where you wish to have the text inserted
3. Inthe PMAPS record, select text you want.

4. Click the Insert Selected icon. The Application Selector will open. Select your Excel
document and click Insert.

If this does not produce the desired results, you can copy text from preview and paste it into
the formula bar or directly into the cell.

v TIPS

% It is recommended that you use the Insert from Preview / Insert Selected steps
outlined above for best results. Full Insert can be used, but be aware of Excel
character limits which may cause your answer to be truncated upon insert.
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% If you have stored Excel responses on the Forms tab, shorten the label for the
checkbox as in the example below. Then, in your results view, Modify Columns to
include the attribute. If a short answer exists it will for a given result a value of True
will be shown on the results screen.

Forms for Excel or Web E
Excel Responses ﬂ

Response: ‘ gl ﬂ

Word Replacements

The Word Replacements (Codes) feature works with any Word document inserted full or
selected text into the RFP. This will only work if the RFP is in the “cloud.” Word replacements
occur automatically during the insertion into the RFP.

The codes are created in the Admin module under Word Replacements. See Admin manual for
instructions on creating codes.

Add New
o gewes  fessemex
<<AUME> $500,523
=<AQ Date>> 12/22/2010
<<lead sales>> Proposal Tracking Field: Sales Manager
<<Sales Rep>> Proposal Tracking Field: Sales Manager
<<Fl-accountbalanceLOW> > ss
<<EQ-accountbalanceHIGH> = £37
< <number-municipal-accounts-equity> > 28
< <number-municipal-accounts-fixed== 20

1. Add the code PSI in one of your search documents. This must exactly match the entry in the
Word Replacements table in the Admin menu. Check with your DBA to find out which code
you should be testing.

2. Choose an RFP from the Dashboard by clicking on it.

3. Click the Edit icon __{ to open the proposal.
’

11/16/2009 12/4/2008 acme proposal Retail Enhanced Core Elend - Fl & Equity 11/16/2009

11/24/2009 12/21/2009 Acme - RFP Phase 1 usa Large Cap Growth [Equity - Domestic 11/26/2009

/], 11/18/2009 12/4/2009 Acme Co RFP Institutional Core Fixed Income  Blend - FI & Equity 11/18/2009

4. Place your cursor in the RFP where you want the answered.
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5. Verify that the dashboard reflects the name of the proposal you are working on.

u Working on Proposal: Acme - RFF Fhase 1

oot || cunay | oame | e | coewso || e | e |

& Search

6. Click on the Search module icon
7. Select the record with the PSI or other code in it.
8. Click View.

9. Select the paragraph containing the code and click Insert Selected.

Our-Company,-Buffalo-Health,-continuestowork-with-its-providerpartnersin-developing-systems-that-
serveto-enhance-the-delivery-of -quality-clinical-care.~Ourfirm'sefforts-are-again-marked-by-the.
collaborative establishment-of well-defined,-measurable-outcomes. ~Our-goal-is-notto-impose-rigid-or
prescriptive-clinical-protocols-on-providers-but.we-offer-great-respect to-<<prospect-name>>whotreat.
membersfrom-multiple-plans;-but-rather, to-establish-"best-practice”-guidelines,-coupled-with-
measurement-ofstandardizedindicators-and-reporting-of clinical-outcomes.-\We-have-designed-Our-
Company's-Provider-Profile, -Quality-Index,-and-dise ase-manage ment-programs to-accomplishjust-that.~q

10. When you are automatically taken back to your open RFP, verify that the code has been
replaced with the Prospect’s Name.

Owur-Company,- Buffalo- Health,- continues-to-work: with- its- provider-partners-in-developing:
systems-that-serve-to-enhance-the-delivery- of quality-clinical care.--Our-firm's-efforts-are- again-
marked-by-the-collaborative-establishment-of well defined,-measurable- outcomes.--Our-goal-is-
not-to-impose-rigid-or-prescriptive-clinical protocols-on-providers-but- we- offer- great-respect-to-
|[Acme-who-treat- members:from-multiple-plans; - but-rather,-to-establish-"best-practice"-guidelines,-
coupled-with-measurement: of- standardized-indicators-and-reporting: of-clinical outcomes.--We-
have-designed- Our- Company's-Provider-Profile,- Quality-Index, and- disease-management:
programs-to-accomplish- just-that.--q|

Save Search

Save Search allows you to apply as many filters as you like and then save the search to be used
whenever you need it. This is particularly useful if you are responsible for answering proposal
questions for a line of business or region, specific product, vehicle, strategy, etc. To use this
tool:

1. Use WebPro Filters to apply your desired filters.

2. Click the Save Search Eicon.
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3. When prompted, enter a name for your filter.

4. Click OK.

vTIP:

o,

% New in Version 10: We have added the capability for a user to make a Saved Search
available to all users.

Save Search a

Type a name for the search:

[Investment Team ]

MMake available to all users l

Open Saved Search

When it’s time to use one of the searches you saved, Open Saved Search allows you to
choose a saved search from a pick list.

1. Click the Open Saved Search icon
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2. Select your Saved Search from the list. Note that your individually saved searches will be
displayed first under User, followed by searches saved for all users under Global.

Op & A NC] X

Select a search to open:

[select a search]
User
Betty's Assignments-Expiring Monthly
Expiring 1/30/2010
General Firm Info
Invest Bios
Pending Q&A
Projejct Management Training
Region - US
Tammys General Firm Search
Test
Annual Review (Administrator)
Costs (Administrator)
General Firm Information (Tammy.Dungan)

v TIPS

%+ Hovering over any of the search buttons displays a help balloon describing the
function of that button.

“ Your search term(s) will be highlighted in the preview text on the results screen.
Additional words that contain your search term may also be highlighted. For example
if you search the word “implement”, your search results will only show records that
contain the word “implement”, however if the word “implementing” is also in the
record, you will see it highlighted in the preview text as well.

Delete Saved Search

Users may delete their own Saved Searches. When a user clicks on Open Search, it displays
only that user’s list of saved searches. The user also receives a warning prompt them that it will
delete the auto-Verification if one exists based on the filter they are deleting.

Windows Internet Explorer

";J By werifucakions scheduled on this search vl also be delstad, Is this ok?

Lo J[ come |
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Edit Documents
1. Select the record you want to edit. The selected record is highlighted yellow in the Search

Results grid.
7

Edit Document ]

2. Click the Edit icon.

The edit screen is displayed:

Edit Document: 181 k. [E=EERS)
. I N ) ? o Compliant Document
przposa T W A [¥] Show Toolbar
File
NEEHR9-6)-
Home I Insert Page layout  References Mailings  Review  View @
= X . . o &4 Find ~
Sy ||mes New Roman il 4aBbCcl  AaBb( | AaBbCel | 6& B peplace
2
Emphasis  Headingl | THNormal |- E";ﬂlz_\s!{t Iy Select~
= 2 Styles i} Editing
------ R S - R T T 5 e a
{Whatisthe historyof your-company?9q
‘Providea'briefoverview of yourcompany. “Pleasedescribeany parent/subsidiary/affiliate*
relationships.q
T
Buffalo Investment Company was-founded in- November-1935.--Our-company-
. registered with the Secunties-and -Exchange Commussionunder-the-Investment-
Adwvisors-Actof-1922,1n-Novemberof- 1944 --We-have worked with chents-just-like-
_ b
| — o

3. Make changes to the document.

4. Click Save . If you decide not to save the changes, click Cancel E :

5. Click on the Attributes tab and make any edits to the attributes.

For example, if you have updated or verified the record’s accuracy, update the Date Last
Verified. If you have not verified the record but corrected grammar or a typographical error,
the date the Word document was last edited is automatically captured on the History tab.

6. Click Save Changes on the Attributes tab, if you have made any updates.
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Delete Documents
To remove a Q&A Document from your database:

1. Select the document by clicking on it in the Search Results Grid. The record’s text is
displayed in the hypertext field.

2. Click the Delete Document icon. € You will prompted to confirm the deletion.

Add New Documents

PMAPS WebPro offers multiple ways to add content. Users can add new Q&A records from the
Search module, with options to use a specific Word template. Users can also add new Q&A
records from an open Dashboard document, as described in SmartAdd. Additionally, at your
Administrators discretion, WebPro users can also add PowerPoint, Excel and Adobe PDF files to
the Search module through the Add New Record function.

Add New Record from Search Module
To add new content from the Search Module:

1. Click the Add New Record icon.

—
pmaps web - * iocts © B Mo ¥ H TR 2@ Q
[ D cersercr  towopies
R

-

15 . # O {7 o J0@S
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2. You will first need to select the document type you wish to add. In this example we are
adding a typical proposal Q&A type of document using Word. Then click Next.

pmaps web

(@ Add Word Document

() Add Excel Document

() Add PowerPoint Document

(") Add PDF Document
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3. Choose whether you want to upload an existing document from your computer by selecting
the Browse button or choose from a template to open a blank document in PMAPS. In this
example, we have chosen a template from the drop-down list. You may also check the Use
this as default box to keep the same template selected for all additions. For more on
Templates please see our Administrator Manual.

pmaps Web -

(") Browse for an existing Word document

Browse...

(@) Add new document from this template:

QA Style Template (Q8A Template)

Use this as default

4. WebPro will open a new PMAPS document with two tabs. In the Edit Document tab, you
will type or paste your new Q&A content, making sure to place two hard returns after the
question.

preposal (111 new record -

£ Document im: |

D> Aix
| tome inset  Pagelsyout  Referencer  Mallings  Revew  View  Acobat
= t e ==l g
I & oo Tmestenion 2 < N W Aar % E-IEE RSN (W] L a AAE AGE AsBa( AaBbC AaBbc AaBbC . A
Faste :‘mml oo B4 Uk X oA EEIE I B tWRBUL, TIWPCon. TIWPCove TP HER. TP Heb., WP Hed.. 0P Hea o C;;:'

Bpnoard . Fant 3 Faragragh - Styies

* Whens-your-company's-annual conference? T
L

LS |

» Generally held in-November, our luser-conft covers-a-variety-oftopicsfor-all user-
levels-over-atwo-day-event including networking opportunities. Specific dates-and locations vary-
from-yearto-year. ¥
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5. Then, click the Attributes tab (or use the arrows to navigate).

6. Selectan Attribute Group from the drop down list. See Creating Attribute Groups for more

information.

Aftribute Templates

Template to load:

OR

Fill out the Attributes—one field at a time. All mandatory (yellow) fields must be
completed. Mandatory fields may differ in your application based on field customizations

made by your Administrator.

prposal it /1 kew recort

ot Document. atratos |

Dasic Adritndas
Documant Statex: | Acthe
Regha: US

Who Answered:
Compaance Parsoa:
Aol Adritues

Department  S3les

Seb Topie: | History
Briet Semmany:

Source:
Prompt on Insert:

\WibFre Areules.

asm ¥

SME; | Seniin, Gy

languageTemplace: “U5A Templise

=.E

Main Topie: | Deneral Firm Infarmatian

L] Show Teolbar

Piedom Cycln Aitudan
Revvionar Cyeles | Annully

Date Fxpiresc | 12012015
LastVenfied: 1212014
Aviewer

Précudt Amiouies
VesichProguct |L] AR Tas Contizutions

| Gommingied Fund
L] Eshantud Care

strategy: |4 BT -
] Associstizng M|

] Gomorate & Invstment Bankng
1] Eascation

Account Execulive:
Comsulling lirme
Propeaak |Lise Defaut

o9

Be sure to check the box for Q&A at the bottom of the Attributes tab. This ensures PMAPS
will insert only the Answer portion of your record into an proposal or other active document.

WebPro Attributes
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7. Click Save. The Save Options Window will be displayed. The radio button Save Without
Requesting Compliance will be the default selection and if you are simply adding a new
piece of content which has already been approved for use, just click the Save button to
complete adding the record.

pmaps Web

(®) Save Without Requesting Compliance
() Save to Compliance Central

() Save To Compliance Central and Request Compliance Immediately {SME will be notified)

Options
| Overwrite existing Q & A [ create child Relationships
Due Date:

Save an iCalendar Event

TiPs:

+«+ The options to Save to Compliance Central or Save to Compliance Central and
Request Compliance Immediately are used when you wish to not only add the new
record, but also start the process to send to a Subject Matter Expert for review. Please
refer to the User Manual sections Content Management via Compliance Central and
Managing Requests in Compliance Central for more details.

X/
°e

You can also add Excel, PowerPoint and PDF files directly to your WebPro database
now through the Add New Record function. Just select the file type you wish you add
in step 2 above.

R/

«» When adding PowerPoint files, you will be given the option to add the entire file as
one record to add each slide as an individual record with the same attributes.
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SmartAdd

Working within an RFP in the cloud, users can now highlight a question and answer pair and add
it to the Search database using the Smart Add feature with just a few clicks.

1. Inthe Proposal Editor window, highlight the question and answer you wish to add.

2. Click Add Q&A

" . WebPro will open a new database document and automatically paste
your selected text into it being sure to add two hard returns after the question text as shown.
You may also format the records as needed during this step.

