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Managing Reminders

Reminders are useful “memory jogs” for yourself or others to take some action on a particular
document. For example, add a Reminder to help you or others to remember to periodically review
a contract prior to renewal. Taking an action on a Reminder is not required. In various views and
tabs, documents with one or more Reminders display the Reminders F=1 button next to the
document'’s name. See Figure 4 on page 14.

Reminders include:

the ability to add the Reminder to the recipient's email calendar
an email sent to each Reminder recipient
automatic placement of Reminders on the recipient’s My Tasks view

From their My Tasks view, a user may also change a Reminder Notification Date. See "Performing
Reminders, Obligations and Checklist Tasks” on page 196.

To compare Reminder features with Notifications, Checklists, Obligations, and Workflow tasks, see
Table 12 on page 188.

More detail: Automated Reminders % also exist for some object types. See Gimmal Contract Manage-
ment 6.9.1 Business Administrator Guide. Automated Reminders were set up with Automated Reminder rules
created by the business administrator and apply to object types rather than only to an individual contract or
document. Automated Reminders are date field based, and do not require user action to create or initiate.
Automated Reminders may be reopened after completion by the owner, recipient or business administrator.
For example, an old renewal contract might be reinstated, so its Automated Reminders will need to be
reopened.

Reminder Statuses

Reminder statuses control who may take what action during each status:

Scheduled: Set to occur in the future. No email or task notification has been sent.

Open: Has been sent to recipients via email and to their My Tasks view.

Completed: Has been completed by a user. A completed Reminder will be removed from the
user's My Tasks view, but it cannot be deleted.

Table 8 Reminder Actions Available for Each Reminder Status

Scheduled owner, BA owner, BA no one no one

Open owner, BA No one owner, BA no one
‘write"* recipient ‘write"* recipient

Completed |no one no one no one owner, BA, ‘write'* recipient
*any one with write permissions for the Reminder's document type *Automated Reminders only
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Adding a Reminder

When a Reminder is added to a document, a task is scheduled to occur at some date in the future.
On that date, an email message describing the task will be sent to the specified recipients and the
task will be added to their My Tasks lists. These tasks will serve to remind recipients of the event
and manage the document more effectively. Additionally, if a Reminder is created with Add to
Outlook Calendar, each user can select to add that event to their Outlook calendar.

Add a Reminder

A Double-click the document name. If a document name already displays a Reminders button,
click its Reminders button.
OR

Right-click the document name; then select Open Dashboard. The document dashboard
displays.
1 Click the Reminders button. The Reminders window displays (Figure 8-1).

Figure 8-1 Reminder

Document Dashboard: General Agreement with DRH Inc (FGA-000058-01 v1.0)

No recon

Reminders

2 Click Add Reminder. The Add Reminder Details window displays. See Figure 8-2.
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Figure 8-2 Add Reminder Details

Add Reminder : MOU Form [ GEN-00034 v 1.0 ]

Notification Date : Date = .c\uu to Calendar
Recurring :  None
Action :  Review as Noted

Instructions :

Distribution List

:  Show Users

* | Barbara Gannon
Rodona Marquez
Stevens PeD
Test
Test2
Testco Admin
Testcol
Testco2
Testco3

3 Enter the following Reminder details:

A In Notification Date, enter the date when user(s) will be sent the Reminder email for the
specified document. The Notification Date must be set to a date equal to or later than the
current date.

B In Recurring, select a frequency from the menu to determine how often the Reminder email
is generated and sent to those on the distribution list. Recurring selections include: None
(default), Weekly, BiWeekly (every two weeks), Monthly, Semi-Monthly (twice a month),
Quarterly, Semi-Annually (twice a year), Annually.

C In Action, select from the menu the type of review action which will be listed on the
Reminder email. Action selections include: Review as Noted (default), Review for
Assignment, Review for Option Exercise, Review for Payment, Review for Performance,
Review for Renewal, Review for Termination.

More detail: The Action field menu selections may vary for each document type.

D In Instructions, enter any other information for everyone on the distribution list to see. The
dynamic progress bar displays the percentage of total available characters entered.

4 In the Roles menu, Show Users is preselected. Show Roles might also be selected.

More detail: Only users with inline passwords display who are not super_users and whose login names do
not begin with dm_ orim_. Super_users see inline password users whose login names do not begin with dm_. If
Show Groups is selected, all groups prefixed with im_ or ucf_file_transfer are not displayed.

5 In the Users pane, select user(s), and click the Add button to add that user to the list of
recipient(s) in the right pane.

More detail: To select non-adjacent recipients, hold down the Ctrl key while clicking each recipient’s name
in the list. All displayed users have at least read (view only) rights.

6 If needed: select Add to Outlook Calendar to send an email to all users selected in the Users
pane.

146 Gimmal Contract Management User Guide V6.9.1 2July 2016



7 Click OK. The email to add the Reminder to the recipient’s Outlook Calendar is sent
immediately, even if the Notification Date is a future date. See Figure 8-3.

More detail: To add the Reminder to their individual calendars, each user must first open their email. Gimmal

Contract Management does not automatically add Reminders to individual Outlook calendars. See “Add a
Reminder to a Recipient Outlook Calendar” on page 147.

Figure 8-3 Email — Adding a Reminder to the Recipient’'s Outlook Calendar

Review for Termination - Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.0)

gwarren@prodagio.com [gwarren@prodagio.com]
Sent: Tuesday, April 01, 2014 1:10 PM

To: Warren, Grant

[ Warren. Grant

Distribution List: gwarren@prodagio.com

Instructions:

Please review and confirm the need to terminate.

On the selected Notification Date, the Reminder is displays on the recipient’s My Tasks list and an
email is sent to the recipient. See Figure 8-4. The email Reminder presents:

. The action to be taken in the Subject area
. Detailed Instructions

The View Task in Gimmal Contract Management link to directly go to the task in the My Tasks
view of Gimmal Contract Management (Figure 8-4).

Figure 8-4 Reminder Email Notification

Reminder - Review for Termination

Warren Grant [gwarren@prodagio.com]
Sent: Tuesday, April 01, 2014 1:10PM
To:  Warren, Grant

A Prodagio Reminder has arrived for your review.

Document Name: Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.0)
Task Due Date: April 1, 2014
Priority: High

Instructions:
Please review and confirm the need to terminate.

View Task in Prodagio

Add a Reminder to a Recipient Outlook Calendar

1 Open the Reminder email.

2 Double-click the Gimmal Contract ManagementEvent.ics 4 button in the Attachments line

to open the Attachment (Figure 8-3 on page 147). The Opening Mail Attachment window
displays.

3 Click Open. The scheduler notice displays in the Outlook Calendar.

4 Click Save and Close in the Outlook scheduler event. The Reminder date is added to the
recipient’s Outlook calendar.

Chapter 8 Managing Reminders and Obligations 147



Managing Document Reminders

Managing Reminders for a document through its document dashboard includes
Viewing a document’s Reminders list

View and edit individual Reminder details

Closing, deleting and reopening Reminders and Automated Reminders
Manage Document Reminders

1 Navigate to the document with the Reminders to view

2 Click the Reminders button next to the document name. The Reminder window displays
listing all Reminders for the selected document. See Figure 8-1 on page 145

3 View additional Notification Date and Action details by hovering the cursor over the Details
button of the selected Reminder (Figure 8-5)

Figure 8-5 Reminder Notification Date and Action Details

Document Dashboard : General Agreement with DRH Inc (FGA-000058-01 v1.0)

@@ﬂﬁ@@ai’mﬂiﬂzi&l%
=

Actions :  Add Reminder

Trne Entry

lahﬁcatmnale Dwper Action
Sep 15, QWBIZI‘ Sent: Sep 30, 2008 Jﬂ
Sep 30, zuusm
A
@@ﬁﬁ@ﬁé | 341 8 w6l B

-
_I Actions :  Add Reminder

Time Entry =
R = Notification Date Owner Action Status Completed By
| Sep 15, 2008 [2] contributor1 Review for Terminatiog [21
| % l Sep 30, 2008 [?1 contributor1 Review az Noted |
L Reminders Oct 1, 2008 [7] contributor

Review for Assi

Follow standard procedures, please. I '
o

4 To view or edit a Reminder, double-click the Reminder oR right-click; then select View or Edit
The Reminder Details window displays (Figure 8-6)
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Figure 8-6 Reminder Details — Editable

Reminder Details: General Agreement with DRH Inc (FGA-000058-01 v1.0)

Notification Date :

Recurring

Action

Instructions :

Distribution List

Groups

Users :

ISep 15, 2008

™ Add to Calendar

: INune

: IRe'.riew for Termination

Please determine if our reason is legal and valid.

S

: IShuw Users

contributort

docuadmin

Gorden, Erica

gzofka

Hibbs, David

Miller, Jennifer
Reference_Contract 54
Reference_Contract 55
Reference_Contract 81
‘Warren, Grant

contributort

g ol a

5 Edit the Reminder if the Status is Open or Scheduled.

A If the Reminder Status is Completed, the details of the Reminder cannot be edited. See
Figure 8-

1.

Figure 8-1 Reminder Details — Uneditable

Reminder Details: General Agreement with DRH Inc {FGA-000058-01 v1.0)

Notification Date : ISep1E. 2008 *

Recurring :
Action :

Instructions :

Distribution List :

Closing |
Comments

I 4dd to Calendar

I None LI

IR&-.-ie‘.'.' for Termination LI *

Pleaze determine if cur reason iz legal and valid. ;I *
[

contributort

Overdue, for sure. ;I N
[

6 When finished editing or viewing, click OK or Cancel. The Reminder window displays (Figure 8-

2).
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Figure 8-2 Reminder Window — Close

Open Dashboard : Blank Word 97 / 2000 Document (T-00004 v1.1) CN-00250-02 by Warren, Grant , Jun 22, 2010

DS A0 =Bl s ln

=]

Actions : Add Reminder

Time Entry MNotification Dat o Acti

% Jun 22,2010 [2] Warren, Grant Review as Noted [?]
Jul 14, 2010 [7] Export to CSV Noted [?1
Reminders

View
Edit

Close
Close completes the selected Reminder.

The Close button closes the
window without changing the
status of any Reminders.

7 When the activity noted in the Reminder has been completed or if the Reminder is no longer
needed, right-click; then click Close. The Close Reminder window displays (Figure 8-3).

More detail: Only a Reminder’'s owner, recipient or designated business administrator can close a Reminder.
See Figure 8-3.

Figure 8-3 Close Reminder Window

Close Reminder : General Agreement with DRH Inc {FGA-000058-01 v1.0)

Date | Joct 1, 2008 () - ™ 4dd to Calendar

Recurring : Iche LI

Action : IR&-.-ie‘.‘.' for Assignment LI *

Ingtructions : |pieaze recommend best person for this assignment

Distribution |

List contributort

Closing |
Comments

8 In Closing Comments, enter the reason the Reminder is being closed.

9 Click OK. The Reminder window displays, with Completed status.

Delete a Reminder

More detail: Only the business administrator or the owner of the Reminder with a Scheduled status can
delete Reminders.
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1 Right-click the Reminder name; then select Delete

2 When deleted, the Reminder is removed from the recipient’'s My Tasks list (Figure 8-4)

Figure 8-4 Deleting a Reminder

Actions ; Add Reminder

Notification Date

Owner

| Action Status Completed By Completion Date
A Jun 22,2010 [7] Warren, Grant Review as Noted [7] Open
Jut 14, 2010 [2] im_testuser Review as Noted [?] Completed im_testuser Jut 14, 2010
e e e
View

Coo=)

Delegate Future Reminders to Others
See “Setting Your Workflow Availability” on page 203

Reopen a Closed Automated Reminder

Some closed displayed Reminders were generated as Automated Reminders and display the
Automated Reminder button. Automated Reminders can be reopened

I Navigate to the document with the Automated Reminder to reopen

2 Click the Reminders button next to the document name. The Reminder window displays
listing all Reminders for the selected document (Figure 8-5)

Figure 8-5 Reopen an Automated Reminder

ﬂpen Dashboard : Blank Word 97 / 2000 Document (T-00004 v1.1) CN-00250-02 by Warren, Grant , Jun 22, 2010

@@@ﬁm@ I 8Ll s ln

Actions : Add Reminder

i g HNotification Date Owner Action Status M Completion D
; i 1. Jun 22, 2010 [7] Export to C5V bview as Noted [2] Completed docuadmin Jul 14, 2010
Jul14,2010[21 | View liewasNoted [71  Compleled  imtestuser  Jul 14,2010

Ctheodet Jul 28, 2010 i bview for Assignment [2] Scheduled

Time Entry

Reminders 5]

3 Right-click; then select Reopen of any Reminder with the Automated Reminder button. The
Reminder Details window displays (Figure 8-6)
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Figure 8-6 Reminder Details

Reminder Details : test checkin (CN-00022 v2.4)

Notification Date : |Feb 10, 2009 i I Add to Calendar

Recurring : I None

Owmer : docuadmin
Action : |Rr:-.'\s'.'.‘ for Payment * Change Owner

Instructions : [iocting date reminders

Distribution List : Mehdi, Zehra

closed

Closing _
Comments

Confirm Reopen: [

A If needed: click Change Owner and select a new owner from the Choose a user window.

More detail: Change Owner displays only if you have been assigned the prodagio_admin role, are the
Reminder owner, or are the Reminder recipient.

4 Select Confirm Reopen to force your review of the decision to reopen this Reminder.

5 Click OK. The Reminders window displays. The Automated Reminder opens. The Automated
Reminder continues to track changes and send Automated Reminder notifications as if it never
had been closed.

Export a Document Reminders Listing to .csv File

See "Exporting Listings to .csv-Formatted File” on page 64.
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B
Managing Obligations

Obligations are tasks that must be completed in order to meet the legal requirements of a
contract. Obligations can completed by taking an action and closing them, but require a signature.
See your system or business administrator to determine how often and how individual Obligations
are sent. For example, two Obligations for a new or updated contract could include a legal review
and a signed approval.

In various views and tabs, documents with one or more Obligations display the Obligations &
button next to the document’s name. See Figure 4 on page 14.

Obligations include:

The ability to add the Obligation to your email calendar

Categorizations as financial (related to money) or non-financial (not related to money)

Aemail sent to each Obligation recipient or create obligations with no recipients

Automatic placement of Obligations on the recipient's My Tasks list

Special properties to further describe the Obligation and the ability to view deleted Obligations
Reporting capability to allow managers to provide reports of upcoming or historical Obligations

From their My Tasks view, a user may also change an Obligation Due Date. See “Performing
Reminders, Obligations and Checklist Tasks” on page 196.

To compare Obligation features with Notifications, Reminders, Checklists and Workflow tasks, see
Table 12 on page 188.

Obligation Statuses

Obligations statuses control who may take what action during each status:

Scheduled: An Obligation that is set to occur in the future. No email or task notification has
been sent.

Open: An Obligation that has been sent to recipients via email and to their task list in their My
Tasks view.

Completed: An Obligation that a user has completed. A completed Obligation will be removed
from the user's My Tasks view.

Deleted: An Obligation that a user has deleted. Users may manually delete an Obligation.

Table 9  Obligation Actions Available for Each Obligation Status

Scheduled ‘write’ users | ‘write’ users | ‘write’ users
Open ‘write' users | ‘write’ users | ‘write’ users
Completed no one no one no one
Deleted no one no one no one
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Adding an Obligation
Obligations can be added:

Individually from the Obligations window of the document dashboard
and/or

In a group by importing a properly .csv-formatted Obligation spreadsheet.

When adding Obligations, define predetermined properties such as recurrence, dollar amounts,
and other data required by the organization.

Add a Financial or Non-Financial Obligation

1 Double-click the document name
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Obligations button. The Obligations window displays. See Figure 8-7.

A If a document name already displays an Obligations button, click it.

Figure 8-7 Adding an Obligation

Open Dashboard : GTest555 (CN-00250 v0.2)

A0 Rcb | DMLl dwlD
| | 5

Review Log

Obligation Actions; Add Financial Obligation =~ Add Non-Financial Obligation J)Impert Obligations

ems per pages 00 [

Due Date Status Category Res sibili Amount Currency Col Date
Q 21 Jan 25, 2010 Open Service Receipt [71 Internal 25,000.00 Dollers (US)
| @ 21 Jan 25, 2010 Open Service Payment [?] Internal 25,000.00 Dollars (US)
|
| Q 21 Jan 25, 2010 Open Service Payment [?] Internal 25,000.00 Dollars (US)
J

L Obligations

3 Click Add Financial Obligation to add a financial Obligation or click Add Non-Financial Obligation to
add a non-financial Obligation. The New Obligation window displays (Figure 8-8).

More detail: The Financial and Non-Financial Obligations Details windows differ in the labels in their Deliv-
erables sections and usually also have differing sets of Categories.
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Figure 8-8 New Obligation — New Obligation Tab

New Obligation

1. New Obligation | 2. Notifications

General

Category : IFire Safety

Subcategory : I Responsibility : IExternaI

Location : Ir.‘ain Office

Deliverables
’7 Amount : Currency : IDUIIars (Canadian}

r Timing

Due Date : |Date

Recurring : INune

~ Write-Up
Instructions : I

Comments : ’

: I';'\-'arren_ Grant Change Obligation Owner

-
—

4 Enter the relevant information about the Obligation in the General, Deliverables, Timing, and
Write-Up sections. The dynamic progress bar displays the percentage of total available
characters entered in the Instructions and Comments fields.

5 In Due Date, enter the date when user(s) will receive the Obligation email for the specified
document. The Due Date must be set to a date equal to or later than the current date.

6 Select a Recurring frequency from the menu to determine how often the Obligation email is
generated and sent to those on the distribution list.

A If a Recurring frequency was selected, the Total Obligations field displays. Enter the total
number of times the Obligation will be sent.

7 If needed: click Change Obligation Owner if the current Owner is not accurate. The Select User
or Role window displays (Figure 8-9).
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Figure 8-9 Choose a User

Select User Or Role :

Reference_Contract_65

% Stanswih »|x Show Users +
All
Name Description 0S5 Name Availabili
& Contributor contributor Available
u dmc_wdk_preferences_owner Available
ﬂ dmc_wdk_presets_owner Available
& docuadmin docuadmin Available
ﬂ Doe, John Available
H o Flllllzar Aui nmar —— Auilahle

A Find a user using either the Starts with or the Show Users or Show Roles filters; then click to
select the user or role to become the owner of this Obligation.

B Click OK. The New Obligation window displays, with the new owner displayed in the Owner
field.

8 Click Next. The Notifications tab displays (Figure 8-10).

Figure 8-10 New Obligation — Notifications Tab

New Obligation

1. New Obligation | 2. Notifications

Lead Time : IU 'l Days before Due Date ™ 4dd to Calendar
Recipients
Group : |All Users LI
contributort =1
docuadmin |
Gorden, Erica o
gzofka > |
Users . |Hibbs, David '
* |Miller, Jennifer -~
Reference_Contract 54 = |

Reference_Contract_55
Reference_Contract_81

<= |
Warren, Grant |

A In Notification Date, select from the menu Days before Due Date the number of days of
advance notice Obligation recipients should receive.

More detail: The available Days before Due Date are configured by your business administrator using the
selection list Obligation Lead Time.

B Select Add to Outlook Calendar to allow recipients to add the date(s) for the Obligation to
their Outlook calendars.

9 In the Group, select All Users or All Roles from the menu.

10 Selecting one or more users or roles is optional. Select user(s) or role(s), and click the Add
button to add your choices to the list of Obligation emails recipient(s) in the right pane
(Figure 8-10).
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More detail: Only users with “inline passwords” display who are not super_users and whose login names do
not begin with dm_or im_. Super_users see “inline password” users whose login names do not begin with dm_.
If All Groups is selected, all groups prefixed with im_ or ucf_file_transfer are not displayed.

11 To select nonadjacent recipients, hold down the Ctrl key while clicking each recipient’s name in
the list. All displayed users have at least read (view only) rights.

Figure 8-11 Recipients of an Obligation

New Obligation

1. New Obligation 2. Notifications

Lead Time :

Recipients

Role :

0 ¥ Days before Due Date Add to Calendar

AllUsers hd

Contributor
docuadmin

Doe, John =
EUl User J
F. Browser

Halloran, Kevin

im_browser

im_complete_user

im_pdf_agent

im_reject_user ﬂ

12 Click OK. All Obligations for the selected document display in the Obligations dashboard
(Figure 8-12).

Non-financial Obligations are indicated by the ﬁ icon. If needed: hover the cursor over the
[?1 of the document with a Non-Financial Obligation to read the instructions.

Financial Obligations are indicated by the & icon. If needed: hover the cursor over the [?1 of
the document with a Financial Obligation to read the instructions.

Figure 8-12 Obligations

& £ 20| @B | BO

s A Obligation Actions : Add Financial Obligation = Add Non-Financial Obligation Imp
-
Obligations
Remind
i Due Date Status Category
F B Feb 29, 2016 Open Service Payment| [?]
‘0 5 Mar 1, 2016 Open Service Receipt |[?]
Obligations
W | May 27, 2016 Scheduled Fire Safety

The email to add the Obligation to the recipient’'s Outlook Calendar is sent immediately, even if the
Notification Date is a future date (Figure 8-13). The actual Obligation is not sent until the
Notification Date. See Figure 8-14.

More detail: To add the Obligation to their individual calendars, each user must first open their email. Gim-
mal Contract Management does not automatically add Obligations to individual Outlook calendars.
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Figure 8-13 Email — Adding an Obligation to the Recipient’s Outlook Calendar

Invoice Payment - Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.0)

gwarren@prodagio.com [gwarren@prodagio.com]
Sent: Tuesday, April 01, 2014 1:21PM

To: Warren, Grant

cc Warren, Grant

(n- [] prodagioEvent.ics (872 BW)

Recipients: gwarren@prodagioc.com
Instructions:

Please process for payment.
Comments:

Need faster than normal turn around time. Thanks.

On the selected Notification Date, the Obligation displays on the recipient’s My Tasks list and an
email is sent to the recipient (Figure 8-14). The email Obligation presents:

Detailed Instructions
. Detailed Comments

The View Task in Gimmal Contract Management link to directly go to the task in the My Tasks
view of Gimmal Contract Management (Figure 8-14)

Figure 8-14 Obligation Email Notification

Obligation - Invoice Payment

Warren Grant [gwarren@prodagio.com]
Sent: Tuesday, April 01, 2014 1:21PM
To:  Warren, Grant

A Prodagio Obligation Item has arrived for your review.

Document Name: Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.0)
Task Due Date: April 1, 2014

Priority: High

Instructions:

Please process for payment.

View Task in Prodagio

Add an Obligation to a Recipient Outlook Calendar
1 Open the Obligation email.

2 Double-click the Gimmal Contract ManagementEvent.ics button in the Attachments line to
open the Attachment (Figure 8-3 on page 147). The Opening Mail Attachment window
displays.

3 Click Open. The scheduler notice displays in the Outlook Calendar.

4 Click Save and Close in the Outlook scheduler event. The Obligation date is added to the
recipient’s Outlook calendar.

Import Obligations as a Group from a Spreadsheet

A file properly .csv-formatted to use for Obligations importing is provided with the Gimmal
Contract Management installation and contains the correct Obligations headers in the correct
sequence. Copy this file; then update it with your Obligations before importing.
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1 Double-click the document name.
OR

Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Obligations button. The Obligations window displays. Scroll down if the button is not
visible (Figure 8-15).

A If a document name already displays an Obligations button, click it.

Figure 8-15 Import Obligations

Open Dashboard : GTest555 (CN-00250 v0.2)

PECBLE | I8 8w

Q ;I Obligation Actions : Add Financial Obligation ~ Add Non-Financial Obligation{ Import Obligations
s pi o : e - Me
@ 21 Jan 25, 2010 COpen Service Receipt [2] Internal 25,000.00 Dollors (US)
Q [l Jan 25, 2010 Open Service Payment [?] Internal 25,000.00 Dollars (US)
@ 21 Jan 25, 2010 Cpen Service Payment [?] Internal 25,000.00 Dollars (US)

| @El Jul 14, 2010 Open Fire Safety Internal

3 Click Import Obligation to import a group of both financial and non-financial Obligations from
the prepared spreadsheet. The Import Obligations window displays. See Figure 8-16.

More detail: The Financial and Non-Financial Obligations Details windows differ in the labels in their Deliv-
erables sections and usually also have differing sets of Categories.
The Total Obligations field displays only when a selection has been made in the Recurring menu.

Figure 8-16 Import Obligations

Import Obligations : Basic Tempate Input Tag Test (DOC) {T-00008 v1.0) CN-00083 by Warren, Grant , Apr 20, 2009

File to Import {.csv) :I

4 In File to Import (.csv), click Browse to find the previously-prepared Obligation file in .csv
format to import.

5 Select the file to import.

6 Click OK. The Import Obligations window displays, with the selected file listed in the
Obligations File to Import (.csv) field.

7 Click OK. The document’s Obligations window displays and all Obligations from the imported
spreadsheet are added to the selected document.
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More detail: Two date formats (MM/dd/yyyy and MM/dd/yy) are accepted. Imported Obligations with
incorrect date formats will be listed as errors.

Managing Document Obligations
Managing Obligations for a document through its document dashboard includes:

Viewing or editing an Obligation or Obligation Series

Deleting Obligation (Table 9 on page 153)

Viewing all of a document’s deleted Obligations

Viewing all of a document'’s Financial and Non-Financial Obligations
Closing and exporting Obligations to .csv files

View or Edit an Obligation or Obligation Series

1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard

displays.
2 Click the Obligations button. The Obligations window displays (Figure 8-7 on page 154).
A If a document name displays an Obligations button, click it.

3 To view or edit an Obligation, double-click the Obligation and select View or Edit. The
Obligation Details window displays (Figure 8-17).

Figure 8-17 Obligation Details

Obligation Details

1. Obligation Details | 2. Nofifications

General
Category : IFlre Safety

Subcategory : I Responsibility : IExternaI

Location : |r.\am Office

Deliverables
’7 Amount : Currency : IDDIIEr& (Canadian)

" Timing

Due Date : [Sep 20, 2008

~ Write-Up
Instructions : [condyct a Fire Safety meeting on a weekly basis.

Comments : [peyiew last week's feedback from members

i

= =

Completion :
Comments

= I

4 Click the Notifications tab.
5 Make all changes.

6 Click OK. The Obligations list displays, with editing changes saved.
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7 To view all Obligations in a series, right-click; then select Series. The Obligation Series Details
window displays three tabs (Figure 8-18).

Figure 8-18 Obligations Series Details — Summary Tab

Obligation Series Details

1. Summary | 2. Obligation Series Details | 3. Notifications

Completed : o

Current :

5
Future : 0
5

Total Outstanding :

A The Summary tab lists:

-Total: Completed and Total Outstanding Obligations

.Completed: Number of Obligations that have been completed

-Current: Obligations due (or overdue) today: open, not closed and not in the future
-.Future: Obligations open, due tomorrow or any day thereafter

-Total Outstanding: Current and Future Obligations: Obligations that are not closed

8 Click Next. The Obligation Series Details tab displays. This tab lists any edits you make to an
Obligation while in this tab, which affects all remaining Obligations in the current series.

9 Make all necessary changes.

10 Click Next. The Notifications tab displays. This tab lists any edits you make to an Obligation
while in this tab, which affects all remaining Obligations in the current series.

11 Make all necessary changes .
12 Click OK to save your changes. The Obligations list displays.

View All Financial or Non-Financial Obligations for a Document

1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Obligations button. The Obligation window displays.
A If a document name already displays an Obligations button, click it.

