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1. Introduction

This user manual is designed to guide you through using the Contact Management MashApp solution
to record personal contact information of employees and other relations such as customers, suppliers
etc. of your organization. This MashApp was built using Composer, a MashApp tool from Cordys
Process Factory (CPF).

Usually, when you have a manual contact management system, the bottlenecks are many. For
example, the long tedious procedures are time-consuming and taxing, which makes it difficult to
manage. Moreover, it is difficult to maintain and locate the contacts.

To avoid such bottlenecks, we are providing the Contact Management MashApp, which will help you:
¢ Maintain paperless records

e Track contact information easily

e Make communication to contacts easier and effective

To use the Contact MashApp, you need to first set up organization data such as application users,
roles, and groups and then set up MashApp Master Data such as countries, departments, groups,
business partner types, business partners, employees, existing applications, profile templates,
newsletters, etc.

After setting up the required data, you can use the MashApp to manage contacts. You can create new
contact profiles, approve them according to various levels of privacy, and also subscribe for MashApp
accounts. You can manage contact registrations. You can also monitor data through forms, charts, and

reports.

Create Contact
Profile

Contact Management
MashApp
Contact and MashApp User Manual
Account Creation

Contact Profile
task to Approver

MashApp Account

task to Approver
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2. Setting up Organization Data

Now, you need to set up organization data such as roles, groups, application users, and application
privileges.

Note: You can set up organization data only if you have either Admin or Contact Management
Administrator privilege.

2.1 Creating Application Users

Now, you need to create application users to enable users in your organization to access the Contact
Management MashApp. You also need to assign users the appropriate privilege to restrict their access
within the MashApp. Do the following to set up application users.

1. Click Setup > User Management. The User Management page appears.

2. Click Go to for Application Users. The Application Users page appears, displaying a list of
existing application users, if any.

3. Create an application user. Do the following.
a. Click Add and select Add New User to the Application.

b. In the User Id field, type the unique id of the user in the form of a valid email address. For
example, “Imiller@radiantpower.com”. This email address is populated in the Login Id and
Email fields respectively.

The credentials required to access the Contact Management MashApp will be sent to the
user via email.

Note: You cannot modify the Login Id.

Provide the required details of the application user such as Name and Contact Details.

d. Assign a privilege to the user to access the Contact Management MashApp. Click &, for
Privilege Name. The Application Privileges dialog box appears.

e. Select one of the following privileges to assign to the user according to their role in the
organization:

e Admin: This privilege enables users to create application users as well as maintain the
Master Data that needs to be set up for the functioning of the MashApp. For example,
Departments, Employees, Business Partners, etc.

¢ Contact Management Administrator: This privilege enables users to perform all the
functions of an Admin. In addition to this, the user can also customize the application
through the Modify Application tab.

e Manager: This privilege enables users to create contact profiles and view contact
details of those under him or her. The user can also view charts and reports to monitor
the data.

¢ Contact Management User: This privilege enables the users to create contact profiles
for themselves and others.

¢ Registered User: This privilege enables the external users to create contact profiles.

Click OK. The privilege is assigned. The description of the privilege appears in the
Description field.
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’ 3} welcome Brian Peterson! Change Profile | 07(23/2003 | |Log out|
8‘% Contact Management © change

[y ) Help (& support © Search E Advanced
H ity Page || R Contact Mansgement | i Charts | WlRsports | @ rtsster Dats | % Setup | < Modfy Application

Announcements | User Management | Personalization | Weblinks | General Settings | Upload Activity | Auto Number Fislds | Process Status | URL Generator =

Setup = User Management > Application Users

. Application Users

Setup > User Management = Application Users > User Details
“3“:\ The users subscribed ko thi
5

i3 &) Application Users
A
. ‘\l_‘;?' The users subscribed to this application are listed here, This screen is used For user mainkenance. Users are assigned a privilege to use the application.
Dadd~ % ) Rafresh a3
[ #dd Hew User to the Application
Add Existing User to the Applicatior
[ dmraerrraareer [ add ™ X @ o I Back to List

User 1d* |Jasnngreen@\u:entpnwer.cﬂm ‘

Hame* |Jasun Green ‘

Lagin 1d* jasongreen@lucentpower.com

Contact Details

Emall” [jasongreen@lucentpower.com | City | |
Company Name | | Country | v \
Address Phone{o] | ‘
Phane(R) | ‘

Websits | ‘

Privilege Details

Privilege Mame* [admin | @

Description | Admin

@J Done

f. Click Save.

An application user is created and the required privilege is assigned to the user. As soon as the user is
added, he or she receives an email with the Login Id and Password required to log in to the Contact
Management MashApp.

This application user is also an organization user. So, you can grant access to this user to other
applications in the organization through the Setup tab for those applications using the Add Existing
User to the Application option.

You have created an application user successfully.

2.2 Creating Roles

Roles define the responsibilities assigned to a user. You need to create three roles:
¢ Contact Management Approver
e Account Creator

e Account Verifier

First, you need to create the Contact Management Approver role. Do the following.
1. Click Setup > User Management. The User Management page appears.
2. Click Go to for Roles. The Roles page appears.
3. Create the Contact Management Approver role. Do the following.
a. Click New. In the Role field, type “Contact Management Approver”.

b. In the Description field, type “"Contact Management Approver”.
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Setup > User Management > Roles

« Y Roles
L .'ﬁ- This is a repository of all the roles defined in an organization. For example, Manager, Director, etc,
\ 4
IE] ] Refresh
Role Description
|:| Contact Management ... Contact Management Approver L
Description® | Contact Management Approver
Sawe and Add Another Save Reset
* Raquired
c. Click Save and Add Another. The Contact Management Approver role is created and

the values are cleared for another role.

4. Similarly, create the following roles:

Account Creator

Account Verifier

You have created the roles successfully.

2.3 Creating Groups

Groups enable you to group users in your organization as well as assign responsibilities to users in the
form of roles. You need to create a group called Administration and assign appropriate
responsibilities to users in this group.

First, you need to create the Administration group and then assign the Contact Management
Approver role to a user in the group. Do the following.

1. Click Setup > User Management. The User Management page appears.

2. Click Go to for Groups. The Groups page appears.

3. Create the Administration group. Do the following.

a.

b
C.
d

CORDYS

Click New. In the Group Name field, type “"Administration”.
In the Description field, type “"Administration”.
Click the Responsibilities tab to assign responsibilities to users.