Prlm‘ { .M. Mew Decument

3. Select an Attribute Group.

Htrizute Graup -

Mtz

4. Enter any notes you like, which will be inserted into the Notes tab of the record.

5. Click Save .

Create an Attribute Group

Attribute Groups allow you to save commonly used sets of attribute data as groups to shorten the
time it takes to add a new record to the database. To add an attribute group to the library:

1. Locate a record in your database that has a set of attributes that you’d like to save.
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2. Click Save as Attribute Group.

‘ 000 ATk D

3. Enter the name for your Attribute Group.

Type a name for the attribute group:

General Firm Info - Steven Wexler

ok ] Cancel |

A message that your Attribute Group has been successfully saved appears.

v TIPS

« All Attributes created by all users appear on one list.

« If you have different business units creating Attribute Groups, consider beginning
each attribute group with a business unit code to keep items listed for each business
unit grouped together in alphabetical order.

% For Attribute Groups that everyone uses, e.g., General Firm Information, consider
beginning those with an * to sort them to the top of the list.
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Download/Checkout and Upload Documents

Download/Checkout Documents

This feature allows users to use their Viewer to download documents directly from the Search
results page to bypass Compliance Central. Using this option will not activate Track Changes in
the downloaded documents and these documents cannot be processed through Compliance
Central. These documents must not be renamed if planning to use the Upload Documents feature
to make changes. To download or checkout documents:

1. From the Search module, use Search Options and/or WebPro Filters to ensure only the
records you wish to download are visible in the Results tab and then click the
Download/Checkout icon.
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2. When prompted to confirm the number of documents for download, click OK to proceed or
Cancel to modify your selection of records.

Message from webpage

You have selected te download 3 decuments, Do you want to
continue?

[ ok | [ Cancel
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3. At the prompt, click the Browse... button to select the folder where you would like to
download the documents. By default, the option to Open folder when completed is checked.
If you would like to upload changes to these documents, check the Checkout Files For
Editing option, then click OK.

O && =
5]:‘ H Browse For Folder E
|

H Download/C @
. Addto Enhancements DB &
. Addto support DB
Save Individua Ja Alstorn
[+ ) Personal docs browse.
. PMAPS Downloads
Open |, PMAPS Uploads -
Checky ./ Screen Shots for Cases
. Training Cancel
_ 43 Release Motes i
[ ok || cancel |
4. Click the Save button to download/checkout the documents.
H Download/Checkout Documents E
pmaps Web
Save Individual Files To:
Chlsers"Colleen'Desktop ' PMAPS Downloads Browse. ..
Open folder when completed
Checkout Files For Editing
[ Save ] [ Cancel

5. Each document’s file name will be the Document ID number plus the text in the Summary

field.
Marne Date modified Type Size
148858 PSI - Why Choose PMAPS.ppt 8/12/2013 4:51 PM Microsoft Office P... 648 KB
11 148859 Profit and Loss.doc 8/12/2013 4:51 PM Microsoft Office ... 32 KB
148881 History of the firm.doc 8/12/2013 4:51 PM Microsoft Office ... 37 KB

Upload Documents

Only documents that have been extracted from PMAPS using the Download/Checkout option

may be uploaded using the Upload Documents option. If the document name has been changed,
the upload will be unsuccessful.
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To update documents that were updated offline after downloaded/checked out:
1. Place only the documents you wish to upload into a folder designated for this purpose.

2. From the Search Results, click the Upload Documents icon.

IR 1 | Py @H

3. By default, the Upload checked out documents option is selected. Click Browse... to locate
the folder containing the documents to upload.

pmaps Web =

I
Upload checked out documents -] Add Files:

4. Open the folder containing the documents to upload, then, select those to be uploaded and
click Open. You may upload multiple documents at once.
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5. Once the window refreshes to display the files selected for upload, click the Upload button.
e |
pmaps web =
[Upload checked out documents - Add Flles:

Status Doc ID Path
148853 C:\Users\Colleen\Desktop PMAPS Liploads' 143859

| |14m81 |CiUsers\Colleen'Deskiop'\PMAPS Uploads'\. 148881 .

s |G

6. Each document is uploaded, replacing the original with the revisions or updates.

Note that revisions are tracked automatically on the Revisions tab.

CONTENT MANAGEMENT VIA COMPLIANCE CENTRAL
Requesting Compliance

Compliance Central Overview

Compliance Central (previously named SmartCart) allows users to package and send PMAPS
Q&A records to Subject Matter Experts (SMES) for review and editing, and then upload the
finalized edits to complete the review process and approve changes to the database.

If this is your first time using Compliance Central or you need a thorough refresher please review
this section in its entirety. There are different options to select from, particularly at the beginning
of the workflow and the option that best meets your needs may differ based on the specific
scenario. Some things to consider as you review and choose from the options are:

= Are you planning to package multiple existing records for review but selecting them one
at a time?

» Follow the Save to Compliance Central — Single Existing Record process. Then
proceed to the Not Sent tab and choose to either Send to SME (allow PMAPS to
generate and send the email) or Download Documents (mark as sent and send
through your company email).
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= Do you need to request compliance (review) immediately on a single existing record,
using PMAPS to send the email?

» Follow the Request Compliance Immediately - Single Existing Record process.
You may then proceed to the Sent to SME section under Compliance Central
options for next steps.

= Are you able to use filters to drill down to a specific subset of records that you wish to
send out?

» Follow the Verify process. If you choose to Add to Compliance Central and Send
to SME you are using PMAPS to generate the email. You may also choose to Add
to Compliance Central Pending (Not Sent) tab, and proceed to the Not Sent
section for more options.

Save to Compliance Central — Single Existing Record

1. Begin in the Search module. Select the record you would like to send using Compliance
Central and click the Add to Compliance Central icon.

--I " ol 0"t @ﬁ&

2. Inthe Request Compliance window, apply any modifications to the content on the Edit
Document tab and then click the Attributes tab (or the right arrow Q).

3. Click the Save icon.

Request Compliance H m

4. The Save Options window appears.

Select the option to Save to Compliance Central, which will place a copy of the record in the
Not Sent tab of Compliance Central where it can be processed later using either the Send to
SME or Download Documents options.

This option is used most commonly used, particularly when multiple records require review
but you are selecting them one at a time OR if it is your organization’s process to use the
Download Documents option when sending. Save to Compliance Central places a copy of the
record in the Not Sent tab and gives the user more options in packaging and sending the
records.
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pmaps Web

(® Save to Compliance Central
() save To Compliance Central and Request Compliance Immediately (SME will be notified)
Options

Owerwrite existing Q & A Create Child Relationships

Due Date: B

[] save an iCalendar Event

5. Under options:
= The Overwrite existing Q&A box will be checked by default. Leave this box checked.
= Enter a Due Date as required.
= Enter notes if desired.

6. Click Save. Continue adding additional records to Compliance Central by repeating the
above steps or click to the Compliance Central module from the Navigation toolbar and
proceed to the instructions under the Not Sent tab section of this manual.

Request Compliance Immediately - Single Existing Record

1. Begin in the Search module. Select the record you would like to send using Compliance
Central and click the Add to Compliance Central icon.

QEe [IOMM <, o He@d

2. Inthe Request Compliance window, apply any modifications to the content on the Edit
Document tab and then click the Attributes tab (or the right arrow 0).

3. Click the Save icon.
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Request Compliance m

4. The Save Options window appears. Select Save to Compliance Central and Request
Compliance Immediately (SME will be notified).

pmaps Web -

() Save to Compliance Central
(® Save To Compliance Central and Request Compliance Immediately (SME will be notified)
Options

Overwrite existing Q & A Create Child Relationships

Due Date: ERe

[] save an iCalendar Event

6. Under options:
= The Overwrite existing Q&A box will be checked by default. Leave this box checked.
= Enter a Due Date as required.
= Enter notes if desired.

7. When you are ready to send the record, click Save.

IMPORTANT: Clicking Save will generate the Request Compliance email template stored in
the Administration panel, attach a copy of the record as a Word document to that email
template, and send to the email address associated with the contact record of the assigned
Subject Matter Expert. A copy of the record will be placed in the Sent to SME folder,
bypassing the Not Sent tab. This option is used less commonly, but is excellent for single
record requests or urgent requests.
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Compliance requests from View Document window
You can also start the Compliance Central process from the View Document window.

1. Select the record from your Search Results and click VView Document to display the as a
Word document.

N

2. The PMAPS toolbar above your Word toolbar includes options for Requesting Compliance
on either a selected part of the record, a page of the record, or the entire record.

ERRE @R bl

Choose the Request Compliance option you want to use for this particular document.

= Request Compliance On Page 2 . Submits the current page for compliance. Please
note that for PowerPoint, it will insert the slide as an object into a Microsoft Word
document.

= Request Compliance On Document"‘a . Submits the entire document for compliance.
Please note that for PowerPoint, this option is not available.

= Request Compliance On Selected L84 . Highlight the text you want to submit, and click
this icon.

Whichever method is used, the same compliance options are activated. The selected text,
page, or document will be placed in a new Microsoft Word document.

3. Inthe Request Compliance window, apply any modifications to the content on the Edit

Document tab and then click the Attributes tab (or the right arrow O) and apply
modifications there if needed.

4. Click the Save icon.

Request Compliance H ox) m
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The Save Options window appears.

Select the option to Save to Compliance Central, which will place a copy of the record in the
Not Sent tab of Compliance Central where it can be processed later using either the Send to
SME or Download Documents options. Use this option if you will be adding other requests
for the same Subject Matter Expert and you wish to package those requests as one.

Or, select the option Save to Compliance Central and Request Compliance Immediately to
have PMAPS immediately generate an email to the SME for only this request.

Under options:

= Leave the Overwrite existing Q&A box checked — it will be checked already by default.
= Enter a Due Date as required.

= Enter notes if desired.

Click Save to complete this step.

If you have chosen to Save to Compliance Central for later processing you may continue
adding additional records to Compliance Central by repeating the above steps, then
proceeding to Compliance Central/Not Sent tab for next steps.

If you selected Save to Compliance Central and Request Compliance Immediately, your
records will be sent out and placed in the Sent to SME tab of Compliance Central.

Verify - Package and Send Multiple Records via Compliance Central
Verify Overview

Verify allows all permitted users to select groups of documents within the database to export.
Just as with a single record, you have the option to send the package immediately with limited
options, or you may elect to add the group of records to Compliance Central’s pending area, the
Not Sent tab and then later process them using either the Send to SME or Download Documents
options.

Add to Compliance Central Pending (Not Sent) Tab

1.

2.

Select Q&A Only in the search options box.

Apply WebPro filters to narrow your results to the group of records that you wish to package
and send.

Click the Verify icon 0

The Verify Multiple Documents — Options screen is displayed.
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Mumiple Docurme nts

Verify Multiple Documents - Options

ME Doaument Search I

W) D A Doaments () B el Per SE

o 5 e

Showe sy [

cument In Foider 2 LiBersMoky Docments Skcle Alintes Table [

) Ade tm Complance Ceniral Pendng Tab.

5. You may display the documents one at a time or totals for each SME.

(®) Show All Documentz () Show Totals Per SME

6. Select Add to Compliance Central Pending Tab and click Submit. Continue through the
Compliance Central Module to finish the process. Follow the steps under the Not Sent tab for
either Send to SME to use the PMAPS email template stored under the Administrator panel,
or, Download Documents

() Add to Compliance Central — Sends document to SME and adds to Compliance Central

() {Add to Compliance Central Pending Tab

Add to Compliance Central — Sends document to SME and adds to Compliance Central

Alternatively, you may choose to Add to Compliance Central — Sends document to SME and
adds to Compliance Central. This option will generate the Request Compliance email template
stored in the Administration panel, attach a copy of the records as a Word document to that email
template, and send to the email address associated with the contact record of the assigned Subject
Matter Expert. A copy of the record will be placed in the Sent to SME folder, bypassing the Not
Sent tab.

(®) 'Add to Compliance Central — Sends document to SME and adds to Compliance Central |

() add to Compliance Central Pending Tab

When choosing this option, you will also want to select from the following options.
= Click Include Attributes Table, if desired.

= Select from the attributes listed in the Order By drop-down to order the records.
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Then, click Submit.
Internal Review Only — Create Document(s), but does not email or
track in Compliance Central

The Internal Review is used in scenarios where you are certain you will not be receiving edits to
the documents that will need to be uploaded back to PMAPS.

Do not use this option if you wish to later import the document with edits and approve via
Compliance Central. You must select either Add to Compliance Central Pending tab or Add to
Compliance Central — Sends document to SME and adds to Compliance Central.

1. Select Q&A Only in the search options box.

2. At this point, you may apply any WebPro filters you like to narrow down the output. Once
the documents you want to export are appearing in the Search Results area continue to the
next step.

3. Click the Verify icon.

4

4. The Verify Multiple Documents — Options screen is displayed.

bl'ipﬂﬂl U New Record
Multple Docurnents.

Verify Multiple Documents - Options
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5. You may display the documents by Document Search ID or by totals for each SME.

6. Choose Internal Review Only.
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(@ Internal Review Only - Create document(s), but do not email or track in Compliance Central

(@ Open Documents Using Word [ (put all documents in one file)

() Save Documents In Folder |C:‘I||_Jsers1lp'~"lully‘l,Dumments |

7. Choose either:

a. Open documents Using Word

OR

b. Save Documents in Folder; Choose the folder from Microsoft Explorer
8. Click Include Attributes Table if desired.