3 In the All field, select Financial or Non-Financial from the menu. A window listing all Financial
Obligations or Non-Financial Obligations for the selected document displays (Figure 9).
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Figure 9  Viewing a Document's Financial and Non-Financial Obligations

Document Dashboard: General Agreement with DRH Inc (FGA-000058-01 v1.0)
m ;o= a4 ~ -
BESERER |7 8|5 &%
s B|

Due Date Status  Category Responsibility Amount Currency Completion Date

5 - N Financial
p S Sep 30,2008 Open Fire Safety External Dolars (Canadian) Series Defals Close  JAVEmAE
21 Delsted
& sepa0, 2008 Open Fire Safety External Series Defals Close Leme
= 21

Document Dashboard: General Agreement with DRH Inc (FGA-000058-01 v1.0)

BESERD | 4|5 #|%

% n Obligation Actions: Add Financial Obligation  Add Nen-Financial Obligation
=

Status Category Responsibility Currency
S Sep30, 2008 Open Fire Safety External Dolars (Canadian} Series Detals Close
21

& 2anan 008 Anan Fira Gafahs Fvtarnal

N (.

Carias  Natale  Flasa

4 Click Close. The document listing displays.

Close an Obligation from the Obligation Window

1 Double-click the document name.
OR

Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Obligations button. The Obligations window displays.
A If a document name already displays an Obligations button, click it.

3 Right-click an Obligation; then select Close. The Signoff: Close Obligation window displays. See
Figure 8-1.

Figure 8-1 Signoff

Signoff : Close Obligation for Fire Safety

Please signoff by entering your password and any comments.
Your electronic signature is held to be legally equivalent to your signature on paper.

User Name : docuadmin

Password : *

Comments : *

4 Verify your identify by entering your Password.

5 Enter Comments.

6 Click OK. The Obligations window displays, with the selected Obligation displaying a
Completed status.
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Delete an Obligation
More detail: Only Obligations with a Scheduled status can deleted.

1 Double-click the document name
OR
Right-click the document name; then select Open Dashboard. The document dashboard

displays.
2 Click the Obligations button. The Obligations window displays. See Figure 8-12 on page 157.
A If a document name already displays an Obligations button, click it.

3 Right-click an Obligation; then select Delete. The Delete Obligation Object window displays
(Figure 8-2).

Figure 8-2 Delete Obligation

Delete Obligation: Object

General

Category : IFire Safety LI *
Subcategory : I LI Responsibility : IExternaI LI
Location : II-]ain Office LI
Deliverables
’7 Amount : I o Currency : |Dollars (Canadian) LI
Timing
’7 Due Date : [Sep 20, 2002 (B -
Write-Up
Instructions : [ronduct a Fire Safety meeting on a weekly basis. -
-
Comments : Ipeyiey last week's feedback from members. ;I
[

4 View the relevant information about the deleted Obligation in the General, Deliverables,
Timing and Write-Up sections.

5 Click Delete. The selected Obligation is deleted and the Obligations window displays.

View Document Deleted Obligations

1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard

displays.
2 Click the Obligations button. The Obligations window displays.
A If a document name already displays an Obligations button, click it.

3 In the All field, select Deleted from the menu. A window listing all deleted Obligations for the
selected document displays (Figure 9).
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Figure 9  Viewing Deleted Obligations

Document Dashboard: General Agreement with DRH Inc (FGA-000058-01 v1.0)
HSESCRR | 8|5 K%

ot B Obligation Actions: £dd Financial Obligation  Add Non-Financial Qbligation
&
10 ~flan -
Due Date Status Cateqory Responsibility Amount Currency Completion Date S
; nancial
# @ Ssep3n, 2008 Open Fire Safety External Seres Defals Close T
2
-
i

4 Click Close. The document listing displays.
Delegate Future Obligations to Others
See “Setting Your Workflow Availability” on page 203.

Export a Document Obligations Listing to .csv-Formatted File

See "Exporting Listings to .csv-Formatted File” on page 64.
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Managing Checklists

This chapter includes the following topics:

ADOUL CRECKIISTS ..ovveeereereiiciie it ssse st 166
Managing DocUMENt ChECKIISES .......ciee ettt 167
Attaching a Checklist t0 @ DOCUMENT ..ottt sseeen 167
Select and Attach a Checklist to @ DOCUMENT ........ovcvurrurreirecrecireceereie e sseesevesesenes 167
Refreshing a Checklist.......ccoovicneinrnnenecenne.
Refresh Checklist.......cocrcenneeenecrineceinerenene
Removing a Checklist from a Document........
Remove a Checklist from a Document....
Printing Checklist Items ...
Print a Document’s Checklist Items
Exporting Checklist Items........cocooeerenrrenecrneenecenne.
EXPOrt Checklist [tEMS 10 .CSV ..ttt
Managing Checklist Item Users........ccccovvevereneeerneinecns
Assigning and Reassigning a Checklist Item
Assign or Reassign a Checklist Item
Unassigning a Checklist Item......ccccooovvoneirneenecenne.
UNassign @ CheCKIiSt TEEM ...ttt
Resetting a Completed Checklist Item
Reset a Completed Checklist Item
Delegating Future CheckliSt HEMS ...t sseeeas
Delegate Future Checklist Items to Others.......ccoveenreenerneeceeeeseeiseeeeees 177
Managing Checklist Item Actions......
Viewing Checklist Item Details ........coccovevrrrrrerennceen.
View Details of a Checklist [tem.......c.cocvirececnnernneenecrecenenene.
Completing a Checklist Item ...
Complete/Signoff a Checklist Item
Rejecting a Checklist [tem ..o,
Reject a Checklist Item...............
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B 0
About Checklists

Each Checklist is a uniquely named set of to-do action items assigned to a contract. A Checklist
lists all the required organizational processing items (steps) to be completed before a contract is
considered fully processed according to current business rules and requirements. Checklists also
control the routing of the contract to the various individuals or roles charged with completing
required items or with signing approval for items. Checklists may or may not include user
assignments.

Your organization can configure Checklists for some, all or none of its contracts. An unlimited
number of different Checklists can be added to a contract.

More detail: Checklists are created by the business administrator, who defines different Checklists for each
contract type. Only a business administrator may delete a Checklist, therefore making it unavailable to users for
attaching to any contracts. See the separate Gimmal Contract Management 6.9 Business Administrator Guide.

After a Checklist is selected and attached to a document or contract, users and/or roles may be
assigned from the Checklist window to take action on each item in the Checklist. An email
notification is automatically sent to each user or role when each Checklist item is assigned.
Assigned users (in certain conditions) may then take these actions:

Assign the Checklist item to a user.

Reassign the Checklist item, which unassigns the currently assigned user or role and assigns a
new user or role.

Unassign the Checklist item from the assigned user or role (restricted access).

Reset the Checklist item which clears the assigned user or role and clears all actions already
taken.

View Details displays the uneditable property details of a Checklist item.
Complete the assigned Checklist item.
Reject the Checklist item.

All Checklist actions are automatically recorded in the document Audit Trail. See "Managing the
Document Audit Trail” on page 99.

More detail: Checklist actions may also be performed from the My Tasks view. See “Performing Remind-
ers, Obligations and Checklist Tasks” on page 196.

More detail: To compare Checklist features with Reminders, Notifications, Obligations, and Workflow tasks,
see "Table 12Task Features Compared” on page 188.
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Managing Document Checklists

Usually, one or more Checklists are available for each document type. Any available Checklist may
be attached to any document of any type. One or more Checklists may be attached to a document.

Certain users are able to remove attached Checklists from documents. See “Removing a Checklist
from a Document” on page 168.

A user may refresh checklists without closing the Document Dashboard. See ““Refreshing a
Checklist” on page 168.

A user may print any Checklist. See “Printing Checklist Items” on page 169.

A user may export any Checklist to a .csv spreadsheet. See "Exporting Checklist Items” on
page 170.

Attaching a Checklist to a Document

At any time, a user may attached one or more Checklists to a document. Checklists can also can be
removed from the document by certain users if the Checklist meets certain conditions. See
“Removing a Checklist from a Document” on page 168.

Select and Attach a Checklist to a Document

1 Double-click the document name
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist [:=| icon. The Checklist window displays (Figure 9-1 on page 167).

Figure 9-1 Add Checklist

Contract Dashboard : Blank Word 97 / 2000 Document (CN-00001 v1.0)

DRG0 I BMdl Bw !B
F"é ~ ChecklistAc‘tions‘Aﬂd Checklist’ Print Checklist Export to CSW
£

3 Click Add Checklist. The Select Checklist window displays, where you can select the new
Checklist Type, Category, and Name. See Figure 9-2 on page 167.

-- - Higure 9-2. - Select Checklist- - - - - - - - -

Select Checklist :

Checklist Type : | All Principal Documents %
Checklist Category : |Cat1 W

Checklist Name : | Test Checklist W

4 In Checklist Type, select a Checklist type from the drop-down list.

5 In Checklist Category, select a Checklist category from the drop-down list (if applicable).
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6 In Checklist Name, select the needed Checklist from the drop-down list.

7 Click OK. The selected Checklist is attached to the selected document and the Checklist
window displays the items in the selected Checklist (“Figure 9-4Remove Checklist").

More detail: If Checklist(s) are already attached to the document, the just-selected Checklist will be listed
after the existing Checklist(s).

After selecting and attaching a Checklist, some of its items might not have been assigned to a user.
To assign items, see "Assigning and Reassigning a Checklist Item”.

Refreshing a Checklist

At any time, a Checklist may be refreshed from the Document Dashboard to show the most recent
activity.

Refresh Checklist

From the Checklist section of the document dashboard, clicking Refresh Checklist updates the
Checklists(s) for the given document with the most recent activity from all users.

Figure 9-3 Refresh Checklist

General Agreement Dashboard : -General Legal - Draft { GEN-00017 v 2.0 )

b RASAE Il 8wl

Checklist Actions : Add Chechlist, Refresh Checklist JRemove Checklist Print Checklist  Export to C5V

gEs

Data

3eq No. Item Name Performer
Update Coniract Log

-

Amendment Mailed [2] Benjamn Bitton
Amendment Received Sidak Singh
Motified Appropriate Parties

Contract System Updated

o
=

R

(= T L B

Scanned fo U:Drive

Removing a Checklist from a Document

A user assigned to the checklist_remove role may remove a Checklist from a document. A Checklist
must be attached to a document before it can be removed. See "Attaching a Checklist to a
Document” on page 167.

Remove a Checklist from a Document
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1 Double-click the document name
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist button. The Checklist window displays (Figure 9-4).

Figure 9-4 Remove Checklist

General Agreement Dashboard : -General Legal - Draft { GEN-00017 v 2.0 }

P BE006 | P dws |l &

Checklist Actions : Add Checklist Refresh Checklist { Remove Checklist  Print Checklist Export to C5W

bt Seq Mo. ltem Mame Performer Assigned To Date
% | 1 Update Confract Log
Redated D 2 Amendment Mailed [?] Benjamn Bitton

D 3 Amendment Received Sidak Singh
@ n 4 Notified Appropriate Parties
Motes 0 5 Contract System Updated
] Scanned fo U:Drive
e ] O

3 Click Remove Checklist. The Remove window displays each Checklist currently attached to the
selected document (Figure 9-5).

Figure 9-5 Remove Checklist

Remove : Blank Word 97 / 2000 Document (CN-00001 v1.0)

[] contract Checkist

|:| Legal Document Checklist

Note: Select the checklist name and click on remove to remove all the checklist tasks associated with this document.

4 Select the Checklist(s) to remove.

5 Click Remove. The selected Checklist(s) and their tasks are removed from the selected
document.

Printing Checklist Items

At any time, all Checklist items for a document can be printed.

Print a Document’s Checklist Items
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1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist icon. The Checklist window displays (Figure 9-1 on page 167).

3 Click Print Checklist. A printer-friendly view of the document Checklists display, which is then
immediately covered by the Print window.

4 Click Print. The document Checklists are printed on the default printer.

5 Close the printer-friendly view.

Exporting Checklist Items

At any time, all Checklist items for a document can be exported to a .csv-formatted file.

Export Checklist Items to .csv

1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist button. The Checklist window displays (Figure 9-1 on page 167).

3 Click Export to CSV. The Export Contents To CSV window displays (Figure 9-6).

Figure 9-6  Export Contents To CSV

Export Contents To CSV :

Select columns: Selected columns:

Date Completed
Completed By
Completion Comment

A By default, all the listed column headings will be included in the export. To remove a
heading from the export, select it, and click the < button to move it to the Select columns
pane.

4 Click OK. The Open MyCsvFile.csv message displays.
5 Click Open. The exported listing displays in .csv format.

6 Save or close the exported file. The Checklist window displays.
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B
Managing Checklist Item Users

After an existing Checklist has been attached to a document, that Checklist's items can be assigned
to users or roles. In addition to assigning roles, there are three related user assignment actions:

Reassign a Checklist item to another user or role for action.
Unassign a Checklist item (restricted access) from the assigned user or role.

Reset a completed Checklist item, which also removes the user or role completing the item,
making the item available again for assignment.

Some of these actions are not available at all times. What actions are available depend on
selections made by the Checklist creator, if the item has or has not been completed, if the item has
or has not been assigned, and the role of the user attempting action on the item. See Table 10.

Table 10 Checklist Assigning User Action Availability

Assign Allow Assignment Modification is selected and
Iltem has not been completed and
Iltem has not been assigned

Reassign Allow Assignment Modification is selected
Iltem has been assigned
Item has not been completed and

Current user is member of the Gimmal Contract
ManagementAdmin role or

Current user is assigner, assignee, delegate, reject
to

Unassign Allow Assignment Modification is selected and
Iltem has been assigned
Iltem has not been completed and

Current user is member of the Gimmal Contract
ManagementAdmin role or

Current user is assigner, assignee, reject to

Reset Allow Reset is selected or

Current user is member of the Gimmal Contract
ManagementAdmin role and
Iltem has been completed

Current user is assigner, assignee

Assigning and Reassigning a Checklist Item

Each Checklist item must have a user or role assigned to it before an action can be taken. An
already assigned item can be reassigned to another user or role.

Assign a Checklist item to a user or role for action.

Reassign a Checklist item, which unassigns the currently assigned user or role and assigns a
new user or role to a Checklist item.

An email notification is sent to the user for each Checklist item assigned or reassigned.

More detail: Allowing late Checklist Assignments is the standard configuration. Late Assignments means
that due dates for Checklist assignments are not required to be a future date.
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Assign or Reassign a Checklist Item

Before beginning

A document must already have a Checklist attached to it. See “Select and Attach a Checklist to a
Document” on page 167.

See Table 10 on page 171.

1 Double-click the document name.

OR

Assigning and reassigning Checklist items are only available when certain conditions are met.

Right-click the document name; then select Open Dashboard. The document dashboard

displays.

2 Click the Checklist button. The Checklist window displays (Figure 9-7).

Figure 9-7 Checklist Assign/Reassign

Checklist Actions : Add Checklist Refresh Checklist Remove Checklist

Checklist Name : Amendment

Seq No. Item Name

1
2
3
4
5
G

OO OO R

Checklist Actions : Add Checklisi Refresh Checklist Remove Checklist

Update Coniract Log

Performer

Amendl1 View Details

njamn Bitbon

Amer@' Assignitem )
omp

Motified|

ak Singh

Contract System Updated

Scanned to U-Drive

Checklist Name : Amendment

Seq No. Iltem Name

=i 1
] 2
O 3
0] 4
] 5
O] &

Update Confract Log

Performer

AmMendme e Tietails

—ymin Bitton

Unassign Item

Singh

Contract e

Scanned to U-Drive

Print Checklist Export to TS5

Azszigned To

Darius Linder

Erri

=

3 Right-click the Item Name; then select Assign Item. If the item is already assigned, right-click;
then select Reassign Item. The Assign Checklist ltem window displays (Figure 9-8).
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Figure 9-8 Assign Checklist Item

Assign Checklist ltem :

Checklist item UseriRole : 2

Due Date :

Instructions : Review for State Compliance

Assign ltem

4 In User/Role, from the drop-down list, select the user or role to assign to the item. The user or
role may already be assigned. In some Checklists, this user or role cannot be modified.

5 If needed: In Reject to, from the drop-down list, select the user or role to receive a Checklist
Item Rejected email notification when the Checklist item is rejected by the assigned/reassigned
user or role. The Reject to user or role may already be assigned.

6 If needed: In Notify When Complete, from the drop-down list, select the user or role to receive a
Checklist Item Complete email notification when this item is completed. The Notify When
Complete user or role may already be assigned.

7 In Due Date, select the last date for the assigned user or role to take action on this item.

8 Click Assign From. The Checklist window redisplays, with the Date Assigned, Due Date and
Assigned To columns listing the assigned/reassigned information (Figure 9-9).

Figure 9-9 Checklist Action Item Assigned/Reassigned

Checklist Actions : Add Checklist Refresh Checklist Remowe Checklist Print Checklist Export to C5V

Checklizt Name : Amendment

OO0 B

Seq No. ltem Name Performer Assigned To Date Assigned Due Date
1 Update Confract Log Darius Linder Dec 14, 2015 Dec 15, 2015
2 Amendment Mailed [7] Benjamn Bition James McMeil Dec 14, 2015
3 Amendment Received Sidak Singh
4 Notified Appropriate Parties

Contract System Updated

Scanned to U:Drive

Additionally, Checklist items could include a Signoff, which requires entering the user’s
password to mark an item as completed. See "Complete/Signoff a Checklist Item” on page 180.
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After assign/reassign of a checklist, Gimmal Contract Management performs the following actions:

The Checklist Item Assigned or Checklist Item Reassigned email is sent to all users in the
assigned to or reassigned role (or each user’s current delegate) and lists the Checklist's item
assigned/reassigned date, task due date, task description and Jacket properties (Figure 9-10).

. If the assigned by user for the Checklist task is a member of the role assigned to the Checklist
task, the assigned by user will also receive the email.

A Checklist Item Assigned/Reassigned event is recorded in the document’s Audit Trail. See
Appendix 5, “"Managing the Document Audit Trail".

Figure 9-10 Checklist Item Assigned/Reassigned Email Notifications

Checklist Actions : Add Checklisi Refresh Checklist Remove Checklist Print Checklist Export to C5V

Checklist Name : Amendment
Seq No. ltem Name Performer Asgigned To Date Assigned Due Date
1 Update Coniract Log Darius Linder Dec 14, 2015 Dec 15, 2015

2 Amendment Mailed [?] Benjamn Bitton James McNeil Dec 14, 2015 ,

3 Amendment Received Sidak Singh

5 Contract System Updated

O
O
E 4 Motified Appropriate Parties
O
O

& Scanned to U-Drive

9 Repeat this procedure for each Checklist item to be assigned/reassigned, starting with Step 3
on page 172.

Unassigning a Checklist Item

Assigned Checklist items could be unassigned before the currently assigned user or role has taken
action on the item if the business administrator configured the Checklist to allow modifying
assigned users and roles.

Unassign a Checklist Item

Unassigning Checklist items are only available when certain conditions are met.
See Table 10 on page 171.
Before beginning

A document must already have a Checklist attached to it. See “Select and Attach a Checklist to a
Document” on page 167.

Unassigning Checklist items are only available when certain conditions are met. See Table 10 on
page 171.

1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist button. The Checklist window displays (Figure 9-11).
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Figure 9-11 Unassign Item

Checklist Actions : Add Checklist Refresh Checklist Remove Checklist Pr

Checklist Name : Amendment

Seq No. ltem Name Performer
1 Update Coniract Log

Amendment N '\:"ie.wm[}etails = Bitton

Amendment H Reassign ltem gh

Motified Appr{ Complete tem
Unas=ssign ltem
Contract Sy

Scanned to U-Drive

000 R
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3 Right-click the Item Name; then select Unassign Item. The assigned user or role is unassigned
(removed from the item).

A If needed, reassign the item. See "Assign or Reassign a Checklist tem” on page 172.

Resetting a Completed Checklist Item
Only a document’s completed Checklist items can be reset (reopened) by the assigner. Reset
clears the user or role assigned to the Checklist item and clears all actions taken on the item.

After resetting the item, it can be reassigned or remain unassigned.

More detail: Checklist item privileges restrict who can reset an item; restrictions are based on the ‘assigned
by’ user, the ‘assigned to’ user, and their delegates (if any). See Table 10 on page 171.

Reset a Completed Checklist Item

Before beginning

A document must already have a Checklist attached to it. See “Select and Attach a Checklist to a
Document” on page 167.

Resetting Checklist items are only available when certain conditions are met. See Table 10 on
page 171.

1 Double-click the document name.
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist button. The Checklist window displays (Figure 9-12).
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Figure 9-12 Reset Checklist Items from Checklist Window

Checklist Actions : Add Checklist Refresh Checklist Remowve Checklist  Print Checklist Expor

Checklizt Name : Amendment

Seq No. ltem Name Performer Assigned To
1 u View Details Darius Linder
D 2 Amen !tem_-) Eenjamn Bitton James McMeil
E 3 Amendment Received Sidak Singh
E 4 Motified Appropriate Parties
E 5 Contract System Updated
E G Scanned to U:Drive

3 Click the Item Completion button of the item to deselect it.
OR

Right-click; then select Reset Item.
The item is now reset and is now unassigned.
After resetting, Gimmal Contract Management performs the following actions:

. A Checklist Item Incomplete email notification is sent to the assigned by user (or the assigned by
user’s current delegate) listing the Checklist's item resetting and including the reset date, task
due date, task description and Jacket properties (Figure 9-13).

. The Date Completed and Completed by information is removed from the item in the Checklist
window

. The Checklist Item Incomplete task is added to the ‘assigned to’" user's My Tasks view (or the
‘assigned to’ user’s current delegate)

. A Reset Checklist Item event is recorded in the document’s Audit Trail. See Chapter 5“Managing
the Document Audit Trail”.

Figure 9-13 Checklist Item Reset Email Notification

Checklist Item Incomplete - Review for State Compliance

docuadmin [docuadmin@prodagio.com]
Sent: Tuesday, April 01, 2014 2:17PM
To:  Warren, Grant

A Prodagio Checklist Task was re-opened (marked as Incomplete).

Document Name: Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.0)
Re-opened Date: April 1, 2014

Task Description:
Review for State Compliance

Description:
Must comply with all applicable state regulations.

View Task in Prodagio

Jacket Properties:
Document Title:  Subordinate Affilliation Contract (CN-00019 w1.0)
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Delegating Future Checklist Items

Gimmal Contract Management allows each user to define their periods of unavailability. During
each unavailable period, all new tasks assigned to you (including your Checklist items) will be
directed to the user which you identified as your delegate. Because delegating affects all workflow
tasks assigned to you, no right-click Delegate Checklist Item selection exists.

More detail: All current Checklist items on your My Tasks view will remain and will not be directed to your
delegate.

After your unavailable period, all currently incomplete Checklist items sent to your delegate will not be
returned to you.

Delegate Future Checklist Items to Others

See “Setting Your Workflow Availability” on page 203.
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Managing Checklist Item Actions

The users or roles assigned to the Checklist item performs the task indicated by that item. These
right-click tasks include:

View Details of an existing Checklist item. No action is taken.
Complete a Checklist item already assigned to the user or role
Reject a Checklist item already assigned to the user or role

For the selected item, only the tasks currently available on the context menu display. Email
notifications are automatically sent to all users and roles assigned to tasks.

Some of these actions are not available at all times. What actions are available depend if the
item has or has not been assigned or completed or rejected and the role of the user attempting
action on the item. See Table 11

Table 11  Checklist Task Action Availability

Complete Iltem has not been completed and

Current user is member of the Gimmal Contract
ManagementAdmin role

If unassigned, any user may complete

If assigned and current user is assignee
Reject Item has not been completed
Iltem has not been rejected and

Current user is member of the Gimmal Contract
ManagementAdmin role or

Current user is assigner, assignee (or in assigner
role), delegate

View Details Always available

Viewing Checklist Item Details

All the individual property fields of a Checklist item can be viewed, in read-only format.

See Table 11.

View Details of a Checklist Item

1 Double-click the document name
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist button. The Checklist window displays.

3 Right-click; then select View Details. The uneditable details of the selected Checklist item
display (Figure 9-14).
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Figure 9-14 View Checklist Details Window

Checklist

Checklist Category :
Checklist Name :

Item Name :

Indent Level :

Trigger ltem :
Performer :

Assigned By :
Assigned To :
Reject To :

Notify When Complete :
Completed By :

Allow Assignment Modification :
Require Signoff :
Allow Reset :

Date Assigned :
Due Date :
Date Completed :

Contract Checklist

Review for State Compliance

1

Review for Federal Compliance
Warren, Grant

admingroup

Detailed Description : |, .

Completion Comment :

Reject Comment :

On Complete...
Set Property :

To Value :

4 Click Close. The Checklist Item window closes.

Completing a Checklist Item

A document’s Checklist item may be completed, which indicates the task has been done by the
assigned user. The Checklist item columns include the:

. Checklist Name: The name of the Checklist attached to the document

Seq No.: The item number, indicating its position in the sequence of all current Checklist items

. Item Name: The item name, given to the item when the Checklist was created
Performer: The user creating the item when the Checklist was created

. Assigned To: The name of the user or role assigned to the item
Date Assigned: The date the item was assigned to a user or role

. Due Date: The date the item is due to be completed by the assigned user or role
Date Completed: The date the user or role completed the item

. Completed By: The name of the user or role completing the item
Completion Comment: The comments entered by the completing user
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More detail: A Checklist item assigned to a user or role may also be completed or rejected from that user's
My Tasks view and from the notification email. See “Performing Reminders, Obligations and Checklist

Tasks” on page 196

Complete/Signoff a Checklist Item
A document must already have a Checklist attached to it. See “Select and Attach a Checklist to a

Document” on page 167.
Completing/signing off a Checklist item is only available when certain conditions are met.

See Table 11 on page 178.

1 Double-click the document name.

OR
Right-click the document name; then select Open Dashboard. The document dashboard

displays.
2 Click the Checklist button. The Checklist window displays.

3 Select the Item Completion check box (Figure 9-15).

OR
Right-click; then select Complete Item. The Date Completed and Completed By columns display

completion information.

Figure 9-15 Complete Checklist Item

Klist Actions : Add Checkiist Remove Checkist Print Checklist  Exportto CSV.

Completion Comi

Completed By
docuadmin

Date Completed
Jan 3, 2014

SeqNo. item Hame
1 Review for Completion [2]
Review for Federal Compliance [2]

- 2 Jan3,2014

A If the item includes the Signoff Required icon, right-click and select Complete Item to display
the Signoff window (Figure 9-16).

Figure 9-16 Signoff Window

Signoff : Circulate Proposaed Final Version

Please signoff by entering your password and any comments.

User Name : docuadmin

Password :

Comments :

B In Password, enter your log in password.

C In Comments, enter Signoff comments. The dynamic progress bar displays the percentage of
total available characters entered.

D Click OK. The Checklist window redisplays, and the item displays the Signoff Completed =

icon.
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4 Click Close. The Checklist window closes.

After completion/signoff, Gimmal Contract Management performs the following actions:

A Checklist Item Completed email notification is sent, listing the Checklist's item completion
and including completed date, completed comments, task due date, task description and Jacket
properties (Figure 9-17).

If a Checklist task is completed by one user, all users in the assigned role (or each user's
current delegate) receive the Checklist Item Completed email.

If a Checklist task is completed by one user, the task will be automatically removed from the
other users in the role who did not complete the task.

If the Checklist task assigned by user is a member of the role assigned the Checklist task, that
‘assigned by’ user will also receive the email.

If the Checklist task assigned by user is a member of the role assigned the Checklist task, and
that assigned by user was selected in the Notify When Complete menu (see step 6 on

page 173) when assigning the Checklist task, that user will receive two Checklist Item
Completed emails and two associated Checklist Item Completed tasks: one email and task for
being a role member and one email and task for selection in the Notify When Complete menu.

The completed Checklist task is removed from the assigned to user's My Tasks view (if the

assigned to user completed the task).

. If the completed Checklist task is a trigger for the next item, an email notification is sent to the

users assigned to the next item.

A Checklist Item Completed event is recorded in the document’s Audit Trail. See "Managing the

Document Audit Trail” on page 99.