Click New to assign the responsibility of a Contact Management Approver to a user. The
New Responsibility dialog box appears.

Do the following.

i) Click & for User, select the user to whom you want to assign the Contact
Management Approver role, and click OK.

i) Click (& for Role, select the Contact Management Approver role, and click OK.
Click OK. The responsibility of a Contact Management Approver is assigned to the user.

Similarly, assign responsibilities of an Account Creator and Account Verifier to users in
the Administration group.
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Setup = User Managerment > Groups
@71 Groups

"‘ ‘$. Organizations can be split into various groups and the organizational struckure can be maintained. Users belonging ko the groups can be captured. Group responsibilities can be assigned to
different users for vatious roles and Functions,

m | Refresh % Group Hierarchy

|:| Group Name Description Group Name*: Administration

[] Adrinistration Administration

Description® | Adrinistration

- Responsitilities

O New [ Refresh

O User Role Functi...
(| Mark Turner Contact Management Appraver
[0 karen Davis Account Creator
[ Edward Callins Account Verifier

* Required
g. Click Save.

You have created a group and assigned responsibilities to users in the group successfully.

3. Setting up Master Data

After setting up the required application users, you need to set up the Master Data that is required for
the functioning of the Contact Management MashApp.

Note: You can set up Master Data only if you are assigned the Admin or Contact Management
Administrator privilege.

3.1 Countries

You can add countries by doing any one of the following, namely, adding countries manually, loading
countries using a Web service, or uploading countries from a Google spreadsheet.

Adding Countries Manually

You can add countries manually if there are only a few countries to add. Do the following.
Click the Master Data tab.

Click View for Countries. The Countries form appears.

Click New to add a country.

Provide the Country Code and Country Name.

Click Save & Close.

i A WN

You have manually added countries successfully.

Loading Countries Using a Web Service

You can load countries using a third party Web service. Do the following.
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1. Click the Modify Application tab and click Build Web Services > Register an External
Service.

2. Select the Display Web services from a URL option.

In the Service Provider URL field, provide a service provider URL for retrieving the countries.
For example, “http://ws.srlink.com/GeoServices/CountryInfoService.asmx?WSDL".

Note: The availability of the Web Service depends on the third party Web service provider. If you
encounter any issues with the sample URL, try after sometime.

Provide a Service Provider Name, if required. This is optional.
Leave User Authentication blank as it is not required for this Web service.

Then, click Display Services. The Web services are displayed.

N o u A

Select the check box for the GetCountryList Web service and click Register Services.

Welcome Brian Peterson! Change Profile | 07/03/2009 { |Log Out

%‘{ Contact Management ) change

(Z) Help (& Support |

Bimypage || Bicontact Management || i charts | MReperts | @masterpata | @setup | o modity appiicats %
Contact Management Search Composer E; Advanced

x|
‘ {2 Build Forms > | a
e —— (@ Display web services from » URL O Display Wab servicss Forn = WSOL Fle
‘ o Build Business Proc... > Service Provider URL® |http://ws‘srhnk‘corn/GeoServlces/‘CountryInfoServ\ce.asmx?WSDL |

Service Provider Name | |

‘ o Build Business Rules »

User Authentication {(Optional)

‘ o Build Web Services >

{ Generate Standard Services

| Buldan Advanced Service

Display Services I Reg\sterSerwceslj

{ All Services

|
{ Reqister an External Sarvics J Login ‘ Password
|

O Web Service Description
‘ o Build Reports > O GetaCNielsenCitySizes
\ﬂ— [] GetSilinkCitySizes
- -
% O GetCountryFlag
x [] GetCountrylnfa
‘ © Getting Started ‘ EetCauntryList
[] GetSRUnkCountryList
‘ O raos ‘ [] Gettontientiist
‘ W Tutorials ‘ [ Getturrencylist
[] GetCurrencyList
[] Getlanguagelist
[] GetTimsZoneList
[] GetCountryListByCurrency
[] GetCountryListByContinent
4 3
| # composer assistart [ @+ Starting Foint_| 4 Build Business Rules | | Build Reports 6
@ Dane ‘d Local intranet

You have registered the GetCountryList external Web service successfully.

Now, do the following to load the countries in the Countries form.
1. Click the Master Data tab.
2. Click View for Countries. The Countries form appears.

3. Click Load Countries to load all the standard countries from the displayed URL. The countries
are listed in the Countries grid.
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§ ‘{ Welcome Brian Peterson! Change Profile | 07/28{2009 | |Log Oul
% ' Contact Management @ Change Application

(%] Help [ Support | Ssarch E Advanced

E My Page E ©h Business Expenses E il Charts E It Reports E il Master Data E  setup E # Modify Application
Zountties Departments Employess Projects Application Properties

Master Data > Countries

f’k{-‘} Create Item
b Quick access to create new items o dlicking "Load Countries” all the countries present in the grid will be deleted and standard list of counkries =
|"'55|BE'1 Item Type--- — ” Create | will be added from the URL:http:ffws stlink.com/GeoServicesfCountryInfoService  asmx7wWSDL [
Countries |AI\ Countries ¥ ‘ | |&§5| El
L= Recent Items “lRefresh o g
IE@‘ Itemns created or edited by you [] Country Code® Country Name
EXPOD00041 O ae Andarta
EXPODO0044 O »ae United Arab Emirates
EXPOODDOLE O »F AFghanistan
AG Antigua
EXPO000043/10 O
O & anguilla
EXPO000043/20 o oa Albania
EXPO00D043/10 D AM Armenia
EXP0000043/20 O an Netherlands antilles
EXPO000043 O wo Angola
O ag Antarctica
AR Argentina
= - O q
(= | Weblinks Elrare O as American Samoa
List of weblinks for easy access
O ar Austria
O au Australia
O aw Aruba
O ax Aland Islands
O »az szerhaijan
O sa Eosnia
] e Earbados
[ so Bangladesh
-

Copyright @ 2000-2009 Cordys, All rights reserved

@ Dane ‘d Local inkranst

4. Click New to add a country that is not in the standard list, if required. You need to provide the
Country Code and Country Name to add a country.

5. Click Save & Close.

You have loaded countries successfully.

Uploading Countries from a Google Spreadsheet
You can upload countries using a Google account. Do the following.
Click the Setup tab.

