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An Introduction to the Workbench Family of Software

The notes in this document are designed to give users an overview of this module of Workbench to help get started with the implementation of the software.  

Workbench is a collection of software modules designed to assist in the implementation and smooth operation of day-to-day management control. The overall system consists of the following modules:-

	· Audits
	· Nonconformities
	· ReportQuest *

	· Customer Care
	· Test and Calibration
	· Document Control

	· Training
	
	


*ReportQuest is different in concept to the other six modules; it is a ‘plug-in’ rather than a ‘stand-alone’ module. It integrates with any or all other modules and utilises the information stored in them.

Each module (apart from ReportQuest) has been carefully designed to be a powerful individual management aid and for many organisations, it may be entirely appropriate to run any on a ‘stand-alone’ basis. There is, however, considerable integration between the different modules and this could offer many benefits to organisations running a comprehensive quality or other compliance management system. Any company that wishes to adopt a ‘phased’ implementation can add modules to the system as and when required.

Workbench works with, and assumes a basic knowledge of, Windows 2000 or above.

Each module has its own electronic reference manual and on-screen Help system but these guides should not be seen as a substitute for professional advice and training. Workbench is designed to be extremely easy to use in its daily operation but the preliminary setting up of a module can be relatively complex. 

Conventions used in Workbench Professional/Quality Workbench.

Workbench follows the normal conventions defined by and used in Microsoft Windows XP/Vista standard software.  Some of the more common keystroke commands and conventions are mentioned here as a guide. 

1. Tab Key

This key is used to move from field to field.  As you Tab from field to field, you will know where you are by the flashing cursor or the entry in the field being highlighted in reverse colours. If the field is a button then a dotted halo appears around the button label.

2. Esc Key

The Escape key allows you to close from any of the screens in Workbench.  

3. Alt Key

This key, used in conjunction with the underlined letter in the menu, or where a selection is requested, will perform the action or allow further choices to be made.

4. Mandatory Fields

Mandatory fields are those fields where you must enter information before you can complete the specific task. The labels (Titles) to these fields are highlighted in blue and are underlined.

5. Search Buttons
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Search buttons allow you to filter search within a list of specific data. By typing some or all of the information you require in the box, and using either the mouse or “F” keys, you can narrow the range of information presented to the first instance of required search choice. Use the “Right Mouse Click” to reveal the choices available.
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6. Date or Calendar Fields

Clicking on this icon presents a calendar representing the current month with the current date highlighted.  
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Select your required date by using the month and year symbols at the bottom of this calendar screen and then selecting the tick symbol.
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Module Icons

These icons appear across the top of the screen. 

Simply select the icon with the mouse and the screen display will change to the selected module.

8. Right Mouse Button

Using the right mouse button will bring up a floating dialogue or action button box in many areas of Workbench.
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Speed Buttons

In each of the modules, a number of speed buttons enable common actions to be accessed quickly. One mouse click on the speed button will open the dialogue for that action.

10. [image: image24.png]Create Department

|- Reguired Infomation

Descipion [Gualty T

I~ Hide Department.




[image: image25.png]Change Password

Changing password for user Kietan Saker

New Passuord

Confim New Passward

oK




Task and Notification Icons
Alongside the Module and Menu icons, are the communication icons called Tasks and Notifications.

Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box and new tasks will be indicated by a “light bulb” symbol, which will change to yellow for new tasks.

11. Shortcut Keys

As with all Windows applications there are a number of key combinations which perform tasks as alternatives to using the mouse or drop down menu items.

Common among these the following can be used within Workbench:-


Ctrl+C – copies highlighted text to clipboard


Ctrl+V – pastes data from clipboard to application

NOTE for Quality Workbench Users
Some of the elements discussed in this document will not apply unless you have licensed them.  Where possible these will be highlighted as licensable areas and in red type.
Logging on to Workbench

Select the Workbench Icon from your desktop and double click to open the program.
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The “Login to Database” screen enables you to select the database you wish to work with and for you to login to that database.

Whether you are using the Workbench Login, or using the Windows NT login, you will first have to set up yourself as a registered Workbench user.  

From the Log on to Workbench Screen, select a database, for example, “Live” or “Sample”.
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Select the down arrow to select your database
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In the Login ID, enter “admin” login name and password “admin”.
Each database has a default “super user” whose login is “admin” and whose password is “admin”, and you will need to login as “admin” to begin setting up the system.

You will use this login to set up your own initial Personnel information.  

Once your Personnel information has been logged in the system, and access permissions granted, then you should log out of the “admin” account and log in as yourself, using that account to enter the system configuration defaults and any further Personnel information.  This will ensure that an accurate audit trail is created with the named people performing the tasks.
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This Log on to Workbench Professional Dialogue Box will depend on whether your system is configured to use Windows NT Authentication login or not.  

If your system is set to use Windows NT authentication, then the screen will ask you to select a database, but will tell you that you are using Windows Login and Password to access Workbench.

Depending on the configuration, you may be asked for a password to login in at this point as well, but you will use the same password as used to log in to your network account
By Default logging on using Windows Authentication will use a system license.  A system setting is now available to default this to a Limited Access, or Workgroup license.
You may also wish to limit license use by getting users to select “Limited Access” from the original Login Screen.  