Figure 9-17 Checklist Item Complete Email Notification

Checklist Item Complete - Review for State Compliance

docuadmin [docuadmin@prodagio.com]
Sent: Tuesday, April 01, 2014 2:17 PM
To:  Warren, Grant

A Prodagio Checklist Task was completed by docuadmin

Complete Date: April 1, 2014

Complete Comments:
Completed.

Task Description:
Review for State Compliance

Description:
Must comply with all applicable state regulations.

View Task in Prodagio

Jacket Properties:
Document Title:  Subordinate Affilliation Contract (CN-00019 v1.0)

Document Name: Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.0)

Rejecting a Checklist Item

A document’s Checklist item may be rejected from the document’s Checklist window. Rejection of a
Checklist item assigns the item back to the original assigning user (or to the Reject to user, if
assigned when the Checklist was created by the business administrator).

More detail: Certain Checklist tasks can also be rejected from the user’'s My Tasks view. See "Reject a
Checklist Task from the My Tasks View" on page 198.
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Reject a Checklist Item
A document must already have a Checklist attached to it. See “Select and Attach a Checklist to a
Document” on page 167.

. Rejecting a Checklist item is only available when certain conditions are met.
See Table 11 on page 178.

1 Double-click the document name
OR
Right-click the document name; then select Open Dashboard. The document dashboard
displays.

2 Click the Checklist button. The Checklist window displays (Figure 9-18).

Figure 9-18 Reject Checklist Item

SeqHo. Hem Name Perfo
E 1 Review for Completion [?1 Warre
D 2 Review for Federal Compliance [?] Warre
0 3 Review for State Compliance [?] - = iafare
View Details
0 4 Submit to Legal [71
Assign ltem
D 5 Review for Legal Completion [?] em
D L] Review for Format and Syntax ]‘{m Ilems

3 Right-click; then select Reject Item of the item to be rejected. The Reject Checklist Item window
displays (Figure 9-19).

Figure 9-19 Reject Checklist [tem Window
Reject Checklist Item :

UseriRole:  admingroup
Due Date

Priority: Wedium
Instructions: Review for Completion

Hotify user:  docu

Comments:

4 In Comments, enter any comment.

5 Click Reject Item. The item is rejected to the assigning user and requires user action (or to the
Reject to user, if assigned when the Checklist was created by the business administrator).

182 Gimmal Contract Management User Guide V6.9.1 2July 2016



After rejection, Gimmal Contract Management performs the following actions:

The Checklist window redisplays, with the Item Rejected ﬁ icon. Hover over the question mark
to display the rejection comments.

. A Checklist Item Rejected email notification is sent to certain others, listing the Checklist's item
rejection and including reject date, reject comments, task due date, task description and jacket
properties (Figure 9-20).

If a Checklist task is rejected, all users in the assigned role (or each user’s current delegate)
receive the Checklist Item Rejected email.

. If a Checklist task is rejected by one user, the task will be automatically removed from the
other users in the role who did not reject the task.

If the Checklist task assigned by user is a member of the role assigned the Checklist task, that
‘assigned by’ user will also receive the email.

. If the Checklist task assigned by user is a member of the role assigned the Checklist task, and
that ‘assigned by’ user was selected in the Notify When Complete menu (see step 6 on
page 173) when assigning the Checklist task, that user will receive two Checklist Item
Rejected emails and two associated Checklist Item Rejected tasks: one email and task for

being a role member and one email and task for being selected in the Notify When Complete
drop-down list.

The Checklist task is sent back to the assigned by user.

. The rejected Checklist task is removed from the assigned to user's My Tasks view (if the assigned
to user rejected the task)

A Checklist Item Rejected event is recorded in the document’s Audit Trail. See "Managing the
Document Audit Trail” on page 99.

Figure 9-20 Checklist Item Rejection Email Notification

Checklist Item Rejected - Review for Completion

docuadmin [docuadmin@prodagio.com]

Sent: Tuesday, April 01, 2014 2:33PM
To:  Warren, Grant

A Prodagio Checklist Task was rejected by docuadmin

Document Name: Subordinate Affilliation Contract (CH-00019 v1.0) (CH-00011 v1.0)
Reject Date: April 1, 2014

Reject Comments:
| can't complete this item.

Task Description:
Review for Completion

Description:
Ensure all needed sections exist and are complete.

View Task in Prodagio

Jacket Properties:
Document Title:  Subardinate Affilliation Contract (CN-00019v1.0)

Chapter 9 Managing Checklists 183



184 Gimmal Contract Management User Guide V6.9.1 2July 2016



Managing My Tasks

This chapter includes the following topics:

Managing Tasks With the My Tasks VIEW ...t issisesesssssssssssss s sssses 186
Changing the Displayed My Tasks View COIUMNS ..o 187
Change and SaVve COIUMNS ...ttt sss st eses 187
Comparing Task FEAtUIES ...ttt sneees et 188
Managing Notifications in the My Tasks VIEW ..o 190
Manage Notifications in My TaSKS VIEW ..o seeisssisssissssesssss s ssssssseeses 190
Viewing and Deleting Tasks in the My Tasks VIEW.........ccceeeeneieneeneieeiesisesseseeens 190
View Task Details in the My Tasks VIEW ... 190
Delete a Task from the My Tasks VIEW .........ccc.cceeirnriimernneienniiesiesssssissssssssssessesessenns 191
WOTKFIOW TASKS ...ovvirvereeereciieeceieeeiseeeis ettt sss sttt 192
Process @ WOTIKFIOW TASK........ccuureuriieeeieciineeiii e sessssesssssess st sssssssss 192
Assigning Predefined Workflow Tasks tO USETS.........cocrrinrerenreensinnssnsiessssissssessssssenns 194
AsSIgN WOTKTIOW Tasks 1O USEIS......uriiiriiriieiiseiessisssssssissssssssssssssssssssssssss s ssssssssssonns 194
Viewing WOTrKFIOW Task HISTOIY ..o ssssssssssses st sses s sssssens 195
View the History of @ WOrkflow TasK..........cocuririnriinrienssee s 196
Performing Reminders, Obligations and Checklist TasKs ..o 196

Complete a Reminder/Obligation/Checklist Task from the My Tasks/Email Notifications196
Reject a Checklist Task from the My Tasks VIEW ... 198
Change an Open Reminder or Obligation Date ..o 199
Emailing Approval of Workflow Tasks from Mobile DEVICES ..........ccocomrvrrroerirnrrnnrirensererisnennns 200
Approve or Reject a Workflow Task from a Mobile DeVice..........co.cviomrirnrinnirnniirnnins 200
Managing Subscription Notification Tasks and EMails.......c..ccoovcemrmrirnirnnirnninnsinnssesee s 200
Manage Subscription Notification Tasks and EMails ..........cocooervrmrinrinrrnnrinninsieesiensienees 201
Setting Your Workflow AVailability ..o ssssssssens 203
Set Your WOrkflow AVAIlability ... siesssssssssssss st s ssssss e 203
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Managing Tasks with the My Tasks View

As a Gimmal Contract Management user, you are routinely asked to perform document-related
tasks generated by yourself and by other users. These tasks were created as part of active
Reminders, Obligations, Workflows, Checklists and document subscription Notifications.

All tasks involving you are sent to your My Tasks tab, which is accessed from the My Tasks view.
Each user’'s My Tasks listing identifies the task Priority, Subject, Item Name, who sent the task
(From), the Date Received, the task Status and any Instructions. Overdue tasks are in red under
Due Date (Figure 10).

Figure 10  List of Tasks in My Tasks View

Gimm,

al
Contract Management CM69.7 Help  Preferences  Logout ~ DCTM7.2 Content Server 'u' Admin DI Documents My Tasks d Reports Q Search

My Tasks Recent Favorites
Actions : My Workflows Workflow Reporting Hide Resend Notifications
TasksEEP  |am available Items Per Page: |50
Priority _ Subject 4 | ltem Hame | Erom | Date Received | Status | Instructions | Due Date
ward Qption 2 (MORE THAN ONE CONTRACT TO BE AWARDED) ( dormant docuadmin 2122014 822PM  Acquired
Iheckist tem Complete - Blank Word 87 / 2000 Document (CH-0000 Blank Word 57 /2000 Document (CN-00001 v1.0) docuadmin 121302013 12:41 PU Reviews for Completion
heckiist tem Incomplete - Blank Word 97 / 2000 Document (CN-00  Blank Word 57 / 2000 Document (CN-00001 v1.0) docuadmin  12/31/2013 &:16 Al Review for Completion 1203012013 5:00 AN
neckist tem Incomplete - Review for State Complance: Subordinate Affiliation Contract (CN-00019 v1.0) docuadmin /12014 2:17 P Review for State Compiance:
heckiist ltem Reassigned - Blank Word 97 / 2000 Decument (CN-00 Blank Word 97 / 2000 Document (CN-00001 v1.0) docuadmin  1/2/2014 £:34 AM Must comply with all applicable 1422014 5:00 AU
Federal reguiations.
heckiist ltem Reassigned - Blank Word 87 / 2000 Document (CN-00 Blank Word 57 /2000 Document (CN-00001v1.0) docuadmin  1/3/2014 10:12 AW Includes all steps involved for 1342014 5:00 Al
creating needed content
heckist tem Reassigned - Submi to Legal Subordinate Affiliation Contract (CN-00019 v1.0) docuadmin  4/1/2014 2.01 PM Route to Legal for detailed reviewr
and wait four weel
neckist tem Rejected - Reviews for Completion Subordinate Affiiation Contract (CN-0009 v1.0) docuadmin /12014 2:33 PM Reviews for Completion
GOV Example Clause: (CN-00007 v1.0) dormant docuadmin 2172014 807 AW Dormant
*1f GOW Example Clause (CN-00007 v1.0) dormant docuadmin  2/17/2014 8:06 AW Dormant
@ & Obigation - Invoice Payment Subordinate Affiliation Contract (CN-00019 v1.0) Warren, Grant 4/1/2014 1:21 PM Please process for payment 4/112014 121 PH
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The My Tasks list is task-centric, not document-centric. It:

. Displays all tasks assigned to you, often including involved documents, which could have come

from: .

. Reminders ITI: Not requiring a response and involving only you. See “Managing
Reminders” on page 144.

. Obligations [ : Requiring a response and involving only you. See “Managing Obligations”
on page 153.

. Workflows E’li: Requiring a response and usually involving yourself and others in a workflow.
See Chapter 7, "Routing Documents”.

. Checklists 88: Requiring a response and usually involving yourself and others. See
Chapter 9, “Managing Checklists".

. Notifications | Not requiring a response and alerts you who has read or changed a
document you have subscribed to. See “Subscribing to a Document” on page 67.

. Allows you to set your availability status so that the workflow process can bypass you when you
are unavailable.

The actions available for a task change based on the type of task. For example, Reminder and
Notifications tasks are simple reminders and Notifications. They do not generate the same
windows and options as a required task routed to you by an Obligation, Workflow or a Checklist.

Each task also sends an email from the task creator to the task assignee.
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Changing the Displayed My Tasks View Columns

Available columns can be added to or removed from the displayed My Task view and displayed
column order can be changed.

Change and Save Columns

1 On the My Tasks view, click the Column Preferences button. The Preferences Display Settings
window displays (Figure 10-1).

Figure 10-1 My Tasks View Display Settings

Preferences: Display Settings

Select attributes to display: Selected attributes to display as column:
Priority ltem Name j

Work Queue From

Date Received

Stalus

Instructions.

Due Date

v

Reset to defaults

2 To add an attribute, in the Select attributes to display pane, click to select an attribute; then

click the Add from List button to move the selected attribute to the Selected attributes to
display as column pane.

3 To remove an attribute, in the Selected attributes to display as column pane, click to select

an attribute; then click the Remove from List button to move the selected attribute to the
Select attributes to display pane.

4 Select an attribute; then click the Move Up List button or Move Down List button to sort the
attribute in the desired column order.

5 To save changes, click OK.
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A If needed: to undo all changes, click Reset to Defaults.

Comparing Task Features

Reminders, Obligations, Workflows, Checklists, and Notification tasks each serve different
functional purposes, but most share some subfunctions. All tasks and their details are compared in
Table 12.

Table 12  Task Features Compared

Major differences between each type of Task

Features

Major purpose

Action not
required
informal
Reminder

Action required
formal Obligation

Action required in
sequence;
controlled by
Routing

Action required in
any sequence;
controlled by
Checklist

Action not
required
informal
Notification of
a subscription

Resend Limit

Document Add Reminder, Add Financial Details, View Add Checklist, not applicable
dashboard View, Edit, Close, | Obligation, Add Instance, Export to | Remove Checklist,
functions Export to CSV Non-Financial CSV, Change Print Checklist,
Restricted access: |Obligation, Import | Supervisor, Export to CSV.
Delete, Reopen | Obligations, View, |Terminate Assign Item,
Edit, Close, Export | Workflow Save Complete Item,
to CSV, Series Report, Halt Reset Item
Restricted access: Workflow button,
Delete Terminate
Workflow button
My Task View Delete, View View, Delete, History, View, Add | Delete, View, View, | Delete, View,
functions View, Add Note [Close, Export to Note, Finish, Add Note, Close
Complete, Close |CSV, View, Add Delete, Close Complete, Close
Note, Complete, May include Repeat, | Restricted access:
Close Delegate, Forward, | Reopen, Reject
Reject Item
Task types Automated Financial Ad Hoc (flexible) can be subdivided |None
Reminders Non-Financial Predefined (rigid) into Types and
(set up by Categories
business
administrator)
Progress X X Y X X
displayed
Series / X Y X X X
Scorecard
Password X Y X X X
required
Notification Y Y X Y X
Resend Interval
Notification Y Y X Y X

Task Creation Information Details

Priority: High or
Medium or Low

No priority can be
set

High priority set
automatically

High, Medium or
Low: assigner
selects priority

High, Medium or
Low: assigner
selects priority

No priority can
be set

Due Date X Y X X X
required
188 Gimmal Contract Management User Guide V6.9.1 2July 2016




Table 12 Task Features Compared (continued)

Notification Y Y N N N
date
Recurring Y Y N N N
frequency
Action Y N N Y N
predefined in Instructions
Instructions Y Y Y v N
Ad Hoc only included with
Checklist
Comments N Y N N N
only during
Close
Signoff required N Y N optional N
to Close
Status Scheduled Scheduled Dormant None None
categories Open Open Acquired
Completed Completed
Deleted
Add to Calendar Y Y N N N
Add to Calendar Y Y N N N
email sent
Recipient Y N Y Y Y
required
Multiple Y Y Y Y N
recipients group
Send to users N N Y does not apply N
sequentially optional
Allow reject to N N Y optional Ad Y or N N
me Hoc
Allow reject to N N Y N N
previous optional Ad Hoc
performer
Return to me N N Y N N
optional Ad Hoc
Notify me when N N N Y N
complete
Content of Recipient’s Email Task Notification
Email sent to Y Y Y Y N
eachrecipient or only one recipient
group or group
Priority Y Y Y N N
indicated
Action named in Y Y Y Y N
Subject
Instructions Y Y Y in [tem Name Y in Email title N
Comments N Y N N N
Task Sent Date Y Y Y Y N
Task Due Date Y Y N Task Assigned Y
Date
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Table 12 Task Features Compared (continued)

Task Description Y Y Y Y Y

View Task in Y Y Y Y Y
Gimmal
Contract
Management
Link

Jacket N N N Y N
Properties

Managing Notifications in the My Tasks View

When a natification is sent to you regarding a task, it appears in the My Tasks view in addition to
the task itself. If multiple notifications are sent, your view can become cluttered. You can select
whether the Resend notifications appear in your My Tasks view, or only the original task. va i

Manage Notifications in My Tasks View

1 Click Hide Resend Notifications to hide the resent notifications, or click Show Resend
Notifications to show them.

Figure 10-2 Show/Hide Resend Notifications

Actions : My Workflows  Workflow Reporting |Hide Resend Notifications |

TasksEEP  ]am available

Actions : My Workflows Workflow Reporting | Show Resend Notiﬁcationsl

TasksEEP | am available

Viewing and Deleting Tasks in the My Tasks View

The My Tasks lists tasks involving you and were generated by Reminders, Notifications,
Obligations, Workflows and Checklists. Workflow tasks cannot be deleted. See Table 12.

Certain tasks can also be completed. See “"Performing Reminders, Obligations and Checklist Tasks”
on page 196.

View Task Details in the My Tasks View
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I In the My Tasks view, right-click the task to view; then select View. The Task Manager
Workflows window displays (Figure 10-3).

Figure 10-3 Task Manager — Workflows

Task Manager: Workflows

I_Workﬂows l Comments l Progress |

Samsung - Intellectual Property - Draft Aug 26, 2015 ( GEN-00017 v 2.2 )
Q Received: 5/12/2016 11:23 AM
From: Darius Linder

Reqguirements - Instructions :
Inone | Testing My Tasks

Attachment Actions : Add

Document Name Modified
] samsung - Intellectual 5/11/2016 = View Add Note
Property - Draft Aug 26, ... 8:33 PM

A If needed: Click Add Note to add a Note. See “Managing Document Notes” on page 94.
B If needed: Click View to view the document included by the sender.

C If needed: Right-click the document name to display all available selections in the document
Actions.

2 Click Close to close the window and leave the task in your My Tasks list.

Delete a Task from the My Tasks View
More detail: Workflow tasks cannot be deleted.

I In the My Tasks view:
Right-click the task to delete; then select Delete. The Delete window displays (Figure 10-4).
OR

. Double-click the task
OR

Right-click the task; then select View. The Task Manager — Workflows window displays
(Figure 10-3). Click Delete. The Delete window displays. See Figure 10-4.
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Figure 10-4 Delete Task
Delete : Object

This item is going to be removed from your task list.

2 Click Delete. Your My Tasks list displays, with the selected task deleted.

Workflow Tasks

Workflow tasks are created by both Ad Hoc and Predefined workflows. See Chapter 7, “Routing
Documents”.

Workflow Statuses

Workflow tasks routed to you for an action have two statuses:

Dormant - indicates you have not yet opened (viewed) the task
Acquired- indicates you have opened (viewed), but not yet completed the task
Process a Workflow Task

I Click the My Tasks view button. Your My Tasks list displays (Figure 10 on page 186).

2 Double-click the Workflow task
OR
Right-click the task; then select View. The Task Manager Workflows window displays, with
Attachment details (Figure 11).
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Figure 11 Task Manager Workflows

Task Manager: Workflows :

Workflows .

Regquirements : Instructions :
signoff

Aftachment Actions : Add

Document Name Modified -

B ABCD CN-00341 by docuadmin, Jun 30,  7/28/2010 3:30 HEB
2010 PH (\ﬁew Add Note )

Later, when returning to the My Tasks list, the status of this task is Acquired. See "Workflow
Statuses” on page 192.

3 If needed: in the Included by Sender listing of the Attachments area, click the available links
and the displayed buttons (Figure 11).

A Click View to view the Attachment document. See “"View Related Documents” on page 115.

B Click Add Note to add a Note to the Attachment document. See "Managing Document
Notes” on page 94.

4 The following task actions may or may not be applicable to this Workflow task:
A To close the task and keep it in your My Tasks list, click Close.

B To finish (complete) the task and remove it from your My Tasks list, click Finish. See
"Viewing Workflow Task History” on page 195.

C To delete the task and remove it from your My Tasks list, click Delete. See “Viewing Workflow
Task History” on page 195.

5 If needed: tasks sent to you from a Predefined workflow (not an Ad Hoc workflow) may have
repeat and delegate and forward capability, depending on how the Predefined workflow’s tasks
were configured. See “Assigning Predefined Workflow Tasks to Users”.

More detail: The ability to repeat or delegate a task is determined by the Business or system administrator
who created the workflow. If Forward, Repeat, and/or Delegate are available, these actions will display in the
Task Manager Workflows window.

A To force the task to start again, click Repeat and assign the task to a user.

B To delegate the task to a different user, click Delegate and assign the task to a different user.
Delegation is available only if the task has been routed to multiple recipients.

C To reject the task, click Reject.
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D To forward the task to the next recipient, click Forward and send the task to the next
recipient in the Predefined workflow. Forwarding is available only if the task has a next

recipient available.
6 If needed: click the Progress tab. View the Up coming and the History information.

7 Click Close to close the task. Depending on the actions taken, the task may or may not display
again in your My Tasks list.

Assigning Predefined Workflow Tasks to Users

More detail: Click to Assign is only available if the system administrator established assigning ability when
creating the Predefined workflow. See “Routing Documents with Predefined Routing” on page 138.
Click to Assign is not available for any Ad Hoc workflow. See “Routing Documents” on page 132.

Assign Workflow Tasks to Users

1 In the My Tasks view, double-click the Workflow task.

OR
Right-click the task; then select View. Click either Delegate or Repeat. The Delegate or Repeat

window displays. See Figure 10-1.

Figure 10-1 Delegate and Repeat Tasks

Review and Respond (Optional)
| General Agreement with DRH Inc ( Received: 11/28/07 10:18 AM
Received: 10/15/2008 1:50 PM From: Wanen, Grant
From: Warren, Grant
Choose Task Repeater

Delegate Task

Task will be repeated by:  (ciick to assign)

Task will be delegated toff (click to assign) D

o

2 Click (Click to assign). The Select User or Group window displays. Find a user by using either of
the following methods:

Enter a letter(s) in the Starts with field and click the Search by Name button.
In the Show Users, Groups and Roles field, select Show Users from the menu and scroll to
find the user.

3 Click the selected user name (Figure 10-2).
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Figure 10-2 Assigning a User to a Task

Select User Or Group:  Ngo, Vinh

Dev_Contract_65

Starts with » | X Show Users it

Hame ¥ n 08 Name Workflow Availability

Victor, Thomas tvictor Available
streamine Available
Sofka, George osofka Available
Quattiebaum, Nick Available

Ngo, Vinh wngo Available

im_testuser Avaiable
im_coordinator Available

im_contributor Available

L}
L}
I}
L}
U}
¥ Mendi, Zera Available
L}
L}
L}
[}

im_admin Available

items Per Page: [100 =

4 Click OK. The Delegate or Repeat window displays the assigned user.
5 Click OK. The My Tasks window displays, no longer listing the task selected.

Assigning the workflow item is now completed. Gimmal Contract Management performs the
following actions:

A Started Workflow email notification is sent to the assigned user listing the workflow's task and
including a task description.

If needed, click the View Task in Gimmal Contract Management link to directly go to the task
in the My Tasks view of Gimmal Contract Management (Figure 10-3).

Figure 10-3 Started Workflow Email Notification

Name and email
Started Workitem: Hanns - Agreement - Draft Feb 10, 2016 { GEN-00020 v 1.0)

A Gimmal Task has arrived for your review.
Priority: Medium

Task Description:

View Task in Gimmal

The Workflow task is added to your My Tasks view

A Start Ad Hoc Routing event is recorded in the document’s Audit Trail. See “Managing the
Document Audit Trail” on page 99.

Viewing Workflow Task History

After a Workflow task has been acquired, its History displays the names of users who took action
on a document and the names of any users still waiting for the document to be routed to them.
This information can be viewed but not deleted and is part of the task’s Audit Trail.
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View the History of a Workflow Task

1 In the My Tasks view, right-click the task; then select History. The Task Manager — Progress tab
displays (Figure 10-4).

Figure 10-4 History of a Workflow Task

Task Manager: Progress:

Progress

Up coming...
Hext Performer

End contributori

History
Event Performer Date &
Ready: Start_low contributor! S/30/2008 4:05 PM
Ready: Start_mid contributor! S/30/2008 4:05 PM
Ready: Start_high contributor! S/30/2008 4:05 PM
Ready: Start_low_signoff  contributor1 S/30/2008 £:05 PM
Acguired: Start_mid_signoff contributor1 S/30/2008 4:05 PM

Ready: Start_high_signeff contributor1 S/30/2008 £:05 PM

Get Task Assian Finish Delegate

2 View the Up coming and History information.

3 Click Close. The Task Manager closes.

Performing Reminders, Obligations and Checklist Tasks

Performing Reminder, Obligation and Checklist tasks includes viewing the task, taking an action to
complete the task and finishing the task. Some Checklist tasks may also include a rejection action.
If so configured, a user may also change certain dates in their Reminder and Obligation tasks in the
Open status on their My Tasks view.

Begin performing a task action from the:

My Tasks view
Open email notification’s View Task in Gimmal Contract Management link

Open Reminder, Obligation and Checklist windows. See “Managing Document Reminders” on
page 148, “"Managing Document Obligations” on page 160 and “Managing Checklist Iltem
Actions” on page 178.

Complete a Reminder/Obligation/Checklist Task from the My Tasks/Email Notifications

I In the My Tasks view, double-click the task
OR
Right-click the task; then select View. Its Task Manager window displays (Figure 10-5).

or

2 From the open email notification, click View Task in Gimmal Contract Management.

196 Gimmal Contract Management User Guide V6.9.1 2July 2016



A If not already logged in, the Gimmal Contract Management Log In window displays.

B Log in. The Task Manager window for the task displays (Figure 10-5).

or
A If already logged in, the My Tasks view displays.
B Click the F5 Refresh key. The Task Manager window for the task displays (Figure 10-5).

Figure 10-5 Completing a Task

Task Manager: Checklist :

Checklist

Requirements Instructions :
|none ] Step 3: Legal Approval

@ Software License Agreement (CN- 1173042010 3:52
P

00014 v1.0) View

Enter your Password and Comments below, then click the Complete button. This will complete the
Checklist.

Password : I

Comments :

=
|

Enter your Comments below, then click the Reject button. This will reject the Checklist.

E
E

[corpiifiaecf cose

3 If needed: click View to view the document included by the sender.

4 If needed: click Add Note to add a Note to the attached document. See “Managing Document
Notes” on page 94.

5 In the To Complete This Reminder, Obligation or Checklist area, enter your Password (if
displayed) and Comments to authenticate your signoff.

6 Click Complete. The Reminder, Obligation or Checklist task is completed and

The completed task is removed from your My Tasks view.
On the task window, the date completed is displayed.

The task event is recorded in the document’s Audit Trail. See “Managing the Document Audit
Trail” on page 99.
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Reject a Checklist Task from the My Tasks View

More detail: Certain Checklist tasks may also be rejected from the document’s Checklist window. See
"Rejecting a Checklist Item” on page 181.

More detail: Rejection is disabled if the assigned user is the same user as the assigning user.

1 In the My Tasks view, double-click the Checklist task
OR
Right-click the task; then select View. The Task Manager window for the task displays
(Figure 10-6).

Figure 10-6 Rejecting a Checklist Task

Task Manager: Checklist :

Checklist

Checklist tem Assigned -
E Assigned Date : 05/24/2011
Sender : Waren, Grant
Motification Date : 05/24/2011

Requirements : Instructions :

\none | Step 4: Activation of Approved Contract

Document Name Modified

Software License Agresment  11/30/2010
(CN-00014 v1.0) 3:52 PM Wiew

Click the Complete button. This will complete the Checklist.

Enter your Comments below, then click the Reject button. This will reject the Checklist.

A If needed: click View to view the document included by the sender and/or click Add Note to
add a Note to the attached document. See “Managing Document Notes” on page 94.

2 In To Reject This Checklist, enter rejection comments.
3 Click Reject. The My Tasks view displays without the Checklist task listed.
Gimmal Contract Management performs the following actions:

The Checklist task is sent back to the sender.
The Checklist task is removed from your My Tasks view.

A Reject Checklist Item event is recorded in the document’s Audit Trail. See “Managing the
Document Audit Trail” on page 99.
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Change an Open Reminder or Obligation Date

From their My Tasks view, users may change the Notification Date of Open status Reminders and
the Due Date of Open status Obligations from the Reminder or Obligation Task Manager windows.

More detail: Enabling and disabling changing dates of open Reminders and Obligations is controlled by the
business administrator. The default configuration is disabled. To enable changing Reminder and Obligation
dates, see your business administrator.

