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SmartLibrary Overview

Nintex SmartLibrary is a cost-effective solution that extends SharePoint Team Site
libraries to include advanced document management features such as workflow,
document undelete and auditing.

SmartLibrary’s low entry cost and rapid implementation (less than 30 minutes) assures a
quick win and provides a solid, stable and secure product that plugs into Microsoft
SharePoint.

Installation is required only on each server, and that’s it! Standard Operating
Environments are not affected.
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SmartLibrary: Administration Console

Thank you for purchasing Nintex SmartLibrary. To get started please read the following
carefully.

SmartLibrary is installed with an Administration Console that facilitates all administrative
tasks for the server. This document will guide you through the steps required to get your
Nintex SmartLibrary setup.

SmartLibrary Administration Console Help

Setting up SmartLibrary

Defining Automatic Deletion Settings

Defining Notification Service Settings

Enabling Sharepoint Events for Document Libraries

Setting up SmartLibrary

When SmartLibrary is successfully installed there are a few initial administration tasks
that need to be completed before the product will work on your Windows Sharepoint
Services server. These tasks include:

e  Supplying administrator credentials for the system to use when performing
background tasks;

e  Supplying your license key.

To enable SmartLibrary to provide features such as Auditing and Undelete of
documents, it requires an account with credentials, to perform these tasks. Click on the
‘Credentials’ button to display the Credentials form. The following screen will display.
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Enter the Account Name, Password and Domain of an account with Administrator
privileges on your server. Nintex recommends that this account not be an active user in
Windows Sharepoint Services.

Enter the license key provided by Nintex into the License key box and click the save
button. When prompted to restart IIS, select yes so the changes are saved.

The application will return you to the front page and you will notice at the bottom of the
page are the details of your license code.
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Defining Automatic Deletion Settings

This feature, when configured, will allow you to permanently delete old Deleted ltems on
an automatic schedule.

On the front page of the SmartLibrary Administration Console you will notice a button
titled ‘Deletion Settings’. Click this button to view the ‘Deletion Settings’ form.
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To enable this feature of SmartLibrary check the ‘Enable Auto Deletion’ check box. The
automatic deletion settings will become editable. These settings are described as
follows:

e Keep deleted items for This setting defines how long a document should
remain in its library’s “Deleted ltems” section. For example, if this value is set
to ‘1 Day’ a deleted document deleted from a document library will remain in
the deleted items folder for 1 day. When the auto-delete service runs next, if
the document has been in the deleted items folder on the site for longer than 1
day, it will be automatically and permanently deleted.

¢ Run Every This setting defines how often the auto-delete service should run.
It can be configured to run on a daily or weekly basis. The number of days or
weeks between executions of the service is defined by the number property.

¢ Time This setting defines at what time the auto-delete service should run.
Nintex recommends setting this value to a time that your Windows Sharepoint
Services server is not expected to be busy. Note: The time property is in 24hr

time format. Level 8
. . . 451 Little Bourke Street
e Advanced Schedule If you wish to set advanced settings on the automatic Melbourne 3000

deletion service, click the Advanced Schedule button and the scheduled task

. . : Victoria Australi
properties window will open. e S

Click ‘Save’ to save the settings or ‘Back to Menu’ to return to the front form without T +61396069;
saving. F: +61 39606 92
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Defining Notification Service Settings

SmartLibrary has the ability to send approval Reminder and Escalation emails when
documents are not being approved in a timely fashion. Configuring the Reminder and
Escalation email settings are done via Customizing Notification Settings when creating
workflows.

On the front page of the SmartLibrary Administration Console you will notice a button
titled ‘Notification Settings’. Click on this button to view the ‘Notification Settings’ form.
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To enable this feature of SmartLibrary check the ‘Enable Notifications’ check box. The
notification settings will become editable. These settings are described as follows:

¢ Run Every This setting defines how often the service should run. It can be
configured to run on a daily or weekly schedule. The number of days or weeks
between executions of the service is defined by the number property.

¢ Time This setting defines at what time the service should run. Nintex
recommends setting this value to a time that your Windows Sharepoint
Services server and mail server are not busy. Note: The time property is 24hr
time format.

e Advanced Schedule If you wish to set advanced settings on the Notification
service, click the Advanced Schedule button and the scheduled task
properties window will open.

Enabling SharePoint Events for Document Libraries

By default, SharePoint does not enable events for document libraries. Follow the
steps below to enable events for document libraries. Events are enabled on a
per virtual server basis. Therefore, when you enable events, you enable them for
all sites created on the specified virtual server.

On the server with Smart Library installed, click ‘Start’, point to
‘Administrative Tools’, and then click ‘SharePoint Central Administration’.

In the ‘Virtual Server Configuration’ section, click ‘Configure virtual server
settings’.

On the ‘Virtual server list click the virtual server that you want to enable.

On the Virtual Server Settings page, in the ‘Virtual Server Management’
section, click ‘Virtual server general settings’.

On the ‘Virtual Server General Settings’ page, in the ‘Event Handlers’
section, in the ‘Event handlers are’ box, select ‘On’, and then click ‘OK’.

Installation and configuration of SmartLibrary is now complete.
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SmartLibrary: Configuration

To use SmartLibrary in a Windows SharePoint Services (WSS) site, SmartLibrary
functions need to be “switched on”.

Enabling SmartLibrary allows Audit Log, Document Undelete and optionally, Workflow
functions.

Configuration Help

Enabling a SmartLibrary Team Site

Disabling a SmartLibrary Team Site

Enabling a SmartLibrary Team Site

Select a View

All Documents

Explorer View

Navigate to the team site that is to have SmartLibrary enabled;
Create a new document library or open an existing document library;

Click 'Modify settings and columns' in the left menu bar:

e HR Department documentation
=

||_] Mew Document | [} Upload Document | Sy New Folder | ﬁFiIter | %Edit in Datashest

Type Name Modified A Modified By Checked Out To

There are no items to show in this view of the "HR Department documentation” document library. To create a new item, click "New
Document” or "Upload Document” above.

Actions

o Alert me

& Export to
spreadshest

The 'Customize' page will be displayed;

Scroll down to “SmartLibrary Settings” (at the bottom of the page):

SmartLibrary Seftings
_@ Smarilibrary extends Sharefgint libraries to inclede features such as advanced workflow, auditing, secondary
= publishing and file undelete.
instalbed Froduct Versio 2.1.0
narilibrary Enabled No

@ Change SmartLibrary settings

Click on “Change SmartLibrary settings” and the “SmartLibrary Settings” page
will be displayed.

In the “Enable SmartLibrary” section enable SmartLibrary by selecting the “Yes”
radio button. This enables the Audit Log and Undelete functionality of
SmartLibrary.

To enable the workflow functionality of SmartLibrary check the ‘Require content
approval for submitted items box

After creating a new view in a document library (for example, a new column
type), the Smart Actions in the left navigation area of SmartLibrary-enabled team
sites disappear. To make them reappear, the “Reapply Smart Actions” box is
checked. ltis a form of “refreshing” the view.
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@ SmartLibrary Settings: Sale Team Documents

Uz thiz page to change the Smartisbrary sattings for this hbrary.

Installed Product Version 210

Us= this informaton if you have any quenss abaut Smartidbrary.

Enable SmartLibrary Enzble Smartlibrary?

Upgrade this library 8o use Smartlibrary features such as awditing, @Ye’ O b

wndalete and advanced workflow. Mors information on SmartLibrary. El Require cantent appreval for subrmitted

files.

Advanced Actions |:| Reapply Advanced Achions

Mewly created library views may nat have the SmartLibrary ‘Advanced

Actions” navigation menu. Reapply ‘Advanced Actions’ to apply the

‘Advanced Actions” navigation menu to these views.

Switching content approwval on and off will cause the "Advanced Actions’

links to go messing for the 'Approve/Aeject items’ view and the 'My

Submissions’ view.

L ok ][ Coencel |
. Click 'OK’;
. o . .

. You will return to the ‘customize’ page. Scroll down to SmartLibrary Settings and

confirm that SmartLibrary has been activated by the addition of extra menu
options. If you only chose “Enable SmartLibrary” you will see the option ‘Manage
workflows’ — this lists all the workflows that have been created for this document
library and identifies them by their unique URL. If you applied workflow
functionality through checking ‘Require content approval for submitted items’
you will also see the option ‘Define Workflow’. Clicking this option will display the
default workflow for the document library and allow editing of the workflow.

" Click on “Go Back to (document library name)” to return to the document library.

Disabling a SmartLibrary Team Site

o Navigate to the team site that is to have SmartLibrary disabled;
o Click 'Modify settings and columns' in the left menu bar:
) QR Department documentation
Select 3 View \L] New Document | [} Upload Document | i New Folder | VFilter | B2Edit in Datasheet

All Documents

- Type Name Modified A Modified By Checked Out To
Explorer View

There are no items to show in this view of the "HR Department documentation” document library. To create a new item, click "New
Document” or "Upload Document” above.

Actions

8 Alert me

B Export to
spreadshest

. The 'Customize’ page will be displayed;
. Scroll down to “SmartLibrary Settings” (at the bottom of the page):
Level 8
SIAN: bonty Seumgn 451 Little Bourke Street
@ mﬂ;&;ﬁ;";ﬁeﬁ:rﬁir::mi"t libraries to inclede features such as advanced workflow, auditing, secondary ME“]OU me 3000
Installed Product Vers 2.1.0 Victoria Australia

8 Change SmartLibrary settings T: +61 3 9606 222 1l
F: +61396069299
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Click on “Change SmartLibrary settings”;
The SmartLibrary settings page will be displayed;

Select “No” in the “Enable SmartLibrary” section:

@ SmartLibrary Settings: Sale Team Documents
Uee this page to change the SmartLibrary settings for thes library.
Installed Product Version 240
Use this information f you have any gusries about Smartbibrary.
Enable SmartLibrary Enable SmartLibrary?
Upgrade this library to use SmartLibrary features such as auditing, Cives @ No
undelete and advanced workflaw. More information on SmartLibrary.
Advanced Actions [ reapply Advanced actians

Newly crasted Bbrary views may not have the Smartlibrary 'Advanced
Actions’ navigation menu. Reapply "Advanced Actions” to apply the
‘Advanced Actions' navigation menu to these views.

Switching content approval on and off will cause the "Advanced Adtions’
links te ga missing fer the ‘Approve/Reject items' view and tha "My
Submisssons’ view.