2. Click Upload Activity > Download Excel Template. The Download Excel Template page
appears. Do the following.

a. In the Show drop-down list, select Application Objects.
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Welcome Brian Peterson! Change Profile | 08/18/2003 | |Log Out|

B\E{ Contact Management 9 change &y
[

?) Help (& Support | Search B Advanced
|| Hmy page ” 12 Contact Management H il Charts ” il Reports ” GilMaster Data || P Setup || & Modfy Appliation
Announcements User Management Personalization ‘Weblinks General Settings Upload Activity | Auto Number Fields | Process Stakus URL Generator >

Sstup = Upload Activity > Download Excel Template

Download Excel Template

Upload Activities are defined to transfer data to different: application entities, Application entities will be sheets and attributes show up as excel columns in the downloaded excel sheet., Tt wil be easy ko fill in the template file and
\';E create a new upload activity ta transfer the data.

[ Refresh | SNOW | Application Objects v
Application Object Download File Created By Modified By Modified Date
Groups Download Excel File Cordys Onlins Loadsr vijay@cordys.com
Mewslettars

Cownload Excel File Cordys Online Loader vijay@cordys.com

Profile Ternplate LCownload Excel File Cordys Onling Loader vijay@cordys.com

Newsletter Download Excel File Cordys Online Loader vijay@cordys.com
Employee Download Excel File Cordys Online Loader vijay@cordys.com
Department Download Excel File Cordys Online Loader

vijay@cordys.com

Contact Profile Dounlosd Excsl File Cordys Online Loader vijay@cordys.com

Regions Dounlosd Excsl File Cordys Online Loader vijay@cordys.com

Country Download Excel File Cordys Online Loader vijay@cordys.com

Business Partrer Types Download Excel File Cordys Online Loader vijay@cordys.com

BusinessPartners Download Excel File Cordys Online Loader vijay@cordys.com

ExistingApplications Download Excel File Cordys Online Loader vijay@cordys.com 08/11/2009 D4,

Application Property Download Excel File Cordys Onlins Loader vijay@cordys.com

SelsctedApplications Download Excel File Cordys Onlins Loader vijay@cordys.com

Distribution List Cownload Excel File Cordys Onling Loader vijay@cordys.com 07/30/2009 071,

List Marne 07/30/2009 7.,

Download Excel File Cordys Online Loader vijay@cordys.com

Message Template Download Excel File Cordys Online Loader vijay@cordys.com

Click Download Excel File for Country. Click Save and save it to the desktop.

Copy the standard list of countries from the Google spreadsheet URL

“http://spreadsheets.google.com/ccc?’key=0AgU2e O0PgCtdGZIQkR5UGIRbXRIJMDNiV1k3MFV4

dVE&hI=en"” to the downloaded template and click Save.

a.

b.

. Click Upload Activity > Upload Data. The Upload Data page appears.

. Click New to upload data. The Upload Activity page appears.

In the Upload for drop-down list, select Application Objects.

Click Browse for File Path, select the template with countries data, and click OK.
. In the Activity Settings section, do the following.

In the Application Object Name drop-down list, select Country.

welcome Brian Peterson! Chanae Profile | DF[18/2009 | |Log Ot

2] Help (& Support | Search E Advances

& chanqe Application

B%\‘{ Contact Management
[

H Bty page || B contact Mansgement | i Charts || [Reports || @MasterData | @ setup || < Modify Application

Announcements User Mal

Setup = Upload Activity > Upload Data > Upload Detail
Setup > Upload Activit
Upload Data

P _i Activities can be de ﬂ,
be used ko Fillin dat

Upload Activity

be used ta fill in data, Filed in files can be submitted for upload jobs, Data will copied From excel file to the corresponding application entities,

£l Badk to List

2 view X - x * »

il i} Activities can be defined to upload data from a given excel file to the application entities. It is advised to do the upload data activity in small batches, Excel templates are available to download for different applications and can

O Activity No

Activity No: 1

Uplnad for: ‘Apphcat\on Objects hd ‘

File Path: |C:\Documents and Settingsjrenishya\Desktopcountrid Browse.. )
File:
Activity Settings

application Object Name: ‘[me

Start Activity: [Immediately -

[]5end Mal Motification

Uploaded On: Completed On:

Status: Uploaded By: bpeterson@lucentpower.com

‘ |Save||

In the Start Activity drop-down list, select Immediately.

9. Click Save.

CORDYS
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You have uploaded countries successfully.

3.2 Departments

You need to add the departments in your organization and identify a responsible person for each
department. Do the following.

1. Click the Master Data tab.

2. Click View for Departments. The Departments form appears.
3. Click New to add a new department.

4. Provide the details of the department. Do the following.

a. In the Department field, provide a name for the department. For example, Finance. You
can also click B for Department, select an existing group that you want to add as a
department, and click OK.

b. Click (& for Manager Name, select the organization user you want to add as the manager
for the department, and click OK.

|Save ” Save &Close” Close |

Departments Al Departme..._ ¥ [-]
I_&I #| Refrash
a Department™® Manager Name*
[ Administration Mark Turner
[0 Human Resaurces Karen Davis
[ Finance Edward Collins

4 »

5. Click Save & Close.

You have added a department successfully.

3.3 Groups

You need to add the groups in your organization and identify a responsible person for each group. Do
the following.

1. Click the Master Data tab.
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2. Click View for Groups. The Groups form appears.
3. Click New to add a new group.
4. Provide the details of the group. Do the following.

a. In the Group field, provide a nhame for the group. For example, Documentation.

b. Click & for Manager Name, select the organization user you want to add as the manager
for the group, and click OK.

|Save || Save &Close” Claose |

Groups

AlGrogs ¥ L [#l[-]

I Mew | Refresh

0 Group*® Manager Name™*

[0 CDocumentation Karen Davis
[ Implementation Mark Turner

4 3
5. Click Save & Close.

You have added a group successfully.

3.4 Business Partner Types

You need to add the types of industries in which your business partners operate. Do the following.
Click the Master Data tab.

Click View for Business Partner Types. The Business Partner Types form appears.
Click New to add a new business partner type.

A W N -

In the Business Partner Type field, provide the type of industry the business partner operates
in. For example, Construction.