When a user selects the File menu and Login from drop down list, they can Login as themselves but then select the limited access button by adding a tick to the box.  This utilizes the Workgroup License where available.
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The use of a Workgroup license will restrict users from accessing any of the module menu items, but will still have access to the File menu, Task and Notifications buttons and the Workbench Calendar.  
In addition, if external e-mail is implemented, responding via an e-mail message also uses a Workgroup license.

It is strongly recommended that you do not use the “admin” account for daily tasks, but for EMERGENCIES ONLY.

Navigation around Workbench
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The Module Icon Bar and the Module Menu Bar can be detached from the top area and can float on the screen.
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Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box.  
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Each task will have a light bulb, either yellow or grey to denote “read” or “unread”.

The status of each message will also be shown with an icon.
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Task is Outstanding




and can NOT be deleted.


Task is Overdue





and can NOT be deleted.

Task is Complete




and CAN be deleted.

Task has been Superseded



and CAN be deleted.

To help you navigate through Workbench you will need to become familiar with the drop down menus.
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File 


Where am I?


Who Am I?

 
Login to Database…


User Preferences…


View Issued Documents…



(Document Quick links)


Workstation Settings…


Exit

Modules

Audits

Customer Care

Document Control

Nonconformities

Personnel

ReportQuest

System Manager

Test and Calibration

Training

Help


Workbench Help


About Workbench

Select File menu item and view the options available.

“Where Am I?” will tell you which database you are currently in.

“Who Am I?” will tell you your login ID and what access rights you have, either as part of a template or if access is granted as an individual.

Choosing “Login to Database” allows you to select a different database and allows you to login if you are registered to use that database.

“User Preferences” will appear if you have been given access to that menu item.  In User Preferences you can change your password, set your screen display preferences, nominate delegates and determine your own local workflow settings for your own tasks and notifications as well as test your e-mail account.  Access rights can be also be set individually to most of the functions within this area.

“View Issued Documents” will allow you to view those documents that you have the rights to view and that have an Issued status.
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“Workstation Settings” allows you to personalize the startup options for your particular workstation, by pre-defining which database is selected, what your login details are, which server you can connect to and which language dictionary you want to use.  Once selected here, this defines what parameters are selected as you log on to Workbench.  This area will always be available to the end user, but some of the elements, such as the language dictionaries, may be set using the configuration setup on the main server, and may therefore be read only.  

The Automatically Login option will depend on the database settings set on the server AND if this area has been licensed.

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to allow users to set Workbench to default to using a Limited Access, or Workgroup license.
User Preferences

In the User Preferences menu item there are five tabbed pages available to all users individually.

Many of the settings will inherit the default settings as defined in the System Manager Module under the New User Settings found in the Workflow Configuration Centre.  These settings will apply to New Users entered into Workbench after these default settings have been created, and changes can be made by the individuals if the user permissions allow.  Access to the User Preferences menu item is controlled on an individual user or group basis under the System Manager Access settings. 

For users to be able to change their Password, access must be given to the User Preferences menu item. This will then give then the Password Tab where they can enter a new password.  Any constraints established in the system Manager module will be shown under the Password Details box.

Password Constraints are NOT available in Quality Workbench.
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Access to the next four tabs can be limited through the access settings, found in the system manager access menu, and is controlled as part of user permissions settings in Access menu in the System Manager module of Workbench.

If allowed, a user can test his own e-mail address, change the database language he uses for that database and change the way his document search lists are displayed.
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Forward external mail allows a user to nominate another user to receive ALL Tasks and Notifications that would be sent by the external e-mail system (if external e-mail is switched on).  All the tasks will be redirected to the e-mail box of the nominated user who will be able to respond to them, i.e. approve document etc, and sign for them as “on behalf of” using their own password.
Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*). Right-clicking on theses entries will then provide details of the user who undertook the action - for an example of this see Document Attributes | History in the Document Control module.

NB.  If mail attachments are sent via IntraVista Professional and are forwarded on to another user who subsequently carries out the action, the history entry will show that the action was carried out 'on behalf of' the original user.

If delegates are applied, then only those users who are defined as delegates will be available to select for forwarding external e-mail.

This forward external mail will stay in force as long as another users name is in the forward external mail box.  Remove the name from the box using the “Clear” button to stop external messages being sent to the nominated user.
Workload Manager

It is also possible to re-direct messages to a nominated delegate using the Workload Manager functionality.  This works in the same way that the forward e-mails works. Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*).  Right-clicking on theses entries will then provide details of the user who undertook the action.
Delegates
If access is allowed a user may nominate his own list of delegates, i.e. people who can act on [image: image48.png]Workstation Settings
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his behalf.  (This is a licensable area for Quality Workbench Users).
Workflow Settings
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Where the system administrator has granted access, then a user may also change the workflow settings inherited from the default settings.

Each user can select to use the Quick Launch facility, which shows the last documents (up to 10) viewed in the file menu.  

It is now possible to replace the default background screen, which shows the module name, and can now be replaced with a defined Website.  This can be anything from the company default Intranet site, the IntraVista search page, or any other web site. In the Workflow settings, under Display Options, select “Display Web page in Workbench main dialogue”, and the type the URL in the “Web Page Address dialogue.

“Only show count of outstanding tasks on task button” allows the control of the number being displayed in the “Tasks” button bar.  With this selected, only the number of outstanding tasks, those still to be completed, will be shown next to the Tasks button.
When a user logs in to Workbench they can decide, not only which module the system opens up in, but can also select to open the “Select document to view” screen to see, select and open a document.