Note: If content approval has been enabled previously this option will now appear
dull and can not be disabled through check box. Workflow options will disappear
along with the Advanced Actions menu in the document library through the
Enable SmartLibrary “No” radio button being selected.

Click 'Ok’;

The “customize page is now displayed, scroll down to “SmartLibrary settings” and
you will see that SmartLibrary is now NOT enabled

SmartLibrary Settings
i SmartLibrary extends Sharefaint libraries to inclede Features such as advanced workflow, auditing, secondary
- publishing and file undelete.
ol e 2.1.0
smartlibrary Enabled Ho

@ Change SmartLibrary settings
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SmartLibrary: Upgrading an Existing Document Library

SmartLibrary-enabling an existing Document Library that already contains documents
can cause delays due to the way that the Undelete feature works. Please read below for
details.

Upgrading and Existing Document Library Help

Navigating to the “SmartLibrary Settings” section

Enabling SmartLibrary functions

Consequences of Enabling SmartLibrary

Navigating to the “SmartLibrary Settings” section

o Navigate to the team site that is to have SmartLibrary enabled.

. Open the existing, pre-populated document library.

o Click “Modify settings and columns” in the left menu bar.

. The 'Customize' page will be displayed.

. Scroll down to “SmartLibrary Settings” (at the bottom of the page).

SmartLibrary Settings
Smarilibrary extends Sharefoint libraries to mclede features such as advanced workflow, auditing, secondary
= publishing and file undelete.
R 4
cmartLibrary Enabled Ha
@ Change SmartLibrary settings

Enabling SmartLibrary Functions

. Click on “Change SmartLibrary settings” and the “SmartLibrary Settings” page
will be displayed.

. In the “SmartLibrary Active” section enable SmartLibrary by selecting the “Yes”
radio button. This enables the Audit Log and Undelete functionality of
SmartLibrary.

'\";f) SmartLibrary Settings: Sale Team Documents

Us= this page ta change the Smartlsbrary settings for this hbrary.

Installed Product Version 2.1.0

Us= this informaton if you have any quenss abaut Smartbbrary.

Enable SmartLibrary Enable Smartlibrary?
Upgrade this library to use Smartisbrary festures such as suditing, @Yes O No
undelete and advanced workflow. More information an Smartlibrary. Require content approval for submitted
files.
= Level 8
Advanced Actions [reapply Advanced Actions 451 Little Bourke Street

Newly created library views may not have the SmartLibrary 'Advanced
Actions” navigation menu. Reapply "Advanced Actions’ to apply the Melbourne 3000
‘Advanced Actions” navigation manu 1o these views. N i
Switching content appreval on and off will cause the "Advanced Actions’ Victoria Australia
links to go messing for the 'Approve/Reject iterms’ view and tha 'My
Submissians’ view.

T: +61396069222
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. After creating a new view in a document library (for example, a new column
type), the Smart Actions in the left navigation area of SmartLibrary-enabled team
sites disappear. To make them reappear, the “Reapply Smart Actions” box is
checked. ltis a form of “refreshing” the view.

. Click 'OK'.

Consequences of Enabling SmartLibrary

A notable consequence of Enabling SmartLibrary functions in a pre-populated Document
Library is that the Undelete functionality works by creating a copy of the file into a
“shadow” folder. That way, when a document is erroneously deleted from a
SmartLibrary-enabled Document Library or sub-folder, an up-to-date copy can be used
to restore the file. Consequently, every file in the Document Library has to be copied
before the Document library can be returned to regular service.

Files are copied in blocks of 10 and a progress bar displays the status of the process.
Canceling the enablement during the copying process will prevent further files from
being copied (after “Yes” is clicked in the confirmation box) but will not reverse the
process. Files already copied to the shadow folder will not be deleted.

. Once the file copying process is complete, you will return to the ‘customize’
page. Scroll down to SmartLibrary Settings and confirm that SmartLibrary has
been activated by the addition of extra menu options. If you only chose “Enable
SmartLibrary” you will see the option ‘Manage workflows’ — this lists all the
workflows that have been created for this document library and identifies them
by their unique URL. If you applied workflow functionality through checking
‘Require content approval for submitted items’ you will also see the option
‘Define Workflow’. Clicking this option will display the default workflow for the
document library and allow the creation of a new workflows.

. Click on “Go Back to (document library name)” to return to the document library.
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SmartLibrary: Security

SmartLibrary allows you to change permissions at both the Team-site level and at the
Document Library Level.

SmartLibrary Security Help
Adding a User to a Site

Inherited Permissions

Assigning site-wide (global) Permissions

Adding a User to a SmartLibrary-enabled Document Library

Assigning Document Library Permissions

Adding a User to a Site

. Browse to the site to which you wish to add a user as a site Administrator.

o Click 'Site Settings' in the top menu:

¥ Home Documents and Lists Create Site Settings Help

o Click the 'Manage Users' link under the 'Administration' heading:
Site Administration

Use the links on this page to perform administrative tasks, such as changing permissions, selecting regional settings, viewing usage
statistics, and managing sites.
Users and Permissions
f _&ﬂ Use these links to manage permissions for your site, including users, site groups, and anonymous access.
l @ Manage permission inheritance

B Mana

B Manage site groups
B Manage anocnymous access
B Manage cross-site groups

B Manage access requests

. If “Manage users” does not appear, please go to the Inherited Permissions

section.
. Click the 'Add Users' link in the menu bar:

‘= Add Users | ¥ Remove Selected Users | 3 Edit Site Groups of Selected Usars

. Enter the details of the new users in the 'Users’ textbox under the 'Step

1:Choose Users' heading;
. Enter the user's name in the format DOMAIN\UserName or

username@domain.com.To add multiple users, separate the users with a

semicolon (;). Level 8

451 Little Bourke Street

. Select the user's site group under the heading 'Step 2:Choose Site Groups'.and Melbourne 3000

click 'Next' Victoria Australia
. Enter the details on the form and click 'Finish'.

T: +61396069222

o The new user will now be in the user list. F: +61396069299
W: www.nintex.com
ABN: 13081 252 922
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Inherited Permissions

. If the “Manage Users” link is not displayed in the “Site Administration” section,
the site is using inherited permissions. Those of the parent site.

. To modify the permissions the site’s inheritance can be removed.

. To remove the inherited permissions click on “Manage Permission Inheritance”
under “Site Settings” and select “Use unique permissions”.

o The site’s permissions inheritance has now been removed.

. All users who had access to the site through inheritance will still have access to
this site.

Assigning site-wide (global) Permissions

User permissions can be assigned to apply across an entire SmartLibrary-enabled site.

. Browse to the required site.

. Click 'Site Settings' in the top menu:

‘¥ Home Documents and Lists Create Site Settings Help

o Click the 'Manage Users' link under the 'Administration’ heading:
Site Administration

Use the links on this page to perform administrative tasks, such as changing permissions, selecting regicnal settings, viewing usage
statistics, and managing sites.
Users and Permissions

_&ﬁ Use these links to manage permissions for your site, including users, site groups, and anonymous access.

l B Manage permission inheritance

B Mana

| Manage site groups
B Manage anonymous access
@ Manage cross-site groups

B Manage access requests

. A list of users will be displayed.

. To edit the permissions of multiple users, select each user with the check boxes
and click the 'Edit  Site Groups of Selected Users' link in the menu bar:

' =Add Users | ¥ Remove Selected Users | LEEdit Site Groups of Selected Users

. To edit a single user's permissions, click the name link of the user.
. - . . N Level 8
. Under the 'Site Group Membership' heading, select the site groups required: 451 Little Bourke Street
1. A Reader has read-only access to the website; Melbourne 3000
Victoria Australia
2. A Contributor can add content to existing document libraries and lists, including

uploading documents and submitting them for approval;

T: +61396069222
3. A Web Designer can create lists and document libraries, customize pages in the F: +61396

W: www.nintex.com
ABN: 13 081 252 922

Web site, and approve or reject documents in a workflow;
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intex

4. An Administrator has full control of the site and can create workflows.

o Click 'OK': the new permissions are now set for the site.

Adding a User to a SmartLibrary-enabled Document Library

o Browse to the required site and click on the SmartLibrary-enabled Document
Library to which you wish to add a user.

. Click the 'Modify settings and columns' link under the 'Actions' heading in the left-
hand menu:

Actions
8 Alert me

B Export to
spreadshest

B Modify =ettings

and columns

o Click the 'Change permissions for this document library' link under the 'General
Settings' heading:

General Settings

'IT“ General settings of this document library
| F -

B Change permissions for this document library

. Click the 'Add Users' link in the menu bar:

3Add Users | x Remove Selected Users | EEdit Site Groups of Selected Users

. Enter the new user’s details in the 'Users' textbox under the heading 'Step
1:Choose Users':

Enter the user's name in the format DOMAIN\UserName or
username@domain.com;

To add multiple users, separate the entries with a semicolon (;).

o Select the user's permissions under the heading 'Step 2:Choose Permissions'.
o Click 'Next', enter the details on the form and click 'Finish'.
o The new user will now be in the user list. Level 8
451 Little Bourke Street
Melbourne 3000
Assigning Document Library Permissions Victoria Australia

User permissions can be assigned to uniquely apply to a specific SmartLibrary-enabled

document library. T: +61396069222

F: +613 960659299

W:  www.nintex.com

ABN: 13 081 252 922
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Browse to the site, and click on the SmartLibrary-enabled Document Library to
which you wish to add a user.

Click the 'Modify settings and columns' link under the 'Actions' heading in the left-
hand menu:

Actions
o Alert me

B Export to
spreadshest

o Modify =ettings

and columns

Click the 'Change permissions for this document library' link under the 'General
Settings ' heading:

General Settings

—— ] General settings of thiz document library

.l_,r
L

B Change permissions for this document library

A list of users will be displayed.

To edit the permissions of multiple user's, select each user with the check boxes
and click the 'Edit Site Groups of Selected Users' link in the menu bar:

3Add Users | x Remove Selected Users | EEdit Site Groups of Selected Users

To edit a single user's permissions, click the name link of the user.

Under the 'Choose Permissions' heading, select the permissions required for the
user:

View items: users can only view items on the site;
View, insert, edit, delete items: users can update items;

View, insert, edit, delete items; change list settings: users can update items
and approve or reject documents, unless their user group has been otherwise
denied permission on this action;

View, insert, edit, delete items; change list settings; change list security:
users can design a workflow.