9. Click the Order By dropdown to select an attribute by which to order the records in the
document.

10. Click Submit.

MANAGING REQUESTS IN COMPLIANCE CENTRAL
Click the Compliance Central icon in the top middle Navigation bar icon to view items.

ey EREE o » N gﬂumpllannecmlml m a4 xEe a

Not Sent Tab
Any documents you have saved to Compliance Central but not yet sent will be shown in the Not

Sent tab.
pmapsweb: -+ © o me g P D LEER D Wcoms, mollypeters [}
gt 39 oki
_ :jmusu-n '_ammrmul:-n
n-—_mmmmm_mm
¢ (@ e TR e Q@ mIX s cme
Send to SME

1. Click the box n in the first column heading to select all documents at one time or check
the box for individual records if you wish to send only some records at this time.
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2. Click Send to SME.

"3 T oES

The following dialog box is displayed:

Request Compliance from SME

[]Include Notes Due Date: | |
[]include Atiributes ["] Download an ICAL Reminder.
[ ] Attach an ICAL Reminder.

[ ] Change the SME or Compliance Person [ | Add CCs to email

[ | Add notes to the items

1 Document Selected QK || Cancel

3. Check Include Notes to include the notes that you entered previously in the Save to
Compliance Central step. Also check this box if you choose to Add notes to the items now in
step 7 below.

4. Check Include Attributes to include important record information.

5. If you need to change the SME, click to check that box. An internal contact list is displayed
allowing you to change the person to whom you are sending the email. It does not change
the SME on the record.

6. Click Add notes to the items if you want to include additional notes.
7. Enter or select a Due Date from the calendar.

8. Click Download an ICAL Reminder if you wish to save a reminder of the Due Date to your
local email calendar. The download will appear after you click OK in the Request
Compliance from SME window.

9. Check Attach an ICAL Reminder if you’d like to attach a calendar reminder of the Due Date
to the email so that the recipient may save it to their local email calendar.
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10. Click Add CCs to email if you’d like to send the document not only to the identified contact
(SME), but also additional recipients. You may want to CC yourself so that you receive a
copy of exactly what is sent.

v TIPS

%+ Mouse over the Notes ZT icon on the grid to view the notes entered for that record
in the Request Compliance Options window.

% Click the box at the beginning of the row on the grid to select one document at a
time. While you may send the documents out one at a time. The application is
designed to send the documents in batches so that the recipients receive all their
documents bundled in one attachment instead of being peppered with separate emails.

% You may see the Administrator panel displayed on your screen when in Compliance
Central. This allows you to view records that you are processing as well as those
being processed by other users. This is a permission-based feature that would be
applied by your PMAPS Administrator. See details in the Administrator Manual
under Permission and Restrictions/SmartCart Admin.

View the Document for: |P.|| Users (0] L
Users without Documents will not appear in List

Download Documents — Generate Compliance Central document and
send through regular company email

Instead of emailing your documents to the SMEs directly, you may want to download your
documents to your computer and manually attach them to emails. To download your documents:

1. Click Download.

237 loES

The following dialog box appears:

PMAPS User Manual 1 Rev: 7/8/2015



Download Documents

[ IMark downloaded items as sent.

[ ]Include Notes
[ ]include Atfributes

Sort By: | SME V|
Then By: | ~""’|

[ | Add notes to the items
1 Document Selected | OK || Cancel

2. CRITICAL: Click Mark downloaded items as sent to move the items to the Sent to SME tab
in Compliance Central. This step ensures you will be able to later Import Documents and
upload edited records for approval.

3. Once you have checked the Mark downloaded items as sent box you will be prompted to
enter or select a Due Date from the calendar.

4. Check the box to Download an ICAL Reminder if you wish to save a reminder of the Due
Date to your local email calendar. The download will appear after you click OK in the
Download Documents window.

5. Check Include Notes to include the notes you entered in the Request Compliance Options
window.

6. Check Include Attributes to include important record information.

7. You can choose to sort the records by up to two attributes via the Sort By/Then By dropdown
options.

8. Check Add notes to the items if you want to include additional notes and enter your notes in
the space provided. Be sure to check the Include Notes box if you want them to appear in the
document that you are generating.

9. Click OK.
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Sent to SME Tab

Whether you have chosen to use PMAPS to Send to SME or used the Download Documents and
Marked downloaded items as Sent, all items sent through the Compliance Central are displayed
in this tab.

Upon receipt of the document for review, the Subject Matter Expert should leave Track Changes
turned on, provide their edits within the “Start” and “End” markers of each record and use the

approval/comments box as needed.
= (O S g—
A o B3

D Mot Sent- 0 Returned From SME - 0
v TIP;

% There is an option to Download Documents again, as well as Resend. These options
should generally only be used if the original file you generated is lost. A new copy of
the record is created, and when returning records from the SME in the next step, the
document you return must contain records with a matching copy in the Sent to SME
tab.

Return Records to Compliance Central

Once you have received the edited document back from the Subject Matter Expert, it is highly
recommended that you review, finalize edits and formatting and accept all change BEFORE
returning the document to Compliance Central. In the next step, PMAPS will split the document
back up to match the individual records shown in the Sent to SME tab. Finalizing your edits now
before importing will save you time, as all records imported will be ready for approval.

Upload Method

Unless your organization has opted to use POP3 email for returning records, follow the method
below. Please ask your PMAPS administrator to confirm which method your organization is
using.

1. Save the reviewed document(s) to your local drive.

2. To process the returned items, go to Compliance Central, Sent to SME tab and click the icon
to Import Documents to Compliance Central.

N~
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NOTE: You will need Compliance Central Admin rights to perform this function. Please
refer to the Administrator Manual under permissions and restrictions for more information.

3. Click the Select Individual Files icon.

Upload Documents to Compliance Central

pmaps Web

QHM&POPS&&S @S&l&dbﬁﬂ@dﬁ&a

4. Click the Select Files... icon.

pmaps Web: =

H
F

5. Select one or more documents to upload, and then click the Open icon.

@ @ - T‘-Dsldop v|c.| ‘SBEI(hDSHDP
Organize + New folder =~ @I @
H ~ [ Name . l Size [ ltem type "
in
i
|
|
i
|
H w >
File name: | "WebProDocument (3).docx’ “WebProDocument (6).dr | |WebPro Supported File Types ( v
oper || el |
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6. Wait for the records to load and then click the Upload icon. A status bar will appear. If any
documents have failed to import, that will be shown in the Status area of the upload window.

pmaps Web =

C:\Users\Colleen Charland'Desktop\WebProDocumert (3).docx
C:\Users\Colleen Charand'\Desktop\Web ProDocument (10) docx
C:MUsers\Colleen Charland'\Desktop \Web ProDocument (5) docx
C:\Users\Colleen Charand'\Desktop\Web ProDocument (6) docx
C:\Users\Colleen Charland'\Desktop \Web ProDocument (7). docx
C:\Users\Colleen Charand'\Desktop\Web ProDocument (8) docx
C:\Users\Colleen Charand'Desktop\Web ProDocument (3).docx
C:\Users\Colleen Charand'\Desktop\Web ProDocument (10) docx

7. Click OK when prompted the files are processed (shown below). You may now close or
Cancel the upload window. Click to the Returned to SME tab to refresh your screen and see
your records in that tab.

WebPro

o 1 files was processed. Please refresh your SmartCart to see it.

Email Method

If your organization has opted to use the POP3 email return method you will follow the steps
below to return edited documents. Please ask your PMAPS administrator to confirm which
method your organization is using.

1. Return the record(s) to your PMAPS email address.

2. To process the returned items, go to Compliance Central and click the icon to Import
Documents to Compliance Central.
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You will need Compliance Central Admin rights to perform this function. Please refer to the
Administrator Manual under permissions and restrictions for more information.

3. Click the Process POP3 Emails icon.

Upload Documents to Compliance Central

i

pmaps Web: -

@ Process POP3 Emails @ Select Individual Files

4. Click OK when prompted the files are processed.

WebPro

o 1 files was processed, Please refresh your SmartCart to see it

Returned from SME tab — Approving edits made via Compliance

Central

All documents imported through either the Upload Documents or Email method are now
displayed in the Returned from SME tab.
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To approve the documents back into the database, the Administrator or anyone with Compliance
Central (SmartCart) Admin privileges will follow the steps below.

1. Click on the Compliance Central icon.
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2. Click on the Returned from SME tab.

3. Click the box on the left of at the beginning of the rows of documents displayed in the
Returned from SME tab for those records you wish to approve. Or, click the top check box to
select all.

4. Click Approve.

S
% Select any record and click the Edit button before approving if necessary to review
the document, make final changes and save.
Status when in Compliance Central

When any document has been added to Compliance Central, a note is displayed to show the user
that it is in review. This will be displayed as long as person requesting compliance requested it
on the entire doc, and choose to overwrite the existing document, not create a new one.

Clicking on the note will show the requested, the status and the due date of the request.

Soorsh B 90 ) Mewnu. o i [ | e [t e [ [ e | o
@ E Q 8 ;? ou 7 ) gﬁ’ @ ﬂa Compliance has been roquested on this document
il i rosncy [ ant Reviem | ) R Do |00, [ Ty, | (00 Ty e, | [ M Yopke | ) seb Topkc | o S

o o sy s Sasrch Ptk Fsiar Compary iekormation  Licason o] . Por
Femsmers

Once the document is returned and approved as outlined in the Returned to SME steps above, the
update will be reflected automatically in the Search module. Additionally, the Last Verified Date
will be updated to the date on which the record was last approved and the Date Expires will be
updated to the next appropriate date based on the Review Cycle (for review cycles of Monthly,
Quarterly, and Annually).

Deleting Compliance Central Iltems

Caution! Be careful when deleting items from Compliance Central. One scenario you may need
to perform the delete function is if you have added a record to the Not Sent tab more than once or
in error. You may also need to delete an item if you edited that record manually in the Search
module and do not wish to approve the changes you imported to the Returned from SME tab.

It is important to note that in order to return edits via Import Documents, the copy of the record
must exist in the Sent to SME tab. Consider carefully before deleting from this area!

To remove items from your Compliance Central:

1. Click the selection boxes for the items you want to remove from Compliance Central.
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2. Click Delete.

Compliance Central Report Export

The Excel Export icon allows you to export a report of the grid view of any of the Compliance
Central tabs. To create this report:

1. Click on the Compliance Central module icon and click to the tab you wish to export data
from.

2. Click on the Excel Export icon to export the current results to Excel.

P37 okE S

3. The report is exported and opened in Excel.

Pitch Book Module

Overview

The Pitch Book module allows you to assemble two types of indexed documents: Microsoft
PowerPoint, and Portable Document Format (PDF). You may not mix document types in one
Pitch Book.

For example, you are working on a PowerPoint presentation and use the Search module to find
existing presentations to use to build this new one. You can add one or more (or all) slides to
your Pitch Book from the Preview mode from as many existing presentations as needed. Once
you have added all the slides desired, you can access the Pitch Book to organize the slides by
moving them around or deleting. The Pitch Book stays in your queue until you delete it. Once
you have incorporated all the slides and arranged them appropriately, you can checkout and
develop your new presentation file, saving it to the appropriate location on your server or
desktop.

Note: Refer to the Administrator manual for instructions on Indexing Documents. You must
have a WebPro license to index documents. Web Essentials users do not have the ability to
index documents. If you are a Web Essentials user, and would like to upgrade to WebPro, please
contact your Sales Rep or Client Relationship Manager at Proposal Software, Inc. at
support@pmapswebpro.com.
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Adding Slides/Pages to the Pitch Book

To add pages or documents you must be in Preview mode. The following instructions will guide
you through the process. These instructions and examples are specific to working with
PowerPoint documents; however, the process is identical for PDF documents.

1. Make sure you have the File Type attribute column displaying in your Search Results grid. If
it is not shown, use Modify Columns to adjust your view.

2. Search for content as outlined in the Search Module.

3. Once you identify a PowerPoint document you wish to use in your Pitch Book, open that

document by clicking the View Document icon. 2

If not already open, your PMAPS Viewer toolbar will launch now.

4. Once in View Document, several additional options are available. The second toolbar is used
to add pages or the whole document to the Pitch Book.

e
The first button @ adds the selected page to your Pitch Book. The second button - adds
the entire document.

5. Once you have added all desired slides from the document in Preview mode, you can simply
return to the current search session by clicking on the Internet Explorer icon on your
Windows taskbar (leaving the Preview open), or you can close the Preview window.

Repeat Steps 1 through 4 above for additional documents until you have added all desired
documents to your Pitch Book.

Pitch Book Manager
When you are ready to manage all the documents added to your Pitch Book,

1. Click the Pitch Book icon.
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This brings you to the Pitch Book Manager where you can rearrange and delete pages, as
well as assemble the final Pitch Book.

2. To rearrange a page, click on the page to move and drag-and-drop it to the correct location.
A large cursor indicates the new location.

Repeat this process until you have achieved the desired order and content for your Pitch
Book.