More detail: Only dates of Reminders and Obligations in the Open status can be changed. Dates of Remind-
ers and Obligations in the Scheduled status can only be changed by a business administrator or by the user
who created the Reminder or Obligation.

1 In the My Tasks view, double-click the Reminder or Obligation task
OR
Right-click the task; then select View. Its Task Manager window displays (Figure 10-7).

Figure 10-7 Task Manager Obligation Due Date

Task Manager: Obligation :

Obligation

Obligation - Master Services Agreement (CN-00011 v1.5)
| SentDate:oSi®2011 . -
 Sender: docusdmin

. Due Date : 09/08/2011

: .tha-ﬂy:l) " f i

Comments :

Regquirements : Instructions :

Modified

B yaster Services Agreement (CH-00011 81172011 4:12 ez lc)
v1.5) Pt View  Add Note

Enter your Password and Comments below, then click the Complete button. This will complete the
Obligation.

Password : I

I
Comments :
[~

Enter the new due date, then click the Complete button. This will complete this task and update the
obligation due date.

Date ™ add to Calendar
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2 In To Change Due Date, click the Calendar button to select a new Due Date (for Obligations)
or to select a new Notification Date (for Reminders). Selecting a future date disables the To
Complete This Reminder/Obligation Password and Comments fields on the Task Manager
window.

A If needed: check Add to Calendar. If a Reminder or Obligation is created by selecting Add to
Outlook Calendar, each user can choose to add this Reminder or Obligation task to their
Outlook calendar.

3 Click Complete. The task is removed from your My Tasks view and will be listed again on your
My Tasks view on the new future Reminder Notification Date, or in the case of Obligations, on
the day the number of days before the Due Date indicated by the Lead Time.

Emailing Approval of Workflow Tasks from Mobile Devices

Approval emails include document Jacket properties, action links (Approve, Reject, Review, View
Task in Gimmal Contract Management) and may include workflow Attachments.

Approve or Reject a Workflow Task from a Mobile Device

Before beginning
To enable mobile device email approval or rejection, the Predefined workflow must include the
task Email Approval. See your system administrator.

1 With the email opened, click a link in the email notification received on a mobile device to
approve or reject a workflow task (Figure 10-8).

Figure 10-8 Email Workflow Approval on a Mobile Device

From: docuadmin [mailto: gsofka@imagitekitd.com]
Sent: Thursday, July 29, 2010 10:34 AM

To: Mehdi, Zehra

Subject: Workflow Activity - Review - Clause3

A Prodagio Task has arrived for your review.

Task Description:
Director's review

Complete this activity by selecting any one of the following activities:

Teview
Optionally you may View Task in Prodagio
Jacket Properties:
Name: Clause3 CN-00250-04 by docuadmin | Jul 20, 2010
Type: Property Test
Date Test: Jun 22, 2010
Simple String: 1223444
Double Test: 0

Integer Test: 0
Multi Select: Charlie
Wide String - 300 Char:

SSN (with mask):

Managing Subscription Notification Tasks and Emails

All subscriptions generate a My Tasks task each time any user changes one of your subscribed
documents. See “Subscribing to a Document” on page 67.
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In the My Tasks view, subscription tasks display the Notifications button and the Subject
Checked In: Document Name. These tasks can be viewed; then deleted.

All subscription Notifications also generate and send an email to you each time any user changes
one of your subscribed documents.

In your email system, emails with the subject line: Checked In: (Document Name) are Notification
emails. Handle these email Notifications as you would any other email.

Manage Subscription Notification Tasks and Emails

1 In the My Tasks view - My Tasks tab, find a task with the Notifications button and the
Subject Checked In (Figure 10-9).

Figure 10-9 Subscription Notification

EJ,!}ZQ.BJ.MM,M CM6.9.1 Help  Preferonces  Logout  DCTM 7.2 Content Server L ramin ] Documents

My Tasks Recent Favorites

Actions : My Workflows Workflow Reporting Hide Resend Notifications
Lam available
- S —— m ------------ m mm — m -I-n;t-n;c-ﬁ‘;';s- R
Warren, Grant 4112014 242 PM
Checklist ktem Rejected - Review for State Compliance  docuadmin 411/2014 2:29 PM Review for State Compliance
Checklist tem Incomplete - Review for State Compliance  docuadmin 4/1/2014 217 PM Review for State Compliance
Checklist ktem Incomplete - Review for State Compliance docuadmin 41172014 217 PM Review for State Compliance

2 Right-click; then select View to display the Task Manager Workflows window for the checked in
document (Figure 10-10).

Figure 10-10Task Manager Workflows for Subscribed Document

- Task Manager: Workflows -

Workfows

dm_checkin
Received: 51508 1 52 FM
From: contributor

Instructiong ;

SME09 158 = Wisw  Add Review Eniry
"‘l]P!anE\Md (FRCC-0000ET v1.0)PM E‘ Add Nots

3 If needed: Click View to display a view of the document.

4 If needed: in Task Manager Workflows, click Delete to delete the Notification for the My Tasks
view.

More detail: An alternate method to delete a Notification task: right-click; then select Delete on the My Tasks
tab. See Figure 10-9.
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5 In your email system, open the Notification email with the subject line:
Checked In: Document Title.

A If needed: click the link in the email to view the task in Gimmal Contract Management
(Figure 10-11).

Figure 10-11Subscription Email Notification

Checked In: Subordinate Affilliation Contract (CN-00019 v1.0) (CN-00011 v1.1) ...

docuadmin [docuadmin@prodagio.com)

Sent: Wednesday, April 02, 2014 9:00 AM
To:  Warren, Grant

A Prodagio Task has arrived for your review.

Document Name: Subordinate Affilliation Contract {CN-00019 v1.0) (CH-00011 v1.1)
Priority: Low

Task Description:

View Task in Prodagio

B If needed: close the email.

202 Gimmal Contract Management User Guide V6.9.1 2July 2016



Setting Your Workflow Availability

Gimmal Contract Management allows each user to define their periods of unavailability. During
each unavailable period, any new Reminder, Obligation, Workflow and Checklist tasks and items
assigned to you will be directed to the user which you identified as your delegate

More detail: All current tasks on your My Tasks view will remain and will not be directed to your delegate.
After your unavailable period, all currently incomplete tasks sent to your delegate will not be returned to you.

Set Your Workflow Availability
1 In the My Tasks view, click the My Tasks tab. See Figure 10-12.

Figure 10-12My Tasks Tab Displaying Available Status

gm?f,}lam“mm CM 6.9.7 Help Preferences Logout DCTM 7.2 Content Server ¢ Admin Q_I Documents

My Tasks  Recent  Favorites

Actions : My Workflows Workflow Reporting Hide Resend Notifications
Priori Subiject & | ltem Name From Date Received Status | |
"l: Award Option 2 (MORE THAN ONE CONTRACT TO BE AWARDED) ( dormant docuadmin 21122014 8:22 P Acquired

Checklist ktem Complete - Blank Word 97 / 2000 Document (CN-0000 Blank Word 87 / 2000 Document (CN-00001 v1.0) docuadmin 12/30/2013 12:41 P I

2 Click I am available. The Workflow Availability window displays (Figure 10-13).

Figure 10-13 Workflow Availability

Workflow Availability:

Workflow Tasks

T iam currently unavailable. Please direct my tasks to:

[not selected]  edit

3 To set your status to currently unavailable, select | am unavailable. Please direct my tasks to:

4 Click edit to select the user who should receive your tasks while you are unavailable. The Select
User window displays. Find a user with one of the following methods:

Enter a letter(s) in the Starts with field and click the Search by Name button.

More detail: The letter should be the first letter of the person’s FIRST name, and it is case-sensitive.

In the Show Users, Groups and Roles field, select Show Users from the menu and scroll to
find the user.

5 Click the user name of the person you want to select and click OK. The Workflow Availability
window displays with the selected name listed (Figure 10-14).
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Figure 10-14 Workflow Availability Status

Workflow Availability:

Workflow Tasks

¥ 1am currently unavailable. Please direct my tasks to:

contributor!  edit

6 Click OK. The Z tab displays with your status changed to I am currently set to unavailable. See
Figure 10-15.

Figure 10-15My Tasks Displaying Unavailable Status

prodagio_‘ contract Help Preferences Logout
' My Tasks T Recent * Favorites ‘

Actions : My Workflows Workflow Reporting Start Workflow

Priority Subject Iltem Name
@ I~ Checked In Subordinate Affiliation Contract (CN-0001

Checklist tem Rejected - Review for State Compliance Subordinate Affiliation Contract (CN-0001

More detail: Remember, when you become available again, change your status to | am available by revers-
ing these steps.
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Searching Documents

This chapter includes the following topics:

Quick Searching fOr DOCUMENTS ... esseeess et sssssse st ess st sss s ssess
Quick SEArch fOr DOCUMENTS ......ouuiveuieeeiereeeise et st seesis s seses sttt ss s sessesees
Advanced Searching for DOCUMENTS ...ttt st sses e
Search for Documents and Document CONENT .......ocvureeceeenneeereeeseeeeeeeese e eeesseseens
ManNaging SEAICH RESUILS .......vuiuiieiecieeiee ettt
ManNage SEAICH RESUILS ...ttt

Change and Save Search Results COlUMNS.........ooiieriniieieee e

Managing Search Results Tasks and FEATUIES ...
Saving Search Parameters. ... sseees et
SAVE YOUT SEAICH. ..ottt seeens et
Managing My Saved SEAICNES ...ttt
Manage My Saved SEAICNES ...t
Managing All SAVEA SEAICIES ...ttt st e
Manage All SAVEA SEAICNES........co.oeeree et
Saving Searches as TEMPIALES ...ttt
Save Searches as TEMPIALES ..ottt st

Chapter 11 Searching Documents

205



Quick Searching for Documents

Table 13

and

Quick Search displays on the Documents view's Personal tab and Cabinets tab, and can also be
used to limit (filter) what is displayed on each tab.

Quick Search provides “simple” searching for both indexed text and text properties in All Principal
Documents that match entered search words.

More detail: Quick Search is not a substitute for full document searching. See “Advanced Searching for

Documents” on page 208.

More detail: Quick Search always searches these three document properties: Object Name, Title and Sub-
ject. Quick Search may search these two additional settings: Document Title and Document Number. Check
with your system administrator which applies.

Quick Search for Documents

1 In the Documents view Personal or Cabinets tab, enter a word or phrases in the Quick Search

field (Figure 11-1).

Figure 11-1Quick Search

'n- Admin My Tasks d Reports Q Search

Quick Search :

| &0l

2 To narrow the search, enter more than one word or phrase (case insensitive) and include one or

more operator. See Table 13.

Quick Search Operators

Both the entered words or phrases

Procurement and Services

Both Procurement and Services

Agreement Agreement
or At least one of the entered words or Procurement or Services At least Procurement or
phrases Agreement Services Agreement
not The first entered word or phrase, but Procurement, not Services Procurement, but not
not the second word or phrase Agreement containing Services Agreement
The exact word or phrase "Services Agreement* Services Agreement, but not
Services only or Agreement
only
0 Left and right parenthesis () with Procurement or (Services Procurement or Services and
intervening spaces used for grouping | and Agreement not Limited) | Agreement, but not Limited,
(with operators and, or only, not cannot | Format: A or (B and C not D) |when Services and Agreement
be applied before a parenthesis) Note: Space after (and is not found
before)
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More detail: Nonsearchable characters (do notenter)are & ~ () [] {} <> *?! "' @ \
Search characters seen as spacesare - / . , : ;

3 Click Go or press the Enter key. All documents containing the word or phrases in their content
or properties will display as Search Results (Figure 12 on page 211).

A If needed: save the Quick Search. See "Saving Search Parameters” on page 215.
B If needed: manage Quick Search results.

More detail: Using the Quick Search functions identically to completing only Contains on the Advanced
Search — General tab. See “Managing Search Results”.
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Advanced Searching for Documents

Use Advanced Search to find and display any combination of search attributes, both content and
properties.

The Document Type menu is filtered to the document types that you have at least read-only
access to. The Properties menu is configurable and display only your organization’s selections.
Your Search may also be configured to search external sources of information.

ALERT! If full-text searching is enabled, documents are indexed for full-text searching on a periodic basis
outside of Gimmal Contract Management. Therefore, some recently-changed documents may not display
immediately in the full-text search results.

More detail: Any user can access documents stored in any other user’s Personal Cabinet by using Search. For
example, if creating a search where the owner name is a user's name, the search results will display all docu-
ments owned by that user, including any documents in the user’s Personal Cabinet.

Search for Documents and Document Content

1 Click Search on the top menu bar (Figure 11-2).

Figure 11-2 Search Button

ﬁ Admin My Tasks d Reports

Quick Search : | l El

2 In the Search view, enter a search word or words that is included in document properties or
document content in Contains (Figure 11-3.

Figure 11-3 Advanced Search — General Tab Window

Advanced Search: General

General My Saved Searches | All Saved Searches

Conlams:l

Document Type: | all Principal Documents V]

Properties: | category V| [ contans Remove
‘Add another property

Date: [1odified MC) [Anytime

) From|Cai=

Size: [ any size

Additional: [ ring higden objects
[IFind alversions
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More detail: Contains refers to a full-text search. An index server must be installed and configured to

enable full-text searching.

3 In Document Type, select from the menu.

4 In the first Properties, select from the menu.

A In the middle Properties, choose an operator. See Table 14.

Table 14 Advanced Search Operators

=equal to

Containing the matching number or string

<>not equal to

Not containing the matching number or string

<less than

Smaller than the number or string

<=less than or equal to

Smaller than or matching the number or string

>greater than

Larger than the number or string

>=greater than or equal to

begins with

Larger than or matching the number or string

Containing matches that begin with the search characters. Same as using a
beginning wildcard.

ends with Containing matches that end with the search characters. Same as using an
ending wildcard.
contains Containing matches that contain the search characters. Same as using

beginning and ending wildcards.

does not contain

Containing matches that do not contain the search characters

in Containing property matches of at least one group of the entered search
characters. Separate each entered group with a comma.

not in Not containing property matches of a least one group of the entered
search characters. Separate each entered group with a comma.

is null Containing property matches that contain no value

is not null Containing property matches that contain any value

More detail: After choosing an operator, the third Properties could display a selection list.

B In the last Properties, enter information or select from its menu.

5 To search based on additional properties, click Add another property. Another three-field

Property group is added. The and or operator field displays (Figure 11-4).
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Figure 11-4 Configurable Object Type and Properties Search Options

Advanced Search:

General | My Saved Searches | All Saved Searches

Contains: |

Object Type: [ al Principal Documents

P i THame N\ = [contains
‘ and x| [Hame , =] [contains

Date: [iodified
@ [Anytime ;l
€ From[Dats

=2
To [Date @

Size: [Any Size

Additional: [T Fing hidden objects

I Find all versions.

i

A Select and to require the search results to match both the property value on this line and
the property value on the previous line.

B Select or from the menu to require the search results to match either the property value on
this line or the property value on the previous line.

More detail: If searching external sources, do not use the or operator between different property types. For
example, a valid query is Author contains Lewis or Author contains Twain, (both property types are Author); but
an invalid query is Author contains Lewis or Name contains Knowledge Management (Author and Name are dif-
ferent property types).

More detail: If adding three or more lines of properties, the order of searching follows the order of defini-
tion. Each time and or or is added, the previous operators are grouped together.

For example, in the query Name contains Knowledge Management and Author contains Lewis or Author con-
tains Twain; then the results either must contain the documents whose name is Knowledge Management and
whose author is Lewis or they must contain all the documents whose author is Twain.

To find all the documents whose name is Knowledge Management, and whose author is either Lewis or Twain,
use this query Author contains Lewis or Author contains Twain and Name contains Knowledge Management.

6 Complete the remaining properties.
A If needed, continue with Date and Size.
B If needed: to clear all properties and start over, click Clear.

7 After all parameters are entered, click Search. The results display as a list on the Documents
view (Figure 12).
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Figure 12 Search Results

Gimmal =
Contract Management CM69.1 Help Preferences  Logout ~ DCTM7.2 Content Server L Aamin [] Documents My Tasks GEUEN Q search

Reports  CustomReports  Crystal

o e [ BE

Search Results _~ EEb @ @rage[ T Jor20H Items Per Page:
“%  Name | Ranking Category | Date Modified Checked Out By|
Hollywood - Agreement - ( GEN-... e 100%  Agreement May 11, 2016 n
#Wed May 11 17:27:40 CDT 2016 Title=Template_NDA Master=GEN-00022-01
Cambridge - - ( GEN-00016 v __ =) 89% May 16, 2016

More detail: All documents listed in the Search results have full functionality. It is not necessary to return to
the Documents view to display a document.

More detail: The focus switches from the Search button on the top menu bar to the Reports button when
the search is completed.
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Managing Search Results

Often, Search Results require some changes before the results reflect exactly what is needed or
what is expected. See Table 15 on page 212. To manage the Search Results, you can:

Restart the results

Edit the results

Save the results

Highlight the search content words
Change and save Search Results columns

Table 15 Search Results Buttons

Buttons displayed in the Search Results blue header

Toggle Highlights. In each Search Result item, highlights the search words in yellow or removes
A the yellow highlighting.

Column Preferences. Allows changing the columns which display and in what sequence they
display.

I
i
\4

Restart Search. Allows restarting the search by displaying the most up-to-date Search Results.

|

Edit Search. Allows editing the search by displaying the Advanced Search window.

£

Save Search. Allows saving the search by displaying the Saving Your Search window.

Save Search as Template. Allows saving searches as Templates with editable access to the saved
Search fields. Only compatible with Advanced Searches.

|

Manage Search Results

Before beginning
Search results must exist. Create Search Results using:

Quick Search. See “Quick Search for Documents” on page 206.

create a new search in the Search view. See “Search for Documents and Document Content” on
page 208.

run an exiting My Saved Searches. See “Manage My Saved Searches” on page 215.
run an exiting All Saved Searches. See "Manage All Saved Searches” on page 217.

I To run the search again with the Search Results displayed, click the Restart Search button. See
Figure 13.

2 To edit the Search results with the Search Results displayed, click the Edit Search button
(Figure 13). The Advanced Search window displays. Modify the already-entered search
parameters and click Search. See "Search for Documents and Document Content” on page 208.

3 To save the Search results, click the Save Search button.

4 To edit the properties of one or more of the Search results (edit multiple document properties),
select one or more Search result, right-click; then select Properties. The Properties - Multiple
Objects window displays.
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A Follow “Edit Multiple Document Properties” on page 74.

5 To highlight the Search results word or words previously entered in Contains, click the Toggle

Highlight button (Figure 13).

Figure 13  Report Results Toggle Highlight

g,',mmﬂ!hmsemm CM6.9.17 Help Preferences Logout DCTM 7.2 Content Server

Reports Custom Reports Crystal

L3 Admin g] Docnants My Tasks Q, search

q 55Results for "GEN" in Contracts - 5/17/2016 12:27 PM

Search Resulfs @@ rage[ 1 _Jor2IM
“9  Name Ranking Category Date Modified Checked Out By|
] Hollywood - Agreement - ( GEN- E 100%  Agreement May 11,2016
#Wed May 11 17:27:40 CDT 2016 Title=Template_NDA Master=GEN-00022-01
] Cambridge - - { GEN-00016 v . =) 89% May 16, 2016
#Tue Aug 25 17:47:54 CDT 2015 Title=Template_NDA
] Hanns - Agreement - Draft Feb 16. e 88%  Agreement May 16, 2016

#Wed Feb 10 14-34°46 CST 2016 Title=Hamnson Temnplate NDA

Change and Save Search Results Columns

Lk

Items Per Page: [50 V'

Available columns can be added to or removed from the displayed Search Results and displayed

column order can be changed.

1 With Search Results displayed, click the Column Preferences button. The Preferences Display
Settings Displayed Columns for Search window displays (Figure 11-1).

Figure 11-1 Displayed Columns for Search

Preferences: Display Settings: Displayed Columns for Search

Select attributes to display: Selected attributes to display as

column:

Checked Out By

Created By Ranking

Date Created Summary
Document Number Category
Events Has Reminder
Format Has Attachment
Group Name Date Modified
Modified By

Notifications

Reset to defaults

2 To add an attribute, in the Select attributes to display pane, click to select an attribute; then
click the right arrow to move the selected attribute to the Selected attributes to display as

column pane.

3 To remove an attribute, in the Selected attributes to display as column pane, click to select
an attribute; then click the left arrow to move the selected attribute to the Select attributes to

display pane.
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4 Select an attribute; then click the Move Up List button or Move Down List button to sort the
attribute in the desired column order.

5 To save changes, click OK.
A If needed: to undo all changes, click Reset to Defaults.

More detail: Column changes made to the current Search Results are retained for all subsequent searches
until columns are changed again.

6 In needed: Click the Save Search button. The Confirmation window displays (Figure 11-2).

Figure 11-2 Confirmation

Confirmation :

This search has already been saved.

Would you like to overwrite it or make a copy?

Ovenwrite || Save as New

7 To replace the new column preferences over the existing saved search, click Overwrite. The
column changes are saved.

8 To save the new column preferences as a new search, click Save as New. The search is saved
with the same name.

A To change the search name, click Search and continue with “Save Your Search” on page 215.

Managing Search Results Tasks and Features

Many document management tasks apply to the documents in Search Results via the right-click
Actions including:

to manage Search Results documents, see “"Managing Documents” on page 49.

. to route Search Results documents via Ad Hoc or Predefined routing, see Chapter 7, “Routing
Documents”.

to add Search Results documents to the Clipboard, see “Moving, Copying and Linking Items
Using the Clipboard” on page 89.

to add to and remove Search Results documents from Favorites, see “Managing Favorites” on
page 80.

All document management features also apply to Search Results documents. See Chapter 5,
“Managing Document Dashboard Features”.
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Saving Search Parameters

Saving your search enables using the same search parameters for execution at a later time, thereby
delivering up-to-the-minute Search Results, enabling report comparisons where the only
difference is the date the report was run.

More detail: Your saved searches are available to all Gimmal Contract Management users, and the saved
searches of all other users are available to you.

Save Your Search

1 Search for documents as described in “Advanced Searching for Documents” on page 208 or
“Quick Searching for Documents” on page 206

2 On the Search Results pane, click the Save Search button.

The Save Your Search window displays (Figure 11-3).

Figure 11-3 Save Your Search

Save Your Search :

Hame: I

Description: I

¥/ Include Results

™ Make Public

3 In Name, enter a concise search name, meaningful to you and others.

4 In Description, enter a detailed description of the search.

5 Select Include Results if you want the Search Results to also be saved along with the search.
6 Select Make Public if you want the search and its results available to all other users.

7 Click OK. Your search is saved, with its results (if checked) and is available to all other users (if
checked), under the My Saved Searches and the All Saved Searches tabs. See “Managing My
Saved Searches” on page 215 and see “Managing All Saved Searches” on page 217.

Managing My Saved Searches

View your saved searches at any time and run them against the current database to generate the
most up-to-date searches. Then compare the older and newer versions of identical searches.

Manage My Saved Searches

Before beginning
At least one search must already be saved under the My Saved Searches tab.
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1 In the Search view, click the My Saved Searches tab to view the named searches you have
previously saved. The My Saved Searches tab displays (Figure 11-4).

Figure 11-4 Advanced Search — My Saved Search Tab

Advanced Search: My Saved Searches

My Saved Searches | All Saved Searches

ltems per page: IE-U 'l

Name & Description Modified
Job Manager31 0 1/3/2008 £:17 PM

Search All Dizplays all documents in reporisofyr TH4/2010 2:08 PN
test rrrrr BM8/2010 12:10 PM

A If needed: to view the description of the selected saved search, click its Properties button.
The Properties Info window for the selected search displays.

2 To edit the parameters of a saved search, right-click; then select Edit. The General tab displays.
To modify the selected saved search parameters, see “Advanced Searching for Documents” on

page 208.

More detail: Changing parameters of a previously saved search allows for quicker creation of a more tar-
geted search. Be sure to rename the changed search!

3 To remove a saved search, right-click; then select Remove. The Delete window displays
(Figure 11-5).

Figure 11-5 Delete

Delete: Test Search 1

Version:

' Selected Version
' allversions

A Select Selected Version or All Versions. If you select All Versions, additional options
might display.

B Click OK. The selected my saved Search Results is deleted.
4 To run the search again, right-click; then select Search. The Search Results display again.

A To sort long lists of saved searches, click the Name, Description, Owner or Modified
headings.

5 To only view the saved Search Results, right-click; then select View Saved Results. The saved
Search Results display.

6 To only view the search properties, right-click; then select View Search Properties. The My
Saved Search Results Properties displays (Figure 11-7).
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Figure 11-6 My Saved Search Properties

Properties

Name: Ibearch All

Description: IDﬁpIays all documents in reporisotyr

Owner Name: docuadmin
Selected Sources: Dev_Contract_85
Has Results: T
Results Count: 235

» Show More

™ Show all properties

Managing All Saved Searches

At any time, view all Gimmal Contract Management searches saved by all other users. Your saved

searches also display in the All Saved Searches list. Run these searches against the current
database to generate the most up-to-date searches. Then compare the older and newer versions

of identical searches.

Manage All Saved Searches

Before beginning
At least one search must already be saved under the All Saved Searches tab.

1 In the Search view, click the All Saved Searches tab to view the named searches you have
previously saved. The All Saved Searches tab displays (Figure 11-7).

Figure 11-7 Advanced Search — All Saved Search Tab

Advanced Search: All Saved Searches

General | My Saved Searches | All Saved Searches

ltems per page: IE-U LI!
|

Hame & Description Owner Modified

Job Manager31 docuadmin 1122009 4:17 PN
Search All Dizplays all documents in reporizotyr docuadmin THM4/2010 2:0% PM
test rrrrr docuadmin BMW2010 1210 PM
test 2 test Mehdi, Zehra  6/23/2009 5:05 PM

A If needed: to view the description of the selected saved search, click its Properties button.
The Properties Info window for the selected search displays.

2 To edit the parameters of a saved search, right-click; then select Edit. The General tab displays.
To modify the selected saved search parameters, see “Advanced Searching for Documents” on

page 208.
More detail: Changing parameters of a previously saved search allows for quicker creation of a more tar-

geted search. Be sure to rename the changed search!
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3 To remove a saved search, right-click; then select Remove. The Delete window displays
(Figure 11-8).

Figure 11-8 Delete

Delete: Test Search 1

Version:

' Selected Version
' allversions

A Select Selected Version or All Versions. If you select All Versions, additional options
might display.

B Click OK. The selected all saved Search Results is deleted.
4 To run the search again, right-click; then select Search. The Search Results display again.

A To sort long lists of saved searches, click the Name, Description, Owner or Modified
headings.

5 To only view the saved Search Results, right-click; then select View Saved Results. The saved
Search Results display.

6 To only view the search properties, right-click; then select View Search Properties. The saved
Search Results display (Figure 11-7 on page 217).

Figure 11-9 All Saved Search Properties

Properties

Name: ftest2

Description: [test
Owner Name: lehdi, Zehra
Selected Sources: Dev_Contract_85
Has Results: T
Resulis Count: &

P Show More

I~ show all properties

Saving Searches as Templates

At any time, Advanced Searches with different attributes can be saved as a Search Template. Search
Templates allow changing one or more search attribute before running the Search. In this way, a
Search Template can be the ‘source’ for many similar, but also different searches.

Save Searches as Templates
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Before beginning

Run an Advanced Search. See “Search for Documents and Document Content” on page 208.

I With the Search Results displayed, click the Save Search as Template button. The Save Search
Template window displays (Figure 11-10).

Figure 11-10Save Search as Template

Save Search Template :

Name:

Description: oW

Make this search available to others

Select input fields

Fixed values: Input fields:

Fulktext [ GOV |

2l
i

Hidden values

Sources: Reference_Contract

Object Type: All Principal Documents (im_legal_document)

2 In Name, enter a Search Template name.
3 In Description, enter a detailed description of the Search Template.
4 Move any Fixed values to the Input fields pane.