Click 'OK'": the new permissions have been saved for the user.
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SmartLibrary: Workflow Viewer/Document Status

Graphical Representation of the Workflow, or current approval process of a document.
The Workflow Viewer allows for a quick visual representation of the workflow applied to
the current document library, also the Workflow Viewer will display the current status of a

document in an approval process (Workflow).
SmartLibrary Workflow Viewer/Document Status Help Topics

Viewing the Document Library Workflow

Viewing the Folder Workflow

Viewing the Document Workflow

Viewing the Document Workflow Status

Workflow Key
Understanding a Workflow

Creating a Workflow
Edit a Workflow

Viewing User Comments

Force Approve or Reject a Document in the Workflow

Workflow Statistics

Viewing the Document Library Workflow

This can be done two ways. The first is:

. Navigate to the required document library;
. On the left navigation bar in Advanced Actions click on “View Workflow”;
. The screen will look similar to this:

(&) Workflow Viewer

fj Sales Team Documents

EEdit Workflow | Bshow Statistics | (@ Go Back

New Workflow

¥
Step 1
Approve By: Only One Approve | On Reject Go To: Reject the file

Administrator

Workflow Settings

Aute Submission of Uploaded Files enabled: No

Edit Files Mid Approval enabled: Mo
On Approve Location:
On Approve Type: Mone
On Reject Location:
On Reject Type: Mone
The second is:
. Navigate to the required document library;
. On the left navigation bar click on “Modify settings and columns”;
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. Click on “Define Workflow” ;
. The Workflow Viewer screen is displayed

The workflow Viewer will display current Workflow for the selected document library.
Please note that these can be “different” workflow on child folders applied see Viewing
the Folder Workflow and user’s with web designer approval rights can create and apply
a “different” workflow at document level see Viewing the Document Workflow

Viewing the Folder Workflow

. Navigate to the required document library;
. To enable the context menu hover over the name of the folder and click on the
arrow that is displayed on the right hand side of folder name;
. From the content menu, click on “Defined Workflow” link;
- =
[BE:) Sales Team Documents = a
3
Select a View |1 Mew Document | |3 Upload Document | [ New Folder | ‘¥Filter | #Edit in Datashest
Type Name Maodified A vodified By Checked Out To
Sl CRM - WA Accounts ! rew 12/16/2004 5:55 PM Local Administrator
ﬁzﬁ;”dreﬁd %’i MarketingConceptsvl ! new 12/16/2004 5:55 PM Local Administrator
M ] ‘Nuvember 2004 ~ | 12/13/2004 9:28 PM Local Administrater
y submissions -
): View Audit Information
Aitioe | Defined Workflow |
& Al 2| Edit Properties
m Export to K| Delete
spreadsheet Al e
@ Modify settings
and columns
. The workflow Viewer will display current Workflow for the selected folder. Please

note that these can be “different” to the Document Library workflow see Viewing
the Document Library Workflow and user’s with web designer approval rights
can also create and apply a “different” workflow at document level see Viewing
the Document Workflow

Viewing the Document Workflow
o Navigate to the required document in the document library or folder level library;

. To enable the context menu hover over the name of the document and click on
the arrow that is displayed on the right hand side of document name;

. From the content menu, click on “Defined Workflow” link;
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Select a View

All Documents

SMARTLIBRARY USER MANUAL

Kara
Sales Team Documents
Ca

e

|_} New Document | |} Upload Document | [ New Folder | VFilter | @Edit in Datasheet

Type Name

Checked Out To

Explosakicn %} CRM - WA Accounts ! new Local Administrator
ﬁg{r;lr:gvafreject |M§TketiﬂgCDﬂEEDtSVL TrEw o Local Administrator
W) i );H View Audit Information
& view Workflow Status
S @ Defined Workflow
-E, Alert me ﬁ Submit for Approval
@ Export to View Properties
Snisnez 52| Eedit Properties
= gﬁ;‘glzﬁ‘]:gs @l Edit in Microsoft Office PowerPoint
Advanced Actions K| Delete
@ View Audit Log Approve/reject
@ Manage Deleted @l| Check out
Files -:‘Jl' Version History
@ View Workflow Alert Me
[N Discuse
Create Document Workspace

. The workflow Viewer will display current Workflow for the selected document.
Please note that these can be a “different” Document Library or Folder workflow
see Viewing the Document Library Workflow . There can also be “different”
workflow on child folders applied see Viewing the Folder Workflow

Viewing the Document Workflow Status

The Workflow Document Status viewer shows the current status of a document in an
approval process (Workflow). This can be done in the SmartLibrary Document Library
view, Approve/Reject view or My Submissions view

. To enable the context menu hover over the name of the document and click on
the arrow that is displayed on the right hand side of document name;

. From the content menu, click on 'View Workflow Status' link:

|Marketir|gCDncept5v1 T hew =
)Ei View Audit Information

Lg- View Workflow Status

Defined Workflow

B

Submit for Approval

View Properties

Edit Properties

Edit in Microsoft Office PowerPoint
Delete

Approve/reject

Check Out

g B 3R £

“ersion History

Alert Me
[} Discuss

Create Document Workspace

. The Workflow Viewer page will be displayed. Workflow Status can be traced
through the Workflow Key.
Level 8
451 Little Bourke Street
Melbourne 3000

Workflow Key g 4
Victoria Australia

. Green People/Group

T: +61396069222
F: +613 9606:92“99
W:  www.nintex.com
ABN: 13 081 252 922

Represents an approver/group of approvers that have approved the document.
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44

. Yellow People/Group

Represents an approver/group of approvers that the document is currently awaiting
approval from.

A8

. Red People/Group

Represents an approver/group of approvers that have rejected the document.

L4

. Grey People/Group

Represents an approver/group of approvers that are future approvers.

A4

Understanding a Workflow

. A workflow is a representation of the approval path a document will take, before
it will be published to the 'All Documents' View;

. It ensures that the specified users have approved the document before other
users of the Site can view it;

. A workflow can be made up of a number of steps;

. Each step has at least one approver in it;

o A document cannot progress to the next step in a workflow unless the specified

users have approved it;

. When a workflow is set to 'pending approval' (i.e. the previous step was
approved) all the approvers in the active workflow step will be sent an email,
informing them of the status of the document;

° Each step has an 'On Reject go to' property, which specifies either another step
in the workflow, or a complete reject. Where another step is specified and an
approver rejects the document, the workflow will go back to the step and the
approvers in that step must re-approve the document;

o The 'Approve By' property specifies whether the document must be approved by
all the approvers in a step, only one approver, or by a chosen user before it
moves on to the next step in the workflow:

. Publish to Other Systems
Level 8

451 Little Bourke Street
Melbourne 3000
Victoria Australia
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Submit for Approval
[Cd Shared Documents/SmartLibraryFlyer.pdf

This file is currently part way through a workflow

| Q Resubmit for Approval | @Shuw Statistics | (@ Go Back
Marketing Workflow

Marketing Proofreaders

Approve By: Only One Approve | On Reject Go To: Reject the file

& & &

Kara Caolin Cam

g
Marketing Heads
Approve By: Only One Approve | On Reject Go To: Reject the file

& &

David SLV12\WFApprovers

\

Upper Management

Approve By: Only One Approve | On Reject Go To: Reject the file

Cook

(View of a document in the workflow)

Submit for Approval

3 Shared Documents/SmartLibraryFlyer.pdf
This file is currently part way through a workflow

| Q Resubmit for Approval | Eshuw Statistics | (@ Go Back

Marketing Workflow

Marketing Proofreaders
Approve By: Only One Approve | On Reject Go To: Reject the file
E“\ E! o
Kara Caolin Cam
g
Marketing Heads
Approve By: Only One Approve | On Reject Go To: Reject the file

& L

David SLV12\WFApprovers

Y

Upper Management

Approve By: Only One Approve | On Reject Go To: Reject the file

4

Cook

(View of the workflow)
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Creating a Workflow

o Navigate to the workflow viewer page.

. To create a Workflow use the navigation bar at the top of the page (content
area);

. On the Workflow navigation bar select 'Create Workflow':

|_] Create Workflow | Eshuw Statistics | (@) Go Back

For more information see: Workflow Designer - Building Workflow

Edit a Workflow
Editing a workflow can have implications for documents currently in the workflow.

You can view documents in workflow that may be affected through Manage Workflows

. Navigate to the workflow viewer page.

o On the Workflow navigation bar select 'Edit Workflow":

CAEdit Workflow | [~] Show Statistics | (@ Go Back

o All parts of the workflow can now be edited. Once all parts have been edited
select ‘Save’

Viewing User Comments

This may be done in the Document Library view, Approve/Reject View or the My
Submissions View for documents that are pending, approved or rejected.

. To enable the context menu hover over the name of the document and click on
the arrow that is displayed on the right hand side of folder name;

. Click on ‘View Workflow Status’:

|Mar|-cetingConc:eptsv]_ 1 hEw -
);? View Audit Information

|¢g View Workflow Status

Defined Workflow

Submit for Approval

iew Properties

Edit Properties

Edit in Microsoft Office PowerPoint
Delete

Approve/reject

Check Out

ersion History

Alert Me

Ll oenf XEJ Wk

Discuss

| Create Document Workspace

. Click on ‘View Historical Comments’ in the menu bar:
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;@‘u’iew Historical Comments

. The Audit Log filtered to show comments only will appear. Smart Actions are
available on Left Hand Side menu for Audit Log:

5) Audit Log

3 Sales Team Documents/MarketingConceptsvi.ppt

Advanced Actions Vg Filter | (@ Go Back

& Show Entire - Actio io
Audit Log Date User Action Location Comments

; There are no items to display.
B Export Entire
Audit Log
Manage Users

= Administrators

Force Approve or Reject a Document in the Workflow

Circumstances may arise in which the current user required to approve or reject a
document in a workflow cannot do so, for instance they may be on sick leave or
employment ceased with the company.

When this occurs a document cannot progress to the next step. The only way to bypass
this approver is to force approve or reject the document.

This can be done by the web administrator.

o Log in with a web administration account
. Browse to the Document Status page of the document.
. To Approve the document, click the 'Force Approve Current Step' link in the
menu bar:
Force Approve/Reject

[Z1 Shared Documents/Important Documents/Product positioning framework.doc

! This page will force an approve/reject as you are not the current approver

Approval Status * Approve

Approve/Reject the item O Reject

¢ To Reject the document, click the 'Force Reject Current Step' link in the menu
bar:

Force Approve/Reject

1 Shared Documents/Important Documents/Product positioning framework.doc

! This page will force an approve/reject as you are not the current approver

Approval Status O Approve

Approve/Reject the item @ Reject

Workflow Statistics

Workflow statistics are available prior, during and after the workflow has been
completed.