3 eer | e )

S
_ » putfab . [IEY Butiab ... Y Duffalo s
%@;’ c

Eutfals

ey o i Prsearon Syoie
Comprehensive T
Defined Contribution Servicss ) —— R—

LH Cornerstone Produ... LH Comerstone Produ... LH Cornerstone Produ... LH Cornerstone Produ...
Pyt Pg.6 Pg.2 %

LH Cornerstone Produ... LH Comerstone Produ... LH Cornerstone Produ...
Pg.3 Pg4 ¥

Click the magnifying glass for a preview. Drag pages into desired order. Delete pages by clicking on the red 'X'.

3. Click the remove button .for that page, if you want to remove a page from the active Pitch
Book.

4. Click the Save Order button to save any changes made to the order of the Pitch Book.

[ sow ]

The Pitch Book assembles starting at the top from left to right, then down to the next row of
documents and again from left to right.
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LH Comerstane Produ... LH Comerstone Produ... LH Comerstone Produ...
Pg5 Pg.6 Pg.7

Click the magnifying glass for a preview. Drag pages into desired order. Delete pages by clicking on the red "X".

5. When the Pitch Book is complete and you are ready to build your final document, click the
Create Pitch Book (Checkout) button.

| Create Pitchbaok (Checkout) J

6. The Downloading Documents progress bar indicates the status.

PMAPS Progress. ..

Downloading Documents

[ I

7. When you are prompted, name the Pitch Book and save it to the desired location.

8. Click Save.

o Favortes . Desktop library

Pitch Books

8| Neme Date medified T

LI EL VS amnpde Prch Book Candy Smith| -
Save a5 type: | PowerPoint Presentaticns (*ppt) -

= Vi Foder gen] [omen ] ||
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9. The Pitch Book remains in the Pitch Book manager in case you’d like to use it as a template
or add slides to it for a future Pitch Book.

When you are ready to delete the Pitch Book, click the Delete this Pitch Book button.

[ bBelete This Pitchbaook ]

VTIPS
“ You may only work on one Pitch Book at a time.

o,

«+ Only Pitch Books that you have created are displayed in your Pitch Book manager
when you are in the PMAPS.

CALENDAR MODULE

Admins may choose which date fields automatically populate the internal calendar. PMAPS
Users, with the appropriate permissions, can view the calendar.

Please see instructions for applying that option in the Administrator Manual.

e
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Calendar Options

Toolbox
= Refresh/Clear

&) Refresh/Clear

= Add Entry
& Add Entry
= Export to Excel (X Export to Excel
= Synch with Outlook [+ Sync with Outlook
 Selection
Selection Select Today
= Select Today Select Month

= Select Month %5 Select 3 Months

[ select All
= Select 3 Months

Show Complete
= Select All
Show Auto-Generated

Options £ user [y i

= Show Complete

10:13:01 AM
Fri August 14 2009

= Show Auto-Generated

= User: Select one or All Users — Note: Calendar Admin permissions are required for this
option.

Current Date
= Current time and date

Add Entry
To add a calendar event:
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8.
9.

Click Add Entry under the Toolbox
heading.

Choose whether it has been completed

Click the Date field and a calendar pops
up.

Select a Date.

Select the Priority.

Enter the item that is due in the What
field.

Click the Proposal Name drop down arrow to display your proposal list.
Select a proposal.

Enter the Section; e.g. questionnaire, executive summary, etc.

10. Your name is automatically entered in the \Who field.

Synching with Outlook

View Calendar Events

To view a list of all events due on a specific day, click on that day on the calendar. The lower
part of the screen displays a list of the events due on that day. From this screen you can mark the
event complete or change some of the previously selected options. You cannot change the
Proposal Name from this screen.

Selected: August 14, 2009 Count: 1

‘Nu v| (811412009 HHigh "l [Proposal Due |state of iew York -Smal Ca... Betty.Manning [x]

REPORTS MODULE
Custom Reports

1.

Click on the Reports icon on the top tool bar.
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3. The Select view shows a log of all reports and includes details about each report, as shown

below.
“ g “““““““ E; \;”‘d“““““”” ””H”HH‘;I;;" ““““““““
=

HEES

| sl Ime | Cosied | Coslr LGl | Giled® | M
& B s remome 3R TammyDungan AP Log
a a ?45221;1;’? Tammy.Dungan g":gﬁohfg Tammy.Dungan Records Not Used
0 B sz Administrator S0y Administrator Most Recent RFPs
0 a 13"’15??'\’?9 Cindy. Griffin 13”5:")\20'\’?9 Cindy.Griffin Most Recent Revised Records
0 B 3?.;2‘;1;’? Administrator 3‘3:2‘;‘:“? Steven Heffter Froposal Log
o 0 ;Og.fiﬂmi‘lﬁ Administrator ;ngiom?s Administrator Main Topic

Create a New Report
Select Tab

1. To create a new report, click on the New Report icon. E.I
2. Select the type of report from the drop down list.

a. Proposals — This option will bring up all the available tracking label fields to include in
your report

b. Q+A Documents — This option will bring up all available search attributes to include in
your report

3. Type in the name of the report; for example Proposals 2012.

v TIPS
Checking the Save as Public Report option will allow all other users to see and access the report.

4. Use the scroll bar to navigate through the list of tracking fields and click on the check box in
front of each of the tracking fields that you would like to be included in your report.
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5. Click on the Sort Results By drop-down list to select the primary tracking field to sort the
report by.

6. When finished completing the New Report main screen, click Ok. The new report will
now appear in the log view showing all the attributes for that report including:

= Scope — To be viewed Publicly ﬂl or Privately .z_l

= Type — Type of Report; Proposal H or Search Record ﬁ related
= Created — Date report was created

= Creator — Who created the report

= Last Edited — Date the report was last edited

= Edited By — Who made the last edits

= Report — The name of the report

s 2/4/2009 2/8/2009
) H 3.40 PM Tammy.Dungan 10:07 AM Tammy.Dungan RFF Log

8/4/2009 9/30/2009
s a 1.54 FM Tammy.Dungan Jp— Tammy.Dungan Records Mot Used
0 Fnl ?‘;21 ;22.‘:‘? Administrator ?':lefnzgi? Administrator Maost Recent RFPs
J 10/16/2008 10/16/2008
Tammy.Dungan Tammy.Dungan Proposals 2009

Edit to Order Columns or Change Query
1. Select the report to edit from the Report Log by clicking on the report.

2. Click on the Edit Properties icon

3. Notice that all the selected Visible Fields are at the top of the list.

v TIPS

% For removing or adding all fields quickly use the Un-Check All or Check All options
right above the list.
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4. To adjust the layout of the fields within the report, select a field and click on the up and down
arrows to the left of the Visible Fields list.

The double up arrows will move the selected field to the top of the list, double down arrows
will move the field to the bottom of the list. The single up or down arrow will move the
selected item up or down one.

5. When finished adjusting the fields for the report, click OK.

Build Tab

To build a dynamic report with variable terms:
1. Click on the report from the Report Log that you wish to create conditions for.
2. Click on the Build tab.

3. The build screen will appear as shown below.

e T e Repar Proposals 200
L B! o & F
x=7
4. To add a term/condition to the report, click on the Add Term icon on the upper left

corner of the window.
5. Select the desired attribute from the pick-list drop down menu.

6. Select the available operation from the representative options as shown in the screen shot
below:

= Boolan: True or False

= Date/Numeric: =(equal to), !=(not equal to), < (less than), > (greater than), <=(less than
or equal to), >=(greater than or equal to), In list, or Not in list

= Textual: =(equal to), Contains, Begins With, Doesn’t Begin With, or Ends With
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Select Attribute: Prupﬂs al T'}"PE-' -
Select an Operator: = [e qu al tu} -
Text Value: RFP -

Query Returned 40 Results

oK | cancel

v TIPS
% The reporting tool provides the Query Returned Results total within thin the window.

7. When finished, click OK. The term will appear in the grid.
B T G L 1 N

8. To add another term, follow steps 4 through 6 above.

v TIPS

o,

% To remove a term from the report/query, click on the letter in front of the term box.

9. Click the Save .H-l icon when finished.

10.  Click the View tab to see the report.

View Tab
1. To view any the report log, simply click on the report you’d like to view.

2. Click on the View tab to see the full report with the labels or attributes selected.
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Report: Proposals 2009

272112008 2 RFP
202812008 B rest, dett 0 BenkFinandial
2/28/2008 B Hefiter, Steven 0 BenkFinancial
10/212008 [B=] Torbe, Helen BenkFinancisl
712712009 0 Demc
913012008 1= | Heftter, Steven

12212008 BI=|Philleo, wendy 0 Fuslic

€/22/2008 BI= |wexler, Steven 0 College

8/22/2008 [BI= |Heffter, Steven Q Foundation

3. Click to the next page at the upper left corner to see additional pages of the report.

age 12asccroci0io]

4. Click on the magnifying glass E icon to view the full report in another window.

-
5. Click on the Excel .E_] icon to export the report into Excel.

v TIPS

o,

“» You may also export the report to XML or Text Delimited.

SALESDOCBUILDER WIZARD
Complete a Form to Generate Proposal
1. Log into WebPro.

2. Select or log in the proposal for which you want to complete a SalesDoc. If you need to log
in the proposal, follow the instructions for Add New Proposal.

3. Select the proposal by clicking on it on the Dashboard. The proposal will be highlighted in
blue.

4. Click the Create Sales Doc icon. L
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5~
IJ Sales Docs ‘ H

6. Select the appropriate Sales Doc from the list. You will be able to choose from permitted
Word and PPT Sales Doc Forms.

5. Click the New Sales Doc icon.

Entry

select Form: | Word Document - Standard RFP-Product 1| = |
Word Document - Standard RFP-Product 1

7. Fill out the form:

| | ki o Proposs Lo Avsgrmrt RF

Seiect Foem | Word Document - Standard RFP-Product 1 (=]

Caver Letter
b v | Y3 =

L e Bearong - Lty M

Salact covec e 7 wanay Crangtieng B sern Lo

Expcutne Summary
Ingiute Exaurve Summary?| e =

] rwwgacan
9] o
] saaeen
]

9] pach B
(] o srcen

] etrn Mot

Chient Roster

o i o (T - |
(Save SaleaDoc ] [ Save Sales Doc Secsion (alows parial) |

8. Click Save Sales Doc.

VTIPS

« If you are interrupted when filling out the form, you can also click Save Sales Doc
Session (allows partial) to save what you have completed

9. An error check is run and the results are displayed at the top of the form.
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There are no errors or warnings.
You may now generate your sales doc.

[ Generate Proposal ]

10. Click Generate Proposal.

™ PMAPS® WebPro Wli=l.3

'PMAPS WebPro is working... A pma ps' wab_, 5

Checking for updates...

11. Select the format to use for generating your proposal. You will be able to select from Word
or PDF for Word-based Sales Docs and PowerPoint and PDF for PowerPoint-based
SalesDocs. Your administrator may choose to permit only PDF generation.

re SalesDoc Builder Options

How would vou like to create this SalesDoc?

{ ['f-é Create *+'ord Document J ‘ "ﬁ}: Create PDF Document

*Amulni POF Criver iz Bequired

12. The document is assembled in the designed order and the Word Replacements tool is run on
the entire document.

ASSEMBLY AND PROJECT MANAGEMENT CENTER WIZARD

Overview

The Assembly and Project Management Center is a project management tool, built right into
PMAPS that can provide vast control over each aspect of the proposal process.
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This module can be used to create template questionnaires with standard attachments ready for
printing or to create a template form document such as biographical groupings.

This feature acts as a file manager, tracking each section of the proposal. Administrators have the
ability to create templates that can be automatically linked to a new proposal. Lines or sections
of the template can be added or deleted depending on the details of each specific proposal's
requirements.

This section covers selecting, customizing, and assembling templates. Please see the Assembly
and Project Management Center Module section of the Admin manual for instructions on
creating templates.

Add or Select a Proposal

1. Begin in the Dashboard module.

2. Log in the proposal or select an existing proposal by clicking on it to highlight it. Please see
Add New Proposal for instructions on entering a new proposal.

3 Proposals Found B M working on Proposal: Acme-Foliow Us.

oo Ve ﬁ. & L?S | Dashboard | Summary | Logistics | Merketing | Follow-up | Mise |.Eva\uam>r| ‘

View Items per Page Modify Columns Reset SortFilters Page: 1
¢ Region ¢ Proposal Name 7 7 ¢ Proposal Type ¢ Asset Class * ¢ Vehicle/Product “fLasti

A us AcmeFollow Up 1/23/2010 /512010 RFF Equity - Domestic All Vehicles 142330

A usa Agme - AFF Fhase 1 11/2412008 2026/2010 RFF Equity - Domestic 210720

A institutional Acme Ca RFP 11/18/2009 12/2/2009 Blend - Fl & Equity 2820
< | 3|

3. Click the Edit Assembly icon above the proposal log.

(oo 7 & & |

4. The Assembly and Project Management Center screen is displayed with a blank template
containing one line of data.

pmapsweb s - - e —
Fropost Arve Propossl 363 reaen
CQompy WM & o
0 “ Ol v ) | ey | - o o] L [ e—
pre gl apmaps

5. In the upper right-hand corner of the screen there is a status bar that’s details status in three
categories.
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Select a Template
6. Load Template:

a. Click the Load Template L icon. The Choose template to load dialog box is
displayed.

b. Choose a template from the list. You may need to use the scroll bar on the right-hand
side of the screen to view the entire list. Once you have found the template, click on it to
select it.