Web Page settings
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The Web screen view can be controlled to show just the web page as defined by the administrator or an address bar can be added to allow users to change their web page URL themselves. Access to control this is given through the Workbench Configuration Centre settings. 
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Server settings

There are now a number of elements which will be set up at the time of installing Workbench on the server, and many of these can be configured for each individual database using the Workbench Configuration Manager.
There are a number of tab dialogue boxes within the Workbench Configuration Manager and although these will have been set or will default at the time of installation on the Workbench Server it is possible to adjust the settings at any time. 

Be aware that changes to any of these settings will require a restart of the services running on the server.
Tabs


Servers

Defines what servers are registered for Workbench use.  This also determines what Network domains are used where users authenticate with their network login.


Shared

This area defines the location of the system.ini file on the server, and the local QWCS.ini file.  Definition of the document indexing options and the shared admin program passwords are also part of the Shared Area page.

Aliases

Defines the location of the ReportQuest Database file, and allows the setup and configuration of additional database aliases. 


Licence

Licence details are defined in the Licences tab, when new or additional features are added to a Workbench system they will need to be licensed.

IVPro

This page defines the different page settings required for IVPro, whether Java Script or ActiveX is used to facilitate the use of Macros within documents and if IVPro will use the same language dictionary as Workbench.


Mail

The Mail tab allows for the configuration of the links to a mail service, either SMTP or Microsoft Mail.

Workflow Overrides

This allows for an overall change to ALL users and/or documents within a database.


Workbench Office

Defines where the Web Services are located for the Workbench Office links to Microsoft Office.
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One database can be selected to act as the master Personnel database, ensuring that people are entered only once but will appear in all databases.

Setting for using the Windows login capability need to be set here and is on a per database basis.
To stop all users from seeing a database remove the tick from the “Alias visible in Workbench Client” box.  This will not remove the database from the system, but hide it from users view.

Indexing can now include certain character formats which can be part of the document Title, User Reference or any other part of the document, and the required symbols or formats are defined n this tabbed screen.

If using IVPro, there are a number of settings available on the server.
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General Tab

Language (InterLingua) settings can be synchronised with Workbench dictionary for that specific database so that all users will use the dictionary used in Workbench.
Specify the number of documents presented in the document view page if IntraVista Pro.

You can also define what document column-order format appears as a default by identifying a user.  Other user’s view and column order in IVPro will be set to the same as that user.
Proactive Alias Tab

Decide if the database can been seen as an interactive database, allow or disallow viewing of draft documents, either through the doclist or docshow facility or even as a whole through the doc web portal.
Allow users to double-click with the mouse button to view documents or use double click depending on the document search routine.  This will allow the double mouse click to perform the action, for instance if the approve document filter is applied, then a double mouse click will invoke the approve document dialogue.
View-only Alias Tab

Allow users to see a view only version of the database, do not show documents of any status if they have a defined viewer list, and show only issued documents in the list.  (This will not allow users to approve draft documents as they will not be available.
NT Domains Tab

This tab allows older version users to select the ability to login to IntraVista Pro using their NT Domain login.  (IVPro has been able to synchronize with NT domain logins before Workbench Professional).

It is much better if the decision to use NT domain Logins is applied to both IntraVista Pro and Workbench Pro.
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The number of licences will also be identified within the licence file and it is possible from this page to reserve one of those licences so that the nominated person will always be able to log in to Workbench.  It will reduce the available licence count by one licence.

The license page shows which elements of the software are licensed for the system, where the license database is located, and how often the system checks for valid license activity.

When first registering Workbench a licence file XE "licence file"  will need to be imported.  This licence file, as supplied by Ideagen Software, will have all the relative elements licensed.  The file type to import is an .eql file and will be sent to users with the initial purchase.  Should further licences, or for Quality Workbench, further enhancements, be purchased then a new licence file must be imported.

The IVPro page defines where all the relevant settings and pages are set for the operation of IVPro.
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It also defines the default application for populating macros.  A Java Applet or a Signed ActiveX Control can be selected here.  It is always advisable, if using IVPro (or IntraVista) to make the server on which Workbench and IVPro reside as a Trusted Site, so that macros can be run, but with some higher level of security.

The language for the default dictionary can be defined here.  The Default Dictionary defines those screens and dialogues that are available before the user enters his login and password information.

If you wish IVPro users to follow the Workbench default language then this can be selected by ticking the box in Default Dictionary.  If you wish another language to be used untick the “Use same language as Workbench” box and select the required language from the drop down list.
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Setting the server to send Workbench mail, all mail is sent from the Workbench server rather than each individual client, and is set up in the mail section.  Mail can be sent using either as SMTP mail or Microsoft Mail, and can also be set to send e-mail tasks to IVPro clients users as well.

Lotus Notes users should set this to SMTP.
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For companies upgrading from earlier versions of Workbench, or for users wanting to change the way the current system works, certain elements can now be changed per database.  
For instance it may be necessary to have all documents encrypted, or to switch to using Windows login profiles for all users in a certain database.  This can be set in the Workflow overrides section.

The settings created at the server will be either system specific or database specific and changes will have serious effects on the way your system operates.

The language settings can also be defined centrally from the server so that all clients use the same terminology or language.
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Only qualified people should make the changes and a record should be kept of any changes made to these settings.