Level 8
This may be done in the Document Library view, Approve/Reject View or the My 451 Little Bourke Street
Submissions View for documents that are pending, approved or rejected. Melbourne 3000

. To enable the context menu hover over the name of the document and click on Viktoria Ausiagy

the arrow that is displayed on the right hand side of folder name;

. . . , T: +61396069222
o Click on either ‘View Workflow Status’ or ‘Defined Workflow’; F: +61396069299

W: www.nintex.com
ABN: 13 081 252 922
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B [CRM - WA Accounts Trew -
/ View Audit Information

View Workflow Status

Defined Workflow

Submit for Approval

View Properties

Edit Properties

Edit in Microsoft Office Excel
Delete

Approve/reject

Check Cut

8 XBI EREY

Version History

Alert Me

L

Discuss

Create Document Workspace

The Workflow Viewer will then be displayed.

Click on ‘Show Statistics’ on the menu bar:

(/| Show Statistics

The Workflow, Step and Approver Statistics will be displayed:

Workflow Viewer
1 Sales Team Documents/MarketingConceptsvi.ppt

& View Historical Comments | BHide Statistics | (@ Go Back

Mew Workflow

Workflow Statistics :
Enter Time: 12/13/2004 10:22 PM
Exit Time: 12/13/2004 10:23 PM a
Step 1
Approve By: Only One Approve | On Reject Go To: Reject the file
Step Statistics Administrator
Enter Time: 12/13/2004 10:22 PM Approver Statistics

Exit Time: 12/13/2004 10:23 PM Enter Time: 12/13/2004 10:22 FM

Exit Time: 12/13/2004 10:23 PM

¥

Approved

Workflow Settings
Auto Submission of Uploaded Files enabled: No
Edit Files Mid Approval enabled: Mo

On Approve Location:
Cn Approve Type: None

On Reject Location:
On Reject Type: None
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SmartLibrary: Workflow Designer

The Workflow designer tool helps you build a workflow for the approval process of
documents.

Workflow Designer Help

Creating a New Workflow

Editing an Existing Workflow

Building a Workflow

e  Changing the Workflow Title

e Adding a Step to the Workflow

e Adding an Approver to a Step in the Workflow

e  Editing Step Details

o Change Step Title

o Moving a Step in the Workflow

o Deleting a Step from the Workflow

. The 'Choose Approve By' Property

. The 'On Reject go to step...' Property

Editing Approver Details

. Moving an Approver to a Different Step
o Deleting an Approver
. Changing/Selecting an Approver

Saving a Workflow

Deleting a Workflow

Exporting a Workflow

Importing a Workflow

Modifying Advanced Settings

Viewing Documents in Workflow

Creating a New Workflow

See Workflow Viewer: Create a Workflow for details.

Editing an Existing Workflow

See Workflow Viewer: Edit a Workflow for details.

Editing a workflow can have implications for documents currently in the workflow.

You can view documents in workflow that may be affected through Manage Workflows.

Building a Workflow
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intex

Changing the Workflow Title

Workflow will default to title New Workflow. The title or a Workflow can be changed to
another name. Do this by following these steps:

. Click the hyperlinked New Workflow title of the workflow on top of the document
icon.

(&) Workflow Designer

[ Sales Team Documents

= Single .HSave | % Delete | @Import | @Export | @ Go Back
Approver
New Workflow

Group -
Approver é

Worlkflow g
Step
Step 1
% Move Up | ¥ Move Down | X Delete | Approve By: One = | On Reject Go To: Reject the document =
Actions
B Advanced @
SEiilizE Administrator +
o Notification
Settings
B Files in
Workflow
. The following prompt will appear:

Explorer User Prompt

Please enterthe new title
Cancel |

Mew Worldlow|

. Enter a valid title. The title must not be blank;
. Click 'OK;
. The new title should be displayed in the workflow title.

Adding a Step to the Workflow

. Locate the 'Workflow Step’ icon in the left hand menu:

- Single
Approver

Group
Approver

Workflow
Step

Level 8
451 Little Bourke Street
Melbourne 3000
Victoria Australia

o Drag and Drop the step onto the workflow area:

T:  +61396069222
F: +61396069299 &
W:  www.nintex.com
ABN: 13 081 252 922
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@ Workflow Designer

[ Shared Documents/Important Documents

E Single |l Save | X Delete | (F)Import | #))Export | (@ Go Back

Approver

My Workflow
Group
Approver %
Workflow ¥
Step
Step 1
4 Move Up | ¥ Move Down | X Delete | Approve By: One ~ | On Reject Go To: Reject the document ~

Colin -

When you hover your mouse over a valid “drop area” the area will be highlighted
with a border. The new step will be added to the workflow in the position
dropped:

@ Workflow Designer

[ Shared Documents/Important Documents

@ singe Qsave | X Delete | (F)Import |'m.Eb(purt | @ Go Back
Approver
My Workflow
Group
Approver é
1l
Workflow ?
Step
New Step
4+ Move Up | ¥ Move Down | X Delete | Approve By: One + | on Reject Go To: Reject the document -
g
Step 1
2 Move Up | ¥ Move Down | X Delete | Approve By: One -~ | On Reject Go To: Reject the document -
T

Colin -

To add the step at the end of a workflow, drop the step image below the last
step;

To add the step at the start of a workflow, drop the step image above the first
step, and below the document image at the top;

To add the step at between two existing steps, drop the step in the middle.

Adding an Approver to a Step in the Workflow

Locate the appropriate 'Approver icon' in the left hand menu. You may choose
between the Single Approver, and the Group Approver con;

G Single
Approver

Group
Approver

Drag and Drop the 'Approver icon' onto a step in the workflow:
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(&) Workflow Designer

3 Shared Documents/Important Documents

& S gl save | X Delete \@Impur‘t |'@ﬁxport | @ Go Back
Approver
i My Workflow
" Yo
Wg;:ﬂaw l'l
Step 1
% Move Up | ¥ Move Down | X Delete | Approve By: One = | On Reject Go To: Reject the document ~
Colin =
. The new approver will be added as the first approver in the step:

) Workflow Designer

1 Shared Documents/Important Documents

& ke |zl save | K Delete | (8 Import | ) Export | (@ Go Back
¢ Approver
My Workflow

Group -
Approver %

Workflow
Step V
Step 1
4 Move Up | ¥ Move Down | X Delete | Approve By: One = | On Reject Go To: Reject the document -
New Approver - Colin -

Editing Step Details

The steps title bar provides a means by which to edit a steps details, and perform
actions;

. Change Title

. Moving a Step

. Delete a Step

. The ‘Approve By’ Property
. The On Reject Go To Step

Changing Step Title
. Click the 'steps title' displayed in the title bar:
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@) Workflow Designer

[ Sales Team Documents
@ =icic |l Save .| x Delete | @Impur‘t | 'mExpurt | @ Go Back
i Approver
New Workflow

Group S
Approver %

Workflow v
Step
Step 1
% Move Up | ¥ Move Down | X Delete | Approve By: One ~ | On Reject Go To: Reject the document ~
Actions
B Advanced @
Sl Administrator =
& Notification
Settings
& Files in
Workflow

The following prompt will appear:

Explorer User Prompt

s
Flease enter the new title
Cancel |

Enter a valid title. The title must not be blank, or the same as another step title
already in the workflow;

Click 'OK;
The new title should be displayed in the title bar of the step.

Moving a Step in the Workflow

On the Left hand side of the steps title bar you will find the ‘Move Up’ and ‘Move
Down’ options:

Step 1
4+ Move Up | ¥ Move Down | ¥ Delete | Approve By: One ~ | On Reject Go To: Reject the document -

2

Administrator -

To move step down in the workflow, click on ‘Move Down’

To move step up in the workflow, click on ‘Move Up’

Deleting a Step from the Workflow

From the displayed steps title bar click the 'Delete’ link: Loval &
Step 1 451 Little Bourke Street
4 Move Up | ¥ Move Down | X Delete | Approve By: One ~ | On Reject Ge To: Reject the document - Melbourne 3000

Victoria Australia

&

Ptk T: +61396069222
F: +61396069299
Click 'OK' when prompted for confirmation: W:  www.nintex.com

ABN: 13 081 252 922
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Microsoft Internet Explorer

\ ? ) Are you sure you wish to delete this step?

[ oK ][ Cancel ]

The step is no longer in the workflow.

The ‘Choose Approve By’ Property

This property specifies whether the document must be approved by all approvers in
the step, by just one approver or if the preceding approver is to choose the next
approver (User to choose approver);

To edit:

To enable the context menu hover over the ‘Approve By’ link in the steps title
bar and click on the arrow that is displayed on the right hand side;

Available options will be displayed as follows:

Ste.p 1

4 Move Up | ¥ Move Down | ¥ Delete | ,m | On Reject Go To: Reject the document =
All Approwve

| Only One Approve

User to choose approver

To change the property, click the desired option in the list.

The 'Only One' option means the step has to be approved by one approver only
is selected by default;

Enabling the ‘Approve By All' option means all approvers in the step must
approve the document before it progresses to next workflow step;

Enabling the ‘User Choose’ option will mean that in a one step workflow or a
workflow where the first step has ‘User Choose’ enabled, the Document
Submitter will choose when they submit document to workflow between the
listed approvers on the step as to who will approve the document.

This is what the screen will look like:
dE] Submit for Approval

3 Shared Documents/Important Documents/Product positioning framework.doc
.a Submit for Approval | Eshuw Statistics | (@ Go Back

Please select an apprDver: Cam D
£y My Workflow

v

Step 1
Approve By: User to chose approver | On Reject Go To: Reject the file

& &

Cam Colin

G Level 8
. . : Sl 451 Little Bourke Street
pprove By: Only One Approve | On Reject Go To: Reject the file
2 Melbourne 3000
C% Victoria Australia
Local Administrator
In a workflow where ‘User Choose’ is enabled on the second or later step the T: +613 9606‘5922
Approver of the previous step will choose, in the Approve/Reject view, between F: +61396

the listed approvers on the step as to who will approve the document next. Note: W: www.nintex.com

ABN: 13081 252 922
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This scenario can not exist if the previous step has an ‘Approve By’ type of ‘All
Approve’.