401 K Products

Blank Template

Brevan Howard DDQ template
Collaborate Test2
Collaboration Ex.

Company Overview

Generic

Generic 2 testing

Humana

International Funds

Large Cap

Leslie's test |

3

@ Replace current contents 0 Add to current contents

| Load | Close |

c. Choose Replace current contents.

v TIPS

% If you want to use two different templates, choose Replace current contents then
return to this screen and choose Add to current contents.
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d. Click Load.

e. Click OK to confirm that you want to replace the current contents with the chosen
template.

Windows Internet Explorer

\ ? ) ¥ou have selected to replace the current contents with this template, This will delete all vour lines, Is it ok to continue?

[ oK, ] [ Cancel

f. Click Close. You are returned to the Assembly and Project Management Center main
screen. The blank line has been removed and your template has been loaded.

The status table is also updated because some of the pieces of the template are finals so they
are now considered completed.

pmaps Wb+ * 2 L B > 0 8 e

gl Aodw s 21T e |

Cempy WM =

¢ WO N P Fnd = : ey, Cindy - svam = T vt Bua
a0 Q Ecest Lufini g ] Sedh, Cindy - owiwn ez T Seruon Buas - |
w50 * Vi Slderwe Frl # & Hesth, Condy <@ i N = A Caron B - iy
& ix (] H Dussimmruay s Drall = ¢ Suuh Cady M wimtl Y ier ) ] Sewuion Mesas - K
WO A umema frad - B e Gedy L TS = T Secuan B -

Customize a Template

Overview

The Admin that created the template has probably filled out some of the template options.
However, you may edit those options and customize the template for the proposal you are
working on.

The Type field displays the type of file that is linked to the current section. Many of the template
sections will be linked to standard documents when they are created. For some sections, the files
will change with every proposal—such as the questionnaire. Therefore, you will need to link
some of the sections to the associated files after you select the template.

If the current section is not linked to a file, the o icon is displayed. See the Assembly &
Project Management Center Icons list for examples of the available icons. To link the section to
a file:
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1. Click the 0 icon in the Type column.
2. Choose the appropriate option for the file you are linking.

= Link to the existing RFP (client questionnaire or standard questionnaire). This option
automatically links to the questionnaire that has been uploaded to the “cloud.”

() Link to the exisiting RFF

Selecting this will insert the RFP this assembly is linked to.

v TIPS

o,

« Linking to an existing RFP ensures that your Word Replacement codes will be
functional.

= Linkto a Q&A or Indexed document (in PMAPS). Enter the document ID of the database
record you wish to link.

(%) Link to a @&A or Indexed decument

P

= Upload a document to link to from your computer. Browse your network to locate the file
to link to.

@ Upload a document to link to from your computer

Cheoose file to upload:
| |[ Browse... |

= Link to a document on the web. Enter or paste the url address to complete this step.

@Linktuaducm‘-erﬂonﬂ"eweh

I.Jrl:| |
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3.

Click OK.

v TIPS

10.

11.

12.

13.

% You may link files to the sections at any time during the process. However, you will
not be able to assemble the document until you link all the sections to a file.

Change the Status if desired.

Check Include if you want the current item included in the assembly. This option allows you
to add items to the project that you don’t want or need assembled.

The Admin that created the template may have filled out the Person Responsible. However,
you may change it at this time.

Fill in the Section Due date.

Add the Completed date once you have finalized the section.

When you are ready to email the sections out, fill out the Assigned date.
Under New Page, choose the section format from:

= Paragraph Break

= Page Break

= Section Break — Continuous

= Section Break — Next Page

Check the Merge box if you want documents merged together. For example, if you split up
the questionnaire and assign different sections to different members of the proposal team, this
feature will join the document back together during assembly.

The Notes field allows you to enter notes pertaining to the section. When you email the
section out for completion, the Notes are included in the email.

@®
b

Click the Move Line Down @ or Move Line Up icons to reorder the sections of your
Assembly project.

Add Additional Lines (Sections) to a Template

14.

| B N
Click the Add Line fsss=Ticon. A line is added to the bottom of the template. Fill in details
as appropriate.
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15. Repeat Step 8-15 until you have all the lines you need for your template.

16. Link the lines (sections) of the template to your documents.

17. Click the Save Assembly icon L often to save your customizations. If you move
away from this screen without saving, your changes will not be saved.

Edit or View a Linked File
You may edit or view the linked file from the template wizard screen by clicking the Edit/VView

Document X icon.
Delete a Template Line
You may delete a template line or section by clicking on the Delete Line « icon.

Email one Section of a Template to a Colleague

Click the Email Document to Responsible Party bt icon to email the section to the person
chosen under the Person Responsible column.

Email Multiple Sections with One Click

Enhancements in this update allow you to send out multiple emails at one time. For PMAPS
users, you may send a link to their Assembly Center assigned sections. For non-PMAPS users,
you may send an Attachment.

1. Select a proposal from the Dashboard.
2. Select the Person Responsible for each section from the drop-down list.

3. Fill in the Section Due date for each section. The Assigned date is automatically filled out
once the sections are emailed.

4. Check the check all checkbox.
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5. Click the Email Selected & button.

The following dialog box is displayed showing the number of sections that are being emailed
and the following options:

= Yes, Include Attachments —Select this option when sending to a non-PMAPS user. This
option includes a link to the Assembly Center sections and attaches the assignment to an
email and sends the email to the assignee. Individual emails are sent for each assigned
section.

= No Attachments —Select this option when sending to a PMAPS user. This option
includes only a link to the Assembly Center sections.

= Cancel - returns you to the previous screen.

The 6 selected documents are about to be sent, would you like to include
the documents as attachments in the emails that are about to be sent?

*“*Reminder: You have to save changes first if you are re-assigning or have
made any changes to any of these items.

=Tip: Set and =save a due date before sending an email for a selected
document in order to attach a reminder to the email.

Yes, Include Attachments ] [ Mo Attachments ] [ Cancel

6. Once Yes, Include Attachments or No Attachments has been chosen, a confirmation message
is displayed to confirm whether or not the sections were sent successfully.
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,ih The ernail operation concluded with the followsng results:
- Line #3 was Sent Successfully.
Line 54 was Sent Successhully.
Limve 25 wias Sent Successfully.
Line £7 waas Sent Successfully.

Lene &8 wias Sent Successfully.

7. The Assignee for each section receives an email for each assigned section.

" Example email when the No Attachments option was chosen:

Subject: ‘WebPro Assembly Center: Acme RFP - Customer Satisfaction Brochure

-] Message | mRemmder.lcs (508 B}

This email is being sent from PMAPS WebPro. You are responsible for this document in the Assembly Center for "Acme RFP". Click here
to go to the relevant PMAPS Assemby Center Document.

The email does not include an attachment. It does include a calendar reminder (as long as the
Section Due date was filled out before the section was emailed) as well as a link to the
Assembly Center assigned sections area. This allows the PMAPS user to make changes
directly in the Assembly Center and reduces the risk of the latest document not being
uploaded. The subject line displays the name of the assigned section. The email message
displays the name of the proposal the assignment is for.

= Example email when the Yes, Include Attachments was chosen. Use this option for non-
PMAPS users:

Ubject WeBPro Assembly Center: Acme RFP - BIo-EXeCUThe 1

1] Message | [EE Reminder.ics (493 B} 8 Assembly Center Document.doc (39 KE)

This email is being sent from PMAPS WebPro. You are responsible for this document in the Assembly Center for "Acme RFP". Click here
to go to the relevant PMAPS Assembv Center Document.

The email includes an attachment as well as a link to the Assembly Center assigned sections
area. It also includes a calendar reminder (as long as the Section Due date was filled out
before the section was emailed) The subject line displays the name of the assigned section.
The email message displays the name of the proposal the assignment is for.
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Back in the Assembly Center, the system:

= Auto-populates the Assigned date with date emailed out.

= Attaches an iCal for all outgoing emails (Microsoft Outlook 2007 & later only) with the
subject/message and due date.

In addition:

= Users may use the Export button on the main Assembly Center screen to send to Excel

Combine (Assemble) the Proposal

Click the Combine ﬁ icon to run the assembly. This process:

= Combines all documents into one file in Word or PDF format.

= Replaces all Word codes with the appropriate text as defined by the Admin.

Assembly & Project Management Center Icons

Add Line to template.

Load Template is used in the Assembly Wizard to choose a
template to associate with a proposal and load it.

Save as Template |

Allows you to open an existing template, add additional
lines, and save it as a new template.

Allows you to combine and run the assembly project. This
process automatically replaces all Codes with their Word
Replacements, and allows you to run the file in Word or
.PDF format.

[.,..-

Save Assembly

Once you have loaded a template and customized it, you
need to save it so it keeps your changes.

Revert Assembly

Allows you to revert back to the last time you saved your
assembly using the Save Assembly icon.
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These icons allow you to reorder the lines on your template.

@@
@ Allows you to email the document linked to this line to the
== Person Responsible

Allows you to view and edit the document linked to this line.

Allows you to delete the current line.

Document type icon: Document located on your local
computer or network.

Document type icon: PMAPS record.

Document type icon: PMAPS Proposal uploaded to the
“cloud.”

5 IR UK

Template Hame: Generic 2 testing

Completion status of template.

Pending

Past Due I'U% |

Finalized | 43% |

RFP ASSIGNMENTS MODULE
Overview

The RFP Assignments feature allows the Proposal/Bid Manager (Lead Writer field) to assign
individual questions or sections of a proposal to a contributor (PMAPS user) for completion,
email links to contributors for completion using the database content or outside materials, and
then merge the updated individual sections into one document with the Re-link All Assignments
g

Wicon.

The RFP Assignments module — tracks the assignments that are made for every proposal

added to PMAPS. The link is displayed on the Navigation bar at the top of the screen. The link
is highlighted if the current user has any open or not yet completed assignments. By clicking this
link, the user can see all their own assignments for all proposals, but only their own assignments.

If the user is the proposal/bid manager or an administrator, they see all assignments for all
proposals and can filter the list based on a single user.
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If assignments need to be made to non-PMAPS users, those assignments must be made and
managed through the, SmartCart, Assembly Center and email.

Note: In these instructions, we are using the term contributors for section assignees. You may
assign sections to any registered PMAPS user.

Logging in a New Proposal

1. Click the New Proposal icon to enter the proposal details in the Dashboard/Tracking module
(see Add New Proposal in the WebPro user manual for detailed instructions).

2. Upload the proposal:
a. Select the Start with Uploaded Document option
b. Locate and select your file from your network files

c. Upload the questionnaire or document for assignments. The questionnaire may be
uploaded when the proposal is originally logged in or at a later time. However, the
questionnaire must be uploaded before you can begin assigning sections.

3. Fill out the Summary tab with at least all mandatory fields. Mandatory fields are highlighted
in yellow. Keep in mind that the information you enter into the dashboard area can
automatically flow into your finished document to customize it.

4. If you are including a cover letter and you have entered the Client’s address information in
the Client Name table® of the application, click the Address link to pull the Client’s address
into the current proposal. If you have an attention line on your cover letter, be sure to enter
the contact name for this proposal in the Attention field.

!'The Client Name table is the area you are taken to when you click on the ? icon to the right of the Client Name drop

down list and click Edit Values.
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Address 7]
Email: | | 7]
Address1: | | ﬂ
Address2: | | 7]
o | 8

s L

Zip: | | E

Address

Attention: |

Email: |

Address1: (193 Main Street

Address2: |

ity [New York

State: |NY

Zie: (12345

Ccuiry:|

F'hune:|

5. Define the Compliance Options. The Compliance Options may be defined or customized for
each proposal. The Compliance Options appear as a drop-down list at the top of the Proposal
Section Assignment Editor page. This page is launched when a contributor clicks on a
Section link in the Assignments tab or in the RFP Assignments module. To define the

Compliance Options:

a. On the Assignments tab, click the Compliance =
screen is displayed.

e.

¥

Compliance Options

Please enter each option for this proposal on a
separate line.

=

Click in the box and type in your first term.

Press enter on your keyboard to move to the next line.

Type in the second term and so on.

Click Save.

6. Go back to the Dashboard tab, and click Save.

Assign Sections (Proposal/Bid Manager)
1. Once the questionnaire has been uploaded, click Edit Proposal to open the questionnaire or

document to be assigned.

button. The Compliance Options
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A
=
2. Highlight a question or section of the RFP and click the ¢ Assign Section to User button.
The Assign button is only visible when the current PMAPS user has been designated as the
Proposal/Bid Manager for that proposal.

Proposal Section Assignment

A

J Agsign Section To:
Manning, Betty -

Show all users Remove user from recent list

e

|

Due Date:
3/31/2011 Elw

3. This action copies the text and opens a new window with the following fields to be filled out:

Assign Section To: this list initially displays a list of recently selected contributors. This list
is specific to the proposal manager that is assigned to the current proposal.