Workbench Office is an additional feature which allows an element of integration between Workbench and Microsoft Office applications such as MS Word, MS Excel, MS PowerPoint and to a limited extent MS Outlook.
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Workbench Office, with the aid of an add-in to MS Office, enables information about a document, stored with Workbench as document attributes, to be made available to an MS Office Application such as MS Word and embedded into the Word document.  

It also enables Workbench to check that certain features about the document are available and can be accessed through Workbench.
To ensure that Workbench Offices works, it requires the establishment of a Web Service, and this area defines where that Web Service resides on the network.  

The Web Service allows Microsoft Office with the Workbench Office add-in installed and Workbench SP1 to pass information between them that is both accurate and understandable to both applications.

Note:

Workbench Office and all of its features require the Web Service to be set up in the Configuration Manager, the Workbench Office add-in to be installed on each client for the system to work and will only work with MS-Office 2007 XE "MS-Office 2007"  or above.
Each document can be then configured to make use of these features through the workflow settings for that document.

System Manager
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This section will enable you to configure the software to reflect your company structure, as it will appear throughout Workbench.  You will decide on those areas you want to define as Corporate, and those areas you would allow users to modify and configure to their own preferences.

You will define the policy on Passwords, set inactivity period, default module settings and new document business rules.
You will also cover the main system access structure for security and user access to the system and the configuration and use of the “Personnel Groups” templates.

Configuring the system

Be aware!!!  Setting up and configuring Workbench such as creating departments, and establishing the user defined areas, is a task for one person at a time.  Once this information is in place then many people can be involved in the use of the system. 

Unlike previous versions of Workbench and Quality Workbench, the new version now incorporates the ability to configure most of the system to work for “Corporate” or default rule settings and therefore a much more controlled environment for end users.  Certain elements, such as document control, have expanded to incorporate the storage of documents which do not need the same strict levels of control as others.

Many configurable elements can now be set from the server.  (See Server Settings).

These include the ability for users to automatically log in to an individual database using their Windows login and password.  USERS MUST BE SET UP CORRECTLY IN THE PERSONNEL MODULE, where their Workbench login ID MUST be the same as their Windows Login ID.

In the past, configuration of each module was performed from within the module.  

Many of these setting are now defined within the System Manager | Configuration |Workbench Configuration Centre settings.

You may need to implement these settings as an administrator either as “admin” or with full administrator rights.

These settings, once established, will now operate throughout all modules as system defaults, but may be changed at local/item level if you wish them to be changed.

Many of the settings are new so it is worth spending some time going through these settings.

The system divides these settings into 5 Tab areas:-

Workflow settings 

Tasks 

Notifications 

Module Settings

History

Each of the first four areas has a subset of settings as defined in the tables below.

Permission to view and amend these settings can be granted to an individual through the Access settings in the System Manager module.
Workbench Professional allows these Access settings to be assigned to a group of users.

It is VERY important that the decisions regarding these settings are taken before starting to build a new database.

For those users upgrading from an older version of Workbench the settings in this area will mirror those in the older version and any new settings will be switched off by default.

In addition, some settings, especially in Document Workflow, can now be set per database, but can be switched on or off so that each document can have its own set of rules. 

(For a detailed description of Document Workflow settings see the Document Control Administrator Notes).

Remove the tick (() from the column on the right will de-activate the selected item.  This can be accomplished either by double clicking the item line or deselecting the box at the bottom of the dialogue screen.  
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Where a value is required, type this in the box that appears at the bottom of the dialogue screen.

To view all the settings, select the “Expand all workflow settings” at the top left of the Workflow Settings screen.

Where there are sub sections for an item in the settings they will be indicated with a [image: image11.bmp] plus sign.

To expand a section of the settings grid, click on the [image: image12.bmp] plus sign symbol.

NOTE: Configuring Configuration Settings is usually a task carried out as “admin”.  Once configured it is possible to “hide” the admin account details from other users who have access to the System Manager and Personnel Modules so that changes cannot be made to the admin account.
Workbench Configuration Centre settings

Elements in Red are licensable areas for Quality Workbench Users and will NOT appear in the Quality Workbench Configuration list unless licensed.

	New User Settings

	
	Send Tasks to Self
	

	
	Send Confirmation notifications to self
	

	
	Display Options

	
	Display Tool Tips
	

	
	Display Status Bar
	

	
	Display a WEB page in Workbench main dialogue
	

	
	WEB page address
	

	
	Only show count of outstanding tasks on task button
	

	
	Default Module
	

	
	Show “View Document” dialog when logging into Workbench
	

	
	Use document quick launch facility
	

	
	Number of links to most recently viewed documents
	

	
	Use windows login profile for sending Microsoft mail messages
	

	
	Use DocLists for document classification and filtering
	

	
	Automatically delete completed tasks
	

	

	System Wide Settings

	
	Inactivity disconnection period (minutes)
	

	
	Inactivity warning period (minutes)
	

	
	Apply Workbench inactivity settings to user specified for reserved licence
	

	
	Track inactivity in Workbench whilst editing docs
	

	
	Add notes to external messages
	

	
	Display job title in QWCS.ini
	

	
	Hide “admin” account for System and Personnel modules
	

	
	System wide web page settings
	

	
	
	Default web page address
	

	
	
	Allow web page address override
	

	
	