The 'On Reject go to Step...' Property

This property specifies which step the document should take if it is rejected in the
current step;

To edit:
. To enable the context menu hover over the ‘On Reject Go to’ link in the steps
title bar and click on the arrow that is displayed on the right hand side;

. Available options will be displayed as follows:

Final A::mrnval

£ Move Up | ¥ Move Down | X Delete | Approve By: One - | |On Reject Go To: Reject the document -
Y Reject the document
& Step 1

New Approver - | Step 2 ‘

o This list will contain the title of all steps in the workflow, as well as a 'Reject the

document' option, which is selected by default;

. The currently selected option is denoted by appearing on the steps title bar next
to ‘On Reject Go To’;

. To change the property, click the desired option in the list. Choosing from all
steps in the workflow means that a rejected item may be sent backward or
forward in the workflow.

o If the step is set to 'Only One Approve' the document will not move to the 'On
Reject Step' until all approvers 'Reject’ the document.

Editing Approver Details

The approver context menu provides a means by which to edit an approvers details or
delete the approver from the current approval step;

Moving an Approver to a Different Step

Drag and Drop the 'Approver icon' from the original step to another step in the

workflow;

o The approver will be removed from the original step, and added to the selected
step;

. SmartLibrary will not allow you to move an approver to a step which already has

that approver.

For another method refer to Changing/Selecting An Approver

Deleting an Approver

. Hover over the name of the approver you wish to delete;

Level 8
451 Little Bourke Street
Melbourne 3000
Victoria Australia

. The context menu will be enabled by clicking on the arrow that is displayed on
the right hand side of approver name;

. Click the ‘Delete’ item on the menu
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Step 1

4+ Move Up | ¥ Move Down | X Delete | Approve By: One > | On Reject Go To: Reject the document -
Administrator ~
|x Delete |
I Change to »
. The approver is removed from the step.
Changing/Selecting an Approver
. Hover over the name of the approver you wish to change;
. The context menu will be enabled by clicking on the arrow that is displayed on
the right hand side of approver name;
. Click the ‘Change To’ item and enable the context menu of Approver name
choices:
Stelp 1
4+ Move Up | ¥ Move Down | X Delete | Approve By: One = | On Reject Go To: Reject the document ~
Administrator -
xl Delete
| Change to # | AuditLogManagers

DeletedItemsManagers
SLV12\WFApprovers
Web Designer
WFApprovers

Saving a Workflow

. To save an edited workflow, click the 'Save' link in the Workflow menu bar:

el Save | X Delete | (8)Import | 4))Export | (@ Go Back

o The workflow will not save unless it is valid;

For a workflow to be valid:
- There must be at least one step;
- There must be at least one approver in every step;
- Every approver must have a name selected;

- Every step must have the ‘Approve By’ property set;

Deleting a Workflow

o To delete a workflow and force inheritance from the parent Library or Folder,
click the 'Delete’ link in the menu bar:

el Save | X Delete | (8|Import | ¥))Export | (@ Go Back

o Click 'OK' when prompted for confirmation:
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Microsoft Internet Explorer

\ ? ) Are you sure you wish to delete this workflow?

L OK _] [ Cancel l

Please note there are implications when deleting a workflow:

Documents in the workflows folder will now inherit the workflow of the folder above, and
will move on to the corresponding step for approval.

You can View documents in workflow that may be affected through Manage Workflows

Exporting a Workflow

Navigate to the workflow viewer of the workflow you wish to export.

Click the 'Export' link in the menu bar:
(F) Import | )| Export

Your browser may prompt you to 'Open’ or 'Save'; Click 'Save":

File Download

Do you want to open or save this file?

@) Name: Workflow. xml
— Type: XML Document, 972 bytes
From: smartlibraryv12

[ Open ][ Save ]L Cancel J

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. What's the risk?

The save dialogue will appear;

Save the file to any location on your local computer.

Importing a Workflow

You can import a previously-exported workflow for any document library;
Navigate to the workflow viewer of the workflow you wish to import into;

Click the 'Import' link in the menu bar:
(F) Import | )| Export

The following page will be displayed:

@ Import Workflow

gl Save and Close | (@) Go Back

Rl | | Browss__|

* indicates a required field
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Click 'Browse', and the 'Choose File' dialogue will appear
Browse to the exported Workflow file (.xml) you wish to import, and click 'Open'
The file path and name will appear in the 'Name' field

Click the ‘Save and Close' link in the menu bar

[l Save and Close

Importing a workflow will automatically save against the current library/folder
location, regardless of the location value of the saved (imported) workflow.

Modifying Advanced Settings

See Advanced Workflow Settings section for more details.

Viewing Documents in a Workflow

To view a list of documents currently in the workflow,
Navigate to the workflow viewer of the workflow that applies to that document.

Click on ‘Edit Workflow’ in the menu bar:

% Edit Workflow

Click the 'Files in Workflow' link under 'Actions’ in the left-hand menu:

Actions

B Advanced
Settings

& Motification
Settings

& Files in
Workflow

A new page will open, with a list of all documents currently in the workflow:
Files in Workflow

@ Go Back
The following files are currently in the workflow
1. CRM - M5 Accounts.xls

2. KnowledgeCentralMS.pdf
3. Darrell Lea Xmas 2004.pdf

Click the 'Go Back' link in the menu bar to return to the Workflow Designer.
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SmartLibrary: Advanced Workflow Settings

The Advanced Workflow Settings page allows you to specify advanced settings relating
to the workflow currently being edited.

SmartLibrary allows users to set a 'Secondary Location' which publishes a copy of the
approved document to another location.

Secondary locations can be an Email address, a File Share, another Windows
SharePoint Services document library or a Web Service.

Advanced Workflow Settings Help

Navigating to the Advanced Workflow Settings Page

Allowing Approvers To Modify Documents in a Workflow

Automatically Submitting Documents for Approval

Setting a Secondary Location

Saving Advanced Workflow Settings

Navigating to the Advanced Workflow Settings Page

o Navigate to the workflow viewer that is applicable.
. Click on ‘Edit Workflow’ in the menu bar.
. Click the ‘Advanced Settings’ link under 'Actions' in the left-hand menu (if

changes have been made to the workflow, it must be saved to continue).

. The 'Workflow Settings' page will be displayed:

Workflow Advanced Settings

Use this page to change advanced settings for this workflow.

Edit Files Mid Approval O ¥es G no

Allow approvers to modify files that are currently pending approval. With this
feature disabled, files will return to the start of the workflow once they are
edited.

Auto Submission of Uploaded Files O Yes @ No

Automatically submit files uploaded to the workflow for approval.

On Approve Secondary Location Location Type

Files approved in this workflow will also be published to the location specified.

On Reject Secondary Location Location Type | None v|
Files rejected in this workflow will also be published to the location specified.

’ OK ] [ Cancel
Allowing Approvers To Modify Documents in a Workflow
. This option allows the current approver of a document to edit it and have it
remain in the current approval step.
o By default, approvers can edit documents in a workflow but they are

automatically returned to the first step of the approval process.
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. To allow approvers to modify documents in the workflow, select 'Yes' to the
option under Advanced Settings

Edit Files Mid Approval ®ves O No

Allow approvers to modify files that are currently pending approval. With this
feature disabled, files will return to the start of the worlkflow once they are
edited.

Automatically submitting documents for approval

This option will automatically submit all documents for approval as soon as they are
uploaded to the document library.

. By default, when a user uploads a document to a workflow enabled library, the
user must then manually submit the document for approval.

. To automatically submit documents for approval in the workflow you are editing,
select 'Yes' to the option under Advanced Settings

Auto Submission of Uploaded Files ®) yes O Na

Automatically submit files uploaded to the workflow for approval.

Setting A Secondary Location

o Secondary locations can be set under the 'Advanced Settings' heading for either
‘On Approve’ or ‘On Reject’. Setting a value for this option will send a copy of
the document to the chosen location.

. Choose the location type by selecting the secondary location type from the drop-
down box:
Location Type Mone b

None
Email

File Share
SharePoint
Web Service

Email:
. Upon selection, a text field will appear where a valid email address can
be entered. Note: Enabling a secondary location of type ‘Email’ will not
send a copy of the document to the specified email address. This
option will merely notify the selected email address that a document
has completed to workflow and is either approved or rejected.
File Share:
. Upon selection, a text field will appear where a valid FileShare (UNC)
address can be entered.
SharePoint:
Level 8
. This allows the document to be published to another Windows 451 Little Bourke Street
SharePoint Services Document Library. Melbourne 3000
. . . . . . Victoria Australia
. Upon selection, a site picker tool will appear. The site picker allows
browsing to the location required from the Windows SharePoint _ I\ Ll
Services sites and document libraries that are displayed. T. +61396069222
F: +61396069299 =
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. Click the blue arrows to expand or collapse sites, Document Libraries
and sub-folders.

o Selected the desired folder by clicking on the text link.

. The 'Secondary Location' text box will be populated with the selected
path.

. Alternatively if you know the path to the document library you can type

it directly into the ‘Secondary Location’ text box.

Web Service:

o Upon selection, a choice between publishing to a Custom Web Service
or a SharePoint Web Service is offered.

. The Service location must then be entered into the text box in the
following format http://servername/servicename/service.asmx.

o If you are publishing to a Custom Web Service select the ‘Test’ button
to call the Web Service and make sure that the Web Service can
interact with SmartLibrary.

. Nintex recommends selecting the ‘Supply Credentials’ check box and
entering a Username, Password and Domain combination in the text
boxes that appear. If specific credentials are not entered, the invocation
of the Web Service will use the credentials of the user who last
approved the document in the workflow. The last approver may not
have sufficient permissions to access the web service.

On Approve Secondary Location Location Type Web Service

Files approved in this workflow will also be published to the % : :

location specified. (&) Custom Web Service () SharePoint Web Service
Service Location

Authenticate with last approvers credentials [
Use the following credtials to authenticate to the web service

verteme
Password |
ooman [ |

None:

. The 'Secondary Location' text box value will not display.

Saving Advanced Workflow Settings

To save the Advanced Workflow Settings, click on OK.
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SmartLibrary: Workflow Notification Settings

The Workflow Notification Settings page allows you to specify email notification settings
relating to the workflow currently being edited.

Workflow Notification Settings Help

Navigating to Workflow Notification Settings

Approval
Approval No Longer Required

Completed
Reminder

Escalation

Saving Notification Settings

Navigating to Workflow Notification Settings
o Navigate to the workflow viewer that is applicable.

o Click on ‘Edit Workflow’ in the menu bar:

% Edit Worldflow

. Click the ‘Notification Settings’ link under 'Actions’ in the left-hand menu (if
changes have been made to the workflow, it must be saved to continue).