5 Click Save. The Template is saved. For access to this Template, contract your administrator.
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Generating Document Reports

This chapter includes the following topics:

ADOUL DOCUMENT REPOIES ..ottt ettt et ettt st ssees 222
Available Standard REPOIS ...t sse st ss s sssssseesns 222
GENErating A REPOM ...ttt e 238
Generate a Standard or CUStOM REPOIT ..o seseseeees 238

PHINT @ REPOM .ottt ettt sttt ettt 239
Download a Report and Export to a .csv-Formatted File.......coovrnnincrerernee 240
Creating Additional Standard REPOIS ...ttt sesesessessees 241
Creating CUSTOM REPOIES ...ttt sssees et 241
Creating CuStOM CryStal REPOIS ...ttt sttt 241
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T
About Document Reports

Gimmal Contract Management includes various standard reports, accessed by the Reports button.
These standard reports are designed to give users visibility into the data repository in Gimmal
Contract Management at any given point in time and to serve as examples for adding reports in
the future. See "Available Standard Reports”.

In addition to existing standard reports, additional standard reports may be requested, configured
from your unique business requirements. See "Creating Additional Standard Reports” on page 241.

Also, custom reports (listed on the Custom Reports tab), can be configured for your custom
business requirements. See "Creating Custom Reports” on page 241.

If so configured, a Crystal tab displays, providing access to customized Crystal Reports
functionality. See "Creating Custom Crystal Reports” on page 241.

Available Standard Reports

Gimmal Contract Management includes the following standard reports. See Table 12-1.

Table 12-1Available Standard Reports

Checklists "eChecklist Assigned Tasks (Open) Purpose: To report open
Checklist tasks assigned to a specific user or group or to all
users and groups, within or not within a specified date due
range. See Chapter 9, “"Managing Checklists” and

Figure 12." on page 224

"eChecklist Assigned Tasks (Completed) Purpose: To report
completed Checklist tasks assigned to a specific user or
group or to all users and groups, within or not within a
specified date due range. See Figure 13 and Chapter 9,

“Managing Checklists".” on page 226

*Checklist Assigned Tasks (Rejected) Purpose: To report
rejected Checklist tasks assigned to a specific user or
group or to all users and groups, within or not within a
specified date due range. See Figure 14 and Chapter 9,

“Managing Checklists".” on page 226

*Checklist Assigned Tasks (Open or Completed Purpose:
To report open completed Checklist tasks assigned to a
specific user or group or to all users and groups, within or
not within a specified date due range. See Figure 15 and

Chapter 9, "Managing Checklists”.” on page 227

"eChecklist Tasks Workload (Assigned and Open) Purpose:
To report assigned and open Checklist tasks assigned to all
users and groups. See Figure 16 and Chapter 9, “"Managing
Checklists".” on page 227

Document “eDeleted Documents Report Purpose: To report all deleted
documents assigned to a specific user or group or to all
users and groups, within or not within a specified date
deleted range. See Figure 17 and "Deleting a Document”
on page 57." on page 228
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Contracts

Table 12-1Available Standard Reports (continued)

"

«Contracts by Status Purpose: To report all Documents by
their Status. See Figure 18.” on page 228

“eContract Totals by Type Purpose: To report all the
Contracts matching the selected Document Type. See
Figure 19." on page 229

eSignature

“eeSignature Report for Attachment Purpose: To report all
the eSignatures taken in the specified time frame for
specified or all Attachments. See Figure 12-1." on page 229

“eeSignature Report for Legal Documents Purpose: To
report all the eSignatures taken in the specified time frame
for specified or all Legal Documents. See Figure 12-2." on
page 230

Obligations

“eObligation Assignments Purpose: To report the status
(scheduled, open or completed) of all Obligations assigned
to a specific user or group or to all users and groups,
within or not within a specified date due range. See
Figure 14 and “Managing Obligations” on page 153.” on
page 231

“eObligation Workload Purpose: To report how many open
Obligation tasks are assigned to each user. See Figure 15
and "Managing Obligations” on page 153.” on page 231

“eObligations by Contract Purpose: To report all
Obligations for a specific contract (document) or all
contracts. See Figure 16 and “Managing Obligations” on
page 153." on page 232

“eObligations by Location, Category, Responsibility
Purpose: To report Obligations in a specific location,
category, subcategory or responsibility or in any
combination of these parameters. See Figure 17 and
“Managing Obligations” on page 153.” on page 232

Principal Documents

“ePrincipal Documents by Status Purpose: To report the
status (Approved, Draft, Effective, Active, Inactive,
Suspended, Terminated) of all principal documents. See
Figure 18." on page 233

“ePrincipal Documents by Type Purpose: To report all
principal documents by document type. See Figure 19 and
“About Document Types” on page 38." on page 233

Property List

“eProperty List by Document Type Purpose: To report all
properties listed for a specified document type. See
Figure 20 and “Managing Document Properties” on
page 71.” on page 234
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Table 12-1Available Standard Reports (continued)

1

Reminders *Reminder Actions Purpose: To report the status
(Scheduled, Open or Completed) and type of review Action
of all Reminders assigned, within or not within a specified
notification date range. See Figure 21 and “Managing

Reminders” on page 144." on page 234

“eReminder Assignments Purpose: to report the status
(Scheduled, Open or Completed) of all Reminders assigned
to a specific user or group or to all users and groups,
within or not within a specified notification date range. See
Figure 22 and “Managing Reminders” on page 144.” on
page 235

"eReminder Workload Purpose: To report a total task count
of the status (Scheduled, Open or Completed) of all
Reminders for all users within or not within a specified
notification date range. See Figure 23 and “Managing
Reminders” on page 144." on page 235

Total Counts “eTotal Attachment Count Purpose: To report a total
number of Attachments for each Attachment type. See
Figure 24 and “"About Related Documents” on page 114."
on page 236

“eTotal Count by Document Type Purpose: To report a total
number of documents for each document type. See
Figure 25 and "About Document Types” on page 38.” on
page 236

Where-Used “eWhere-Used (External Clauses) Purpose: To report all
documents using a specified External Clause or using all
Clauses. See Figure 26 and the separate document,
Creating and Applying Templates.” on page 236
“eWhere-Used (Templates) Purpose: To report all
documents using a specified Template or all Templates.
See Figure 27 and the separate document, Creating and
Applying Templates.” on page 237

Certain users with the prodagio_admin role may view an additional seven User Administration
Reports. See the separate Gimmal Contract Management Business Administrator Guide V6.9.

All standard and custom reports can be viewed, sorted, printed, and downloaded in .csv format for
viewing and editing with Microsoft Excel and other applications. See "Generating A Report” on
page 238.

A detailed description of each standard report follows.

Checklist Assigned Tasks (Open)

Purpose: To report open Checklist tasks assigned to a specific user or group or to all users and
groups, within or not within a specified date due range. See Chapter 9, "Managing Checklists”
and Figure 12.
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Figure 12 Checklist Assigned Tasks (Open)

Checklist Assigned Tasks (Open)

Confracts by Status

Coniract Totals by Type

Deleted Documents Report
eSignature Report for Attachment

Obligation Assignments

Checklist Assigned Tasks (Open or Completed)
Checklist Assigned Tasks (Rejected)
Checklist Tasks Woerkload (Assigned and Open)

eSignature Report for Legal Documents

Enter Required Report Data

Assigned To = I.lagdip -.l

Date Due == |01 August 2013

Date Due <= |01 August 2015

=

Printer Friendly View| Download Report

Assigned To Date Due
Jagdip 07/30/2014 16:30:00

Checklist Assigned Tasks (Open)

Document Name
[GEN-00019v 1.0]

Task Name
newitem2

Chapter 12 Generating Document Reports

225



. Checklist Assigned Tasks (Completed)
Purpose: To report completed Checklist tasks assigned to a specific user or group or to all users
and groups, within or not within a specified date due range. See Figure 13 and Chapter 9,
"Managing Checklists".

Figure 13 Checklist Assigned Tasks (Completed)

Enter Required Report Data

ecklist Assi asks (C: ete:
Checklist Assigned Tasks (Open or Completed) Assigned To = IJagdip -l
Checklist Assigned Tasks (Rejected)
Checklist Tasks Workload [Assigned and Open) Date Due == [01 August 2013
Confiracts by Status
Contract Totals by Type Date Due <= |01 August 2014
Deleted Documents Report
eSignature Report for Attachment
eSignature Report for Legal Documents
Obligation Assignments =

Checklist Assigned Tasks (Completed)

—10 'I

Printer Friendly View| Download Report|

Completed By Assigned To Date Due Date Completed Task Name Document Name Dashboard
Checklist Agent Jagdip 06/24/2014 16:30:00 06/26/2014 12:03:55 newitem1 [GEN-00021 v 2.0]

Checklist Agent Jagdip 07/30/2014 16:30:00 08/02/2014 12:04:22 newitem3 [GEN-00019 v 1.0]

Jagdip Jagdip 06/24/2014 16:30:00 06/24/2014 15:38:07 newitem3 [GEN-00025 v 1.0] I

. Checklist Assigned Tasks (Rejected)
Purpose: To report rejected Checklist tasks assigned to a specific user or group or to all users
and groups, within or not within a specified date due range. See Figure 14 and Chapter 9,
“Managing Checklists".

Figure 14 Checklist Assigned Tasks (Rejected)

Enter Required Report Data

Checklist Assigned Tasks (Completed) -

Checklist Assigned Tasks (Open)

Checkllst Assngned Tasks {Open or Completed) Rejected To = I Farida P -l
dist A ejected)

Checklist Tasks Workload (Asmgned and Open) Due Date == [01 August 2013

Confiracts by Status

Contract Totals by Type Due Date <= |D1 August 2014

Deleted Documents Report

eSignature Report for Attachment

eSignature Report for Legal Documents
Obligation Assignments =

Checklist Assigned Tasks (Rejected)

Printer Friendly View| Download Report|

Assigned To Date Due Task Name Document Name Dashboard
Farida P 06/25/2014 16:30:00 newitem2 [GEN-00025 v 1.0 ]
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. Checklist Assigned Tasks (Open or Completed
Purpose: To report open completed Checklist tasks assigned to a specific user or group or to all
users and groups, within or not within a specified date due range. See Figure 15 and Chapter 9,
"Managing Checklists".

Figure 15 Checklist Assigned Tasks (Open or Completed)

Enter Required Report Data

Checklist Assigned Tasks (Completed)
Checklist Assigned Tasks (Open)
Checklist Assigned Tasks (Open or Completed) Assigned To = IJagdip -l

Checklist Assigned Tasks (Rejected) —
Checklist Tasks Workload [Assigned and Open) Date Due == [04 August 2013 H
Confiracts by Status
Confract Totals by Type Date Due <= | HEH
Deleted Documents Report

eSignature Report for Attachment

eSignature Report for Legal Documents

Obligation Assignments =

Checklist Assigned Tasks (Open or Completed)
Recodsfl . RecorsPage:[10 -]

Printer Friendly View| Download Report|

Completed By Assigned To Date Due Date Completed Task Name Document Name Dashboard
Checklist Agent Jagdip 06/24/2014 16:30:00 06/26/2014 12:03:55 newitem1 [GEN-00021 v2.0]
Jagdip Jagdip 06/24/2014 16:30:00 06/24/2014 15:38:07 newitem3 [GEN-00028 v 1.0]
Checklist Agent Jagdip 07/30/2014 16:30:00 08/02/2014 12:04:22 newitem3 [GEN-00018 v 1.0]
Jagdip 07/30/2014 16:30:00 newitem2 [GEN-00018 v 1.0]

. Checklist Tasks Workload (Assigned and Open)
Purpose: To report assigned and open Checklist tasks assigned to all users and groups. See
Figure 16 and Chapter 9, "Managing Checklists".

Figure 16  Checklist Tasks Workload (Assigned and Open)

Mo Input Required for Report

Checklist Assigned Tasks (Completed)

Checklist Assigned Tasks (Open)

Checkllst Assngned Tasks {Open or Completed)
=cled)

Contract Tetals by Type

Deleted Documents Report

eSignature Report for Attachment

eSignature Report for Legal Documents

Obligation Assignments =

Checklist Tasks Workload (Assigned and Open)
Recodsfl . RecorsPage:[10 -]

Printer Friendly View| Download Report|

Assigned To Task Count
Amit Sahu 1
Farida P 1
Jagdip 1
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. Deleted Documents Report
Purpose: To report all deleted documents assigned to a specific user or group or to all users and

groups, within or not within a specified date deleted range. See Figure 17 and "Deleting a
Document” on page 58.

Figure 17 Deleted Documents
T R

Enter Required Report Data.

Checkiist Assigned Tasks (Open)

Checkist Assigned Tasks (Compieted)
Checkiist Assigned Tasks (Rejected)

Checkiist Assigned Tasks (Open or Completed)
Checkiist Tasks Workioad (Assigned and Open)

User Name

Date Deleted

Deleted Documenis Report
Obigation Assignments.
Obiigation Workioad
Obligations by Contract
Obiigations by Location, Category, Respansibity
Reminder Actions

Date Deleted

Deleted Documents Report
R B oo reiagee] 10 1|
[Printer Friendly View | | Download Report|
TAGTESTTEMPLATE 1.0 ‘Warren, Grant 8/6/08

. Contracts by Status
Purpose: To report all Documents by their Status. See Figure 18.

Figure 18 Contracts by Status

Cheacklist Assigned Tasks (Open) " Enter Required Report Data
Checklist Azsigned Tasks (Open or Completad)

Checklist Assigned Tasks (Rejected) Status =
Checklist Tasks Workload (Assigned and Open)

Coniracts by Status

Contract Totals by Type

Deleted Documents Report

eSignature Report for Attachment
eSignature Report for Legal Documents
Obligation Assignments

Obligations by Contract v Generate Re@

Contracts by Status

Printer Fl:iendu View Download Reﬁ

Document Status Document Name Category Owner Name Dashboard
Draft [GEN-00020 v 1.0 ] General Agreement docuadmin
Draft [GEN-00028 v 1.0 ] General Agreement docuadmin
Draft _ MSRTC __ Online Reservation System [ CN-00055-05 v 2.0 ] General Liability docuadmin
Draft Blank Word 97 / 2000 Document [ GEN-00015 v 2.0 ] Conftract Request docuadmin
Draft Blank Word 97 / 2000 Decument [ PRC-00014-10 v 1.0] Master Terms & Conditions  docuadmin
Draft CREM Requirement [ PRC-00049 v 1.0 ] Master Terms & Conditions docuadmin
Draft Demo Contract Request [ CN-00036 v 1.0] General Liability Kevin Halloran B
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. Contract Totals by Type

Purpose: To report all the Contracts matching the selected Document Type. See Figure 19.

Figure 19 Contracts Total by Type

Checklist Assigned Tasks (Open)

Checklist Assigned Tasks (Open or Completad)
Checklist Assigned Tasks (Rejected)

Checklist Tasks Workload {Assigned and Open)
Confracts by Status

Caontract Totals by Type

Deleted Documents Report

eSignature Report for Attachment

eSignature Report for Legal Documents
Obligation Assignments

Obligations by Confract

Enter Required Report Data

Document Type = | Sales Agreement v |

Printer Fn'endu View| Download Reﬂ

Document Type
sales_agreement

. eSignature Report for Attachment
Purpose: To report all the eSignatures taken in the specified time frame for specified or all

Attachments. See Figure 12-

1.

Contract Totals by Type

Total Documents in Reposito
11

Figure 12-1 eSignature Attachment Report

Checklist Assigned Tasks (Completed) -
Checklist Assigned Tasks (Open)

Checklist Assigned Tasks (Open or Completed)
Checklist Assigned Tasks (Rejected)

Checklist Tasks Workload (Assigned and Open)
Confiracts by Status

Contract Tetals by Type

Deleted Documents Report
eSignature Report for Attachment
eSignature Report for Legal Documents
Obligation Assignments

Hl

Enter Required Report Data

Document Name Like |

Document Number = |

EventDate == |01 Augusi2013

EventDate == |01 Augusi2014

Printer Fliendm View| Download Rﬂuﬂ

Document Name Document Tracking Version EventTime
MNumber MNumber
Esign audit trail error [ AT-AT-00046 1.1 07252014
00046 v 1.0 19:46:21
Esign audit trail error [ AT-AT-00046 1.1 07252014
00046 v 1.1] 19:46:21
Esign audit trail error [ AT-AT-00046 1.1 07252014
00046 v 1.0 19:46:21
Esion audit trail error [ AT-AT-00046 1.1 07252014

-
eSignature Report for Attachment
(4 ][4 ] (][ pe] 10 =
nt Status Due Date Event User Counter Party Envelope Id
Details
eSign sent  07/31/2014 in@prodagio.com nrashid@prodagio.com a8c09def-b522-4051-
Request Sent 16:30:00 be&d-6f4701749ae0
eSign sent  07/31/2014 in@p jio.com nrashid@p jo.com afc09def-b522-4051-
Request Se 16:30:00 be&d-6f4701749ael
eS3ign sent 0773172014 in@prodagio.com fouroni@prodagio.com  a8c09def-b522-4051-
Request Sent 16:30:00 be&d-6f4701749ae0
e3ian sent 07312014 io.com io.com  adc09def-b522-4051-
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. eSignature Report for Legal Documents
Purpose: To report all the eSignatures taken in the specified time frame for specified or all Legal
Documents. See Figure 12-2.

Figure 12-2 eSignature Report for Legal Documents

Enter Required Report Data

Checklist Assigned Tasks (Completed) -
Checklist Assigned Tasks (Open)

Checklist Assigned Tasks (Open or Completed) Document Name Like |
Checklist Azsigned Tasks (Rejected)
Checklist Tasks Workload (Assigned and Open) Document Number = |
Contracts by Status
Contract Tt:{als by Type Event Date == |U1 August 2013
Deleted Documents Report
eSignature Report for Attachment EventDate <= IEI1 August 2014

eSignature Report for Legal Documents %
Obligation Assignments hd| ———

eSignature Report for Legal Documents
ey DD

Printer Friendly View| 'Download Repori]

locument Name Document Version EventTime Event Status  Due Date Event User Counter Party Envelope
Number Details

N0-ISTQB-Sample-Papers-2010- CN-00078 1.0 07/29/2014  eSign Request voided 0772972014  jpathare@prodagio.com  jpathare@prodagio.com 199ad34b
‘011 [ CN-00050 v 1.0 ] [ CN- 21:56:46 voided 16:30:00 SBce-402¢
007ev1.0]

wccounting Code [ CN-00038 v CN-00038 1.0 07/24/2014  eSign Request sent 0772972014 d i io.com jpathare@prodagio.com ab512bed
0 22:23:52 Sent 16:30:00 ba29-268+
wccounting Code [ CN-00038v  CN-00033 1.0 07/24/2014  eSign Request sent 07/29/2014  d i io.com jpathare@prodagio.com ab512bed
1] 22:23:52 Sent 16:30:00 ba29-268+
{ome View eSign Demo_updated CN-00071 1.0 07/23/2014  eSign Request voided  07/232014  j io.com  gauri| i ip.com B1eff3d7-{
CN-00071v 1.0] 22:12:29 voided 16:30:00 b59d-bdel
iome View eSign Demo_updated CN-00071 1.0 0772372014  eSign Request sent 0772372014 jpathare@prodagio.com  gauri kulkarni@synerzip.com difa7i77d-
CN-00071v 1.0] 12:59:00 Sent 16:30:00 badf-6c14
{ome View eSign Demo_updated CN-00071 1.0 0772372014  eSign Request sent 0772372014  jpathare@prodagio.com  gauri kulkarni@synerzip.com 61ef3d7-{
CN-00071v 1.0] 12:20:1 Sent 16:30:00 b59d-bdel
NNASTOR-Samnle-Paners.2010. CHNAION7E 10 07/21/2114  eSinn Renuest comnleted 17/29/2014  inathare@nrodanio com  nauri kulkamifMsynerzin com 23cR4f9e.

. eSignature Audit Report
Purpose: To report all the events happening in a particular eSignature Report or all the existing
eSignatures Reports. See Figure 13.

Figure 13  eSignature Audit Report

Enter Required Report Data

Checkiist Assigned Tasks (Open) ~
Checkist Assigned Tasks (Completed)

Checkiist Assigned Tasks (Rejected)

Checklist Assigned Tasks (Open or Completed) Document Name Like | |

Checkiist Tasks Waorkload (Assigned and Open)

Deleted Documents Report Document Number = | ]

eSignature Audit Report
Obligation Assignments BventDate == [ ]
Obligation Workload

Obligations by Contract EventDale == |:|

Obligations by Lecation, Category, R

Generate Report

eSignature Audit Report

Printer Friendly \hew| Download Reporl|

Document Name Document Number  Version Event Time Event Details Status  Due Date Event User Counter Party lope Id

First_Jagdip (CN-00002 v1.3) (00001 v2.0) 00001 20 31372014 1:42: Iniiated esign request  sent 03/14/2014 16:30:00  docuadmin  farida pathan@synerzip.com af30d708-8da9-42da-90b3-4db7 197c3706
Blank Word 97 / 2000 Document (00005 v1.1) 00005 11 3M3/2014 12 Initiated esign request  sent 03/14/2014 16:30.00  docuadmin  farida pathan@synerzip.com B8a7i7893-4229-419d-a32c-eb4409788197
Blank Word 97 / 2000 Document (00005 v1.1) 00005 1.1 31372014 12 Initiated esign request  sent 03/14/2014 16:30.00  docuadmin  farida pathan@synerzip.com B8a7i7893-4229-419d-a32c-eb4409788197
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. Obligation Assignments
Purpose: To report the status (scheduled, open or completed) of all Obligations assigned to a
specific user or group or to all users and groups, within or not within a specified date due
range. See Figure 14 and “Managing Obligations” on page 153.

Figure 14 Obligation Assignments

Enter Required Report Data

Checkiist Assigned Tasks (Rejected) B
Checkiist Assigned Tasks (Open or Completed)

Checklist Tasks Workload (Assigned and Open) J Assigned To = ~

Deleted Documents Report
Status = hd

Obigation Assignmenis.
Obiigation Workioad

Obiigations by Contract Date Due =

Obiigations by Location, Category, Respansibiliy

Reminder Actions Date Due <=

Reminder Assignments
Reminder Workload x|

Obligation Assignments
e o |
Status Date Due Co i C Category Instructions Document Hame Dashboard
Completed 33108 41108 5708 Hibbs, David Fire Safety HHHHH Policy 2923-A
Completed 41708 4108 SI7/08 Hibbs, David Service Payment Review pricing. Policy 2923-A
Deleted 413008 4i23i08 423108 ‘Warren, Grant Service Payment PAM - Franks (CN-000056-04 v1.1)
Open 413008 4i23/08 Safety Record Review PAM - Franks (CN-000056-04 v1.1)
Completed 4122108 423108 730 ‘Warren, Grant Service Receipt PAM - Franks (CN-000056-04 v1.1)
Completed 4123108 423108 713108 ‘Warren, Grant Service Payment PAM - Franks (CHN-000056-04 v1.1)
Completed 4723108 4i23i08 423108 ‘Warren, Grant Service Payment Send 1MEuros to PAM PAM - Franks (CN-000056-04 v1.1)
Deleted 42308 /23108 423108 Hibbs, David Service Receipt PAM - Franks (CN-000056-04 v1.1)
Open 4130008 4i30i08 Service Payment Send 1MEuros to PAM PAM - Franks (CN-000056-04 v1.1) &
Open 5/6/08 5708 Service Receipt PAM - Franks (CH-000056-04 v1.1) LI
/|
Ho Messages Imagm

. Obligation Workload
Purpose: To report how many open Obligation tasks are assigned to each user. See Figure 15
and "Managing Obligations” on page 153.

Figure 15 Obligation Workload
E=smremermr e e

Enter Required Report Data.
Checkist Assigned Tasks (Open) -
Checkist Assigned Tasks (Completed)

Checkiist Assigned Tasks (Rejected) Status = l—LI

Checkist Assigned Tasks (Open or Completsg)

Checklst Tasks Workload (Assigned and Open) DateDue »=
Deleted Documents Report

Obligation Assignments DateDue <=

Obligations by Contract
Obligatiens by Location, Category, Responsibiity
Reminder Actions =

Obligation Workload

o i) 0 ]|

| Printer Friendy view | Downioad Report]
Jistributiol L B e e e e e e e e e R B et Task Count
Completed 1
Deleted 1
Open 2
contributort Completed 1
contributor? Open 4
docuadmin Completed 1
gsofka Completed 1
Hibbs, David Completed i
Niller, Jennifer Completed 1
Miller, Jennifer Open 3
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. Obligations by Contract
Purpose: To report all Obligations for a specific contract (document) or all contracts. See
Figure 16 and "Managing Obligations” on page 153.

Figure 16  Obligations by Contract

Enter Required Report Data

Checkiist Assigned Tasks (Open) =

Document Number =

Deleted Documents Report
Obigation Assignments.
Obiigation Workioad

Obiigations by Location, Category, Responsibilty
Reminder Actions

Obligations by Contract

CN-000056-04 4/23408 PAM - Franks (CN-000056-04 v1.1) External Service Payment Category A 1000000 Euros. Completed  4/23/08 Send 1MEuros to PANM

CN-000056-04 4723408 PAM - Franks (CN-000056-04 v1.1) External Service Receipt Type A 100000000000 Dollars (US) Deleted 4723408

CH-000086-04 4723408 PAM - Franks (CN-000058-04 v1.1) External Service Payment Category A 100000000 Doliars (Canadian) Deleted 4723408

CN-00006-04 42308 PAN - Franks (CN-000086-04 v1.1) Extzrnal Service Payment CategoryA 1000000 Dollars (Canadian) Completed 7121108

CN-000056-04 4/23408 PAM - Franks (CN-000056-04 v1.1) External Service Receipt Type A 100000000000000 Doliars (Canadian) Completed 7/31/08

CN-000056-04 4723408 PAM - Franks (CN-000056-04 v1.1) External Safety Record Review o Open

CH-000086-04 4/30/08 PAM - Franks (CN-000058-04 v1.1) External Service Payment Category A 16000000 CHF Open Send 1MEuros to PAM

CN-00006-04 S7M08  PAN -Franks (CN-000086-04 v1.1) Exteme Pajement de Service CategoryA 16000000 CHE Open Send 1MEurss to PAM

CN-000056-04 5108 PAM - Franks (CN-000056-04 v1.1) External Service Receipt Type A 100000000000000 Doliars (Canadian) Open

CN-000056-04 514408 PAM - Franks (CN-000056-04 v1.1) External Service Payment Category A 16000000 CHF Open Send 1MEuros to PAN ;I
H

Ho Messages Immk

. Obligations by Location, Category, Responsibility
Purpose: To report Obligations in a specific location, category, subcategory or responsibility or
in any combination of these parameters. See Figure 17 and "Managing Obligations” on
page 153.

Figure 17 Obligations by Location, Category, Responsibility
[ e S e e e e R S b e =

Enter Required Report Data

Checklist Assigned Tasks (Open) 5
Checkiist Assigned Tasks (Completed)

Checklist Assigned Tasks (Rejected) Location = l—;[

Checklist Assigned Tasks (Open or Completed)

Checklit Tasks Workload (Assigned and Open) Category = -
Deleted Documents Report

Obligation Assignments. Subcategory = -

Obligation Workioad

Obligations by Contract Respensibiity = |

Obligations by Location, Cate

Reminder Actions.