	Show web page address bar
	

	
	Password Configuration
	

	
	
	Restrict number of login attempts
	

	
	
	Number of login attempts allowed
	

	
	
	Other Password settings
	

	
	
	
	Force password change
	

	
	
	
	Days between password changes
	

	
	
	
	Password must contain letters and numbers
	

	
	
	
	A minimum length password is required
	

	
	
	
	Password minimum length
	

	
	
	
	Allow password re-use
	

	
	
	
	Number of password changes before allowing same password
	

	
	
	Additional password requirements
	

	
	
	
	Require password when raising a change request
	

	
	
	
	Require password when issuing a document
	

	
	
	
	Require password when responding to a review
	

	
	
	
	Require password when updating or completing a training course
	

	

	
	Module Settings

	
	
	Audit Settings

	
	
	
	Audit user reference must be unique
	

	
	
	
	Pre-populate NCR with audit details
	

	
	
	
	Duplicate Initial NCR UDA details to subsequent NCRs  for the same audit
	

	
	

	
	
	Customer Care Settings XE "Customer Care Settings" 

	
	
	
	Allow base sign-off list to be set at assessment
	

	
	
	
	Automatically add complaint reporter to sign-off list
	

	
	
	
	Complaint description required when reported
	

	
	
	
	Complaint user reference must be unique
	

	
	
	
	Use customer care business rule(s)  Multiple Rules in Workbench Professional
	

	
	
	
	Show users to whom tasks and notifications are sent
	

	
	
	
	Show complaint summary and description in external mail
	

	
	
	
	Display “Reject” button in “Assess Complaint”
	

	

	
	Document Control Settings XE "Document Control Settings" 

	
	
	Allow document retention XE "document retention"  period to be changed
	

	
	
	New Document change requests
	

	
	
	
	Approval required for new document change requests
	

	
	
	
	
	Approver of new document change request
	

	
	
	
	Default new document change request actionee
	

	
	
	
	Can change actionee when raising a new document change request
	

	
	
	Can only raise CRQs against issued documents
	

	
	
	Document title must be unique
	

	
	
	Include document title in temporary filename when viewing documents
	

	
	
	Document user reference must be unique
	

	
	
	Include document synopsis in external e-mails
	

	
	
	Include IVPro link for all external mail
	

	
	
	Use document control business rules
	

	
	
	Track Document Viewing statistics
	

	
	
	Do not prompt users to delete source document
	

	
	
	
	Automatically delete source document
	

	
	
	Document Creation

	
	
	
	Import document
	

	
	
	
	New document based on master template
	

	
	
	
	New document based on existing document
	

	
	
	
	
	Copy workflow settings from base document
	

	
	
	
	
	Copy access lists from base document
	

	
	
	
	
	Copy keywords from base document
	

	
	
	
	
	Copy document references from base document
	

	
	
	
	
	Copy user defined analysis from base document
	

	
	
	
	
	Copy associated courses from base document
	

	
	Allow importing of documents from other databases
	

	
	
	Log in to other database as admin (current user if unchecked)
	

	
	
	
	Only show documents that all users can view
	

	

	
	Nonconformity Settings

	
	
	Automatically add nonconformity reporter to sign-off list
	

	
	
	Calculate target date automatically
	

	
	
	Number of days added to NCR date reported for target date
	

	
	
	Send a warning to the owner for incomplete NCRs
	

	
	
	Number of days after NCR reported before warning is sent to owner
	

	
	
	Use nonconformity business rule(s)  Multiple Rules in Workbench Professional
	

	
	
	Show users to whom task and notifications are sent
	

	
	
	Show NCR Description in external mail
	

	
	
	Nonconformity user reference must be unique
	

	
	
	Display “Reject” button in “Assess Reported Nonconformity”
	

	
	
	NCR “Severity” is mandatory field
	

	
	
	Allow remote NCR import
	

	
	
	NCR “Customer/Contact” is mandatory field
	


	
	
	

	
	Test and Calibration Settings
	

	
	
	Number of days before test start date that task is sent to tester

	

	
	
	


	
	Training Settings
	

	
	
	Allow changes to User Defined Analysis when completing a course
	

	
	
	Number of days before course start date that task is sent to trainer
	

	
	
	Number of days before course start date that tasks are sent to attendees
	


	
	Workbench Office
	

	
	
	Password requirements for exporting documents out of Workbench
	

	
	
	
	A minimum length password is required
	

	
	
	
	
	Password minimum length
	

	
	
	
	Password must contain mixed case characters
	

	
	
	
	Passwords must contain letters and numbers
	

	
	KnowledeWorker Integration
	

	
	Web Service Address URL
	

	
	Server Repository
	

	
	Username
	

	
	Password
	

	
	Solus Web Service Adress URL
	

	

	New Document Business Rule Settings

	
	Document Attributes

	
	
	Number of years that a document must be retained
	

	
	
	Workbench Questionnaires
	

	
	
	
	Use Workbench Questionnaires
	

	
	
	
	Number of random questions to ask? (0=all questions will be asked)
	

	
	
	
	Number of correct answers required? (0=all questions must be answered correctly)
	

	
	
	Advanced document attributes

	
	
	
	Encrypt document during transmission


Licensable area
	

	
	
	
	Enable macro file population in IntraVista and IVPro
	

	
	
	
	Parse document in IntraVista
	

	
	
	
	Convert documents to PDF Format



Licensable area
	

	
	
	
	
	Retain previously issued versions in PDF format (if applicable)
	

	
	
	
	Make document read-only when viewing
	

	
	
	
	Workbench Office for Microsoft Office

	
	
	
	
	Use Workbench Office for Microsoft Office?
	