5. Click Save & Close to save the changes and close the Business Partner Types form.
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|Save || Save &Close” Close |

Business Partner Types [-]
%‘ | Refrash

D Business Partner Types*
[ <Construction
[ Saoftware
[ Logistics

You have added a business partner type successfully.

3.5 Business Partners

You need to add the names of your business partners. Do the following.
1. Click the Master Data tab.
2. Click View for Business Partners. The Business Partners form appears.
3. Click New to add a new business partner. The Business Partner form appears.
a. In the Name field, provide a name.
b. Click & for Business Partner Type and select a business partner type.
c. Provide other details such as Email, City, State, etc.
d

To select a Country, click 2 and select a country from the list that appears.

Business Partners all Busingss .. | ¥ | i [ %] El
| e | % || | Refresh |
Name*
u |Save || Mew || Delete || Save &Close” Close ” Form Parameters|
Hame* Educator Business Partner Type  [Education
Telephone nsii000 Ernail educationi@educatar.com
Business Address  [Educatar, City Amsterdarn
Avenue Streets,
Armsterdam State arnsterdarn
Counkry Metherlands
Invoice Address - Fax 00041819
Educator,
Avenue Streets, ZIP Code 6300212
armsterdam =
4 3
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4. Click Save & Close to save the changes and close the Business Partner form. The new
business partner appears in the list of business partners in the Business Partners form.

5. Click Close.

You have added a business partner successfully.

3.6 Employees

You need to add the employees needed for Contact Management.

Note:
e Any user who needs to create a contact profile must be added as an employee in the Employees form.

e Also, every employee must be an application user. You need to ensure that you already added the new
employee as an application user in Section 2.1.

Do the following to add employees.
1. Click the Master Data tab.

2. Click View for Employees. The Employees form appears.
3. Then, click New to add a new employee. The Employee form appears.
4

Click [, for User ID, select the organization user you want to add as an employee, and click
OK. The user’s details appear in the User ID, First Name, and Email fields.

5. Provide the Last Name and Department. You can click [& for the Department field to select
a department from the departments you set up earlier.

6. Provide other employee details as needed.

|Sa\-'e || Mew || Delete ||Sa\~'e &Close" Close || Form Parameters|

Employee Details
User 10 helenparker@lucentpower.corr Lask Mame Farler
First Name Helen Parker Ermail 1D jrenishya@cordys.com
Employee Murnber 121 Group® Implernentation
Department® Huran Resources Phane 049395952
Mobile 093090000 City Armsterdam
Address Sth Street, Skate Amsterdam
fvenue Road,
Amsterdam Counkry Metherlands

7. Click Save & Close to save the changes and close the Employee form. The new employee
appears in the list of employees in the Employees form.

8. Click Close.

You have added an employee successfully.
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3.7 Existing Applications

You need to add an application to which a user can subscribe. Do the following.

A W N B

5.

Click the Master Data tab.
Click View for Existing Applications. The Existing Applications form appears.
Click New to add a new application.

Provide an Application Name and Description.

|Save || Save &Close” Clase |

Existing Applications all Existing f... ¥ El
I I Mew ” || | Refrash |
a Application Name™* Description

[0 Employes Onboarding Manages Employes Onboarding

|:| Leave Request Manages Leave Request

Click Save & Close.

You have added an application successfully.

3.8 Profile Templates

You can select a standard template for the contact profile depending on the contact category. Do the

following.
1. Click the Master Data tab.
2. Click View for Profile Templates. The Profile Templates form appears.
3. Click New to add a profile template. You need to provide the Category.
4. Clear the check boxes for the fields that you do not want to include in the template for each

category. For example, if you added the Student category and you only want Personal
Address, Home Address, Contact Control and Application Subscription, then leave these
check boxes selected and clear the check boxes for the remaining fields for the Student
category.

CORDYS Page 16 of 32



|V
USER MANUAL: CONTACT MANAGEMENT MASHAPP Cord S

@ ¥ W Process Factory B¢ @

|Save ||Save &Clos4]| Close |

Profile Templates All Profile Te,., ™ [

| I New || || | Refresh |
a Category® Personal Address Home Address Business Address ¥isiting Address Contact Control Business Info

Business Partner
Contrackars
Customers
Emplovees
Others

Fublic Relations
Self-Generated
Student
Suppliers

OoOooooogoono
FEREEEEEE
FEREEEEEE
EOREEREEE
EEREEEEEREA
FEEREEEEEE
EOREEREEE

5. Click Save & Close.

You have added a profile template successfully.

3.9 Newsletters

You can add a newsletter for users to subscribe to it. Do the following.

Click the Master Data tab.

Click View for Newsletters. The Newsletters form appears.

Click New to add a newsletter. In the Newsletter field, provide a name for the newsletter.
Click Save & Close.

You have added a newsletter successfully.

A W N R

3.10 Newsletter Announcement

You can add a newsletter announcement. Do the following.

Click the Master Data tab.

Click New for Newsletter Announcement.

Click . for Newsletter, select a newsletter, and click OK.

In the Subject field, provide a subject for the announcement.

i AN

In the Message field, provide the text for the announcement.
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|Save || Save &Close” Close |

Mewsletber® Message ID*
Herald ||| rMIDO000001

Subiject*
Latest Customer Win

Message™®
Qur company has managed to win two new custormers, namely, FNC Ltd and 41 Corp. Itis a great
achievernent for our company, thanks to the efforts of our Marketing team led by Mr. Edward Collins,

=

7’ Comments @ add ¢ L
Tokal Count:0 — .

m There is no comment added to this record.
Click "add Comment", to add a Comment.

|| Send Motification

If you need to add any comments, do the following.
a. Click Add Comment. The Comment form appears.

b. Provide a Comment Title and provide text for the comment. You can also click Add
Attachment to add attachments to the comment, if required.

c. Click Save.
Now, click Save. The Send Notification button becomes active.

Click Send Notification to send the notification to the subscribers.

You have sent a newsletter announcement successfully.

3.11 Application Announcement

You can add an application announcement. Do the following.

o v A W N

7.

Click the Master Data tab.

Click New for Application Announcement.

Click [, for Application Name, select an application, and click OK.
In the Subject field, provide a subject for the announcement.

In the Message field, provide the text for the announcement.

If you need to add any comments, do the following.

a. Click Add Comment. The Comment form appears.

b. Provide a Comment Title and provide text for the comment. You can also click Add
Attachment to add attachments to the comment, if required.

c. Click Save.