Obligations by Location, Category, Responsibility
/e [ Jetslie) 0 ¥ |
Endrott 1 Documentation de Technologie B6/08 Open Externe o 1000 CHF Parlez vous francais (FGA-000057 v1.0) 3
Endroit 1 Decumentation de Technologie 712308 Deleted 7/14/08 Externe 0 Copies. 0 Burger King Demander pour la Proposition (CN-000080 v1.0)
Endroit 1 Paiement de Service TH408 Completed  7/23/08 Externe o 0 CHF Burger King Demander pour la Proposition (CN-000080 v1.0)
Endroit 1 Paiement de Service TH2N08 Open Intrigur 0 0 CHF Document D'essai (CN-000090 v1.0)
Endrott 1 Paiement de Service Trams Open Intrieur o o CHF Document D'essai (CH-000090 v1.0)
Endrott 1 Paiement de Service THTNE Completed  7/23/08 Externe 0 0 CHF Burger King Demander pour la Proposition (CN-000080 v1.0)
Endroit 1 Paiement de Service Category A 57i08 Open Externe o 16000000 CHF PAM - Franks (CN-000056-04 v1.1)
Endroit 1 Reeption de Service TH4M08 Open Externe 0 0 CHF Les Proprits de Piste de Fenched (CN-000076 v1.0)
Location 1 Fire Safety 41108 Completed  S/7/08 External 10 Copies. 0 Policy 2923-A pun
Location 1 Safety Record Review 4123108 Open External 2 Pages 0 PAM - Franks (CN-000056-04 v1.1)
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. Principal Documents by Status
Purpose: To report the status (Approved, Draft, Effective, Active, Inactive, Suspended,
Terminated) of all principal documents. See Figure 18.

Figure 18 Principal Documents by Status

Enter Required Report Data

Obligations by Contract Py
Obligations by Location, Category, Responsiity

Reminder Actions. Status = i

Reminder Assignments
d

Principal Documents by Type

Property List by Document Type:

Time Entries by Duration

Time Entries by End Date

Time Entries by Status Jid|

Principal Documents by Status

e DM R |
| Printer Friendly view | Downioad Report]

2005-Ferrari-Design-Competition-Testarossa-IED-Torino-1920x 1440 (CN-000060 v1.0) ‘Warren, Grant
Accord de Franchise (CN-000096 v1.0). ‘Warren, Grant
Accord de Service (CN-000080-01 v1.0) Miller, Jennifer
Burger King Demander pour la Proposition (CN-000080 v1.0) Willer, Jennifer
Contracts Training Room ReguirementsLAT (CN-00011 v1.0) contributor!

Demande de la Proposition (CN-000080-02 v1.0) Miller, Jennifer
Document D'essai (CN-000090 v1.0) Miller, Jennifer
Entretiennent lAccord (CN-000081 v1.1) Miller, Jennifer
federal_funding (STD-00003 v1.1) contributort

Franchise Agreements (Termination) (CN-000108 v1.0) ‘Warren, Grant

. Principal Documents by Type
Purpose: To report all principal documents by document type. See Figure 19 and “About
Document Types” on page 38.

Figure 19  Principal Documents by Type
T

Enter Required Report Data

Obligations by Contract
Obligations by Location, Category, Responsibilty
Reminder Actions vocumentTpe - [ =]
Reminder Assignments

Reminder Workioad

Principal Documents by Status

Time Entries by Duration
Time Entries by End Date
Time Entries by Status. Jid|

Principal Documents by Type
RewsE e e e 7]
(Eamesrendisiion] [Romsineasiened)

Document Type Document Name Category Status. Owner Hame Dashboard
employee_agreements PAM - Franks (CN-000058-04 v1.1) Incentive Agreement Draft Warren, Grant
fran_condtl_cnsnt PlangAd4 (FRCC-000066 v1.0) Comorate Warren, Grant
fran_condt_cnsnt PlangAa4 (FRCC-000065-01 v1.0) Corporate Draft Wiarren, Grant
fran_condt_cnsnt PlangAdd4 (FRCC-000067 v1.0) Corporate Draft Warren, Grant
fran_condtl_cnsnt ProdagioConfiguration (FRCC-000085 v1.0) OvrnerfOperator Draft Warren, Grant
fran_general_agreement Blank Word 97 / 2000 Document (FGA-000055 v1.3) Draft Warren, Grant
fran_general_agreement General Agreement with DRH Inc (FGA-0000S8 v1.0) Organization Documents Draft Hibbs, David
fran_general_agreement Parlez vous francais (FGA-0000S7 v1.0} Draft Warren, Grant
im_contract 2005-Ferrari-Design-Competilion-Testarossa-ED-Torino-1920x1440 (CN-000080 v1.0} Warren, Grant
im_contract Accord de Franchise (CN-000096 v1.0) Warren, Grant

o
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. Property List by Document Type

Purpose: To report all properties listed for a specified document type. See Figure 20 and
"Managing Document Properties” on page 72.

Figure 20 Property List by Document Type

LuLunEis  my 1ashs ’ searu

Obligations by Contract
Obligations by Location, Category, Responsibilty
Reminder Actions

Reminder Assignments

Reminder Workioad
Principal Documents by Status. J

Frincipal Documents by T,

Time Eniries by Duration
Time Entries by End Date
Time Entries by Status. Jhd|

/| (Downioad Report |

Enter Required Report Data

Document Type = -

Property List by Document Type
Resard el e e aseese 5]

. Reminder Actions

T B D Label
AcL ACL Class. acl_class
ACL Application Permit r_application_permit
AcL Assigned Permission 1_accessor_permit
ACL Extended Permissions. 1_accessor_xpermit
ACL Global globally_managed
ACL Has Access Restrictions i_has_access_restrictions
AcL Has Required Group Set i_has_required_group_set
ACL Has Required Group(s) i_has_required_groups
ACL s Group 1_is_group
AcL is Internal 1_is_internal
AcL Permissions Set Description description
ACL Permissions Set Members 1_accessor_name
ACL Permit Type ©_permit_type =

Purpose: To report the status (Scheduled, Open or Completed) and type of review Action of all
Reminders assigned, within or not within a specified notification date range. See Figure 21 and

"Managing Reminders” on page 144.

Figure 21 Reminder Actions

Checklist Assigned Tasks (Rejected), |
Checklist Assigned Tasks (Open or Completed)
Checklist Tasks Workload (Assigned and Open)
Deleted Documents Report

Obligation Assignments

Obligation Workioad

Obligations by Contract

Obligations by Location, Category, Responsibility

Reminger Assignments
Reminder Workioad =

Status G [ Action

Completed 41108 41i0s Warren, Grant Review as Noted
Completed 41108 4108 Warren, Grant Review for Assignment
Completsd 41108 s Wiarren, Grant Review for Option Exercise
Completed 422108 81508 Warren, Grant Review for Fayment
Open 512108 Review as Noted
Completed 59108 a6ins Warren, Grant Révision comme Noté
Open 71408 Rvision pour ke Paiement
Open 7123108 Review as Noted

Open 24608 Révision comme Noté
Open 806108 Révision pour Atiribution
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Reminder Actions

Enter Reguired Report Data

Action

Status

Notification Date

Nofification Date

Document lame Dashboard

Policy 2923-

Folicy 2623-A

Folicy 2923-A

PAN - Franks (CN-000056-04 v1.1)

PAN Template (C-000071 v1.0)

PAN Template (CH-000071v1.0)

La Demande de Soct de lagasin de VIo pour I3 Proposition (CN-D000E2 v1.0)

Burger King Demander pour la Proposition (CN-000060 v1.0)

Pariez vous francais (FGA-000057 v1.0) o
Farlez vous francais (FGA-000057 v1.0) ol
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. Reminder Assignments
Purpose: to report the status (Scheduled, Open or Completed) of all Reminders assigned to a
specific user or group or to all users and groups, within or not within a specified notification
date range. See Figure 22 and "Managing Reminders” on page 144.

Figure 22 Reminder Assignments
rremarts o e e e 2

Enter Required Report Data

Checklst Assigned Tasks (Refecied) -
Checklist Assigned Tasks (Open or Completed)

Checkiist Tasks Workioad (Assigned and Open) assgneate - [ =]
Deleted Documents Report

Obligation Assignments Statis = -

Obligation Workload

Obligations by Coniract Notification Date  »=

Obligations by Location, Category, Responsibilty

Reminder Actions. Notification Date <=

Reminder Workioad =l

Reminder Assignments
Gl GGy 0 - |

Status Motification Date Completion Date Completed By Action Document Name Dashboard
Completed 41108 41108 ‘Warren, Grant Review as Noted Policy 2923-4
Completed 41108 4108 Warren, Grant Review for Assignment Policy 2823-A
Completed 41008 41108 ‘Warren, Grant Review for Option Exercise Policy 2923-4
Completed 4122108 815/08 ‘Warren, Grant Review for Payment PAM - Franks (CN-000056-04 vi.1)

Open 51208 Review as Noted PAM Template (CH-000071 v1.0)
Completed 5/8/08 BI6I08 Warren, Grant Révision comme Noté PAM Template (CH-000071 v1.0)

Open TH408 Rvision peur ke Paiement La Demande de Soct de Magasin de Vie peur la Proposition (CN-000082 v1.0)

Open 7123008 Review as Noted Burger King Demander pour la Praposition (CN-000080 v1.0)

Open 8608 Révision comme Noté Parlez vous francais (FGA-DD00ST v1.0) i
Open 28108 Révision pour MAttribution Parlez vous francais (FGA-000057 v1.0)

- Reminder Workload
Purpose: To report a total task count of the status (Scheduled, Open or Completed) of all
Reminders for all users within or not within a specified notification date range. See Figure 23
and "Managing Reminders” on page 144.

Figure 23  Reminder Workload
| -1

Enter Required Report Data

Status = -
J Hotification Date >=

Obigations by Contract 7
Obligations by Location, Category, Responsibiliy
Reminder Actions
Reminder Assignments
Reminder Workioad
Principal Documents by Status
Principal Documents by Type
Property List by Document Type
Time Entries by Duration

Time Entries by End Date

Time Entries by Status =l

Notification Date <=

Reminder Workload

DistributionList B e Task Count
contributor1 Open 3
Miller, Jennifer Open 4
Warren, Grant Completed 4
Warren, Grant Open 4
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. Total Attachment Count
Purpose: To report a total number of Attachments for each Attachment type. See Figure 24 and
"About Related Documents” on page 114.

Figure 24  Total Attachment Count

No Input Required for Report
Obligation Workioad -

Obligations by Contract

Obligations by Location, Category, Responsibiy

Principal Documents by Status.

Principal Documents by Type
Froperty List by Document Type
Reminder Actions

Reminder Assignments.
Reminder Workioad
Total Attachment Count

Total Count by Document Type -

Total Attachment Count
S e e e e e e messraapaged S0 7 |

No Data Returned For Report

. Total Count by Document Type
Purpose: To report a total number of documents for each document type. See Figure 25 and
“About Document Types” on page 38.

Figure 25 Total Count by Document Type
e e e e e

Obigation Workioad -
Obigations by Contract

Obigations by Location, Category, Responsibiity
Principal Bocuments by Status.

Principal Bocuments by Type
Froperty List by Document Type
Reminder Actions
Reminder Assignments.

Reminder Workioad

No Input Required for Report

Total Attachment Count

Total Count by Document Type %

Total Count by Document Type
SO e |
Download Repor

im_contract 1

. Where-Used (External Clauses)
Purpose: To report all documents using a specified External Clause or using all Clauses. See
Figure 26 and the separate document, Creating and Applying Templates.

Figure 26 Where-Used (External Clauses)
e

Enter Required Report Data.

Reminder Actions -
Reminder Assignments

Reminder Workioad External Clause  LKE =
Principal Documents by Status

Principal Documents by Type

Property List by Document Type:

Time Entries by Duration

Time Entries by End Date

Time Entries by Status

Time Entries by User

Where-Used (External Clauses)

Where-Used (External Clauses)
e[| DD w =]

a-ED-Torino-1920x1440 (CN-000060 v1.0)

Accord de Franchise (CN-D00096 v1.0) Warren, Grant 71408

Accord de Service (CH-000080-01 v1.0) Willr, Jennifer 71018

Bid Form 2.1 (CN-00001 v1.0) Warren, Grant 108 Execution

Bid Form 3.1 (CN-00002 v1.0) General Liabity Warren, Grant 2027108 Effective

Bid Form 4.1 (CN-00003 v1.0) Intellectual Property Warren, Grant 572008 Draft

Blank Word §7 / 2000 Document (FGA-D000S6 v1.3) Warren, Grant 81318 Drat

Blue hils Warren, Grant B8 Final

Blue hills (CN-000058 v1.0) Warren, Grant 423108 Final i
Blue hills (FRCC-000066-02 v1.0} Warren, Grant 71408 Final
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. Where-Used (Templates)
Purpose: To report all documents using a specified Template or all Templates. See Figure 27 and
the separate document, Creating and Applying Templates.

Figure 27 Where-Used (Templates)
.

Enter Required Report Data

Reminder Assignments =]
Reminder Workioad

Principal Documents by Status Orginating Template LKE [ =]
Principal Documents by Type

Property List by Document Type

Time Entries by Duration

Time Entries by End Date

Time Entries by Status

Time Entries by User

Where-Used (External Clauses)
Where-Used (Templates

Where-Used (Templates)
B U e @) T e[ X
Printer Friendly View | | Download Repor |

et e e e e e e e e e e T il
2005-Ferrari-Desi peition-Test; IED-Torino-1920x1440 (CH-000080 v1.0) Warren, Grant 4124108

Accord de Francnise (CN-D00086 v1.0) Warren, Grant 7114108
Accord de Service (CH-000080-01 v1.0) Willer, Jennifer 710108

Bid Form 2.1 (CN-00001 ¥1.0) Warren, Grant 331108 Execution

Bid Form 3.1 (CN-00002 v1.0) General Liabilty Warren, Grant 2027108 Effective

Bid Form 4.1 (CN-00003 v1.0) Intellectual Property Warren, Grant 52108 Draft

Blank Word §7 2000 Document (FGA-000056 V1.3 Warren, Grant 613108 Draft

Blue hils Warren, Grant 331108 Final

Blue hils (CH-000055 v1.0) Warren, Grant 423108 Final

Blue hils (FRCC-000086-02 v1.0) Warren, Grant 71108 Final =i
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- —
Generating A Report

All existing standard and custom reports are generated, viewed, printed, and downloaded using
the same procedure. Only the report data entry fields in the selected report change.

Generate a Standard or Custom Report

|1 Click Reports in the top menu bar to see the Reports view (Figure 28).

Figure 28 Reports View

gmmﬂamgemm CM69.1 Help Preferences Logout DCTM 7.2 Content Server al Q—I My -
Admin Documents Reports Search
Tasks
Reports

Please select a Report from the list
Checklist Assigned Tasks (Open)

Checklist Assigned Tasks (Completed) A
Checklist Assigned Tasks (Rejected)

Checklist Assigned Tasks (Open or Completed)
Checklist Tasks Workload (Assigned and Open)
Deleted Documents Report

eSignature Report for Legal Documents

eSignature Report for Attachment

Obligation Assignments

Obligation Workload v
Obligations by Contract

2 Select the report that you want and enter the Required Report Data in the form.

3 Click Generate Report.

More detail: If you have Administrator status, you do not have to enter any data into the form to get a report
of all documents meeting the basic parameter.

More detail: The attributes required vary with the report selected. For example, some reports require dates
to be entered and display the Calendar button for quick date entry. The user log in (see “Log In” on page 9)
also determines the date format (MM/DD/YYYY or DD/MM/YYYY) and the Calendar language.

4 Enter in the fields all required report data. See Figure 12-1.

Figure 12-1 Report Selection Requiring Date Limits

Enter Required Report Data

Aszigned To = I ﬂ

Date Due == I

Date Due == I

Generate Repart

5 Click Generate Report to display the report results in the lower pane of the window
(Figure 13).

238 Gimmal Contract Management User Guide V6.9.1 2July 2016



Figure 13 Example of Report Results

prodagio|contract Heo  Proferences  Losoul @ @

&7 Reports | CustomReports | Crystal

Documents My Tasks [IEETg  Search

Enter Required Report Data
Checkiist Assigned Tasks (Open) =
Checkiist Assigned Tasks (Completed)
Checkiist Assigned Tasks (Rejected) Assigned To = I—L[
Checkiist Assigned Tasks (Open or Completed)

ad (Assigned and Open) DateDue ==
Deieted Documents Report
Obligation Assignments Date Due <= B
Obligation Workicad
Obligations by Contract
Obligations by Location, Category, Responsibiity [Generate Raport
Principal Documents by Status. =l i

_ Checkist Assigned Tasks (Open or Completed)

100 =]

|Printer Friendly View| |Download Report|

Mendi, Zehra /808 Initial Revisions DocS (CH-00076-01 v.1)

[ Assigned To Date Due Date Completed Task Name Document Name Dashboard
docuadmin Initial Revisions Property Test (CN-00002 v1.0}
Mendi, Zehra 2/5i08 Initial Revisions Property Test CN-00001 by Hibbs, David , Jan 14, 2008
Mehdi, Zehra 413009 Preliminary Review Property Test CH-00021 by Mehdi, Zefra , Apr 22, 2009
Wendi, Zenra 427108 Preiminary Review Property Test CN-D0080-01 by Mehdi, Zehra , Apr 20, 2009

More detail: To sort report results, click a column heading. The arrow buttons indicate column data sorted in
ascending A(a-z) or descending ¥ (z—a) order. Click a column heading again to reverse the sort order.

6 To view more records in the displayed window, in the Records/Page field, select 100 from the
menu. See Figure 14,

7 Report results usually “overflow” one window. Scroll through the report results using the page
navigation buttons directly below the report's title. See Figure 14.

Figure 14  Viewing All Report Records

Checklists Report by Assigned User

Printer Friendly View | | Download Report

— T L T b £ e — ate T e et red "
FR-02454 Routing-Contract Intake Form 5 1
FR-02454 Terms Revision 5 [
FR-02454 LOI Preperation 5 ]
FR-02454 Sending of LOI 5 1
FR-02454 Receive Signed LOI 5 1

8 To close the report, select another report title or click any view button.
Print a Report
1 Generate a report.

More detail: If the report displays no results, printing of the report is disabled and the Printer-Friendly View
button is not displayed.

2 From the report results view, click the Printer-Friendly View button. A printer-friendly view of the
report and the Print window display (Figure 12-1).
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Figure 12-1 Report Results in Printer-Friendly Format

<2} http:/ /gabox:7080/ contracts{component/reports_print?report_name=Principal Documents by Status&r - ;|g|5|
—;.
Principal Documents by Status
Contracts Training Room RegquirementsLAT (CN-00011 v1.0) contributor1
Franks Warren, Grant
ND& - Mon Disclosurs Agreement MGM MIRAGE (STD-00001 v1.0) contributor1
Policy 2923-A contributor1
Test Document 1 gzofka
Approved test doc 03 (CN-00007 v1.0) docuadmin
Draft Plan9A44 (FRCC-000068 v1.0) Corporate Warren, Grant
Draft Plan3A44 (FRCC-0000658-01 v1.0) Corporate Warren, Grant
Draft PLLog1.log Warren, Grant
Draft ProdagioConfiguration (FRCC-000085 v1.0) Owner/Operator Warren, Grant
Draft =ampleDoct docuadmin
Draft test doc01 (CN-00005 v1.0) docuadmin
Effective Bid Form 3.1 (CN-00002 v1.0} General Liability Warren, Grant
Effective Bid Form 4.1 (CN-00003 v1.0} Intellectual Property Warren, Grant
Effective Contract A (CN-00008 v1.0) Patent contributor1
Effective Contract B (CN-0000% v1.0} Purchase Agreement contributor1
Effective Contract D (CN-00010 v1.0) Leaze Agresment contributor1
Effective federal_funding contributor1 contributor1
Effective RFP Bid Propozal (STD-00002 v1.0) contributor1
Effective testdoc 02 (CN-00006 v1.0) docuadmin
Execution Bid Form 2.1 (CN-00001 v1.0} Warren, Grant
Final Blug hills Warren, Grant
Final Blug hills Warren, Grant
-

3 In the Print window, select the desired printer
4 Click Print.
5 Close the printer-friendly report.
Download a Report and Export to a .csv-Formatted File
1 Complete Step 1 of the task "Generating A Report” on page 238.

More detail: If the report displays no results, downloading of the report is disabled. The Download Report
button is not displayed).

2 From the report results pane, click the Download Report button. The Export Contents to CSV
window displays (Figure 12-2).
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Figure 12-2 Export Contents to CSV — Reports

#& | Export Contents ToCSV: - Webpage Dialog

Export Contents To CSV :

Select columns: Selected columns:

Document Type
Property Label
Property Name

3 Select the columns to display in the report; then click OK. The File Download window displays.
4 Click Open. The downloaded report displays in Excel.

5 Save the file in the desired location. The report name becomes the file name, with a .csv
extension appended.

6 If needed: Open the downloaded file in an application such as Microsoft Excel.

Creating Additional Standard Reports

Additional standard Reports can be created and deployed by Imagitek using your requested report
parameters. See your system administrator for details.

Creating Custom Reports

Custom Reports can be created and deployed by Gimmal Contract Management on the Custom
Reports tab using your requested report parameters. See your system administrator for details.
See Figure 28 on page 238.

Creating Custom Crystal Reports

If so configured in Gimmal Contract Management, the Reports view displays the Crystal tab, which
allows running standard and custom reports, providing almost unlimited reporting capabilities. See
your separate Crystal Reports documentation. See Figure 28 on page 238.
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Managing eSignatures

This chapter includes the following topics:

ADOUL BSIGNATUIE ..ottt st aeen 244
Requesting DOCUMENT ESIGNATUIES ...ttt sss st ss s esne 245
ACCESS the ESIgNALUIE IMENU.....couiiieicii et s 245
Managing CoOUNLEr Party USEIS ...ttt ssss s ssssnns 247
Select @ COUNTET Party USET ...ttt ss st ssssssenes 247
€Signing Process in DOCUSIGN ...t et 251
Initiate the eSIgNAtUIE PrOCESS. ... 251
Viewing Documents Post eSignature REQUEST ..o .253
Request for eSignature SENt t0 the USEr ... sssssens 253
Reminder for Pending Document Sent tO the USEr ... 253
Update for Voided Document Sent t0 REQUESTET ........cooueiveerrvrrieerierriesnsensiesseeessnnene 254
Update for Completed Document Sent to the REQUESLET ... 254
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About eSignature

244

eSignatures play an important part in Gimmal Contract Management because they authenticate
the contracts and/or other important documents by an authorized eSignature.

You can request an eSignature from one or many users, depending on the privileges given by the
administrator. An unlimited number of eSignature requests can be sent to different users and can
be attached to a contract.

You can request eSignatures in a sequential manner, and the document circulates in the order
specified.

Reminders are also sent to the users if the document is nearing the due date. The Requester is kept
updated about all the actions taken by the user such as updating, completed, etc., by email.

More detail: eSignature privileges are given by the business administrator as he defines users/groups who
can access the eSignature functionality. Only a business administrator can change the access rights for the
eSignature. See the separate Gimmal Contract Management 6.9.1 Business Administrator Guide.
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Requesting Document eSignatures

You can send a eSignature request to one or more users. If you have an account set up in
DocuSign, the email

Access the eSignature Menu
1 Select the document that needs eSignature and right-click it.

2 Select Manage eSignatures. This opens the Send Document to eSignature Window
(Figure 13-1).

Figure 13-1Send Document to eSignature

Send Document to eSignature : Hanns - Agreement - Draft Feb 16, 2016 ( GEN-00020 v 1.0 )

Counterparty Email: Select Counter Party User
*
Requester Email: |dana,shahraki@gimmal,com *
Due Date: 87 pue date is required
eSign Audit
Doc .

ion Event Details Status Counter Party Vendor
Event Time Version Event Details Status Event User Counter Pa Vendor

Initiate eSignature Requestl Cancel‘

3 By the CounterParty Email field, click the Select Counter Party User link and select the name
of the user to whom you want to send the document for eSignatures.

More detail: You can select one user or many users for the eSignature request. You can add the users either
from the existing Global Contact List or Add Other User individually. See “Managing Counter Party Users”
on page 247 for more details.

4 In the Requester Email, your signed-in name appears.

5 In Due Date, click the Calender to select the date by which you need the eSignatures.

6 Click Initiate eSignature Request.

7 An email is sent to the counter party informing him or her of the eSignature request.

8 A message appears informing you that an email has been sent to the counter party(ies)
(Figure 13-2).
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Figure 13-2 Notification that eSignature Request Sent from User with DocuSign Account

Send Document to eSignature : Glaxo - - Approved Mar 2, 2016 { SVC-00004-01v 1.1)

Hikaru Sulu—

Select Counter Party User

Counterparty Email

Requester Email : |darius inderg@gimmal.com «

Due Date

The signature request has been sent to mike.palmer@gimmal.com on behalf of Darius Linder (darius.linder@gimmal.com)

&Sign Audit
_ Doc _
Event Time Event Details Status Event User Counter Party Vendor
Version
com DocusSign

darius linder@agir mike.

05/25/2016 01:05:55 11 eSign Request Sent SENT
PM

9 If you do not have a DocuSign account, the message indicates that the email will come from
<Display Name of DocuSign Integration account> instead of from you (Figure 13-3).

Figure 13-3 Notification that eSignature Request Sent from User Without DocuSign Account

Send Document to eSignature : Hanns - Agreement - Draft Feb 16, 2016 ( GEN-00020 v 1.0 )

Frank Hill—
mike_palmer@gimmal.com

Counterparty Email: Select Counter Party User

Requester Email: |dana,shahraki@gimmal,com

Due Date: |May 20, 2016

The signature request has been sent to mike.palmer@gimmal.com

A DocuSign account was not found for Dana Shahraki (dana.shahraki@gimmal.com). Emails sent to the counterparty will come

from Gimmal Contract Management instead of from you.
Please contact your DocuSign administrator to create your DocuSign account.

eSign Audit v

Initiate eSignature Requestl Cancel‘

The event details of the eSignature process are captured in the eSign Audit table (Figure 13-4).
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gauri k-gauri.kulkarni@synerzip.com

Event Time . Event Details Status
Version

070172014 1.0 eSign Request voided VOIDED

09:43:43 AM

070172014 1.0 eSign Request voided VOIDED

09:43:40 AM

06/25/2014 1.0 eSign Request voided VOIDED

09:45:28 AM

08/23/2014 1.0 eSign Request voided VOIDED

09:38:55 AM

058/13/2014 1.0 eSign Reguest Sent SENT

08:33:45 PM

051272014 1.0 eSign Reguest completed COMPLETED

04:35:20 PM

051272014 1.0 eSign Reguest declined DECLINED

04:34:07 PM

051272014 1.0 eSign Reguest completed COMPLETED

04:33:35 PM

Managing Counter Party Users

Counterparty Email:

Figure 13-4 eSignature Request Audit Table

Requester Email: |jpathare@prudagiu.cum

Due Date: |Jul23, 2014

Select a Counter Party User

I In the Send Document to eSignature view, click Select Counter Party User.

Event User
docuadmin@prodagic.com
docuadmin@prodagic.com
docuadmin@prodagic.com
docuadmin@prodagic.com
docuadmin@prodagic.com
docuadmin@prodagic.com
docuadmin@prodagic.com

docuadmin@prodagic.com

Select Counter Party User

Counter Party
jpathare@prodagic.com
jagdip.pathare@gmail.com
jpathare@prodagic.com
jpathare@prodagic.com
jpathare@prodagic.com
jpathare@prodagic.com
jpathare@prodagic.com

jpathare@prodagic.com

2 Click the Select Counter Party User link. This selects the window to choose the users to whom
the eSignatures need to be sent (Figure 13-5).
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Figure 13-5 Select Counter Party Users

Counter Party User :

Search User: | E ﬂ Add Other User :

First Name : I— * Last Name :I— =
Global Contacts : Email Address : | * ﬂ
Asmi Path io.com

ip @prod

Farida Pathan-farida pathani@synerzip.com
Sharada Umarane-sharada.umaranei@gmail com
Jagdip Pathare-jp @prodagio.com
Kevin Hall @p io.com
Madia Rashid-nrashid@prodagio.com
Fabrice Buron-fouroni@prodagio.com
Daniel Donnelly-dd y@p io.com
Amit Sahu-asahu@prodagio.com

Aks Sahu-amit sahu@synerzip.com

Smita Pathak-fghfigh

(B]5)

m Ca
3 In Search User field, enter the name of the user to be added, if available from the Global
Contacts list.
The Global Contacts lists the existing users.
4 Click Go to search the user or click X to cancel the search.