	
	
	
	
	
	Protect document?
	

	
	
	
	
	
	
	Allow all users to copy and paste?
	

	
	
	
	
	
	
	Allow all users to print?
	

	
	
	
	
	
	
	Allow all users to print preview?
	

	
	
	
	
	
	
	Allow all users to save and send?
	

	
	
	
	
	
	
	Allow all users on the edit list to view this document unprotected?
	

	
	
	
	
	
	
	Password protect save and send?
	

	
	
	
	
	
	Require add-in in order to view document
	

	
	
	
	Auto-increment document revision
	

	
	
	
	
	Major revision increment
	

	
	
	
	
	Minor revision increment
	

	
	
	
	
	Default edit severity
	

	
	
	
	Solus Offline Synchronisation

	
	
	
	
	Allow document to be synchronised
	

	
	
	
	
	Document validity period
	

	
	
	
	
	Document validity period units
	


	
	Document Processing Flow

	
	
	Document Approval

	
	
	
	Document approval process




Licensable area
	

	
	
	
	Allow approving of document without viewing
	

	
	
	
	Display warning if approving without viewing
	

	
	
	
	Require a reason for approval
	

	
	
	
	Use ordered approval lists
	

	
	
	Document Issuing

	
	
	
	Require formal issue process



Licensable area
	

	
	
	
	Allow override of distribution options at issue
	

	
	
	Distribution Options

	
	
	
	Notify users of new issue
	

	
	
	
	Acknowledgement required
	

	
	
	
	Allow acknowledgement of receipt without viewing
	

	
	
	
	Display warning if acknowledging receipt without viewing
	

	
	
	
	Allow change of document receipt on behalf of users with logins
Licensable area
	

	
	
	
	Retain previous issued versions
	

	
	
	Document Changes

	
	
	
	Edit document content
	

	
	
	
	Can be edited by all users




Licensable area
	

	
	
	
	Require content change request



Licensable area
	

	
	
	
	Warn user if they attempt to modify document content assigned to other actionees
	

	
	
	
	Require document attributes change request

Licensable area
	

	
	
	
	Change request approval process



Licensable area
	

	
	
	
	Change request requires approval from all approvers
	

	
	
	Document withdrawals

	
	
	
	Withdraw document
	

	
	
	
	Withdrawal requires approval from all approvers
	

	
	
	Document Viewing Options

	
	
	
	Allow all users to view the issued document
	

	
	
	
	Allow all users to view the draft document
	

	
	Reviews

	
	
	Allow change of responsible person when maintaining reviews
	

	
	
	Allow subset of review list when starting a review



	

	
	
	Combine the review close and complete functions



	

	
	
	View rights for review responses
	

	
	
	Require scheduled reviews





Licensable area
	

	
	
	Review period







Licensable area
	

	
	
	Review period units






Licensable area
	

	
	
	Recalculate start date of scheduled reviews waiting start when period or units change
	

	
	
	Recalculate start date of scheduled reviews when document is re-issued
	

	
	
	Calculate start date of scheduled review based on first issue date.
	

	
	Annotations
	

	
	
	Allow annotation of document when raising a change request
	

	
	
	
	Annotate original format of document (e.g. Word) if converted to PDF
	

	
	
	Allow Annotation of document when reviewing
	

	
	
	
	Annotate original format of document (e.g. Word) if converted to PDF
	

	
	
	Allow annotated document to replace draft document when being edited
	

	
	
	
	

	
	
	
	


Tasks Page
Further to those workflow settings, you can decide, again on a corporate basis, which tasks and notifications will be sent to users.  These can be fine-tuned at the user level as well, if allowed.

The notifications changes will affect both the external mail messages AND the internal notifications, but Tasks will ALWAYS be sent to the internal task box.  

You can NOT switch Tasks off internally.

To prevent a task or notification being sent, remove the tick (() from the column on the right hand side of the screen, by either double clicking or deselecting the box at the bottom of the dialogue screen.

For Quality Workbench Users this following setting is a Licensable Area.

	Tasks (This only stops External e-mail messages being sent)

	Audits

	
	Please run Audit
	

	Customer Care

	
	All CAs completed –Complaint ready for final review
	

	
	Please accept complaint * (Text may vary depending on the context in which it is used)
	

	
	Please accept transfer request for complaint action
	

	
	Please assess complaint
	

	
	Please process complaint
	

	
	Please process complaint action
	

	
	Please sign-off complaint
	

	Document Control

	
	Added to distribution list for document. Please acknowledge receipt
	

	
	Change request approved. Please create new document
	

	
	Document issued. Please acknowledge receipt
	

	
	Please action approved change request
	

	
	Please approve change request
	

	
	Please approve document
	

	
	Please approve unassigned document
	

	
	Please close/stop review*
	

	
	Please edit document*
	

	
	Please issue document
	

	
	Please process review*
	

	
	Please respond to review for document
	

	
	Please respond to unscheduled review request of document
	

	
	Please start review of document
	

	
	Please withdraw document
	

	
	Review of document closed. Please complete
	


	Nonconformities

	
	All CA’s Completed – NCR ready for final review
	

	
	CA for NCR abandoned and requiring sign-off
	

	
	CA for NCR completed and requiring sign-off
	

	
	CA Rejected. Please re-assign corrective action for NCR
	

	
	Please assess Nonconformity
	

	
	Please assign actions for NCR
	

	
	Please sign off NCR
	

	
	Process corrective action for NCR
	

	Test and Calibration

	
	Please run test assigned to equipment
	

	Training

	
	Please attend course
	

	
	Please run/complete course
	

	