Actions

& Advanced
Settings

B MNotification
Settings

® Files in
Workflow

. The 'Workflow Notification Settings' page will be displayed:
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@ SmartLibrary Workflow Notification Settings

Use this page to customize the Notification Settings for this warkfiow.

Approval

Sent to approvers when a file is submitted

Enable Customized Approver Email @ Yes ONo
Rich Text [v

ing is currently pending your approval:

u erty:Name}
umentProperty:ApprovalUr})

Add to Email Body

Approval No Longer Required

Sent when an approver is no longer required to approve a file as it has
een appraved or rejected by another approver

u roperty Name}
urmentProperty: AppravalUrl})

Add to Email Bady

Completed

Enable Customized Completed Email @ ves O'n

Sent to the file's author when the file has completed the approval il Format [aich Toxt [v]
sssssss e L ——
Email Subiect | Copnpleted Watkflow: {DocumentProperty:Narme}
Ernail Body
2l
{D: entProperty Name}
({DocumentProperty:AppravalUrl}).
add to Email Body
Reminder Enable reminder email OYes @
Sent to app when s file h. t been approved within & specified
mmmmmmmmm
Escalation

Sent to the file's suthor when a file has not heen approved within &
specified imeframe

Approval

By default, when a file is ready for approval an email is automatically sent to all
approvers in the first step to let them know that the file needs to be reviewed.
The ‘Approval’ notification setting allows Workflow Designers to customize the
email sent to approvers when a file is submitted.

To enable a customized ‘Approval’ email, select the 'Yes' radio button.

The Email Format drop-down list box, Email Subject text field, Email Body
composition area and Document properties picker list in the Approval section
can now be edited. The Workflow Designer can choose the required email
format from the list: “Rich Text” is the default. The Subject and Body can be
populated with properties of the document going through the workflow by double
clicking on the item in the Document properties picker list: for example, selecting
‘Created By’ will insert the author’s name in the email notification. The Subject
and Body can also contain free text. These settings will apply to all ‘Approver’
emails for the workflow.

Approval Enable Customized Approver Email & Yes O No
Sent to approvers when Email Format Rich Text v
a file is submitted il Sub
Email Subject [Required Approval: {DocumentProperty-Name}

Email Body —_—
P > > e Created By 4

bR b llol= == i e i s i i Modified By 5

The following is currently pending your approval: azpd:f?:;r Comments|§
{DocumentProperty:Name} S;':‘;Ed ]
({DocumentProperty: ApprovalUrl}). =

Add to Email Body

Approval No Longer Required

When a file no longer requires approval an email is automatically sent to the
appropriate approver to inform him or her of the situation. The "Approval No
Longer Required” notification setting allows Workflow Designers to customize
the email sent to reviewers when their approval is no longer required.

To enable the customization of "Approval No Longer Required” emails, select
the 'Yes' radio button.
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o The Email Format drop-down list box, Email Subject text field, Email Body
composition area and Document properties picker list in the Approval No Longer
Required section can now be edited. The Workflow Designer can choose the
required format from the list: “Rich Text” is the default. The Subject and Body
can be populated with properties of the document going through the workflow by
double clicking on the item in the Document properties picker list: for example,
selecting ‘Created By’ will insert the author’s name in the email notification. The
Subject and Body can also contain free text. These settings will apply to all
‘Approval No Longer Required’ emails for the workflow.

Approval No z Enable Customized Mot Required Email @ ves Ono
Longer Required

Sent when an approver Email Format | Rich Text (v

iz no longer required to  Email Subject : "
S e s iApprovaI Mo Longer Required: {DocumentProperty:Mame}

been approved or Email Body
rejected by another
approver

Created By A~
LR L L L = = = s LA | Modified By =
Approver Comments -
Modified b
Created

Name v

Add to Email Body

The following is no longer requiring your approval:

{DocumentProperty:Name}
({DocumentProperty: Approvalurl}).

Completed

. When a file has completed the approval process an email is automatically sent
to the document’s submitter to inform him or her of the situation. The
"Completed” notification setting allows Workflow Designers to customize the
email sent a document’s submitter to inform them that the workflow process has
been completed.

° To enable the customization of "Completed” emails, select the "Yes' radio button.

o The Email Format drop-down list box, Email Subject text field, Email Body
composition area and Document properties picker list in the Completed section
can now be edited. The Workflow Designer can choose the required format from
the list: “Rich Text” is the default. The Subject and Body can be populated with
properties of the document going through the workflow by double clicking on the
item in the Document properties picker list: for example, selecting ‘Created By’
will insert the author’'s name in the email notification. The Subject and Body can
also contain free text. These settings will apply to all ‘Approval No Longer
Required’ emails for the workflow.

Completed Enable Customized Completed Email & ves (O No
Sent to the file's auther Email Fermat Rich Text @
when the file has

completed the approval Email Subject ]Compleled Workflow: {DocumentProperty-MName}
process

Email Body

Created By ~
A\ LB I U|=S = = |:— .- =5 2= . | Al T T Madified By =
The following has completed the workflow: azﬁ?ﬁ:jr Comments gl
e e >
Add to Email Body
Reminder
. The "Reminder” notification setting enables reminder emails to be sent to

unresponsive approvers at nominated intervals in days (minimum is one day).
To enable "Reminder” notifications, select the “Yes” radio button.

. The Email Format drop-down list box, Email Subject text field, Email Body
composition area and Document properties picker list in the Reminder section Level 8
can now be edited. The Workflow Designer can choose the required format from 451 Little Bourke Street
the list: “Rich Text” is the default. The Subject and Body can be populated with Melbourne 3000
properties of the document going through the workflow by double clicking on the Victoria Australia

item in the Document properties picker list: for example, selecting ‘Created By’
will insert the author’s name in the email notification. The Subject and Body can
also contain free text. These settings will apply to all ‘Approval No Longer
Required’ emails for the workflow.
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Reminder Enable reminder email & ves O No

Sent to X
approvers when Send reminders every l:l Days

a file has not : -
been approved Email Format | gich Text

within a Email Subject I
specified 2
B Email Body Created By ~
\LLB L I | = = = |:— .- is i b RS Madified By =1
Approver Comments [=
Modified =
Created
Name b
Add to Email Body
Escalation
. The "Escalation” notification setting enables an alert email to be sent to the file’s

submitter if no action has been taken by a required approver after a nominated
amount of reminders have been sent.

. The "Reminder” notification must be enabled in order to allow "Escalation”
notifications. If Reminders are not enabled the Escalation option will not be
available. To enable "Escalation” notifications, select the “Yes” radio button.

o The Email Format drop-down list box, Email Subject text field, Email Body
composition area and Document properties picker list in the Escalation section
can now be edited. The Workflow Designer can choose the required format from
the list: “Rich Text” is the default. The Subject and Body can be populated with
properties of the document going through the workflow by double clicking on the
item in the Document properties picker list: for example, selecting ‘Created By’
will insert the author’'s name in the email notification. The Subject and Body can
also contain free text. These settings will apply to all ‘Approval No Longer
Required’ emails for the workflow.

Escalation Enable escalation email & ves O No

Sent to the
file's authar Send email after this many reminders I

when a file . -
B ik baan Email Format | pich Text

approved Email Subject I
within a :
s_pe,c:ified Email Body Created By |
timeframe AALIB I U= == |:i=i- iEi= @ 01| [Modified By =
| App_rc_wer Comments _
Madified
Created
Name ol
Add to Email Body
Saving Notification Settings
o To save the Workflow Notification Settings, click “OK” after completion.
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SmartLibrary: Submit for Approval
For a document to enter a SmartLibrary Workflow it must be submitted for approval.

This should be done when the author of the document has completed editing it and it is
ready to be made available to users of a SmartLibrary Team Site.

Submitting a document for Approval will notify the Approvers on the first step of the
Workflow that a document is ready for them to approve.

SmartLibrary Submit for Approval Help

Uploading a document to a Document Library

Creating a new document in a Document Library

Submitting a document for Approval

My Submissions

Uploading a document to a Document Library

. Navigate to SmartLibrary-enabled Document Library or folder.
. Click the 'Upload Document' link in the menu:

|_] Mew Document | % Upload Document

o Use Windows Explorer to browse for the document or enter the URL directly if
known.

|sl Save and Close | Go Back to Document Library

Owverwrite existing file(s)?

Mame = | |[ Browse._]

Uplead Multiple Files...

* indicates a required field

. Enter values for all required properties and click the 'Save and Close' link in the
menu.

o You will be redirected to the document library.

o If “Content Approval” is enabled for the site the document will require it to be
submitted for approval.

. Click the 'My Submissions' link under the 'Select a View' heading on the left
hand menu:

Select a View

All Documents

Explorer WView

Approve/reject
Items

My submissions

. A link to the document will be displayed under the 'Pending' heading.
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Creating a new document in a Document Library

Submitting a document for approval

SMARTLIBRARY USER MANUAL

intex

Navigate to the Document Library folder;
Click the 'New Document' link in the menu:

|_] New Document | % Upload Document

A word-processing application will open allowing you to edit;

Click 'Save' in the application to save the document; You will return to the
document library;

If content approval is enabled for the site, the document will require approval via
a workflow before it will be viewable in the All Documents folder;

Click the "My Submissions' link under the 'Select a View' heading on the left
hand menu:

Select a View

| All Documents |

Explorer View

Approve/reject
Items

My submissions

A link to the document will be displayed under the 'Pending' heading.

Navigate to the Document Library or folder in which your document is saved.

Click the "My Submissions' link under the 'Select a View' heading on the left
hand menu.

Select a View

| All Documents |

Explorer View

Approve/reject
Items

My zubmissions

A link to the document will be displayed under the 'Pending' heading.

To enable the context menu, hover over the name of the document and click on
the arrow that is displayed on the right hand side of the document’s name.
Level 8
From the context menu, click the 'Submit for Approval' link: 451 Little Bourke Street
Melbourne 3000
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[cRM - wa Accounts T rew -
A& view Audit Information
View Workflow Status

Defined Workflow

Submit for Approval

O &k XiE{l lele®

iew Properties

Edit Properties

Edit in Microsoft Office Excel
Delete

Approve/reject

Check Out
ersion History

Alert Me

Discuss

Create Document Workspace

. For browsers that are not compatible with Windows SharePoint Services
Context menus, the “Submit for Approval” option will be available from the
Document Information Page which is accessed by clicking on the document title.