5 You can add the user from the Global Contacts list by clicking > and adding the user to the
right column.

6 If a user is not in the Global Contacts, you can still add him or her to the list from the Add
Other User column. The fields marked with * are mandatory.

7 Enter the First Name, Last Name, and Email Address of the user.

8 Click Add to add the user to the list as shown in Figure 13-6.
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Figure 13-6 Add User

Search User: Add Other User :

First Name : ISmita * Last Name :II( =
Email Address : [sk@tcs.com| *  Add
Gauri Kulkarni-gk@abc.com

Global Contacts :

Asmi Pathare-jp dagic.com
Farida Pathan-farida pathani@synerzip.com
Sharada Umarane-sharada.umaranei@gmail com
Jagdip Pathare-jp @prodagio.com
Kevin Hall @p io.com
Madia Rashid-nrashid@prodagio.com
Fabrice Buron-fouroni@prodagio.com
Daniel Donnelly-dd y@p io.com
Amit Sahu-asahu@prodagio.com

Aks Sahu-amit sahu@synerzip.com

Smita Pathak-fghfigh

9 Click OK to add the user in the previous screen.
In the example in Figure 13-7, two users have been added to the Counter Party Email field.

Figure 13-7 Added Counter Party Users

Gauri Kulkamni-gk{@abc.com
Smita K-ski@ics.com

Counterparty Email: Select Counter Party User

Email: :

Event
Time

D&/05/2014 0 eSign Request Sent SENT in@prodagi
02:13:41 AM

Event Details Status Event User Counter P

Vendor

ip.com DecuSign

10 Click Initiate eSignature to initiate the eSignature process.

The eSignature request is generated and a confirmation message for the same appears in green
(Figure 13-8).
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Figure 13-8 eSignature Request Initiated

Gauri Kulkamni-gk{@abc.com
Smita K-sk@tcs com

Counterparty Email: Select Counter Party User

Email: | in@y io.com

Due Date: IAug 21, 2014

Signature request has been sent to gk{@abc.com;sk@ics.com

Event Details Status  Event User Counter P Vendor
eSign Request Sent SENT docuadmin@prodagio.comgki@abc.com;ski@tcs.com DocuSign

&Sign Request Sent SENT in@prodagi ip.com DocuSign

Initiate eSignature Request

In the eSign Audit table, an entry appears indicating that the eSignature process is initiated.
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eSigning Process in DocuSign

The eSignature process is governed by a third-party vendor, DocuSign. Gimmal Contract
Management uses DocuSign user interface to enable the eSignature feature.

The eSignature process in any third-party vendor is similar to the one in DocuSign.
Initiate the eSignature Process
1 Click Review Documents to start the signing process in DocuSign.

The Review Documents button is enabled after you read and affirm the Disclosure by
checking on the | consent to use Electronic Records and Signatures (Figure 13-9).

Figure 13-9 Start eSignature Process

Subject: eSignature request to document ' pdf

N - =
Ign,. & v 2 of 96 100% | w 4 Download | "o Print More v V4 X

@ﬂsignature \ * | > Hide

¥ [GEN-.. =

Initial
ISTQB Sample Papers [2010 -2011] D/&

L\\» Joe My Mame 1

Joe | My First Name

Q. 1: Given the following state transition table Which of the test cases below will cover it L7 LEEURENE
the following series of state transitions? S1 SO $1 52 SO

| My Email Address

Exhibit:
— A Company
£ K A ___|Title
SO s1 S2 )
‘\ 7 - E Date Signed
D _- 4
_ | Text
_Cc__
Checkbox
A. D, AB,C \ 5
B. A,B,C,D -
f N AR
» -
9;9", English (US) & Mobile Site  Terms OfUse | Support | Feedback | Intellectual Property | Privacy Policy Copyright ® 2014 DocuSign, Inc. All rights reserved

2 Click an area within the document to insert the eSignature.
3 Select the Pen tool on the top bar to view the context menu.
4 Select the desired Type of Signature to insert that text at the selected place in the document.

You can enter your full name and initials and select the Signature Style by selecting any of the
available formats by clicking on Change Style as shown in Figure 13-10.
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Figure 13-10Adapt and Sign

Confirm your name, initials, and signature.

Full Name Initials
Gauri K GK
Draw
Preview
DocuSigned by: Ds
Cawnt & ck Change Style
D59269A1FA2F4BE .

By clicking Adopt, | agree thatthe signature and initials will be the electronic representation of my signature and
initials for all purposes when | {or my agent) use them on documents, including legally binding contracts - just the
same as a pen-and-paper signature orinitial.

Adopt and Sign
5 Click Adopt and Sign to input the selected format of eSignature in the selected area.
6 Click Finish to finish the eSignature process.

More detail: For more information, you can visit the DocuSign eSignature Homepage at
https://www.docusign.com/electronic-signature.

252 Gimmal Contract Management User Guide V6.9.1 2July 2016



- | Request for Signature

Viewing Documents Post eSignature Request

The eSignature request is sent to the Counter Party user via email. The admin user also receives
frequent updates and reminders regarding the documents that are pending or are updated.

Request for eSignature Sent to the User

If you receive an email requesting your eSignature, manage it as follows.

1 Click View Documents in the email to open the document in DocuSign.

Figure 13-11 Viewing Documents in DocuSign

Craig Estepp
Prodagio Software

From:

Documents (1): [GEN-00036 v 1.0 |.pdf

ELECTRONIC RECORD AND SIGNATURE DISCLOSURE

From time to time, Prodagio Software (we, us or Company) may be required by law to provide to you certain written notices or
disclosures. Described below are the terms and conditions for providing to you such notices and disclosures electronically through
the DocuSign, Inc. (DocuSign) electronic signing system. Please read the information below carefully and thoroughly, and if you can
access this information electronically to your satisfaction and agree to these terms and conditions, please confirm your agreement by
clicking the | agree’ button at the bottom of this document.

Read Electronic Record and Signature Disclosure =

! | consent to use Electronic Records and Signatures

Decline Finizh Later Sign on Paper Change Signer

d

- IS

-

2 Select I consent to use Electronic Records and Signatures to enable the Review Documents

button.

3 Click Review Documents to open the document for review and start the signing process.

4 Click Decline to decline the review process.

5 Click Finish Later, to review the document in part and review the remaining later.

6 Click Sign On Paper to initiate the eSignature action.

7 Click Change Signer to change the signing authority if someone else should authenticate the

document.

Reminder for Pending Document Sent to the User

If a document is pending for eSignature, a reminder email is sent to the user as shown in .

Expiration Pending Email
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Expiration Pending: eSignature request to document '.pdf nbox

Craig Estepp via DocuSign <dse_demo@docusign.net= 10:06 AM (29 minuf
to me |~

Please review and sign your document Docuafgn_

. Craig Estepp (cestepp@prodagio.com)
From: Prodagio Software

Hello Gauri K,

Craig Estepp has sent you a new DocuSign document to view and sign. Please click on the View
Documents’ link below to begin signing.

Expiration Pending: This envelope will expire on 8/20/2014 at 11:59 pm PT.
View Documents

1 Click View Documents to see the documents.

Update for Voided Document Sent to Requester

If the eSignature request passes its due date, it is voided. The requester will receive a email
notifying him or her of the void (Figure 13-12).

Figure 13-12eSignature Voided

Voided: eSignature request to document 'Home View eSign Demo_updated.docx’ nbox  x
Craig Estepp via DocuSign <dse_demo@docusign.net= Jul 24
to me [+

Envelope Voided

. Craig Estepp (cestepp@prodagio.com)
From: Prodagio Software

Hello gauri k,

Craig Estepp has voided the envelope “eSignature request to document ‘Home View eSign
Demo_updated.docx” (ID:61eff3d7-8371-4b8f-b59d-b4e7fe177aa1) for the following reasons:

Envelope has expired.

As aresult, the envelope has been marked as voided and can no longer be accessed.

This message was sent to you by Craig Estepp who is using the DocuSign Electronic Signature Service. If you would
rather not receive email from this sender you may contact the sender with your reguest.

If you need assistance, please contact DocuSign Demo Support (service@docusign.com)

Update for Completed Document Sent to the Requester

When an eSignature is completed, the requester is informed by email (Figure 13-1).

254 Gimmal Contract Management User Guide V6.9.1 2July 2016



Figure 13-1Completed eSignature

Completed: eSignature request to document '500-ISTQB-Sample-Papers-2010-2011 [ CN-
00050 v 1.0 ].pdf nbox x

Craig Estepp via DocuSign <dse_demo@docusign.net= & Jul 21 (3 days ago)
to me |~

Your document has been completed

From: Sent on behalf of DocuSign
Hello Gauri K,

All parties have signed the envelope “eSignature request to document '500-ISTQB-Sample-Papers-
2010-2011 [CN-00050 v 1.0 ].pdf".

Toview the documents, recipients, and other information, please click on the link below.

View Documents

Alternately, you can access these documents by visiting decusign.com, clicking the "Access Document’ link, and
using thiz security code:

| |
1 Click View Documents to view the eSigned document(s).
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Managing Datagrids

This chapter includes the following topics:

ADOUL DAtAGIIAS c.ouveeeieiiiieee ettt ettt et 256
WOrKing With Datagrids ......ccevueceriereiiieiieiseie sttt st s st ssesaeen 257
Open the Datagrid PAN@ ...ttt st ss s ss s eses 257
View Document Properties from the Datagrid Pane ...........cocevoeionrinniionnirnnenneinssinsienns 258
Add a ROW 1O the Datagrid ...ttt 258
Delete @ ROW from the Datagrid.......c..cciiveriiinrieniieseeee e ssssssssssseens 259
Reorder the ROWS iN the Datagrid.......c..oeiiinrineieiieesseissiesie et sessssssnes 259
Duplicate @ ROW in the Datagrid.........cininrinieie et ssssa e 259
Import Data into a Datagrid
Working with Related Data.......cc.ccocooevveemrinirrnrinennnn.
View Related Data of @ Datagrid ... sssss s ssssss e 262
Edit Related Data ...t ioseesssessesssenens et 262
Viewing CUSTOM REPOI ...ttt sttt e 263
VIEW CUSTOM REPOM ... oottt sttt 263
Generating the DBV REPOI ...ttt ettt st s 264
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About Datagrids

Gimmal Contract Management Datagrids are useful when a lot of complex data needs to be
broken down into smaller components and made easier to analyze. The Datagrid enables effective
and usable presentation of tabular data.
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Working with Datagrids

Datagrids are created and managed by the business administrator, who defines the Datagrid
properties, column layouts, etc., and links them to a specific type of document. Only a business
administrator can link a Datagrid to another document or associate it with a parent Datagrid.

Example: A Datagrid named Data Contract is associated with the Contract type of document. When
you open the Contract type of document in the Documents view, you see the Data Contract
Datagrid associated with it.

An administrator can view and open all the main Datagrids.

A user can add, delete, and duplicate rows; move rows up/down, open and edit the subdatagrids,
open related documents, import data into a Datagrid. You can also view and edit any related data
("Working with Related Data” on page 261).

See the separate Gimmal Contract Management 6.9.1 Business Administrator Guide.
You can perform the following actions with Datagrids:
. "Open the Datagrid Pane”
"Add a Row to the Datagrid”
“Delete a Row from the Datagrid”
. "Duplicate a Row in the Datagrid”
“Import Data into a Datagrid”

Open the Datagrid Pane

1 Double-click the document to open.
OR

2 Right-click the document and click Open Dashboard.

3 Click the Datagrids button to see the available datagrid(s). Figure 14-1 shows the example
Service Datagrid where three rows have been already added.
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Figure 14-1 Open Datagrid

Service Agreement Dashboard : Glaxo - - Approved Mar 2, 2016 ( SVC-00004-01 v 1.1)

s fe | o |

F Data Actions : View Properties  Import Data  Assigned Tasks Complete

|_ Shrt Txt Field ‘Category Select Drop down by query r_object_id
May 10, 2016 Column 1 row 2 Amendment SVC-00004-01 - Select——
R L ——— |

-———-Select-——-

e Qalant e Qalant

View Document Properties from the Datagrid Pane
1 To view the properties of the document that the Datagrid(s) belong to, click the View
Properties link ().

Figure 14-2  View Properties Link in Datagrid Pane

Service Agreement Dashboard : Glaxo - - Approved Mar 2, 2016 ( SVC-00004-01v 1.1)

Service Agreement Dat: Long Text Field_255 Shrt Txt Field Category Select Drop down by query r_object_id
Datagrids Column 1row 2 Amendment [svc-00004-01 v | —select—— il«
C T re— | r——— —r———
Test [openi  ——— v oot v
T rra B IS ) e~ ) B era— [V VORI v

Add a Row to the Datagrid
1 Expand the Datagrid.

2 Click the Actions button and select Add Row.
OR

3 Click the Add Row button (Figure 14-3).

Figure 14-3  Expanded Datagrid

Data Actions : Import Data Dev Report J
Service Date textTest Test Date

HE____I-__—
_

H o _
Duplicate Row

Move Row Down

|Clpen Sub Datagrid

4| |
' Add Row | Save Changes | Cancel ‘
1| | bl
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4 Click Save Changes to save all the changes to the database. Click Cancel to cancel the
operation.

Delete a Row from the Datagrid
1 Select the row that needs to be deleted.
2 Click the Actions button and select Delete Row.
3 A confirmation message displays asking you to confirm deletion.

4 Click Yes to mark the row for deletion.
The row color changes to blue, indicating that it is scheduled to delete.

5 Click Save Changes to save all the changes to the database and delete the row from the
database.

Reorder the Rows in the Datagrid
| Select the row to be moved.
2 Click the Actions button to open the menu and select Move Row Up or Move Row down.

The middle rows have both selections (Figure 14-4), whereas the top and bottom row only have
one selection enabled.

Figure 14-4 Move Row Up/Down

=S| 0

== 0

% Add Row 0

5 Delete Row 0
Duplicate Row

EH [Move Row Up ]
Move Row Down

Duplicate a Row in the Datagrid

1 Select the row and click the Actions button to open the menu.

2 Select Duplicate Row to duplicate the row. All the data is duplicated in a new row below the
selected row.

3 Click Save Changes to save all the changes to the database.
Import Data into a Datagrid

You can import data into a Datagrid.

More detail: The hierarchal structure of the Datagrids, both the one being imported from and the one being
imported into, must be same or else the import cannot be performed.
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1 Open the Datagrid (Figure 14-5).
Figure 14-5 Import Data Link on Datagrid

“| Data Actions : View Properties port Data| Assigned Tasks Complete

1-Demo Tab 2 - Demo Tab 2

¥ Service Agreement Datagrid+
Service Agreement Dati Long Text Field_255 Shrt Txt Field C
:£2] .| ROW1 Column 1 row 2 [
E ...| Column 2 row 1 Column 2 row 2 [
22| 1 | - - r

2 Click the Import Data link. The Import data window appears (Figure 14-6).

Figure 14-6  Import Data Window

[ Testt
[ Test
[J TestDataGridOne
[ service
[ Testz
Datagrid Name: * || Revision
[ cases
") NewDatagrid 25Aug
) contract
(] Payment
[ TestCloudGrid

Document |:| Click here to browse for desired document

Humber: *

3 (Mandatory) Only the parent Datagrids are choices for Datagrid Name. Select the parent
Datagrid that you want to be imported into the current selected Datagrid.

4 (Mandatory) Type the Document Number, or click the Click here to Browse for desired
document link to browse and search for the required document and its number (Figure 14-7).
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Figure 14-7 Browse Desired Document

Search Document :

Hame Title Category
<% __WMSRTC __ Online Reservation S... __MSRTC __ Online Reservation System CN-0005S

D_ MSRTC __ Online Reservation ... __MSRTC __ Online Reservation System CHM-00055-01
i_ MSRTC __ Online Reservation S... __MSRTC __ Online Reservation System CH-00055-02

D_ MSRTC __ Online Reservation 5... __MSRTC __ Online Reservation System CH-00055-05

5 Enter the Document Number, Document Name, or Document Title and click Search. The
search related documents display.

6 Select the number of Items per page from the menu.

7 Select the required document and click OK to return to the previous window. The selected
Document Number is added in the Import Data window.

Working with Related Data

Each row of a Datagrid can have related data. This data is presented in child Datagrids. Your
organization’s business administrator is reponsible for creating and maintaining the child
Datagrids. Please see the Gimmal Contract Management Business Administration Guide for more
information.
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View Related Data of a Datagrid

1 If a Datagrid has a child Datagrid, click the button to expand the child Datagrid that you want
to view. Figure 14-8 demonstrates that a Datagrid can have more than one child Datagrid.

Figure 14-8  Subdatagrid
P Demo Datagrid+

|E|Child Datagrid
Modification Date

Add Row | Save Changes @ Cancel

b Demo Dependent Datagrid+

P Demo Third Level Datagrid+

Edit Related Data

1 Expand the Datagrid that you want to edit the related data for.
2 Expand the child Datagrid that you want to edit the data in.

3 Click the Related Data button in the parent Datagrid for the row that you want to edit the data
for. The row highlights in blue in the Datagrid and the buttons activate in the child Datagrid
(Figure 14-9).
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Figure 14-9  Child Datagrid Active when Row Selected

= May 162018 | 0
==t
=EN oy - 20rc .| I

Add Row | Save Changes | Cancel

¥ Child Datagrid

Modification Date Long text field

No records to display

Add Row | Save Changes @ Cancel

4 Edit the related data as necessary, following the procedures described in “Add a Row to the
Datagrid”, “Delete a Row from the Datagrid”, “Reorder the Rows in the Datagrid”, “Duplicate a
Row in the Datagrid”, and “Import Data into a Datagrid”.

5 Click Save Changes or Cancel.

Viewing Custom Report
Your organization’s business administrator can link a specific report to appear on either the Jacket

and/or the Datagrid main view. Please see the Gimmal Contract Management Business
Administration Guide.

View Custom Report

1 Navigate to the Datagrids pane for the document that you want to see the report for

(Figure 14-10). In this example, the link to the custom report Assigned Tasks Complete
appears.

Figure 14-10 Datagrids Pane with Link to Example Custom Report

Service Agreement Dashboard : Samsung - - Draft ( GEN-00023-01v 1.0)

[ 2 L DR I mOl@r B0

A “| Data Actions : View Properties  Import Data |Assiqned Tasks Complete |
@) '
1- Demo Tab 2 - Demo Tab 2
Jacket

’ Service Agreement Datagrid
=L 11}

bDemoDatagrid

Datagrids

P Child Datagrid
ré:l B Nemn Nenendent Nataarid

2 Click the link to the custom report. The dialog box to specify the report parameters displays
(Figure 14-11).
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Figure 14-11 Example Custom Report Dialog Box

Parameters

Assigned To
Due Date Greater Than
Due Date Less Than

Completion Date Greater Than

e B B

Completion Date Less Than

3 Set the parameters to get the report that you want.

4 Click OK. The report displays.
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Glossary

A

Acquired
A task status indicating that the performer has opened the task, but has not yet completed the task.
Compare with dormant. See “Workflow Tasks” on page 192.

Ad Hoc Routing
A one-of-a-kind document workflow routing path, set up once by the user and applied only to the current
document. See “Routing Documents” on page 132. Compare with Predefined Routing.

Admin View

Provides access to all business administrator and system administrator tasks, and only available to users
with administrator access. See the separate Gimmal Contract Management 6.9.1 Business Administrator
Guide. See Figure 2-4 on page 12.

Advanced Search
Provides access to multi-level searches on the Search view, including adding search parameters using the
and or operators. See "Advanced Searching for Documents” on page 208. Compare to Quick Search. See
“Quick Searching for Documents” on page 206.

ALERT!
Indicates that taking this action cannot be undone or restored and helps the user avoid taking an incorrect
action. See "Examples and Conventions” on page 2.

All Saved Searches
Uniquely titled searches which users have saved. All Saved Searches are available to all users. See
"Managing All Saved Searches” on page 217.

Amendment
Any document you wish to share the same document number, but the number is appended with -01, -02,
etc. An Amendment is a category of Related Document. See “Creating an Amendment” on page 123.

ascending A
alphabetical order, from a—z, used to sort information by column. See “Sorting Items” on page 32.

Asterisk *
Indicates a field's information is required and must be entered. See “Examples and Conventions” on
page 2.
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Attachment

Any document to be stored in a connected Attachments folder — use for related email, correspondence,
pictures and similar documents An Attachment is a category of Related Document. See "Assigning,
Creating, and Importing Related Documents” on page 118.

Attribute (properties, metadata)
A characteristic defining a document. Example attributes are document name, authors, and title. Attributes
are also often referred to as properties or metadata. See "Viewing Document Properties” on page 72.

Audit Trail
A listing of all actions that have been taken on a selected document. The Audit Trail is read-only; it cannot
be edited or deleted. See “Managing the Document Audit Trail” on page 99.

Auto File
Moves a document to its proper location, as determined by the document’s category and type properties
(metadata). Is the quickest, most accurate way to move a document from the Personal to the correct
folder in the Cabinets tab. See “Auto File a Document” on page 65.

Automated Reminder (Date-Based)
Automatically sends Reminders based on Automated Reminder rules and a specific date field of a
document type. Set up and managed by the business administrator. See “Managing Reminders” on
page 144.

B

Buttons
Places to click to initiate actions. Usually associated with an icon.

Business Administrator
Individuals typically in an organization’s legal department or another area having approval authority for
the content of contracts, clauses and the model documents (Templates) used to create new contracts. The
business administrator also can perform all user tasks. Compare with system administrator. See
“Administrators and Users” on page 10 and the separate Gimmal Contract Management 6.9 Business
Administrator Guide.

C

.csv
Comma separated variable, a standard, basic spreadsheet format in which tabular information is separated
by the comma character, and is exported from and imported into Gimmal Contract Management. See
“Exporting Listings to .csv-Formatted File” on page 64.

Cabinets Tab

In the Documents View, the Cabinets tab displays all public Cabinets. These Cabinets store all folders, sub
folders and related contracts and documents available to all those with login permissions. See “Cabinets
Tab” on page 13.

Cancel Checkout
Allows users to cancel any of their checked out documents instead of checking the document back in. If
any changes were made on the checked out document, the changes are lost after canceling checkout. See
“Canceling Document Check Out” on page 55.
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Check In

Saves a file in the repository after it has been checked out for revision. After check in, a document is
available to all users. See “Checking In and Changing a Document Version” on page 52.

Check Out
Padlocks a file in a repository so neither the document nor its attributes can be edited by other users.
Downloads the document’s content to the user's computer for editing. Checked-out files are stored by
default in the C:\Documents and Settings\your name\Documentum\Checkout folder. Changes made to a
file's attributes or content are not saved in the repository until the file is checked in. See "Editing a
Document” on page 50.

Checklists
A uniquely named set of business process tasks assigned to a contract. Checklists consists of items, each of
which must be assigned to various groups or individuals, which may be performed in a random sequence.
An unlimited number of Checklists may be created and assigned to a document. Available Checklists are
created by business administrators. See Chapter 9, “Managing Checklists".

Clauses Tab
On the Documents View, the Clauses tab displays a list of external clauses to use when building
documents from Templates. Clauses are stored and updated by business administrators. See “Clauses Tab”
on page 14.

Clipboard
A holding place for multiple documents, with a separate Clipboard for each user. Most common uses for
the Clipboard are copying and moving, particularly from the Personal to the Cabinets tab. See “Moving,
Copying and Linking Items Using the Clipboard” on page 89.

Completed status
A Reminder, Obligation or Checklist task that a user has completed. Users must manually mark the task as
completed. See "Obligation Statuses” on page 153 and “Reminder Statuses” on page 144.

Contacts
Information related to contacts attached to any document, available to all users who can view or edit the
document. Document Contacts are specific to a document, and created by users; Global Contacts are
available for assigning to one or more documents and are created by business administrators. See
“Managing Document Contacts” on page 103.

Crystal Reports
If so configured, a separate tab on the Reports View allowing access to Crystal Reports software and its
custom reports. See “Creating Custom Crystal Reports” on page 241.

Custom Reports
If so configured, a separate tab on the Reports View allowing access to Custom Reports. Custom Reports
are configured separately for each customer. See “Creating Custom Reports” on page 241.

D

Datagrid
On the Properties window of some document types, Datagrids simplify and speed entry of repetitive and
related Property information. See “Edit Document Properties Using the Datagrid” on page 76.
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Delegate (workflow task)

A feature of certain Predefined workflows (routing) allowing the task to be assigned to a different user.
Delegate is only available if the task has been assigned to multiple users. Compare with Repeat. See
“Workflow Tasks” on page 192.

Delegate (availability)
The user who has been delegated to perform another user’s tasks during that other user’s planned period
of unavailability. See "Setting Your Workflow Availability” on page 203.

Deleted (Obligation)
An Obligation that a user has manually deleted. See “Managing Document Obligations” on page 160.

descending ¥
reverse alphabetical order, from z—a, used to sort information by column. See “Sorting Items” on page 32.

Docbase
See repository. See “Log In/Log Out of Gimmal Contract Management” on page 9.

Document action buttons
Clickable buttons providing access to all actions available for the selected document. Most of these
actions are found on the document dashboard. See "Buttons and Icons” on page 25.

Document Actions
Document Actions are accessed with a right-click on the item name. See “"Accessing Document Actions” on
page 29.

Document (contract)
Any file with content that resides in a repository such as a contract, Attachment, spreadsheet, memo or
graphic. In Gimmal Contract Management, any single file of any format is considered a document. See
“Terminology” on page 1.

Document Dashboard
The main document ‘window’, displaying the document'’s key Jacket properties, actions, links and available
features. See "Document Dashboard” on page 18.

Document numbers (document versions)
Automatically assigned, sequential or configured to generate specific numbers based on organizational
rules. Usual document numbering schemes include a two or more letter prefix, a five-digit number, a two-
digit sub-number and a version number. See “"About Document Numbers” on page 39.

Documents View
The main Gimmal Contract Management view for users, which includes seven tabs and access to the three
other Views. See "Documents View" on page 13.

Document Type
A grouping or categorization of documents that are similar in format, content and / or purpose. Document
type is an important metadata property. See "About Document Types” on page 38.

Documentum

An enterprise-level document management software system developed and supported by the EMC and
integrated with Gimmal Contract Management. See “Gimmal Contract Management Overview" on page 4.
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Dormant

A task status indicating that the performer has not yet seen the task. Compared with acquired. See
“Workflow Statuses” on page 192.

E

Email as Link
A right-click document selection which allows emailing a link of the document in the body of an email
message. See "Emailing Documents as Links” on page 64.

Email as Attachment
A right-click document selection which allows emailing a document as an Attachment in an email
message. See "Emailing Documents as Attachments” on page 61.

Export to CSV
A right-click document selection which allows exporting a lost of document or Search Results into a
spreadsheet comma separated variable format, usually be opening Microsoft Excel. See “Exporting Listings
to .csv-Formatted File” on page 64.

External Application Links
Client-configurable links to external applications displayed on most Views. Some links may include single
sign-on capability. See "Help” on page 19.

F

Favorites Tab
A shortcut to the file, not the original file. On the Document View, the Favorites tab displays all Cabinets,
folders, and files “bookmarked” by the user, to better enable quick access. See “Favorites Tab” on page 16.

Forward

A feature of Predefined workflows to permit sending the document to the next person or group. See
“Routing Documents with Predefined Routing” on page 138.

Full-text search
An index of all words included within a document, and all the metadata, thereby enabling searching both
document content and attributes. See Chapter 11, “Searching Documents”.

H

HTTP File Transfer
The default Gimmal Contract Management method used during web-based document importing and
signing in. Involves standard browsing to find the needed document. See “Importing Documents” on
page 43 and “Checking In and Changing a Document Version” on page 52.