Now, click Save. The Send Notification button becomes active.
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8. Click Send Notification to send the notification to the subscribers.

You have sent an application announcement successfully.

4. Creating a Contact Profile

You can create a contact profile to manage information on organization relations. Do the following.
1. Click the Contact Management tab.
2. Click New for Contact Profile. The Contact Profile form appears.
3. Click & for Contact Category, select a contact category, and click OK.
4

If you want to subscribe the contact for any existing application, select the check box for Check
to subscribe for MashApp.

5. Now, on the Personal Details tab, do the following.

a. In the Contact ID field, provide a new contact ID. You can also click [ for Contact ID,
select an organization user, and click OK. The email address of the contact appears in the
Email ID field.

b. Provide other details such as Salutation, First Name, Last name, Bank Account, etc.
6. On the Address tab, do the following.
a. On the Home Address tab, provide the details related to your home address.

b. Similarly, on the Business Address and Visiting Address tabs, provide the details related
to your business and visiting addresses respectively.

1 5{ Welcome Brian Peterson! Change Profile | 07/30/2009 | |Log Out
Bp{ Contact Management € change
[ 2] Help (&f Support | Search Bl advanced
| | Bivypage | B contact Management || i charts || [iReperts | @Masterpata | Ssstup | o Modiy Applcation
Contack Profie My Contacts Contacts Contacks of My Dirsct Reports My Departmant Contacts All Contact Profiles Contact Registration >

Contact Management > Contact Profile

L Quick access to create new ikems -
—Select Ttem Type— v | create | N Contact Management
]
Contact Category®  Ernployees CreatedBy  [peterson@lucentpowe. .
= Check to subscribe for Mashapp
A= Recent Items e
™ Personal Details | Add

i‘!/@ Itemns created or edited by you ersonal Details res
bpeterson@lucentpower.cam )

Contact 10% bpeterson@lucentpower.com Salutation Mr. '3
bpeterson@lucentpower.com

o "
markrobinson@lucentpower.com First Hame: Brian fddalhiane
robertwalker@lucentpower.corn Last Hame* Peterson Date of Birth 07/31/1966 09:30:59
Employes Onboarding/robertwalker@luc.., Email ID* bpeterson@lucentpower.com EBank Account PMROO1E74
Self-Generated
student Contact Controls || Business Details || Application Subscription | Newsletters
Suppliers
- - Conkact Origin Amsterdam Privacy ©Open o Crganization A
&) o Weblinks [E More Additional Infol Contact Status Form Entry
e'i List of weblinks for easy access
Additional Info2
Submit Contact Profile -
4 3
pyright © 2000-2009 Cordys, Al rights reservad
&) Done % Local intranet

7. In the Other Details section, on the Contact Controls tab, do the following.

a. In the Contact Origin field, provide the place to which the contact belongs.

CORDYS Page 19 of 32



1 4
USER MANUAL: CONTACT MANAGEMENT MASHAPP Cord S

@ ¥ W Process Factory B¢ @

b. In the Privacy drop-down list, select one of the following.

e Private: Only you can see the contact details. Also, there is no approval required to
create the contact profile.

e Open to Group: All the members of the concerned group can view the contact details.
Approval is required from the person authorized to approve contact profiles for the
particular group.

e Open to Department: All the employees in the concerned department can view the
contact details. Approval is required from the persons authorized to approve contact
profiles for the concerned group and department respectively.

¢ Open to Organization: All the employees in the organization can view the contact
details. Approval is required from the persons authorized to approve contact profiles for
the concerned group and department. Also, approval is required from the Admin.

c. In the Additional Info 1 and Additional Info 2 fields, provide additional information, if
any.

8. On the Business Details tab, do the following.
a. Provide the Company Name of the contact.
b. Click (& for Business Partner to select a business partner, if required.
c. Click [E for Country to select a country.

d. Similarly, provide other required information such as contact numbers, Department, Job
Title etc.

9. Click Save.
10. Click the Application Subscription tab to subscribe the contact for applications. Do the

following.

Note: The Application Subscription tab appears only if you selected the check box for Check to
subscribe for MashApp.

a. Click New to add an application.

b. Click & for Application Name, select the application for which you want to subscribe the
contact, and click OK.

11. Click the Newsletter tab to subscribe the contact for newsletters. Do the following.
a. Click New to add a newsletter.

b. Click & for Newsletter, select the newsletter for which you want to subscribe the contact,
and click OK.
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< 5: Save i Closef| CI
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|
-Gelect Item Type-—- | create Contact Management
I
Contact Category®  Ernployees CreatedBy  [bpeterson@lucentpowe...
Check to subscribe For Mashapp
—
Mgy Recent Items Personal Details | Address
L0 teams crastad o sdited by you
bpeterson@lucentpower.com Contact ID* bpetersan@lucentpawer com Salutation ™ -
bpeterson@lucentpower.corm
First Mamme* Brian Middle Mame
markrobinson@lucentpower.com
Last Mame* Date of Birth 130:
robertwalker@ucentpower.corm [petersan 07/31/1986 0%:30:59
Ernployse Onbosrding/rabsrtwalker@luc. | | [F1 10" bpsterson@lucentpower.com Barlideceu FNROD1E74
Self-Generated
Student Cortant Controls || Business Details | pplication Subsoription || Newsletters
Suppliers Selected Applications all Selected ... ¥ |~§a E|
(Dtew | |[Erefresn |
&5, Weblinks [ More [] Application Name*
ﬁi List of weblinks for easy access [ Leave Request
I Submit Conkact Profile I
-
4 L3

Copyright @ 2000-2009 Cordys. All rights reserved

@ Done ‘ﬂ Local intranet
12. Click Submit Contact Profile.

13. Click Close.

You have submitted a contact profile successfully.

5. Approving a Contact Profile

Once the contact profile is submitted, the approval process starts. The approval process differs
depending on the level of privacy you have selected while submitting the contact profile. There are four
different privacy levels, namely Open to Organization, Open to Department, Open to Group, and
Private. Once the approval process ends, a contact is created.

5.1 Privacy Level — Open to Organization

Note: If you do not select any privacy level, then Open to Organization is the default selected privacy
level.