. On the “Submit For Approval” page, the workflow approval sequence that
the document will follow is displayed;

. Click the “Submit for Approval” link in the menu bar:

[y Subrnit For, &pproval

)

. The workflow status will now show the document is awaiting approval from the
approvers in the first step of the workflow;

These approvers will have been notified via email. In addition, your document
will appear in their “Approve Reject Items” view and the Documents Pending
Approval Webpart (if added to a page on the site);

o To return to the document library, click the 'Go Back to (your Document Library
title)' link in the menu bar:

@ Go Back to "Sales Team Documents”

. While your document is in the workflow process you can view the document
status to track its progress.

. You will be notified when the workflow has been completed.
My Submissions

The “My Submissions” area shows the status of all documents that a user has submitted
to the selected document library.

There are 3 states that a document can have while in the “My Submissions” area. These
are:
Level 8
= Pending — the document has either not been submitted for workflow approval 451 Little Bourke Street
or is currently in the workflow being reviewed. Melbourne 3000
Victoria Australia
= Rejected — the document has been through the workflow and has been ]
rejected. An email will have notified the submitter of the document of this T: +61396069222
outcome. F: +61 3950@ 99
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niex

= Approved - document has been through the workflow and has been
approved. An email would have notified the submitter of the document of this
outcome.
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SmartLibrary: Managing Workflows

The “Manage Workflows” option allows a user with sufficient permissions to view and
delete one, some or all of the different workflows in a document library, regardless of
whether they are workflows at the Document Library-level, Sub-folder level or Document-
level.

Manage Workflows Help

Navigating to the “Manage Workflows” section

Using “Manage Workflows”

Consequences of using “Manage Workflows”

Navigating to the “Manage Workflows” section

Navigate to the Document Library for which you want to Manage Workflows.
Click the link “Modify Settings and Columns” under the heading “Actions” in the
left navigation menu.

o Scroll down to the section entitled “SmartLibrary Settings” then click “Manage
Workflows”

Using “Manage Workflows”

o The “Manage Workflows” page displays all the workflows that a Document
Library contains.

. Workflows are displayed by the local URL at which they applied:
Manage Workflows

X Permanently Delete Selected Items | (@) Go Back

& ure
Ll Shared Documents

Ll Shared Documents/Cam Sub Folder 1

F Shared Documents/Cam Sub Folder 1/Visual Design.doc

o To delete a Workflow, check the box that corresponds to the Workflow URL and
click the link “Permanently Delete Selected Iltems” in the menu bar above the
list.

o To delete more than one, check the boxes that correspond to the Workflow

URLs and click the link “Permanently Delete Selected ltems” in the menu bar
above the list.

. To delete all the Workflows, click the icon above the check boxes and all the
boxes will become checked. You can then click the link “Permanently Delete
Selected Items” in the menu bar above the list.

Consequences of using “Manage Workflows”

. If a Workflow is deleted from a document which has its own specific workflow,
the document will inherit the Workflow from the folder in which it resides.

. If a Workflow is deleted from a sub-folder, the sub-folder will inherit the Workflow
from the folder in which it resides, which could be the high level Document
Library.

. If a Workflow is deleted from the root Document Library, the Document Library

will remain SmartLibrary-enabled but will begin using the default workflow. The
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niex

default workflow is the very simple, single-step and single-approver Workflow
that is first seen when a Document Library is created.

Any documents already in a Workflow that are deleted will remain in that
Workflow and follow the normal Workflow process until it is finally approved.
Any documents uploaded to a location whose customized workflow was deleted
will be submitted to the new, inherited workflow.
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SmartLibrary: Pending My Approval Web Part

The Pending My Approval web part is able to be added to any site once SmartLibrary is
installed. Please read below for details on configuring this web part.

Pending My Approval Help
Using the Pending My Approval Web Part

Configuring the Pending My Approval Web Part

Using the Pending My Approval Web Part

The Pending My Approval web part will display documents that are pending approval of
the user whom is currently logged on. Documents in this list include those that are
pending the individual’s approval or pending a group’s approval that the individual is a
member of.

Documents Pending My Approval -
Docurnent Status Subrmitted
W] Documentl doc Trew  14/12/2004 12:26 PM

@ Docurnentl.doc Trew 1441272004 11:19 AM
@ TestDoc_1.doc Irew 1371272004 9:14 AM
@ Documentd.doc Trew  10/12/2004 7:35 PM
@ Documentl.doc Tres  10/12/2004 7:14 PM

Clicking on the title of the document will take you to the Approve/reject page to approve
or reject the selected document.

The status of the document (configurable by the site administrator, see Configuring the
Pending My Approval web part) will be identified as New when it has just been submitted
and will become more urgent — denoted with an Orange Light and if still no approval
actions taken a Red Light. The lights will appear according to timing schedule set by the
administrator. These statuses refer to how long the document has been pending your
approval. The interval between the New status, the Orange Light status and the Red
Light status is set in the web part properties (see Configuring the Pending My Approval
web part).

Configuring the Pending My Approval Web Part

The Pending My Approval web part has a number of configurable properties. These are
defined as follows:

Property Type Description

Show Errors Check Box This will allow you to troubleshoot issues with
the web part. Enabling this property will show
any errors that occur during the retrieval of
the list of pending documents.

Status Interval Number Number of days between the New, Orange
and Red statuses.

Max Items Number Maximum number of documents to display in
the web part.

Start Site URL This property allows you to point the web part
at a different site to get its documents
pending approval from.

Include Sub Sites Check Box Enabling this property will cause the web part
to iterate through each of the team sites
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created below the current site (or start site if
enabled) and include all documents pending
approval from these sites.

This can be a time intensive process and
Nintex recommends not enabling the feature
on a heavy traffic page like a site’s home
page.

To configure the Pending My Approval web part properties, click on the down arrow in
the web part title bar.
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SmartLibrary: Approve/Reject Page

The Approve/Reject page is used by approvers to enter comments and either approve or
reject a document at a particular point in a workflow.

Users will only be able to approve or reject documents if they have been included as part
of the workflow (see Workflow Designer).

Approve/Reject Help

Navigating to the Approve/Reject Page

Approving and Rejecting Documents in a Workflow

Forcing the approval or rejection of a Document in the Workflow

Navigating to the Approve/Reject Page

There are three different ways to navigate to the Approve/Reject page:

1. The 'Pending My Approval’' Webpart

. Navigate to the home page of the site to which the document was
submitted.
. If the 'Pending My Approval' Webpart is added to this page, it will display

a list of all documents awaiting your approval or rejection.

. Click on the document name link:

=l Approval Status : Pending (4)

BE] |CRM - New Address sales
contacts
. The Approve/Reject page will be displayed.
2.  'Approve/Reject Items' from menu
. Navigate to the SmartLibrary-enabled Document Library in which the
document is located.
. Click the 'Approve/Reject Iltems' link from under the 'Select a View'

menu on the left-hand side.

Select a View
All Documents

Explorer View

Approvefreject
Items

My submissions

. A list of documents should be displayed.

o Reveal the context menu on the desired document by hovering over the
name and clicking the down arrow when the drop down list appears.

o Click 'Approve/Reject' link in the context menu.
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CRM - New Address zales
contacts

5

Wiew Audit Information

View Worldlow Status
Defined Workflow

==

Submit for Approval

iew Properties
Edit Properties
Edit in Microsoft Office Excel

Delete

ST X B

Approve/reject

Check Out
Wersion History

Alert Me

Discuss

[

Create Document Workspace

. The Approve/Reject page will be displayed.
3. Approve/Reject Email

. When a document in a workflow requires your approval, you will receive
an email notification.

Click on the document name link to go directly to the 'Approve/Reject’ page for that
document.

Approving and rejecting documents in a Workflow

. Navigate to the Approve/Reject page of the file pending your approval.
. To view the file, follow the hyperlinked file-name displayed in the File Properties.
. In the “Approval Status” section you can ‘Approve’ or 'Reject’ using the

appropriate radio button and enter comments into the area provided.
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Approve/Reject

1 Sales Team Documents/CRM - New Address sales contacts.xls

Use this page to approve/reject submissions

Approval Status & Approve
Approve/Reject the item O Reject
Comments This document is just what we required

Pleasze enter your comment here:

File Properties File: CRM - New Address sales contacts.xls
The following properties are for the file Created By: Local Administrator

Modified By: Local Administrator

Modified: 12/15/2004 1:58 PM

Created: 12/14/2004 12:10 PM

[ oK ] ’ Cancel

o Click OK
. You will be directed to the Workflow Status page.

If the next step of the approval process is set to be of type “User Can Choose Approver”
you will also be required to select this next approver. Select the approver from the
‘Choose Approver’ section of the approve/reject page. You will also be required to select
the approver if the step you are rejecting to (see On Reject Go To) is set to be of type
“User Can Choose Approver”.

Forcing the approval or rejection of a Document in a workflow

Circumstances may arise in which the user currently required to approve or reject a
document in a workflow cannot do so.

When this occurs a document cannot progress to the next step. The only way to bypass
this approver is to force approve or reject the document.

This can be done by a Site Administrator only.

o Log in with a Site Administrator account.
. Browse to the Document Status page of the document.
. To Force Approve/Reject the document, click the 'Force Approve/Reject’ button

in the menu bar:

Force Approve/Reject

1 Shared Documents/Important Documents/Product positioning framework.doc

! This page will force an approve/reject as you are not the current approver

Approval Status @ approve
Approve/Reject the item O Reject
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SmartLibrary: Deleted Files Page

The Deleted Files page displays a list of documents that have been deleted. It provides
a means of restoring, or permanently deleting Deleted Files.