Notifications Page

	Notifications

	Audits

	
	Audit is now scheduled for
	

	
	Audit scheduled
	

	
	You are no longer responsible for audit
	

	
	You have been assigned as an auditee on audit due
	

	

	Customer Care

	
	Complaint accepted at sign-off stage by
	

	
	Complaint action accepted
	

	
	Complaint action assigned to another user
	

	
	Complaint action completed
	

	
	Complaint action overdue
	

	
	Complaint action rejected
	

	
	Complaint action transfer request accepted by
	

	
	Complaint action transfer request rejected by
	

	
	Complaint assessed and accepted by
	

	
	Complaint assessed and rejected by
	

	
	Complaint escalated to highest response band
	

	
	Complaint escalated to response band
	

	
	Complaint overdue
	

	
	Complaint rejected at sign-off stage by
	

	
	Complaint reported
	

	
	Complaint sent for sign-off
	

	
	Complaint severity changed to
	

	
	Complaint severity cleared
	

	
	Complaint sign-off complete
	

	
	Complaint transfer request accepted by
	

	
	Complaint transfer rejected by
	


	Document Control

	
	Added to distribution list for document
	

	
	Change request actioned
	

	
	Change request approved completely
	

	
	Change request approved on your behalf by
	

	
	Change request assigned by
	

	
	Change request assigned for by
	

	
	Change request assigned on your behalf by
	

	
	Change request marked as done by
	

	
	Change request marked as done for by
	

	
	Change request marked as done on your behalf by
	

	
	Change request overdue
	

	
	Change request rejected
	

	
	Change request rejected on your behalf by
	

	
	Change request reopened by
	

	
	Change request reopened for by
	

	
	Change request reopened on your behalf by
	

	
	Change request unassigned by
	

	
	Change request unassigned for by
	

	
	Change request unassigned on your behalf by
	

	
	Changes to document since last issue undone
	

	
	Content CRQ approved, but document does not allow editing
	

	
	Description of change request modified
	

	
	Document approved on your behalf by
	

	
	Document submitted for training
	

	
	Document issued
	

	
	Document marked ready for approval
	

	
	Document rejected
	

	
	Document rejected on your behalf by
	

	
	Document training has been completed
	

	
	Document withdrawn
	

	
	Draft document deleted
	

	
	Removed from distribution list for document
	

	
	Request for unscheduled review of document rejected
	

	
	Review of document closed
	

	
	Review of document complete
	

	
	Review of document purged
	

	
	Review of document withdrawn
	

	
	Scheduled review due to start – document is currently undergoing change
	

	
	Unassigned document marked ready for approval
	

	
	Withdraw CRQ approved, but document does not allow withdrawal
	

	
	You are no longer responsible for document review
	

	
	You are now responsible for document review
	

	

	Nonconformities

	
	CA for NCR accepted by
	

	
	CA for NCR completed by
	

	
	CA for NCR rejected by
	

	
	CA for NCR signed of as abandoned
	

	
	CA for NCR signed off as accepted
	

	
	CA for NCR sign-off declined by
	

	
	Corrective Action for Nonconformity overdue
	

	
	Corrective Action for Nonconformity target date changed
	

	
	Days have elapsed since reporting NCR and it is still outstanding
	

	
	Nonconformity assessed*
	

	
	Nonconformity overdue
	

	
	Nonconformity reported
	

	
	Nonconformity severity cleared
	

	
	Nonconformity severity level changed to
	

	
	Nonconformity signed off/rejected*
	

	
	Nonconformity target date changed
	

	
	You are no longer responsible for Corrective Action on NCR
	

	
	You are no longer responsible for NCR
	

	
	You have been assigned as the owner of NCR
	


	Test and Calibration

	
	Status of equipment changed
	

	
	Test assigned to multiple equipment items
	

	
	Test due on equipment item
	

	
	Test schedules assigned to equipment item
	

	
	Tester assigned to test xxx on yyy has been changed
	

	
	You are no longer responsible for test xxx on equipment
	

	
	You have been assigned as tester for test xxx on equipment
	

	

	Training

	
	Course start date has changed
	

	
	You are no longer required to attend course
	

	
	You are no longer trainer for course
	

	
	You have been assigned as trainer for course
	

	
	You have been booked on course
	

	

	Workbench(admin)

	
	User locked out of database
	

	


Module Settings is where the user-defined actions are now initiated, and a corporate approach to display settings can be defined.  In addition, if the clipboard is used to transfer data from the database to documents, then the settings are found here.
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If no access is given to users to change these settings at an individual level, then the settings defined here will act as the default.

User-Defined Actions

User-Defined Actions is a licensable area and allows a button to be defined in certain modules which, when pressed will activate a nominated application outside of Workbench.  This could be used for instance in Customer Care module to activate a word processor application to create a “Letter of acknowledgment” to the customer.