= To assign a section to a contributor that is not on the Assign Section To list, click on the
Show all users link. The Assign Section To list now displays all PMAPS users. Select
the contributor from the list. This new name will appear on the short list until removed.

= Toremove a writer from the short list, click on the name on the list, then press delete on
your keyboard.

Due Date: the date when this answer should be completed by. When you select the Due Date
for the first assignment, that date is automatically populated for the remaining sections.
However, you may choose a different date for each section.
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4. The system inserts a bookmark around the selected text in the proposal that will later be used
to merge the completed sections together. This is similar to how the Q&A bookmark is
formatted.

5. The system creates a comment to the right of the section displaying the following
information:

= Assigned to
= On (Date and Time)
] By

= Due.

S case provide us with a company overview ) .--{ Comment [BAM1]: Assigo=d to:
Marming, Batty on 2/17/2011 8:48:30
AM By: Batty Manning Due: 3312011

6. Continue through the document, assigning all sections. To increase your speed for this task,
try this:

a. Click on the Assign Section To field.

b. Begin typing the last name of the contributor into the field unit the system lands on the
correct name.

c. Press Tab on your key board twice, which will land you on the OK button. (if you need to
change the date, tab only once, and change the date and then tab again).

d. Press Enter on your keyboard to save and return to your questionnaire.
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Sample Questionnaire

Part I: Background

1. - [Please provide us with a company overview.]l s mugm[gﬁnzli]n ‘;;sm‘;;o
----------------------------------------------- Maming, on. 5
AM By: Betty Manning Due: 35172011

2 = [Are there any potential conflicts of interest that may be created by awarding the
investment management contract to your firm? If yes. please explain) e [BAM2]: Ass £
"""""""""""" Haffler, Stavan on 2172011 8:5920

AM By- Batty Manning Dus: 33172011

3 - F'Ias the firm, its parent organization, subsidiaries, affiliates or any key personnel been
subject to any litigation or legal proceedings related to investment operations during the
past five years? If ves. please expl.ain] ..--{ Comment [BAM3]: Assignad to:

-------------------------------------------------------- - Manning, Betty on 2/172011 9:04:53
AM By: Betty Manning Due: 331/2011

4 - [Brieﬂy describe the philosophy and methodology of vour security selection for equities
and fixed income. If you feel any of the more common “investment styles™ apply to vour

philosophy. please so indicate)| et TBARA] o et
Eaffer, on E
AM By: Betiy Manning Due: 351/2011

E— [Brieﬂy describe the philosophy and methodology of vour security selection for equities
and fixed income. If you feel any of the more common “investment styles™ apply to your
philosophy, please so indicate] . ..--| Comment [BAMS]: Assigned to:

""""""""""""""""""""""""""""""""""""""" Marming, Betly on 2/172011 9:2715
AM By: Betty Manning Due: 351/2011

———————————————————————————————————————————————————— ----{ Comment [BAM6]: Assigned to:

Marming, Betty on 2/172011 9:2731

AM By: Batty Manning Dus: 33172011

b. + Describe your issue selection process. Please indicate your capabilities to analyze spread
products.

7. - How can potential clients expect this product to perform in down markets? What is it
about your investment philosophy that would make you respond in this way?

8. -+ Describe your investment philosophy for the product.

9. -+ Do you plan to close out this product to new investors at a given amount of assets? If

1 lain. .--{ Comment [BAM7]: Assimedto:
e penep e *" | Mamming, Bsﬂym]/l?ﬂﬂllgi!?oij

! E
9. When all the assignments have been made, click Save to PMAPS | and close your
proposal. The minute you save, WebPro sends Outlook emails to all contributors informing
them that an individual question, section, or multiple sections from an RFP were assigned to
them. The email includes the number of assignments, the name of the proposal, and a
hyperlink to the Assignments area where they can view and complete their assignments.

From: [ ] beta @email.pmapswebpro.com
To: betty.manning @proposalsoftware. com
Cc

Subject: WebPro - New RFP Assignment

You have been assigned 5 sections by Betty. Manning in the proposal Acme REP.

Click here fo view vour assignmens.

For each proposal assigned, the assignees only receive one email that displays a count of the
number of assignments along with a link to the assignments.
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Completing Assignments
Contributors

To view and work on assignments, contributors may:

1. Click the link in the email to go directly to the RFP Assignments module.

You have been assigned 5 sections bv Bettv. Manning in the proposal Acme RFP.

Click here to view vour assignments.

2. The RFP Assignments module shows only the current PMAPS user's assignments for all
proposals they are contributing to, unless the contributor is also the Proposal/Bid Manager
(Lead Writer) or has an Administrator role. In that case, the Proposal Manager would see all
assignments for all proposals they are associated with. If the current PMAPS users is an
Administrator, they would see all assignments for all proposals.

pmapsweb = *

romen | | sms | | Spat [Z) RFP Assignments for Betty Manning

ey LERE R I"FE: BRFPAﬂ'gmMs @ 4 = LineofBusiness:

Section Date Assigned  Assigned By Date Due. Assigned To Proposal & Assigned Status Status. Compliance

o 2/17/2011 | BewyManning = 3/31/2011 | Bety Manning Not Viewed New o

e 2/17/2011 Betty.Manning 3/31/2011 Betty Manning Not Viewed Hew

@ 2/17/2011 | BewyManning | 3/31/2011 | Betty Manning Not Viewed New

Acme
Acme
Acme
i 2/17/2011 | BettyManning | 3/31/2011 | Betty Manning Acme

Briefly describe the philosc  2/17/2011 Betry.Manning 3/31/2011

Not Viewed New H
Betty Manning Acme RFP Not viewed New

To see all assignments for one specific proposal:
1. Select the proposal from the dashboard.

2. Click on the Assignments tab.
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10 Proposals Found.

P M Working on Propesal: Acme RFF

[[ssmsoara || summary || Logic || wanena | rotowss || wse | E.,a.m.,ﬂiAsswmﬂs

Refresh Stat Exw;

Section Date Assigned -

ithace 2/17/2011

issuest 2/17/2011

ntorai  2/17/2011
What are vour Firms market  2/17/2011

Briefly describe the philes  2/17/2011

Assigned By
Betty Manning
Betty Manning
Betty Manning
Betty.Manning

Betty.Manning

@RFP Assignments for Betty Manning
Acme RFP

Date Due
3/31/2011
3/31/2011
3/31/2011
3/31/2011

3/31/2011

Assigned To
Betty Manning
Betty Manning
Betty Manning
Betty Manning

Betty Manning

Proposal

Acme RFP
Acme RFP
Acme RFP
Beme RFP

Acme RFP

Assigned Status

Not Viewed

Not Viewed

Not Viewed

Not Viewed

Not Viewed

New

New

New

New

Status. Compliance

View 1-5of 5

3. Click on the underlined link in the Section column to open the assignment.

4. Complete the assigned section. You may manually enter your response, OR Search for an
answer in the PMAPS content library.

a. Enter a blank line in the section for the answer to be inserted. You can simply click at the
end of the question and press enter on your keyboard once or twice to make room in the

document for inserting the content from the library.

b. Go back to the question and select (highlight) the word(s) to search for.

c. Click the search binoculars on the PMAPS Viewer.

d. Locate the information to insert into your proposal.

e. Click the Insert Full button.

f. Choose the document to insert into: Proposal Software: Proposal Section Assignment
Editor Microsoft Word.
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o

PMAPS Application Selector

Active Applications:

Microsoft Word

rx.. 2011 Log.xlsx
=== Microsoft Excel

F‘ Proposal Software: Proposal Section Assignment Editor

' w= PMAPS WebPro Whats New in 3.0.0.80.docx
== Microsoft Word

Use this Application for all insertions from now on

=

(e =]

Insert Where?

Insert Into Selected Application
@ Keep Source Formatting
() Use Destination Styles
(") Match Destination Formatting
() Define Formatting

(7) Keep Text Only

| p— ]

I Copy To Clipboard I

[ Conce ]

Proposal/Bid Managers or Administrators

All Assignments that have been made are displayed on the Assignments tab of the current
proposal or on the RFP Assignments screen from the Navigation bar. The RFP Assignments
module icon is displayed at the top of the screen. The icon is highlighted if the current user has
any open or not yet completed assignments. If the user is an administrator, they will be able to

filter the list based on a single user.

When the user clicks on the link, they see a list of all assignments that are assigned to them.

3 Proposals Found. | 7 Results Filtered M working on Proposal: Acme RFF
( Dashboard T Summary T Logistics T Marketing T Follow-up T Mise. T Evslustion 1‘55‘9""3"‘!
{;i W ez RFP Assignments for All Users
e Acme RFP
Section Date Assigned  Assigned By Date Due Assigned To Proposal Assigned Status Status Compliance
c 17/02/2011 | BettyManning | 31/03/2011 | BettyManning  Acme RFP Not Viewed New
los 17/02/2011 | BettyManning | 31/03/2011 | StevenHeffter | AcmeRFP Not Viewed New
s 17/02/2011 | BemyManning | 31/03/2011 | BemyManning | Acme RFP Not Viewed New
17/02/2011 | BetyManning | 31/03/2011 | StevenHeffier | Acme RFP Not Viewed New
rq 17/02/2011 | BettyManning | 31/03/2011 | Betty Manning | Acme RFP Not Viewed New
e 17/02/2011 | BettyManning | 31/03/2011 | Betty Manning | Acme RFP Not Viewed New
sre thers anv potential co 17/02/2011 | Bewy.Manning | 31/03/2011 | Steven Heffter | Acme RFP Not Viewed New
Briefly describe the philos  17/02/2011 | Bemy:Manning | 31/03/2011 | BemyManning | Acme RFP Not Viewed New
= Page1 |of8 = »i[100[x] View 1-80f 8
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The list consists of a grid with the following columns:

Section — the first 100 characters of the section to be edited
Date Assigned — automatically populated when the assignment is made
Assigned By — automatically entered when the assigner makes the assignment)

Date Due — highlights past due dates in a different color if the section is not marked
complete.

Assigned To — person assigned to the task

Proposal (name)

Assigned Status — values are Accepted, Rejected, Reassigned, Not Viewed)
Status — values are New, In progress, and Completed

Compliance — the compliance variables entered by clicking the Compliance Options
button on the Assignments tab for each proposal.

1. Click on the proposal name in the proposal name column to open the RFP in the PMAPS
WebPro Viewer or download the proposal if the Viewer is not installed. Note: If the Viewer
is not installed, the user will receive a JavaScript error.

2. Click the link in the Section column to view the assigned sections.

3. When brought up in this mode, the user will also see a new set of buttons at the top of the
Assignment Word window:

Accept
Reject

Reassign

. If the user clicks Accept or Reject, the status of the document changes.

. If the user clicks Reassign, a drop down list of all WebPro users comes up and the user can

select a user. Once the document is reassigned, it is closed and it will no longer appear in
the user’s queue. The new user receives an email indicating the document is assigned to
them and that it was reassigned from the current user. The new status of the document is
Reassigned.
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4. The user can edit the document and save at any time. When saving, they will be prompted
that Saving will confirm that you accept this document if the user has not already accepted.
The document will be saved in its current state.

5. The user may also change the compliance status of the document according to selections on a
drop down.

6. When the new Completed button is clicked the status of the section changes to completed.

The view is exportable to Excel.

Viewing Assignments

Assignments tab -- In the Dashboard/Tracking module, a new Assignments tab shows all
assignments for the selected proposal. This tab displays the same columns listed above, but are
filtered by proposal instead of user. When a contributor clicks on the Assignments tab, only their
assignments for that proposal are displayed.

When the proposal manager of the current proposal or any administrator views the Assignments
tab, they see all the assignments for that proposal.

Re-link All Assignments

The Re-link All Assignments button Wallows the any contributor to import completed
sections into the existing RFP. Upon clicking this button the Viewer opens each assigned section
and imports each section back into the current RFP. The user has the option to save — just as
they would if they were editing the RFP from scratch.

If not all sections of the RFP are completed, a warning is presented to the user indicating that all
sections are not marked complete, and the outstanding sections are highlighted in the screen.

J Dashboard I Summary | Logistics | Marketing | Follow-up | Misc | Ewaluaticn . Assignmenis-

The assignments list may be exported to Excel. Note: This report addresses the creation of a
Compliance Grid requested by some PMAPS users.

Using the Assembly Center, you may then wrap other documents (cover pages, cover letters,
exhibits, etc.) around the questionnaire and export to Word or PDF format for delivery to
customers.

PMAPS User Manual 119 Rev: 7/8/2015



Removing Comments
Once all sections have been completed, contributors or proposal/bid managers may remove all

comments in the proposal by clicking the Remove WebPro Comments == button from the

toolbar on the Proposal Editor document they opened from the Dashboard.
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WebPro Fields and Functionality Overview

Your database administrator (Admin) controls every field in the database. The admin accesses

the field options by clicking the & icon. To learn about the customization tools available to
Admins, refer to the Administrator Manual. If you have questions about database customization,
please contact your designated Admin.

The Admin also controls user permissions within WebPro. If you select an option, and you do
not have permission to work with that option, a message is displayed to notify you.