Deleted Files Help

Displaying the Deleted Files Page

Restoring Deleted Files

Permanently Deleting Deleted Files

Advanced Actions on the Deleted Files Page

Manage Users on the Deleted Files Page

Displaying the Deleted Files Page

o Navigate to the SmartLibrary-enabled document library or folder for which you
wish to view the Deleted Files;

o Click the “Manage Deleted Files” link under “Advanced Actions” in the left hand
menu:

Select a View
All Documents
Explorer View

Approve/reject
Items

My submissions

Actions
@ Alert me

= Export to
spreadsheet

& Modify settings
and columns

Adwvanced Actions
& View Audit Log

= Manage Deleted
Files

& View Workflow

. The following screen will be displayed:

() Deleted Files

4 Sales Team Documents

Advanced Actions ﬁ Restore Selected Files | 3 Permanently Delste Selected Files | (@ Go Back

& Show All e 5 ; ;
Deleted Files '] Type File Name Date Deleted File Size
= Audit Log O Sales Team Documents/CRM - WA Accounts.xls 12/16/2004 5:14 PM S3 KB
Manage Users B Sales Team Documents/MarketingConceptsvl.ppt 12/16/2004 5:14 PM 984 KB
g O
B Administrators
B Managers { Previgus Page 1 lext b

Restoring Deleted Files

. In the list of Deleted Files, check the box to the left of the file you wish to restore:

Sales Team Documents/CRM - WA Accounts.xls

o To select all documents, click the check box in the heading row
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F Type File Name Date Deleted File Size

%"] Sales Team Documents/CRM - WA Accounts.xls 12/16/2004 5:14 PM 53 KB

@ij Sales Team Documents/MarketingConceptsvl.ppt 12/16/2004 5:14 PM 984 KB
o Click the “Restore selected Files” link in the menu bar

ﬂ Restore Selected Files

o A progress bar will be displayed showing the status of the restoration process:

ﬂ Restore Selected Files | X Permanently Delete Selected Files | (@) Go Back

F; Type File Name Date Deleted File Size
=g (16,/2004 5:14 PM 53 KB

2} Restoring Files -- Web Page Dialog 17X
& = ) 16/2004 5:14 PM 984 KB

Restoring file 1
4 Previous ext b

: Cancel |

. The restoration process can be stopped by clicking the “Cancel” button.

Please note: this will not stop the restoration of documents that have already advanced
through the process as previously indicated by the status bar.

° The documents selected will be restored to their previous location, however they
will need to be re-submitted and approved through a workflow to appear in the
“All Documents” view;

. The selected files will no longer appear in the list on the Undelete page.

Permanently Deleting Deleted Files

. In the list of Deleted Files, check the box to the left of the file you wish to delete:

Sales Team Documents/CRM - WA Accounts.xls

o To select all documents, click the check box in the heading row.
"‘_;_ Type File Name Date Deleted File Size
@ Sales Team Documents/CRM - WA Accounts.xls 12/16/2004 5:14 PM 53 KB
@ Sales Team Documents/MarketingConceptsvl.ppt 12/16/2004 5:14 PM 984 KB
. Click the “Permanently Delete Selected Files” link in the menu bar.

¥ Permanently Delete Selected Files

o Click “OK” when prompted for confirmation
. This action is not reversible. Clearing Deleted Files means the documents will
be permanently deleted.
. The selected Files will no longer appear in the list on the Undelete page.
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intex

Deleted Files

[l Sales Team Documents

£ Restore Selected Files | X Permanently Delete Selected Files | @ Go Back

r:- Type File Name Date Deleted File Size
There are no items to display.

Advanced Actions on the Deleted Files page

. The “Advanced Actions” menu that appears on the “Deleted Files” page contains
the following:

Show All — If you have entered the “Deleted Files” page from Folder Level, the only
Deleted Files displayed will be those deleted from that folder. To see All Deleted
Files for the entire site, click on “Show All” navigation link.

Audit Log — The Audit Log for the “Deleted Files” page records the actions applied to
files that have been Added, Deleted or Restored from the “Deleted Files” page.

Manage Users on the Deleted Files page

Add Deleted Files Administrators - This page is used to modify the membership of the
site group with permission to both restore and permanently delete files.

Add Deleted Files Managers — This page is used to modify the membership of the site
group with permission to restore Deleted Files.
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SmartLibrary: Audit Log

The SmartLibrary Audit Log provides an audit trail of actions performed on documents.
Information can be obtained on single documents or entire folders. Events recorded by
the Audit Log include; the time the action was performed, user information, the action

performed and the location of the document.

Audit Log Help

Displaying the Audit Log for a Document Library

Displaying the Audit Log for an Individual Document, Form or Image

Navigation in the Audit Log

Ordering by Columns in the Audit Log

Exporting the Audit Log to a Comma-Separated Value (CSV) File

Displaying the Audit Log for a Document Library

. Navigate to the SmartLibrary enabled document folder to view its audit log;

o Click the 'View Audit Log' link under 'Advance Actions' in the left hand menu:

Select 3 View
All Documents
Explorer View

Approve/reject
Items

My submissions

Actions
@ Alert me

B Export to
spreadsheet

@ Modify settings
and coelumns

Advanced Actions
@ View Audit Log

@ Manage Deleted
Files

@ View Workflow

B) Audit Log
Ifj Sales Team Documents

Advanced Actions | ¥gFilter | @ Go Back

o Show Entire

A o Date User Action
X 12/16/2004 Local Update
8 Export Entire 4:53 PM Administrator

Audit Log
12/16/2004  Local Added
4:59 PM Administrator

12/16/2004 Local
4:53 PM Administrator

Manage Users

@ Administrators Custom

12/15/2004 Local Update
1:58 PM Administrator

The following screen will be displayed:

Location Comments
Sales Team Documents/CRM - New Address The file has been updated.
sales contacts.xls

Sales Team Documents/CRM - New Address File has been submitted to the
sales contacts.xls workflow

Sales Team Documents/CRM - New Address Notification of approval has
sales contacts.xls been sent for Step 1 (step) in
Default Worlkflow (worldflow)

Sales Team Documents/Work Order
rework.doc

The file has been updated.
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Displaying the Audit Log for an individual Document, Form or Image

" Navigate to a SmartLibrary enabled document library where the document,

form or image is located.

" To enable the context menu hover over the name of the document/form/image
for which you wish to display the audit log for and click on the arrow that is
displayed on the right hand side of document name.

] From the content menu, click on “View Audit Information”.

B [work Order rework Irew

|»: View Audit Information
I View Workflow Status
Defined Workflow
Submit for Approval

iew Properties

| Edit Properties

| Edit in Microsoft Office Word
Delete

Approve/reject

Check Out

cf XEL wk®

| Version History

Alert Me

Discuss

]

Create Document Workspace

. The following screen will be displayed:
=] ) Audit Log
[1 Sales Team Documents/Work Qrder rework.doc

Advanced Actions VFilter | @ Go Back
= i:glv: E;;Ire Date User Action Location Comments

12/15/2004 1:58 Local Update Sales Team Documents/Work Order The file has been updated.
8 Export Entire PM Administrator rework.doc

Audit Log
Insert  Sales Team Documents/Work Order The file has been inserted.

12/15/2004 1:58 Local
Manage Users PM Administrater
8 Administrators 12/15/2004 1:58 Local
PM

Administrater

12/15/2004 1:53 Local
PM Administrator

12/15/2004 1:53 Local
PM Administrator

12/15/2004 1:51 Local
PM Administrator

Navigating the Audit Log

rework.doc

Restored Sales Team Documents/Work Order File restored from Deleted Files

Added

Deleted

Insert

rework.doc

Sales Team Documents/Work Order File moved to Deleted Files
rework.doc

Sales Team Documents/Work Order The file has been deleted from the
rework.doc Shadow Folder.

Sales Team Documents/Work Order The file has been inserted.
rework.doc

NB Audit logs with more than 25 entries will span multiple pages.

Use the Previous and Next links to navigate through the Audit Log Pages. Links are
found at the bottom of the audited items list on each page;

If the “Prev” & “Next” links are grey then there are no more audit records in the direction

indicated, and the link is not available.

Ordering By Columns in the Audit Log

You can view, order or sort the audit log by any of the columns displayed. By default,
records are displayed in reverse chronological order.
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To sort by other columns:

o Click on the column heading you wish to sort by:
=) Audit Log
[ Sales Team Documents/Work Order rework.doc
Advanced Actions FFilter | (@ Go Back
5 iz;’:’: LE;;"E Date User Action  Location Comments
_ 12/15/2004 1:58 Local Update Sales Team Documents/Work Order The file has been updated.
8 Export Entire FM Administrator rework.doc
Audit Log n t
12/15/2004 1:58 Local Insert  Sales Team Documents/Work Order The file has been inserted.
Manage Users BM Administrator rework.doc
B Administrators 12/15/2004 1:58 Local Restored Sales Team Documents/Work Order File restored from Deleted Files
PM Administrator rework.doc
12/15/2004 1:53 Local Added  Sales Team Documents/Work Order File moved to Deleted Files
PM Administrator rework.doc
12/15/2004 1:53 Local Deleted Sales Team Documents/Work Order The file has been deleted from the
PM Administrator rework.doc Shadow Folder.
12/15/2004 1:51 Local Insert  Sales Team Documents/Work Order The file has been inserted.
PM Administrator rework.doc
. A downward pointing arrow is displayed next to the selected column heading.

Fi|t&r | @) Go Back

Date Userd

12/15/2004 1:51 Local
FM Administrator

12/15/2004 1:53 Local
FM Administrator

12/15/2004 1:573 | neal
. This indicates that the Audit Log is now ordered by the values of the selected
column, in ascending order

. Click on the column heading again to sort in the opposite direction.

Exporting the Audit Log to a Comma-Separated Value (CSV) File

o Click the 'Export Audit Log' in the left hand menu, click save and select the
location you wish to save the file to:
=) Audit Log
1 Sales Team Documents/Work Order rework.doc
Advanced Actions | FiFiter | @ Go Back
Ei:;riu:f;gtire Date Userd Action  Location Comments
. 12/15/2004 1:51 Local Insert Sales Team Documents/Work Order The file has been inserted.
il E’(E‘:{’T_ Entire PM Administrator rework.doc
uar O
! 12/15/2004 1:53 Local Deleted Sales Team Documents/Work Order The file has been deleted from the

Manage Users - EM adow Folder.

X

File Download

B Administrators 12/15/2004 1: E moved to Deleted Files
PM
12/15/2004 1: [ 7l stk IO g zave T restored from Deleted Files
::.’15!2004 1: Name: Audittog.csv file has been inserted
BM ) = Type: Microsoft Office Excel Comma Separated Values Fil. .. [F 1'e has been inserted.
12/15/2004 1: From: smartiibraryv12 = file has been updated.
FM
P [ COpen ] [ Save ] L Cancel J e
@ While files from the Intemet can be useful, some files can potentially Levet 8
hi uter. I do not trust th . do not i
bt o s el e e e i 451 Little Bourke Street
Melbourne 3000
Victoria Australia
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SmartLibrary: Contact Us

Technical Support

Please contact us by emailing support@nintex.com or telephone +61 3 9606 9222

General Assistance

Please contact us by emailing enquiries@nintex.com or telephone +61 3 9606 9222
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