This privacy level enables the contact details to be seen by all the employees in the organization. So,
the contact profile needs to be approved by the managers of the group and department to which the

employee who created the contact profile belongs. The contact profile also needs to be approved by
the Admin.

Approval by Group Manager

The Manager, who is responsible for the group to which the employee who created the contact profile
belongs, receives a task to approve the contact profile, which is available through My Page > My
Tasks. He or she also receives an email with the task details.
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Do the following to review the contact profile and approve the task.
1. Double-click the task. The task opens, displaying the details of the contact profile.

2. Review the details and in the Select here the approval for your role section, select an option
from the drop-down list corresponding to your role. In this case, go to the Group Manager
Approval drop-down list. The following options are available:

e Approved: If approved, the contact profile is sent to the Manager who is responsible for
approving the contact profile for the department the employee belongs to.

¢ Rejected: If rejected, a notification is sent to the employee who created the contact profile
and the process ends.

Task 2 X

Task Details A
Status:  Incomplete
Subject:  Approwval to Access the Contact robertwalker1@lucentpower.com within the Group

Message: Dear Group Manager,

Approve to access I:hg contact roI_JerI:waIkgrl@lu!:enlgpower.com within the group. i -

|| Save || Form Parameters || Complete Taskﬂ

select here the approval for your role

Group Manager Approval Seleck- {A| Group Manager Approval for Account —Select--
Department Manager Approval otlecte Department Manager Approval for Account —Select--
Approved
admin &pproval Rejected Admin Appraval For Account Select--
-
Pl >

3. Click Save and then click Complete Task.

You have approved the contact profile as a group manager.

Approval by Department Manager

The Manager, who is responsible for the department to which the employee who created the contact
profile belongs, receives a task to approve the contact profile, which is available through My Page >
My Tasks. He or she also receives an email with the task details.

As the Manager for the department, open the task, review the contact profile, and select Approved
from the Department Manager Approval drop-down list. Click Save and then click Complete Task.

You have approved the contact profile as a department manager.

Approval by Admin

The Admin receives a task to approve the contact profile, which is available through My Page > My
Tasks. He or she also receives an email with the task details.

As the Admin, open the task, review the contact profile, and select Approved from the Admin
Approval drop-down list. Click Save and then click Complete Task.

You have approved the contact profile as an Admin.
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5.2 Privacy level — Open to Department

This privacy level enables the contact details to be seen by all the employees in a specific department.
So, the contact profile needs to be approved by the managers of the group and department to which
the employee who created the contact profile belongs.

Approval by Group Manager

The Manager, who is responsible for the group to which the employee who created the contact profile
belongs, receives a task to approve the contact profile, which is available through My Page > My
Tasks. He or she also receives an email with the task details. Do the following to review the contact
profile and approve the task.

1. Double-click the task. The task opens, displaying the details of the contact profile.

2. Review the details and in the Select here the approval for your role section, select an
option from the drop-down list that corresponds to your role. In this case, go to the Group
Manager Approval drop-down list. The following options are available:

e Approved: If approved, the contact profile is sent to the Manager who is responsible
for approving the contact profile for the department the employee belongs to.

¢ Rejected: If rejected, a notification is sent to the employee who created the contact
profile and the process ends.

Task 2 %

Task Details ~
Status:  Incomplete
Subject: Approval to Access the Contact robertwalker1@lucentpower.com within the Group

Message: Dear Group Manager,

Approve to access thg contact roI_JertwaIkgrl@lu!:enlgpower.com within the group. i -

I| Save I” Form Parameters” Complete Taskl

Select here the approval for your role

Group Manager Approval Select-- [~} @roup Manager Approval For Account —Select--
Department Manager Approval =5 Department Manager Approval for Account —Seleck--
Approved
adrin Approval Rejected Admin Appraval For Account Seleck--
-
4 »

3. Click Save and then, click Complete Task.

You have approved the contact profile as a group manager.

Approval by Department Manager

The Manager who is responsible for the department to which the employee who created the contact
profile belongs receives a task to approve the contact profile, which is available through My Page >
My Tasks. He or she also receives an email with the task details.

As the Manager for the department, open the task, review the contact profile, and select Approved
from the Department Manager Approval drop-down list. Click Save and then click Complete Task.
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You have approved the contact profile as a department manager.

5.3 Privacy level — Open to Group

This privacy level enables the contact details to be seen by all the members of a specific group. So, the
contact profile needs to be approved by the manager of the group to which the employee who created
the contact profile belongs.

The Manager, who is responsible for the group to which the employee who created the contact profile
belongs, receives a task to approve the contact profile, which is available through My Page > My
Tasks. He or she also receives an email with the task details.

Do the following to review the contact profile and approve the task.
1. Double-click the task. The task opens, displaying the details of the contact profile.

2. Review the details and in the Select here the approval for your role section, select an option
from the drop-down list that corresponds to your role. In this case, go to the Group Manager
Approval drop-down list The following options are available:

e Approved: If approved, the contact profile is created.

o Rejected: If rejected, a notification is sent to the employee who created the contact profile
and the process ends.

3. Click Save and then click Complete Task.

You have approved the contact profile as a group manager.

5.4 Privacy level - Private

This privacy level enables the contact details to be seen only by the employee who created the contact
profile. If you have selected Private as the privacy level, there is no approval required. The contact
profile is created automatically.

6. Creating a MashApp Account

Once the approval process is complete, the contact profile is created. If the employee who created the
contact profile selects the check box for Check to subscribe for MashApp, then the approval process
for creating a MashApp account starts.

Approval by Group Manager

The Manager, who is responsible for the group to which the employee who created the contact profile
belongs, receives a task to approve the MashApp account creation, which is available through My Page
- My Tasks. He or she also receives an email with the task details.

Do the following to review the contact profile and approve the task.
1. Double-click the task. The task opens, displaying the details of the contact profile.

2. Review the details and in the Select here the approval for your role section, select an option
from the drop-down list that corresponds your role. In this case, go to the Group Manager
Approval for Account drop-down list The following options are available:

e Approved: If approved, the approval task for MashApp account creation is sent to the
Manager who is responsible for approving the MashApp account for the department the
employee belongs to.
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o Rejected: If rejected, a notification is sent to the employee who created the contact profile
and the process ends.