Therefore, even though there are instructions in the User Manual for adding and deleting
proposals; adding, editing, and deleting documents; using the SmartCart to send documents to
your SMEs for updates or new answers; etc., you may not have permission to complete these
tasks.

If this is the first time you have logged into PMAPS, you may want to take a few minutes to
familiarize yourself with the functionality of the database fields.

v TIPS

% If you’re not a first-time user, you may proceed directly to the Dashboard Module
section.
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Capturing Data in WebPro

Whether you are logging in a new proposal or adding a new record to your database, you are
required to fill out certain fields.

Basic Information 7] Consultant Information 7]
GlientName: || ondon Borough of Brent | 7] Ceuneel vl g
Proposal ame: ) ondon Borough of Brent | 7] Contact | v| g
Detailed Information (7] Relevant Dates 7]
Crent | v| @ oserecsives (5142009 =N
AssetClass: | Equity - Domestic v @ [ o=dlines a
stage: [ RFp v| @ | DeteDectined | = @
Antipated Revenue: [{20 | B Date Due: [5/9/2009 [EEI)
Priorr. [Taxable V| @ sslesReceved: (5515009 [E=)
Proposal Type: | pybjic v @ Sxtension: | &= B
Region: [USA v| @ o sxended: | v| @
Reason Extended: | V| g
Date Completed: [z/25/7009 = 8
Date Shipped: [£/9/2009 E= 8
F=e ) Other Information 7]
Sales Manager: [ philleg, Wendy v|EE| @ | venicleProduct [y, A @
T e |
Lesa irter: | vE= B e Fund v
Business Analyst: |Jones, Karen v||!§j (7] Fomment g
Retiree Specialist: | v||!§j (7]

Some of the fields are required by PMAPS and some of the fields are required by your Admin.
We refer to required fields as mandatory. You can easily identify mandatory fields because they
have a light yellow background.

Client Name: | | 7]

Following is a list of the types of fields in alphabetical order by entry type along with
instructions for filling out each type of field:
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Data Entry Fields
1. Click in the blank field.

2. Type directly into the field.

Summary Notes for Reporting:

Date Fields

Date fields in PMAPS not only track proposal and record milestones within the application, but
they can be displayed on an individual or group calendar for project management and planning

purposes.

There are several ways to enter date fields in WebPro:

= The easiest way to enter a date is by clicking on the calendar icon next to any date field

and selecting the date.

Date Expires: |12/31/2007

of the screen to fill in today’s date.

December, 2012
Mo Tu We Th Fr

3 4 5 85 7
0 11 12 13 14
18 19 20 21
2425@2725
1 2 3

4

BHE e R
]

Today: December 26, 2012

»
Sa

26 27 2 29 30 1

g
15
22
29

5

= Click on any day to fill in that day’s date.

=]

The current day is highlighted. Click on the highlighted day or select Today at the bottom

= Use the arrows to the right and left of the month to go forward or backward a month at a

time.

= Click on the Month/Year field for a drop-down list of the months for the current year.
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= Click on the left arrow next to the year to view the 12 months of the previous year.

= Click the right arrow next to the year to view the 12 months of the next year.

Enter Date Manually
= Click on the field you want to fill out.

= Type in the date.

Pick List (Drop-down list) Fields: Single Selection

This type of pick list is most easily identifiable by the down pointing arrow to the right of the
field. Admins can customize the items on each pick list. Each field has its own pick list. The
easiest way to make a selection is:

1. Tab to or click on the field you want to complete.

2. Start typing directly into the field. As you type, you are automatically taken to the options
matching the letters you enter.

3. Once you have landed on the selection you wish to choose, tab or click off of the field to save
it and move to the next field to complete.

Or, if you are unfamiliar with the available options, you may:
1. Click the down-pointing arrow to display the available choices.
2. Click on an item from the list to select it.

3. Tab off of the field to the next field to select the name you are on and move to the next field.

Pick List Fields: Single Selection - Internal Contact Master

This is also a single selection pick list. However, all internal contact lists, with the exception of
the Consulting Firm/Broker contact on the Summary tab, point to one master contact list. Even
though you may have field labels that display roles like Sales Rep, Proposal Writer, Client
Services Rep, Underwriter, Portfolio Manager, etc., everyone on your internal contact list is
displayed when you select an internal contact pick list to choose from.

Use the Single Selection Pick List method for choosing a contact name.

SME:  Smith, Cindy M=

You may view the contact information for the person chosen for any internal contact field by
clicking on the card ®=licon to the right of the field.
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betty. manning@proposalso

Multiple-Selection Pick List
The multiple-selection pick lists allow you to make one or more selections. To use this field:

1. Use the vertical scroll bar to scroll down to see all of your options.
2. Check the box to the left of the item to select it.

3. Continue checking the boxes until you have made all your selections.

i All Vehicles -
Commingled Fund @
Commingled or Separate
[] International Fund

Edit Values: Edit/Add to Pick Lists

Add a New Client Name
If your database administrator has given you permission to edit or add to a pick list:

1. Click on the icon to the right of the field for which you want to edit the pick list.
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The following Label Definition screen is displayed.

Lakbel for Screen: Label Description:
|Client Mame |ﬁ|C|ient Mame |

User must complate fizld before saving
I:l User must complate fizld after Ship Date
D Only Administrators can edit this field
I:l Only Administrators can add or edit Pick-Lists
D Update Calendar
I:l Default Value es'
I:‘ Disable Field
Required on Ad Hoo Sales Doc

More Info ” Edit Values ‘ | Save || Cancel

2. Go to the bottom of the screen and select Edit \VValues.

| Edit Values |

3. An Edit Options screen will appear. The screen will vary somewhat based on the type of field
you are editing. For example, the Client Name field on the Dashboard and all contact name
fields contain additional fields within the Edit Values and allow you to store more
information such as title, email, phone and more.
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3. Click the Add button on the bottom of the screen.

4. Enter the value you want to add to the list.
5. Click the Save button to save the new name.

6. Click Close to exit the screen.

Add an Internal Contact
1. Select any proposal from the Dashboard.

2. Click on the Summary tab.
3. Scroll down to the bottom of the page to the People area.

4. Choose any field displaying the Rolodex icon.

People
internal Contact 1: | [=]E=]
Internal Contact 2: | m=
. -
HadlEianaget |Mar1r1ing, Betty EllE
internal Conact 3: | [=]|E=|
internal Contact 4: | [=]E=]
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5. Click on the ? icon. The Label Definition screen is displayed.

Lebel for Soeen: e Label Desaription
Bid Manager =» Bid Manager

User must complete field before saving
User must complete field stter Ship Date
Administrstor editing only

Administrster adding er editing of Pide-Lists
[ Updste calensar

D Default Value “es
Disable Field

\st keep the same meaning of field!

[ Morelnfo || EditValues | Save || cancel

6. Click Edit VValues.
7. Click Add

|

— & e | |
L.Ej Berardino, Kevin A | Middie Name: | | [V Clientservices Re ~
[B=| Charland, Colleen P

B2 DAngelo, Marla Last Name: | | M consultantAnalyst

B=| Dion, Trina User Name: | v| [/ Owner

BI=| Dungan, Tammy Title: | ‘ [ Portfolio Manager

[B=| Epps, Karen Phane: | ‘ [V Proposal Writer

[BIE| Hatcher, Leslie Extension: | ‘ [V Responsible

L.Ej Heffter, Steven Fax | ‘ ™ Revi

L!;% Manning, Betty Email: | ‘ [w Sales Manager

Lliij Marston, Leah SEU- | ‘ A writerz

[B=| Nelmon, Nick Department | V| P L
[B=| Peters, Molly Writer3

B Smith, Cindy v

Lm=] Smith_John

8. Fill in the contact information. Be sure to fill in at least the name and email-address.

9. The list of checkboxes on the right allow you to select or de-select which contact fields a
contact name will be shown in. All contact fields will be selected by default. The fields listed
under Proposal Lists are the Dashboard fields. Scroll down to see Search Lists, which shows
all Search attribute contact fields.

10. Click Save.

11. Click Close.
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Building Parent/Child Relationships

Overview

The Parent/Child feature allows administrators and content managers to manage documents that
have parent documents in one language and child documents in one or more additional
languages.

Following is the Parent/Child relationships best practices workflow:

1.

Gather all or singular parent documents using the Verify module for export/email to content
experts. This emails the documents in batches instead of by the individual document.

Receive updated parent documents back from content experts, review, and use preferred
method to move the updates to the SmartCart Inbox .

Once all parent documents are available in the SmartCart Inbox, approve all documents at
once to PMAPS. The approval process automatically checks the “Needs Translation” box
and enters the approved date as the “Needs Translation Date” for all child documents
associated with only the parent records that had actual edits to the document contents. If just
an attribute is changed, the box is not checked.

The next time a Sales Doc is generated using the newly approved documents; the new
information is pulled into the Sales Doc.

Content managers for each child language filters by the language and the Needs Translation

field. They use the Download All “!‘;,M.. option to download the documents as individual
files to send to the translation services team. If there are minor changes to a child document
and the content manager determines the document can be edited locally and not sent to
translation services, the content manager may manually update the document using the Edit
Document function.

Once the updated child documents are received from the translation services team, the
content managers save the files to a folder and use the Upload Documents feature to import
the updates back into the system. This action will un-check the Needs Translation box and
will also remove the Needs Translation Date.
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There are two permissions related to this functionality: Multiple Doc Download and Multiple
Doc Upload. Any user may manage these documents provided the administrator grants
permissions to these two features.

aysah @ Q0O Q000000 COO0OCQRQIOCOQOOO

The person managing these documents must also have permission to Run Verify Process.

ayswh & O 00000000 C0CO0OCOCCGCERQIOO0O0

Following are sections detailing instructions on setting up and using the Parent/Child feature.

Set Up Templates for Parent/Child Documents

1. Determine which languages are required and add the names of the languages to the Language
drop-down list. This field is located in the Search module on the Attributes tab.

Structure Details

-] -1

Language: | gpanish -

Release Stage:

(-]

“PRS
Chinese(Simplified)
Chinese(Traditional)
English (UK)

Main Topic:

[-4]]

Sub Topic:

-]

French
German
ltalian
Japanese
Korean
Master (US)

Portuiu esiBraziIian‘

Sub Topic 2:

3]

Short Description:

3]
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a. Click onthe ? icon. The following screen is displayed.

Label for Soeen e Lol Desiption
Language @ Language

User must complete field before saving
[[J user must complete field after Ship Date
Administrator editing anly
Administrator adding or editing of FickLists
[ update calendsr

[ Defautt value ves:
Dissble Field

[ Moreinfo | Edit Values | Save | Cancel

b. Click Edit \Values to build the pick list.

c. Click the O icon to add a new language to the pick list.

Chinese(Simplified 0
Chinese(Traditional)

English (UK) -
French e
German _
ltalian Q
Japanese

Korean

Master (US) e

Portuguese(Brazilian) =
Spanish

Sae || Cancel

d. Save.

e. Repeat a-d to add the remaining languages to the list.

Create/Upload Templates for Each Language
You may create a separate template for each language.

1. Select the Administration icon & Administrtion from the Navigation toolbar. (You must be
assigned an Administrator license in order to perform this step.)
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2. On the left-hand navigation bar, select the last option Document Templates. The following
screen is displayed.

Ciick To Opan In Hew Window
[Emees ] “PRS o PRE.dot Upload. .
Chnese(Simplified) 5 2 Inch KIS [Chinese Simplified) Styles.doc Upload...
Chinese(Traditional) . 8 2 Inch KB (Chinese Traditinnal) Syles.doc Upiload
English (LK) o  Tnch KB (UK) Styles.des Upiload
French o 2 inch KB (French] Styles.dec Upload...
e German L} Zinch KI [German) Styles.doc Upload...
Othur Suttinus 1
o Replaoemars Irakan o 2 inch KB (1rafian) Styles.doe Upload...
Erad Samngs Japanese o 2 inch KB (Japanese) Styles.dns Upload
= Korean L8 2 inch KB (Korean) Styles.doc Upload...
Dacument Templates 4
Master (U5} a Zinch ki (U%) Styles.doc Upload..,

3. Select the language you wish for which you would like to upload the template.

4. Click Upload. Windows Explorer opens to allow you to choose the appropriate template
from your network. The uploaded file must end in .doc or .docx only.

File name: German template doc v |ANFies () -

5. The file name is displayed in the Description column.

Add New Document with Parent/Child Relationships

1. Click New Document to add the parent record. This selection determines which document is
the parent. Even if you do not have the parent version of the document but have the content
for one of the child documents, proceed and select the parent template. The text in the parent
document is always sent out on all the child documents for translation. Be sure to make your
selection with that in mind.

Add NewDocument |t
pmaps Web =

Add new document from this template:
0 PLA ECTED

NO TEMPLATE SELECTED
“PRS

Chinese{Simplfied)
Chinese(Tradtional)
English (UK}
French

Geman

ltalian

Japanese

Korean

Master {US)
Portuguese(Brazilian)
Spanish

PMAPS User Manual - Appendix 133 Rev: 7/8/2015



2. Select the parent record language from the list.
[ Add Nevf DocumEn't‘ g
pmaps Web =

Add new document from this template:
| Master (US) -

—» [ Cee ][ Ccel |

3. Click Create. The new, blank Q&A record is displayed.

4. Enter or copy and paste the text into the document. If you do not yet have the parent record
content, you may use the Edit Document function to paste the content you do have into the
appropriate child document. Just be sure to go back and enter the content in the parent
document before you send the parent documents out for update.