Import
Bring in a document from outside of Gimmal Contract Management and add it to the Repository. See
“Importing Documents” on page 43.

lcons
Small graphics used to indicate a condition. See “Buttons and Icons” on page 25.
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Item

A general term used to describe all documents (of all types), tasks, Obligations, Reminders, and so on, that
are displayed in various windows, on which an action can be taken.

J

Jacket
The document folder listing all document properties. Allows changing these properties if user has write
permissions, including adding a graphic to the Jacket. See "Document Dashboard” on page 18.

K

Keywords
Additional properties added to a document to enhance searching. Keywords can be added or changed
when creating a new folder, importing documents, Amendments and Attachments, associating and
filtering Attachments and during document check in. See “Importing Documents” on page 43.

L

Links
On various windows, underlined words which, when clicked, jump the user to another window. For
example: Edit, Check Out, Preferences.

Locations
A document Action selection which lists all places (locations) in the Cabinet and folder structure where a
document is stored. See “Finding All Locations of a Document” on page 60.

Lookups
For certain document types, a Property window feature enabling searching and automatic entry of
information into one or more related fields. See “Edit Document Properties Using Lookups” on page 75.

M

Master document
One document in a superior relationship to the selected document — documents can only have one
master A Master is a category of Related Document.

Metadata (properties, attributes)
Information about a stored document such as its author, subject, and creation date. Metadata, also called
properties or attributes, can be used to locate the document during a search of the repository. See
"Viewing Document Properties” on page 72.

More detail:
Presents an additional level of detail about the current task, usually more details about requirements and
exceptions. Read these details for a fuller understanding of the task or to discover a shortcut idea. See
“Examples and Conventions” on page 2.

My Saved Searches

Uniquely titled searches which you have saved and are available to all other users. See "Managing My
Saved Searches” on page 215.
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My Tasks View

A "to-do" list of all items and tasks requiring a user’s attention, including workflow or router tasks,
subscribe notifications, Reminders and Obligations. For example, one of a user's employees might place a
vacation request in the user's My Tasks list or a co-worker might route the user a contract to review. See
Chapter 10, “Managing My Tasks".

N

Notes
Permanent notes added to a document for others to view. All users can view the notes written by all other
users. See “Managing Document Notes” on page 94.

Notifications
Notifications display on your My Tasks View and are generated each time a user changes a document to
which you have subscribed. See “Managing Subscription Notification Tasks and Emails” on page 200 and
“Subscribing to a Document” on page 67.

O

Obligations
Tasks that must be completed in order to meet the legal requirements of a contract. Obligations are
mandatory. See "“Managing Obligations” on page 153. Contrast with Reminders.

Open status
A Reminder, Obligation or Checklist task that a user has not completed. Users must view a task to open it.
See “Obligation Statuses” on page 153, “Managing Document Checklists” on page 167 and “Reminder
Statuses” on page 144.

Open Dashboard

An button displayed after a item name on a View listing or after an item name in Reports results. If clicked,
the item (usually a document) dashboard displays. See “Document Dashboard” on page 18 and "Available
Standard Reports” on page 222. Performs the same action as the right-click Open Dashboard selection.

P

Performers

Individual users or groups which receive documents or document tasks sent to them, via Predefined
routing. See “Routing Documents with Predefined Routing” on page 138. Compare with Recipients.

Permissions
Access privileges that determine what operations a user can perform on a file (such as: view, edit, and
delete). For example, a user, business administrator and system administrator each have differing levels of
permissions. See Table 2 on page 26 and see the separate Gimmal Contract Management 6.9 Business
Administrator Guide.

Personal Tab
The default tab displayed on the Documents View. The Personal tab displays a Cabinet only available to
the logged-in user, and is usually where that user creates new documents before releasing these
documents to all those with login permissions to view the Cabinets tab. See “Personal Tab” on page 13.
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Predefined Routing '*Ii

A standard document workflow routing path, set up once by the system administrator and applied to
many similar documents by users. An unlimited number of Predefined routing workflows can be set up.
See "Routing Documents with Predefined Routing” on page 138. Compare with Ad Hoc Routing.

Properties
See metadata or attributes.

Property History
Provides a way to review the complete history of every property in a document, as well as “backtracking”
to view when each property change was made. See “Displaying Document Property History” on page 100.

Q

Quick Search
Provides searching for All Principal Documents that match entered keywords. Displays on the Documents
View's Personal tab and Cabinets tab, and can be used to limit the objects displayed on each tab. See
“Quick Searching for Documents” on page 206.

R

Recent Tab
On the Documents View, the Recent tab displays files the user has most recently accessed, regardless of
the file location, including files created, edited or checked out. See “Recent Tab” on page 15.

Recipients
Individual users or groups which receive documents or document tasks sent to them, via routing or
checklists, by other users. See “"About Checklists” on page 166 and see "Routing Documents” on page 132.
Compare with Performers.

Reference Document
Any document you determine to be related to the current document and any other — use for related
authority or source documents. A Reference is a category of Related Document.See “About Related
Documents” on page 114.

Reference Tab
On the Documents View, the Reference tab displays the contents of the Reference Cabinet, housing a
library of documents that can be viewed, copied by users, attached and associated with other documents.
See "Reference Tab” on page 15 and also see "About Related Documents” on page 114.

Related Documents

Documents that are related to the open document. There are five types of Related Documents: Master,
Attachment, Subordinate, Reference and Amendment. See Chapter 6, “Managing Related Documents”.

Reminders
Useful “memory jogs"” for yourself or for others to take some action on a particular document. Reminders
are "ticklers”, and are not mandatory. See “Managing Reminders” on page 144. Contrast with Obligations.

Repeat (workflow task)

A feature of certain Predefined workflows (routing) allowing specific users to force the task to start again
and assign the task to a user. Compare with Delegate. See “Workflow Tasks” on page 192.
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Reports - custom

Unique reports custom-configured for your organization. See "Creating Custom Reports” on page 241.

Reports - standard
Standard reports available to all users. Additional standard reports can be added. See "About Document
Reports” on page 222.

Reports View
Provides access to all standard and custom reports. See Chapter 12, “Generating Document Reports”.

Reset Item
Term used to reopen a completed Checklist item from the Checklist window. See “Resetting a Completed
Checklist tem” on page 175.

Repository
The database of Gimmal Contract Management information. A central location that allows users to store
documents of any kind—text, graphics, and scanned images, even sound and digital movies. A repository
holds both document content and information about a document (metadata), such as its author, subject,
and creation date, usable to locate the document. Also see docbase.

Role
Gimmal Contract Management includes defined user roles. Any user can be a member of one or more
roles. Gimmal Contract Management includes standard roles. Additional roles may be added by the
system administrator. Also see user.

S

Save a Local Copy
A right-click document selection which allows saving a copy of the document outside of Gimmal Contract
Management. See "Saving a Local Document Copy” on page 61.

Scheduled status
A Reminder or Obligation task that is scheduled to occur in the future. No notifications have yet been
sent. See "Obligation Statuses” on page 153 and “"Reminder Statuses” on page 144.

Search
Under the Search view, identify the unique configuration of search parameters and run the Search. See
“Advanced Searching for Documents” on page 208.

Search View
Provides access to all search capability, as well as to all previously saved individual and group searches. See
Chapter 11, “Searching Documents”.

Selection List
A labeled list which includes drop-down selections, usually displayed on the document’s Properties
window. Some Selection Lists are editable by the business administrator.

Signoff Required ﬁ?
A documented record initiated by entering your log in password. Signoffs may be required for certain
tasks during Ad Hoc and Predefined Routing, Checklists and Obligations processing. Documents can also
be signed off. See “Sign off a Document” on page 68 and "Completing a Checklist Item” on page 179.
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Signoff Completed =

A documented record confirming your signoff has been completed. Signoffs may be required for certain
tasks during Ad Hoc and Predefined Routing, Checklists and Obligations processing. Documents can also
be signed off. See “Sign off a Document” on page 68 and "Completing a Checklist Item” on page 179.

Subordinate Document
Any document you put in an inferior relationship, making the current document its only master — use for
important related contracts. A Subordinate is a category of Related Document.See “About Related
Documents” on page 114 and see Related Documents.

Subscriptions Tab
On the Documents View, displays all items the logged in user is currently subscribed to. See “Subscribing
to a Document” on page 67.

Subscriptions
Enabling email and My Task notifications to alert the subscriber when content of a document or
documents is changed by any user. See “Subscribing to a Document” on page 67. Also see Notifications.

System Administrator
Usually IT members, persons who typically are responsible for the installation, updating and
troubleshooting of the database and Gimmal Contract Management. The system administrator also
creates user IDs and adds or deletes users from permission groups. See “Administrators and Users” on
page 10. Compare with business administrator.

T

Tasks

Actions to complete, usually found on your My Tasks view, including Reminders, Obligations and routing
action and signing tasks. See "Viewing and Deleting Tasks in the My Tasks View" on page 190.

Templates Tab
On the Documents View, the Templates tab displays the contents of the Templates Cabinet, housing a
library of Templates used to create contracts. Templates are stored and updated by business
administrators. See “Templates Tab” on page 14.

Templates
A model, previously prepared and stored, used to created new contracts. Templates provide an input form
or forms for variable information to be added. Templates are dynamic documents, containing many
instances of variable content. See “Importing Documents” on page 43.

Type
A grouping or categorization of documents that is similar in format, content, and/or purpose. Type is a
common metadata property. See “About Document Types” on page 38.

U

UCF File Transfer
An optional Gimmal Contract Management method for importing and checking in files. UCF is a
Documentum standard. The default method is HTTP File Transfer. See “Checking In a Document from an
External File Location (UCF Only)” on page 54 and compare with “Checking In and Changing a Document
Version” on page 52
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User

Authorized users with Gimmal Contract Management log in access, usually configured by the business
administrator. Any user can be also be a member of one or more roles. Also see role.

User Preferences
Provides access to changing the default user display. Available from any View or document dashboard
with the Preferences link. Once changed by a user, the changes remain in effect at each log in until
changed again by the user. See "Editing User Preferences” on page 35.

V
Versions Q

The version is maintained by Documentum and is not specified by the external source that provides the
file. When a document is checked out and checked back into the repository, the option to increment the
version may be available depending on the document type and permission level of the user. Versions can
be specified as the same version (no incrementing is performed), a minor version (increment Version by
0.1) or a major version (increment version by 1.0). When accessing files, most current version is displayed
by default; however, users can access previous versions by request. See "Managing Document Versions”
on page 97.

View Locations
A right-click document selection which lists all locations of the selected document. See “Finding All
Locations of a Document” on page 60.

Y

Workflows '*Ii
A document dashboard feature listing all workflows currently involving the selected documents. See
“Managing Document Notes” on page 94. Also see Ad Hoc Routing and Predefined Routing.

Workflow availability
On the My Tasks view, My Tasks tab, indicating up your availability (L am available) for handling workflow
tasks or indicating your unavailability (I am currently set to unavailable) so that your workflow tasks can
temporarily bypass you. See “Setting Your Workflow Availability” on page 203. Also see "Delegate
(availability)” on page 268.
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Cabinet or Folder Action Icons 11

Cabinet Properties icon 19, 26

Cabinets Tab 12, 206, 266

Calendar 24

Calendar date and month format 238
Calendar icon 238

Cancel Check Out 54

Cancel Check Out icon 25

Cancel Checkout 266

Canceling Document Check Out 54

case insensitive 206

Category 93

Category field 128

Change Obligation Owner 155

Change Owner 152

Change Password 34

changed property information 99
Changing the Displayed Columns 29, 187
Check In 46, 53, 54

Check Inicon 25, 51

Check Out 46, 50, 95, 267

Check Out icon 25, 50

Checked 201

Checked In 201

Checked In notification 66

Checked out by (user name) 24

Checked out by (user name) icon 50, 54
Checked out by you 24

Checked out by you icon 50, 53, 54
Checking In a Document from an External File Location 53
Checking In and Changing a Document Version 51
Checklist Action Item Privileges 134, 171, 178
Checklist Assigned Tasks (Completed) 226

Checklist Assigned Tasks (Open or Completed) 227

Checklist Assigned Tasks (Open) 224

Checklist Assigned Tasks (Rejected) 226

Checklist Category 167

Checklist feature 166

Checklist icon 26,167, 169, 170,172, 174,175, 178, 180, 182

Checklist Item Assigned/Reassigned event 174

Checklist Item Complete 173

Checklist Item Completed event 181

Checklist Item Incomplete 176

Checklist Iltem Rejected 183

Checklist Name 168, 179

Checklist Tasks Workload (Assigned and Open) 227

Checklist Type 167

checklist_remove 168

Checklists 267

Checkout Document After Send 62

Clause 40

Clauses Tab 13, 267

Clean up the system objects of this workflow 110

Clearicon 31, 104

Click here to browse for the desired document 119, 121

Clipboard 267

Close 150, 162

Close button 150

Closing Comments 150

Coins 25

Column Preferences 212

Column Preferences icon 27, 30, 187, 213

Comment 68

Comments 180, 197

Comparing Task Features 188

Complete 166, 178

Complete Item 180

Completed 144, 149, 153, 161

Completed By 179

Completed by 176

Completed status 267

Completing a Checklist Item from the Checklist Window
179

Completing Unfinished Documents 46

Completion Comment 179

Confirm New Password 35

Confirm Reopen 152

Contact feature 101

Contacts 267

Contacts feature 26

Contacts icon 62,101, 102, 103, 104

Contains 213

contains 209

contract management 4

Copy an Item 84

Copy here 85

Copy Here icon 27, 87, 89

Copy Values from Master 128

Create Amendment 124, 125

Create as Placeholder 123, 124
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Create from Copy 123

Create from Original Template 123

Create Related 122,123, 124

Create with Wizard 123, 124

Creating a New Document by Applying a Template 40, 43
Creating Additional Standard Reports 241
Creating an Amendment 123

Creating and Importing Documents 40

Creating Custom Crystal Reports 241

Creating Custom Reports 241

Creating Related Documents 121

Creation Process Was Not Completed 24
Creation Process Was Not Completed icon 24, 46
Crystal Reports 267

Crystal Tab 16, 222

Current 161

current workflows 106

Custom Reports 267

D

Datagrid 75, 128, 267

Datagrid Delete icon 25, 77
Datagrid Edit icon 25, 77

Datagrid Insert icon 25, 77

Date Added 78, 79

Date Assigned 173, 179

Date Completed 176, 179

default time period 15

delegate 177, 193, 203

Delegate (availability) 268
Delegating Checklist Items 177
Delete 58, 105,117,151, 163,191, 193, 201
Delete Folder icon 22, 26

Deleted 153, 163

Deleted Documents Report 228, 229
descending 239, 268

Details 25, 108, 109

Details icon 148

Display on Jacket 69

Displaying Document Property History 68
Do not show this warning again 54
Docbase 268

document 40

Document action icons 268
Document Actions 268

Document Dashboard 17, 24, 268
document dashboard 24

Document Dashboard Features Icon 26
Document Number 119, 120
Document Type 41, 208, 268
Document Workflow Statuses 106
Documents View 268

Documentum 268

Documentum Folders icon 138
does not contain 209

Domain 8

Dormant 106, 192, 269

double-click the document name 18
Down icon 77

Due Date 173,179

E

Edit 21, 46, 50, 73, 76, 95, 104, 148, 216, 217
edit 203

Edit Category 94

Edit icon 25, 50

Edit Multiple Document Properties 73

edit multiple document properties 212
Edit Properties 72, 75

Edit Search 212

Edit Search icon 212

Editing a Document 49

Editing Document Properties 72

Editing User Preferences 19

Email Approval 200

Email as Attachment 61, 269

Email as Link 63, 269

Email icon 25

Emailing a Document as a Link 63
Emailing a Document as an Attachment 68
Enable autocomplete in form fields 35
enable changing Reminder and Obligation due dates 199
ends with 209

Enforce Auto File 87

Enhanced Property Display Setting 74, 75
Enter Info tab linked to Set Properties tab 41
Enter new values 45, 128

Examples and Conventions 2

Export to CSV 64, 94, 105, 170, 269
Exporting Listings to .csv 63

External Application Links 18, 269

F

F5 Refresh key 197

Favorites 78

Favorites Tab 15, 269

File to Import (.csv) 103, 159

Filtering Items Displayed by Type and Name 31
Financial 161

Finding All Locations of a Document 59
Finish Document 42, 55

Finished 106

Finishing a Routing or Checklist Task 195
First Characters filters 31

First Name 104

Folder Properties icon 20

Forward 269

forward the task 194

Full-text search 269

Future 161
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G

Gear 25

General tab 34
Generating A Standard or Custom Report 238
Global Contacts 102
Global Contacts icon 27
Go Back 24

Go Back icon 99

Go Forward 24

Go Forward icon 99

Go to Location 59
graphical formats 114

H

Halted 106

Help 18

Hidden objects 35

high-level document Jacket properties 18
History 194, 196

HTTP File Transfer 43, 51

| am available 203, 204, 275
| am currently set to unavailable 204, 275
icon 24
Add to Clipboard 27
Add to Favorites 27
Audit Trail 97
Auto File 26, 64
Automated Reminders 24
Cabinet Properties 19, 26
Calendar 24, 238
Cancel Check Out 25
Check In 25
Check Out 25, 50
Checked out by (user name) 24, 50, 54
Checked out by you 50
Checklist 26
Coins 25
Column Preferences 27, 30, 187, 213
Contacts 62, 101, 102, 103, 104
Copy Here 27
Creation Process Was Not Completed 24
Delete Folder 22, 26
Details 25
Document Dashboard Features 26
Documentum Folders 138
Edit 25, 50
Edit Search 212
Email 25
Folder Properties 20
Gear 25
Global Contacts 27
Go Back 24, 99

Go Forward 24, 99
Import 27, 40, 43
Item Completion 24, 176
Item Rejected 183
Jacket 26, 69, 70
Link Here 27
minus 19
Move Here 27
New Document 27, 40
New Folder 20, 26
Notes 24, 92, 94
Permissions 26
plus 19
prodagioEvent.ics 147
Properties 24, 216, 217
Property History 98
Question 123, 124, 125
Related Documents 24, 115, 118, 122, 125
Reminders 26
Remove from Favorites 27
Restart Search 212
Save Search 212, 214, 215
Search by Name 62, 135, 140, 194, 203
Search View 208, 212, 216, 217
Select My Templates 138
Start Ad Hoc Routing 25, 134
Start Predefined Routing 138
Toggle Highlight 213
Version Using Original Template 25
Versions 95
View 25, 49
View Clipboard 27
Workflow Favorites 138
Workflows 106
Icons 269
im_legal_document 38
im_scanned 56
Import 269
Import Contact 103
Import icon 27, 40, 43
Import Obligation 159
Import Related 119, 121, 125
Importing Documents 43
Importing Related Documents 125
importing scanned documents 40
in 209
Include Results 215
Included by Sender 193
Incomplete new documents 40
inherit 128
Initiated By 107
Instructions 147
is not null 209
is null 209
Item 270
Item Completion 24
Iltem Completion icon 176, 180
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Item Listing 11

Item Name 179

Item Not Completed 24
Item Rejected 25

Item Rejected icon 183
Iltems Per Page 31

J

Jacket 270

Jacket feature 18
Jacket icon 26, 69, 70
Java Version 9

K

Keywords 21, 45, 52, 115, 127, 270

L

Language 8

Last Name 104

late Checklist Assignments 171
Lead Time 200

legal attachment 66

legal document 66

Link an Item 85

Link here 86

Link Here icon 27, 87, 89

Links 270

links for available Jacket actions 18
Locate a Document after Import 45
Locations 270

Log In/ Log Out 8

Lookup icon 25, 74

Lookup Property 73

Lookups 270

M

Major Versions 99

Make Public 215

manage Quick Search results 207
Managing a Document’s Obligations 160
Managing All Saved Searches 217, 218
Managing Cabinets and Folders 12
Managing Document Properties 71
Managing Document Reminders 148
Managing Documents 48

Managing Favorites 78

Managing Obligations 153

Managing Related Documents 129
Managing Reminders 144

Managing Search Results 212

Managing Search Results Tasks and Features 214
Managing Subscription Notification Tasks and Emails 200
Managing Tasks with the My Tasks View 186

Managing Workflows for a Document 106
Master 114, 119, 120
Master document 270
Message Text 62
metadata 71
Metadata (properties, attributes) 270
Minor Versions 99
minus icon 19
Mobile Devices 200
More detail 2
270
More Options 8, 53
Move an Item 83
Move Down 73
Move here 84
Move Here icon 27, 87, 89
Move Up 73, 135, 140
Move, Copy or Link a Document, Folder or Cabinet to a
New Location 89
Moving, Copying and Linking Items Inside Prodagio
Contract 83
Multiple Documents 62
My Saved Searches 216
My Tasks View 16, 271

N

navigate Cabinets and folders 19
Navigating Items (Documents) 28
Navigating the Prodagio Contract Views 11
New Document icon 27, 40

New Folder icon 20, 26

New Password 35

No history data found 100
Non-Financial 161

Non-searchable characters 207
not 206

not in 209

Note Text 93

Notes 24, 271

Notes feature 26, 92

Notes icon 92, 94

Notification Date 146, 147, 148, 156
Notifications 156, 160, 271
Notifications icon 200

Notify When Complete 173

O

Object Links 11

Obligation Actions Available for Each Obligation Status 153
Obligation Assignments 231

Obligation Series Details 161

Obligation Workload 231

Obligations 24, 26, 271

Obligations by Contract 232

Obligations by Location, Category, Responsibility 232
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Obligations icon 154, 159, 160, 161, 162, 163
Open 144, 147, 149, 153, 158, 199

Open Dashboard 18, 271

Open status 271

or 2,206

Original Document Number 57

Overview 4

Owner 155

Owner Name 21

P

Password 68, 162, 180, 197
Performer 179

Performers 139, 140, 271

Performing Reminders, Obligations and Checklist Tasks 196
Permissions 271

Permissions icon 26

Permissions tab 21

Personal Cabinet 208

Personal cabinet 66, 123

Personal Tab 12, 206, 271
Placeholder 124

plus icon 19

Predefined Routing 272

Principal Documents by Type 233, 236
Print Checklist 170

Print Notes 93

Print Properties 77

Printing Document Properties 77
Prodagio Contract version 9
Prodagio Powered 9
prodagioEvent.ics icon 147, 158
Progress tab 196

Properties 24, 72, 74, 75, 208
Properties field 209

Properties icon 216, 217

Property changes to subscribed documents 66
Property History 272

Property History feature 26, 98
Property History icon 98

Property List by Document Type 234
Property Lookup 73

Q

Question icon 123,124, 125

Quick Search 31, 272

Quick Search and Item Display 11
Quick Searching for Documents 206

R

Reassign 166, 171, 172
Reassign Item 172
Recent Tab 14
Recurring 146, 155

Reference 114, 119, 120
Reference Document 272
Reference Tab 14
Reject 166, 178
Reject Checklist Item 198
Reject Item 182
reject the task 193
Reject to 173, 181, 182
Rejecting a Checklist Item from the Checklist Window 181
Rejecting a Checklist Task from the My Tasks View 198
Related Documents 24
Related Documents feature 26
Related Documents field 115
Related Documents icon 115, 118, 122, 125
Remember my credentials 35
Reminder Actions 234
Reminder Actions Available for Each Reminder Status 144
Reminder Assignments 235
Reminder Workload 235
Reminders 24, 145
Reminders icon 26, 148, 151
Remove 35, 73, 90, 136, 139, 216, 218
Remove a Document, Folder or Cabinet from the Clipboard
90
Remove Checklist 169
Remove from Favorites 81, 82
Remove from Favorites icon 27, 79, 81
Remove from Jacket 69
Remove from List icon 30, 187
Remove Relationship 116
Removing Favorite Items 81
removing the relationship of an Attachment document 116
repeat 193
Report Name 111
Reports View 16
Reports View icon 222
Require signoff 136
Reset 166, 171, 175
reset 175
Autocomplete 35
Reset Checklist Item 176
Reset Item 176, 273
Restart Search 212
Restart Search icon 212
Return to Me 136
Review 67
Role 273
Routing Documents with Ad Hoc Routing 132
Routing Documents with Predefined Routing 138
Routing Statuses 192
Routing Tasks 192
Running 106

S

Sarbanes-Oxley (SOX) Compliance 6
Save a Local Copy 60, 273
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Save Only 42

Save Search 212

Save Search as Template 212

Save Search as Template icon 219
Save Search icon 212, 214, 215
save the Quick Search 207

Save, then Edit Document 43

Save, then Open Dashboard 42
Save, then Route Document 43
Save, then View Document 43
Saved Credentials 35

Saving a Local Document Copy 60
Saving Searches as Templates 218
Scanned Documents folder 56
Scheduled 144, 149, 153, 199
Scheduled status 273

Search 214, 216, 218

Search by Name icon 31, 62,104, 135, 140, 194, 203
Search characters seen as spaces 207
Search Results Icons 212

Search View 17

Search View icon 208, 212, 216, 217
Select 139

Select Files 136

Select My Templates icon 138
Selected Files 126

Selecting and Attaching a Checklist to a Document 167,

245, 257
Selection List 273
Send to users sequentially 136
Seq No. 179
Series 161
Set Properties tab linked to Enter info tab 41
Setting Your Workflow Availability 203
shortcuts 59, 87
Show Changed Values Only 99
Show hidden objects 35
Show wf & doc events 111
Show workflow events 111
Signoff 67,173, 180
Signoff a Document 67
Signoff Completed 274
Signoff Reason 68
Signoff Required 273
Sorting Items 31
Start Ad Hoc Routing 134, 195
Start Ad Hoc Routing icon 25, 134
Start Predefined Routing 138
Start Predefined Routing icon 138
Starts with 31, 203
Subject 62
Subordinate 114, 119, 120, 122, 127
Subordinate Document 274
subscribe 66
Subscribe to Changes 66
Subscribing to a Document 66
Subscriptions 274

Subscriptions Cabinet 110, 111
Subscriptions Tab 15, 274

Summary 161

Summary tab 108, 110, 111
Supported Jacket Graphic Formats 68
System Administrator 9

System Links 11

T

Tab Row 11

Tab to display after log in 34
Template 40

Template Category 41, 124
Template Name 41, 124
Template Type 41, 124
Templates Tab 13

Terminate Workflow 109
Terminated 106, 110
Terminology 1

The Role of Document Types 38
Title Bar Action Icons 26

To Change Due Date 199

To Complete This Reminder/Obligation Password 199

Toggle Highlight icon 213
Toggle Highlights 212

Total 161

Total Obligations 155, 159

Total Outstanding 161

Turn accessibility options on 36
Type 44, 127

U

UCF 43

UCF File Transfer 51
ucf_file_transfer 43
Unassign 166, 171
Unassign Item 175
unavailable period 177, 203
underlined red 99
unsubscribe 66
Unsubscribe to Changes 67
Up coming 194, 196

Up icon 77

User/Role 173

Using the Clipboard 87

V

Version Using Original Template icon 25, 55
Versioning a Template-Created Document 55
Versions feature 26, 95

Versions icon 95

View 48, 57, 95,104, 115, 148, 191, 193, 196, 197, 198, 199,

201
View and Dashboard Listing Icons 24
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View Clipboard icon 27, 89, 90

View Details 166, 178

View icon 25, 49

View Icons 11

View Instance 108

View Locations 59, 275

View Properties 71

View Saved Results 216, 218

View Search Properties 216, 218

View Task in Prodagio 137, 147, 158, 190, 195, 196

View the Clipboard 88

Viewing a Document 48

Viewing Document Properties 64

Viewing Routing Task History 195

Viewing the Document Audit Trail 68

Viewing, Closing, and Deleting Tasks in the My Tasks View
190

W

Where-Used (External Clauses) 236
Where-Used (Templates) 237
Workflow Favorites icon 138
Workflow task 136, 142

Workflows feature 106

Workflows icon 106

X

x.X (minor version) 52
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