Task Details A~
Shabue: Incomplete
Subject:  Account Reguest Approval for the Contact robertwalker | @lucentpower.oom

Message:  Dear Manager,

The contact robertwalker l@lucentpower.com has requested for an account. =

[l s [

Additional Info2

select here the approwval for your role

GrouD Manadsr Appeonal s 13R0UD Manager Approval For Accont e -
Department Manager Approval Cadact- Dwpaetment Managaer Approval For Aooount = ac

Approwed
Bedminy Approwval Sadact- dudrriny Apgecvad For Accourt P"-:"“'“"‘

3. Click Save and then, click Complete Task.

You have approved the MashApp account creation as a group manager.

Approval by Department Manager

The Manager, who is responsible for the department to which the employee who created the contact
profile belongs, receives a task to approve the MashApp account, which is available through My Page
- My Tasks. He or she also receives an email with the task details.

As the Manager for the department, open the task, review the details, and select Approved from the
Department Manager Approval for Account drop-down list. Click Save and then click Complete
Task.

You have approved the MashApp account creation as a department manager.

Approval by Admin

The Admin receives a task to approve the MashApp account creation, which is available through My
Page > My Tasks. He or she also receives an email with the task details.

As the Admin, open the task, review the details, and select Approved from the Admin Approval for
Account drop-down list. Click Save and then click Complete Task.

You have approved the MashApp account creation as an Admin.

Once the approval for the MashApp account is obtained from the concerned persons, the Admin
assigns a task to the Account Creator to create a MashApp account

The Account Creator receives a task to create the MashApp account, which is available through My
Page > My Tasks. He or she also receives an email with the task details.

As the Account Creator, open the task and in the Account ID field, provide a value. Click Save and
then click Complete Task.

You have created the MashApp account as an Account Creator.
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The employee who created the contact profile gets a confirmation via email that the MashApp account
is created for the contact.

/. Creating a Contact Registration

The Contact Registration form is an anonymous form. Any external user can access this form; there
are no security concerns. You can place this form on your organization’s website to self-register for
information on Cordys Process Factory.

Once you self-register through the Contact Registration form, your contact details will be stored in
our Contact Management MashApp.

Do the following to create a Contact Registration.
1. Click the Contact Management tab.
. Click New for Contact Registration. The Contact Registration form appears.
. Click (£, for Contact Category, select a contact category, and click OK.
. In the Contact ID field, provide an ID for the contact.
. In the Email Id field, provide an email address.
. Provide other required information such as First Name, Last Name, etc.
. Click Save.

. In the Newsletter Subscription Details section, click New to add a newsletter.

O 00 N O 1 A W N

. Click & for Newsletter, select the newsletter for which you want to subscribe the contact, and
click OK.

10. If you want a MashApp account to be created for the contact, select the check box for Check
to subscribe for MashApp.
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i 5{ Welcome Brian Peterson! Change Profile | 07/30/2009 | |Log out|
BQ Contact Management €D change Application
[ 2) Help (& Support | Search E] Advanced
“ iy page | B contact Management || i Charts | Glreports | Gmaster Data | @setup | o# Modify Application
Contact Profile | My Contacts | Contacts | Contacts of My Direct Reports | My Department Contacts | Al Contact Profiles | Contact Registration >
Contact Management > Contack Registration
+¢.| Create [tem Save & Close
L ) Quick access to create new items
——-Select Item Type-—- v [ create |
= Contact Management
& (- Recent Items »
~
L.  Itemns created or edited by you
~
Contack Categary® Business Partner
Karen
Contact I0* Karen Company Mame  |Lucent Pawer
robertwalkerl@lucentpower.com
First Mame™ Karen Phone n9z3z423
bpeterson@lucentpawer.cann
bpetersan@lucentpower.cam Last Hame* Davis State amsterdam
markrobinson@lucentpower.com Email ID* karendavis@lucentpower.com Country Metherlands
robertwalker@lusentpower.com
Newsletters Al Mewsletters % |[F =] [ [ %] El
Employee Onboarding/robertwalker@luc. ..
Self-Genorsted e [ e i | [lretresn
[] Newsletter®
Student
&) Weblinks [E More
ﬁy List of weblinks for easy access
Comments
Check ta subseribe for Mashapp
[ ]
Copyright @ 2000-2009 Cordys, All rights reserved
&] Done & Local intranet

11. Click Save.
12. Click Submit, if you selected the check box for Check to subscribe for MashApp.
You have submitted a contact registration successfully.

Approval by Admin

If you selected the check box for Check to Subscribe for MashApp while creating the contact
registration, then approval is required from the Admin for the MashApp account creation.

The Admin receives a task to approve the MashApp account creation, which is available through My
Page > My Tasks. He or she also receives an email with the task details.

As the Admin, open the task, review the details, and select Approved from the Admin Approval for
Account drop-down list. If you want the contact details to be verified, select the check box for Need
Verification from Account Verifier. Click Save and then click Complete Task.

You have approved the MashApp account creation as an Admin.

On approval by the Admin, a task is sent to the Account Verifier if the check box for Need
Verification from Account Verifier was selected by the Admin during the approval process.

The Account Verifier verifies if an account can be created for the external contact. Once the
verification is complete, a task is assigned to the Account Creator who creates the MashApp account.

8. Creating a Distribution List

A Distribution List is a function, which allows you to maintain a list of email addresses, which can be
used to email everyone on the list in a single go.

Do the following to create a distribution list.
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Click the Contact Management tab.

Click View for Distribution List. The Distribution List form appears.
In the Lists section, click New.

In the List Name field, provide a name for the list.

In the Distribution List section, click New to add email addresses to the list.

ok w Nk

Click £, for Email ID, select an email address for a contact, and click OK. Repeat this step to
add more email addresses.

Distribution List Groups Al Distributio... ¥ | [ = £ [#] [ ] || Distribution List [ai Cistributio,.. [ ] || [#][=]
I hlew I | Refresh [TThiew] | |l peFresh |
[] List Name™ O Email ID*
[0 customers [0 karendavis@lucentpower.com
|:| Partners D markdavis@lucentpower .cam
[0 Suppliers [0 edwardcolins@lucentpower com
[ Distributors [0  padldark@lucentpower com
[0 Employees [0 ruthturner@lucentpower . com
[0 beetyhil@lucentpower .com
[]  robertwalker@lucentpower,com
[0 markrobinson@lucantpower com

7. Click Save & Close.

You have created a distribution list successfully.