5. Click on the Attributes tab to fill in the attributes or select an attribute group from the drop-
down list. See Create an Attribute Group in the user manual for more information on
creating attribute groups.

6. Click Save. The following screen displays.

(s e — -
Save Options u
. ~
pmaps Web -
TV
@ Save Without Requesting Compliance
(©) Save to Smart Cart
() Save To Smart Cart and Request Compliance Immediately (SME wil be notified)
| Options
| [¥] Overwrite existing Q & A Create Child Relationships

l Due Date:

["] save an icalendar Event

MNotes:

7. If you need to send the new content out for review, choose Save to SmartCart or Save to
SmartCart and Request Compliance Immediately (SME will be notified). The Due Date is
mandatory if you choose the last option. You may also enter notes at this point.
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Since we have the parent record content, in this example, choose Save Without Requesting
Compliance.

8. Under the Options section, check Create Child Relationships. A drop-down list is displayed
with all languages automatically checked. If you wish to omit one or more child documents
for any of the listed languages, uncheck the box(es) and click Save. This automatically adds
an additional empty Q&A record for each selected language.

Options

[7] Overwrite existing Q & A Create Child Relationships

Due Date: R *PRS
Chinese(Simplified) @
Chinese(Traditional)

English (UK)

French -

L3

[] save an iCalendar Event

9. Once refreshed, the search results screen displays all child documents successfully added.
Only the parent document includes content at this point. The child documents are still
empty. The documents will contain content once they go through the translation process.

10. Click on the Related tab to show the relationships of all 12 documents to each other.

. aChidCosRgumfos

Each document can be 3 parent or 3 child. |If you make this document a child, you may pick 3 single parent document
for it. If you make this document a parent, you may pick one or more children for it.
Relation Type: Farent with 12 children
Document 10:
3 Add Related Document 3 Add Child Document
| Doumet  Summryiomaton  Reson  Legmge
q\ 10178 Sample Question Mumber 1 Child French C’g
q\ 10178 Sample Question Number 1 Child Japanese 08
q\ 10178 ‘Sample Question Mumber 1 Child German 08
e\ 10181 ‘Sample Question Mumber 1 Child Spanish og
q 10171 ‘Sample Question Mumber 1 Child “FRS C’g
q‘ 10177 ‘Sample Question Mumber 1 Child Itslizn og
q 10178 ‘Sample Question Mumber 1 Child Horaan og
q\ 10173 ‘Sample Question Mumber 1 Child ‘Chinese(Traditional) 08
q\ 10182 Sample Question Number 1 Child Test Templats 08
q\ 10180 Sample Question Number 1 Child Portuguese(Brazilian) 0g
q\ 10174 Sample Question Numbsr 1 Child English {UK}) 08
q\ 10172 Sample Question Numbsr 1 Child Chinese(Simplified) 08
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Send Parent documents out for update
1. Filter for all or a portion of the parent documents.

a. Make sure your search options are set to PMAPS only. For Parent/Child documents only
Q&A document types may be sent out through the system for update. If you have just
changed this from any other option, be sure to click Save Preferences to save your choice
as your default.

\ | m ClearSearch  Hide Options
%‘“ @ All Words @ Al Expires: - [7]use Synonyms
(@) PMAPS Only . O AmyWord (7 Compliant i

H Save Preferences

() Question Only | (D) ExactPhrase | @Nuﬂ-Compliarlé
(©) Summary Field Only -

b. There are three options for filtering parent documents:
1)  Filter under Is Parent using quick filter for single choice (right-click):

Right mouse click on a True value in the Is Parent column.

% True False Master (US)
% True False Master (US)

Q\ True False Master (US)

% True False Master [US)

ii) Filter by Is Parent using quick filter for multiple choice (funnel):

(1) Select the funnel icon in the column header of the Is Parent column.

Q\ True False Master {US)
Q\ True False Master {US)
Q\ True False Master {US)
Q\ True False Master {US)

(2) Check the True box.
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Is Parent |

Uncheck &ll Checkall Show All Options  Remove This Filter

— . B
False 5638
frug 462

(3) Click Apply.

iii) Filter by Language column if a specific language is always the parent using quick
filter for single choice (right-click):

Right-mouse click on a Master (US) value in the Language column.

I-j\ True False =i Master (US)
Ij True False Master (US)
I& True False Master (US)
I-j\ True False Master (US)

iv) Filter by Language column if a specific language is always the parent using quick
filter for multiple choice (funnel):

(1) Select the funnel icon in the column header of the Language column.

f Q\ True False Master (US)
i Q\ True False Master {US)
f R True False Master (US)
f Q\ True False Master {US)

(2) Check Master (US) or value that is your language master.
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Language

Uncheck All CheckAll Show All Options Removwe This Filter

.
French 444
Cerman 444
Italian 430

Japanese 430 T
Korean 423

[ ‘WebPro Filte

Y. Haster U] 468 i
Portuguese(Brazilian) 424
Spanish 430

(3) Click Apply.

At this point, you may process all of the parent documents or further filter by
any other Attribute to select fewer documents.

If your database is segmented by Sales Docs documents versus the Q&A
Records, be sure to select that filter as well.

2. Use the Verify module to put the parent documents in the Smart Cart for emailing to the
SMEs:

a. Click the Verify icon.

QE i NN 7, o lwe

b. Click OK to confirm.

Message from web,

@ Are you sure you want to run the verify process on these results?

| [ o |

c. Your selected documents are displayed in a table.
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d. Choose Add to SmartCart Pending Tab.

Internal Review Only - Create document(s), but do not email ar track in Smart Cart

(@ Open Documents Using Weord (put all documents in one file)

Save Documents In Folder |C:‘n.Users‘-,E=e1:ty Manning\Documents

Add to Smart Cart — Sends document to SME and adds to Smart Cart

i@ Add to Smart Cart Pending Tab

e. Click Submit.
3. Use the SmartCart module to email or download the documents for sending to the SMEs:

a. Click on the SmartCart icon on the Navigation toolbar.

Smart Cart

o H”Seamh *ﬁ m e »Z e

b. The SmartCart - Compliance screen appears.

. - By E—
P“""“M'r ] T L) ] B B B o Reuests o Requests (35) v

View 51 Hems e Page Bt Fites Page:1

cite Knowledge Festure incite Knowledge Manager PMAPS '
E WasEra FMIAPS WasPro Fastures owledge Bases Database View 128807 Steven Heffier Sun 1112808 [ S
multipls knowlsdge basss in 2 single Ul YES YES PMAPS WebPro

How was PUAPS developed? PUAPS wes developsd from the
[m] ﬂ ground up. A fesm of marksting and
mentns, fracing the sntire propessl er

37 Steven Heffier Wed 11/11/08

1115 Colleen.Charland ~ Tue 11/24/09

]
Lo

7]
]
@
@

E Describe your best practices workilow 558 Steven Heffier Wed 1174108

Any documents you previously added to the Smart Cart through a compliance request,
verification request, or have manually added are ready to be sent.

c. Click the box n in the first column heading to select all documents at one time (or
manually check selected documents if desired).

d. Click Request Compliance (emails the documents directly to the SME of record using a
generic email template)

3 o
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D)

i)

if).

iv)

v)
vi)

vii)

To Request Compliance the following dialog box is displayed:

[ Include Notes Due Date: | | _ﬁ|
Include Hist
[ tnciuds History [] bownload an ICAL Reminder.
[]nclude Attributes
[] Attach an ICAL Remindsr.
Change the SME Add CCs to email
[[]changs [
[] Add notes to the items
1 Document Selected L QK ” Cancel l

Do not check Include History unless you want to include a report for the usage

history of each record within the file you are sending to the SMEs.

Check Include Attributes to include important record information.

If you need to change the SME, click to check that box. An internal contact list is
displayed allowing you to change the person to whom you are sending the email. It

does not change the SME on the document.
Click Add notes to the items if you want to include additional notes.

Enter or select a Due Date from the calendar.

Click Download an ICAL Reminder if you want the Due Date to appear on your

local email calendar.

viii) Check Attach an ICAL Reminder if you would like to send it along with the
documents so that email recipients may also have a reminder on their calendar.

iX) Click Add CCs to email if you would like to send the document not only to the

identified contact (SME), but also additional recipients.

Download SmartCart Iltems

Instead of emailing your documents to the SMEs directly, you may want to download your
documents to your computer and manually attach them to emails. To download your documents:
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1.

10.

11.

Click Download. The following dialog box appears:

Mark downloaded items as sent.

[ Include Notes

Include History
Include Attributes

|| Add notes to the items

1 Document Selected | oK ][ Cancel

Click Mark downloaded items as sent to move the items from the Pending tab to the Sent tab
in the SmartCart.

Click Include Notes to include the notes you entered in the Request Compliance Options
window.

Do not check Include History unless you want to include a report for the usage history of
each record within the file you are sending to the SMEs.

Check Include Attributes to include important record information.
Click Add notes to the items if you want to include additional notes.
Click OK.

A confirmation of the number of documents you are downloading is displayed. Click OK to
continue.

continue?

@ You have selected to download 1 documents, Do you want to

Click OK to continue and open the downloaded document to your computer.

Attach the downloaded file to an email, add the desired message, and send to the
document(s) expert.

Once the content expert returns the updated documents file to you, use the email or shared
folder method to return the file to the system via the Indexer.
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v TIPS

++ Before you approve the updates into the system, you may want to go to the sales doc
that is going to be refreshed and generate a copy to save.

% Instead of over overwriting the existing sales doc, go to the Sales Doc module (on the
Navigation toolbar), make a copy of the current sales doc, and change the sales doc
name to include the new version number.

12. Once all the outstanding parent records are all returned to the Inbox, approve the documents
back into the system. If your documents are linked to sales docs, it is very important to
approve all the documents at the same time so that the sales docs linked to the new content is
all refreshed at the same time to prevent mixed versions in the same document.

Status when in SmartCart

When any document is in the Smart Cart, a note is displayed to show the user that it is in review.
This will be displayed if the person requesting compliance requested it on the entire doc, and
choose to overwrite the existing document, not create a new one.

c i has been req| on this D Comgliant Docs . Mon-Comeliant Decs . Fer Bid Docs
Vlew Items per Page Modify Columns Reset SortiFilters Page: 1

“7 Tupe “7 Region “ 7 Main Topic “ Sub Topic Summary Text *# Document ID “7 Strateay “7 Date Expires

@ @ usA Marketing External Links Pleese provide any recent news olips on your ... 232 1/20/2010
L

| >

Once the document is returned, follow the SmartCart Inbox process updating documents within
your PMAPS application. The update will be reflected automatically in the Search module.

Click the Edit Document icon to open the document and edit from within the SmartCart.

Send Child Documents for Update

As part of the Parent document approval process described in the previous section, every
associated Child document, which is returned with content edits, is automatically flagged in two
ways. The Needs Translation box is checked and the Needs Translation Date is populated with
the date the parent record was approved back into the system. To send child documents out for
update:

1. Create a folder on your computer to download the child documents.

2. Content managers for each child language filter by the language and the Needs Translation
field.
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3. Use the Download All “emisimmoption to download the documents as individual files to the
folder you created in Step 1. This method better facilitates the process of sending documents
to the translation services team.

4. Check the Download parent record with current ID to send the parent version of the record
for each associated child document.

The child document that is downloaded is actually the parent version of the document, but it
is linked to the child version. For example, if your parent documents are English (US), and
you are downloading the French documents to be translated, the French document is
downloaded and overwritten with the English (Parent) version of the record for translation
purposes only. The document being downloaded is a copy of the French (Child) document.
The French (Child) document is still available for use during the update process.

v TIPS

% If there are minor changes to a child document and the content manager deems the
document can be edited locally and not sent to translation services, the content
manager may manually update the document using the Edit Document function.

5. Check the Flag child document to capture the Date Downloaded and Downloaded By
information on the Attributes tab of all the child documents being downloaded.

H Download Multiple Decuments - u
pmaps Web -
Sawve Individual Files To:
C:Users \Betty Manning“Desktop'/Farent Child Test
Download parent record with current ID
Flag child document
Open folder when completed [ Lo ] [ P ]

6. Email or otherwise deliver the downloaded documents to the translation services team.

7. Once all the updated child documents are received back from the translation services team,
content manager save the files to the folder created in Step 1. If you would like to save the
original file that went out for translation, move them to another folder.

v TIPS

++ Before you approve the updates into the system, you may want to go to the Sales Doc
that is going to be refreshed and generate a copy to save.

% Instead of over overwriting the existing sales doc, go to the Sales Doc module (on the
Navigation toolbar), make a copy of the current sales doc, and change the sales doc
name to include the new version number.
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8. Click on Upload Docs L to process the updates back into the system. This action will
un-check the Needs Translation box and will remove the Needs Translation Date.
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Reproduction, modification or distribution of this material or any portion thereof, is herehy
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