9. Selecting a Message Template

A Message Template is used to send a notification or task to an individual or a group of individuals
Do the following to select a message template.

1. Click the Contact Management tab.

2. Click New for Message Template. The Message Template form appears.

3. Select one of the following options for Send Message to.

¢ Individual: The message is sent to a single recipient. If you select Individual, the Email
Id field becomes active and you can select the email address of the recipient.

e Group: The message is sent to multiple recipients. If you select Group, the Distribution
List field becomes active and you can select a distribution list.

4. Select one of the following options for Send as.

Note: If you select the Send as option as either Detailed Notification or Task, then only Comments section
will appear.
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¢ Simple Notification: This is a brief notification.

o Detailed Notification: This is a detailed notification, where you can add comments and
attach files.

e Task: This is a task, which is to be performed by the receiver.
5. In the Subject field, provide the subject of the message.
6. In the Message field, provide the text for the message.

7. If you need to add any comments, do the following.
a. Click Add Comment. The Comment form appears.

b. Provide a Comment Title and provide text for the comment. You can also click Add
Attachment to add attachments to the comment, if required.

|Save ||| T || Delete || Save &Close” Close |

Send Message to* Message ID*

O 1ndividual @ Group MIDO000002
Email ID Send as*

| | @] Simple Maotification
Distribution List ® Detailed Notification
Ermnployees O Task

Subiject*
Latest Customer Win!l

Messane™®

Qur company has won two new customers, namely, MLC Ltd and A1 Corp, This is very important for our company, Thanks to the efforts of our
Marketing team led by Mr Mark Turner,

%

“Z’ Comments Tobl Count ®, Add Comment

@ There is no comment added to this record,
Click "add Comment”, to add & Comment,

Send Message

4
8. Click Save.

9. If you selected either Simple Notification or Detailed Notification, click Save & Close or
else, click Send Task.

You have selected a message template successfully.

10. Reporting and Monitoring

The Contact Management MashApp enables you to monitor contact data through various forms,
charts, and reports.
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10.1 Forms

On the Contact Management tab, you can view forms to display data on the contact profiles that
were submitted.

For example, you can view the All Contact Profiles form to view all the contacts created within the
organization. Do the following.

1. Click the Contact Management tab.

2. Click View for All Contact Profiles. The Contact Profiles form appears, displaying the details
of all the contacts created within the organization.

i ‘{ welcome Brian Peterson! Change Profile | 07/30/2009 | |Log out|
B,% Contact Management D change Applicati
[ ) Help (& Support | Search Bad advanced
“ Bty Page || 2 Contact Management | i Cherts | iReports || ()Master Data || 8 Sstup || < Moy Application
Contack Profile | My Contacts | Contacts | Contacts of My Direct Reports | My Department Contacts | All Contact Profiles | Conkack Registration =
Contact Management > All Contact Profiles
—,“-'j| Create Item |‘
i/), Quick access to create new items
-—-Select Item Type-— || Create P
‘ | Contact Profiles Al Cantact B, Y ‘ i 2 El
[ ekt |[[#Refrash
] Contact ID* First Name* Company Name Contact Category
[ beeterson@lucentpower. com Brian Emplovees
,4;‘::7 Recent Items [] Karen Karen Lucent Power Business Partner
o
ii@ Items created or edited by you [] markeobinson@lucentpower....  Mark Educator Emplovees
[] robertwalkeri@lucentpower.... Robert Walker Customers
MIDOO0O00Z/Emplayees [ rebertwalker@lucentpower.com Robert Employees

Distributars

Employees
Employees/karendavis@lucentpower.com
Customers

Partners

Suppliers

Karen

robertwalkerl@lucentpower.com

&) Weblinks [E More
List of weblinks for easy access

Copyright @ 2000-2003 Cardys. All vights reserved

&) Done

3. Click Close.

&4 Local intranet

You can also view the following forms on the Contact Management tab:

My Contacts

Contacts

Contacts of My Direct Reports
My Department Contacts

All Contact Registrations

10.2 Charts

On the Charts tab, you can view charts that display contact data.
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For example, you can view the Contact Profiles per Privacy Level chart to view the number of
contact profiles per privacy level. Do the following.

1. Click the Charts tab.

2. Click View for Contact Profiles per Privacy Level. The Contact Profiles per Privacy Level
chart appears, displaying the number of contact profiles per privacy level.

3. Click any privacy level. For example, Open to Organization. The status and nhumber of contact
profiles under this privacy level are displayed.

Contact Profiles per Privacy Level

QpentoGroup, 1 -|I

ropentoDepartment, 3

Privacy Level Status

Number of Contacts

Approved Rejected W aitingFarAppraval
Status
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4. Click Close.

You can also view the following charts on the Charts tab:
¢ Contact Profiles per Category
e Contact Profiles per Period

e Registered Contacts per Year

10.3 Reports

On the Reports tab, you can run various reports on contact profile data.

For example, you can run the Contacts per Contact Category report to view all the contacts per
contact category. Do the following.

1. Click the Reports tab.
2. Click Run for Contacts per Contact Category. The Report Wizard appears.
3. Click Run Report.
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4. Then, click Download Report. The report appears, displaying the contacts per contact
category.

BE & e @O i i

Contact ID First Name

daviswrighti@lucentpower. com |Davie:

[ wiign:
markiumergucentpower. com [Mark Tumes [Green
robertwalker 1@ lucentpower.com |Roert Watker |walker

com Fogert Walker
com Mark Robinson
com |Brian Peterson
karenrobinsonglucentpowes com |Karen Robinson
ruthtumes@lucentpower.com [Ruth [Tumer
‘edwardoolins@lucentpower.com [Edward Colins [Robinson
&
o
32,35 % 11,6910 < >
a Cone

Unknown Zone

You can also view the following reports on the Reports tab:
¢ Registered Contacts per Business Partner

¢ Registered Contacts per Country

e Contacts per Business Partner

¢ Contacts per Country

11. Conclusion

In this user manual, you learnt how to set up organization and Master Data for the successful
functioning of the Contact Management MashApp. You learnt how to create a contact profile and
approve it. You also learnt how to approve a MashApp account. You even got a glimpse on how to
monitor data through various forms, charts, and reports that are readily available to you.

12. Contact Us

To report issues or send feedback, contact us at: customercare@theprocessfactory.com
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