Setting up a user-defined action

1 From the Configuration menu in the System Manager module, choose Workbench Configuration Centre. 
2 Select the Module Settings page. The User-Defined Action options are at bottom right.

3 Select the required Module from the drop-down menu.

4 Click in the Enabled check box to activate the UDA button when set up.

5 In the Button label field enter a name for the button.

6 In the Button command field, select (using the Search button) or enter the command to be executed when the button is clicked. 

7 Click Apply when you have configured the shortcut exactly as you want it.

If you have checked the Enabled check box and wish to see where and how the action button will work, go to the relevant Customer Care, Document Control or Nonconformities menu and call up the Process Corrective Actions dialog (Document Attributes in the Document Control module). Select any complaint / Document / NCR and the labelled button will appear on the right hand side of the first page of the respective dialog (Complaint in Customer Care, NCR Details in the Nonconformities module). The Document Control button will appear at the bottom of any Document Attributes dialog, next to the Help button. The button will be labelled as per the Button label field. Click on it to make sure it takes you to the file / program / template you intended.

Departments

Build the company departmental structure here.  The entries made here will be reflected throughout the database in every aspect where departments are referenced.
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During the course of time, many changes will take place include the re-organising or renaming of departments.  Workbench holds a complete and detailed archive of all the system, and deleting a department that is linked to historical or archived data is not allowed.  To enable users to select just the current information then the redundant department name can be hidden from view using the “Hide Department” selector.
Personnel Groups (Licensable area)

We will deal with this area after we have entered some people.

Priority

In Workbench, tasks can be prioritised by the actionee; this is done when viewing the full list of tasks revealed by clicking on the Tasks button on the main tool bar.  Although the actual prioritisation of tasks is done by the individual actionee, the levels of priority are system-wide and are set up by the system administrator.

Personnel Module

[image: image13.png]



A department structure should already have been entered into System Manager before Personnel can be entered, so that staff can be allocated to a department.

Titles
Enter the titles (Mr. Mrs. Dr. Miss etc.) to be used for members of Personnel.

Personnel Details
From the Record Menu select Personnel…
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...then select New.
In the next screen, there are two mandatory fields to be completed for each member of personnel.  Each person who requires anything to do with Workbench must be entered into the system.

Surname and Personnel ID must be completed.  Personnel ID MUST be unique and can never be used again as the history for that person is always kept in the system and is inextricably linked to the ID.

Enter a Login ID and allocate a password if the person is to have any access to Workbench, IntraVista/WebViewer or IVPro.
It would be sensible at this stage to define a default password, such as “Ideagen” or “password”, and insist that the user changes it when they first log on to Workbench through the Users Preferences dialogue.  (See Password Management for Workbench Professional).
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If you wish to use external mail for the communication of messages to individuals, the “Mail Information” must be completed.  The e-mail data relevant to each individual should be obtained from your IT department.

Personnel Replication Utility (See Configuration Manager settings)
For organisations using multiple databases there is an additional feature of designating one database as the “Personnel Master” database, and all other databases will use the personnel information from this master database.
The Populate DBs button denotes that this database has been nominated as the Master Database and all other databases can use the Personnel created in this database.

Active Directory Synchronisation Utility
For those organisations wishing to take advantage of the integration with MS Windows Active Directory, there is a utility which will import and keep up to date the personnel held in Active Directory.  For more details contact the Ideagen Support Line.

Adding an attachment to a Personnel Record (Licensable area)
Using the attachments capability, external documents such as scanned documents of qualifications and certificates can be added to the person’s record.
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Activate the “attachment” button on the screen.

Selecting the “New” button in the middle area of the screen activates the lower screen, where the attachment or file detail can be entered. This will also activate a hidden button which allows current Workbench Documents to be attached using the attachments capability.
Search for the relevant file, give it a title, and select the save button.  

Add as many attachments as required.

Personal Workflow settings

When creating a new user it is possible at this stage to define that user’s personal workflow settings. Whether that user can change them or not will depend on the Access defined by the system administrator and set up in the Workbench Configuration Centre.

[image: image69.png]8] Workbench &ﬁgummm (Workbench 11 o=

Sorvers | Share | Afas | Licerce | VPt | Mol | Warkion Ovrides Waikbenh Ofice |

Location

Webservics Timeout [5 secands

IntsaVista Domain Name.

|| Please ente the ocaton o the Workbench Dfice webservice. Locaton addiess st end with “Zwsd”

oK

Close

Apply

Languages.





If you wish the user to have a different set of Workflow Settings than the default set in the Configuration Centre, but don’t wish the user to change them himself, select the Workflow settings tab here and make the necessary changes.  Further changes can only be made in the individuals account after this point.
User defined analysis

User defined analysis fields allow you to create additional areas to record information about members of personnel.

To help you get started complete the following form with details of 6 members of staff: -

	Field
	1
	2
	3
	4
	5
	6

	Personnel ID *
	
	
	
	
	
	

	Login ID
	
	
	
	
	
	

	Password
	
	
	
	
	
	

	Title
	
	
	
	
	
	

	Surname        *
	
	
	
	
	
	

	First Name
	
	
	
	
	
	

	Initials
	
	
	
	
	
	

	Date start
	
	
	
	
	
	

	Date left
	
	
	
	
	
	

	Job Title
	
	
	
	
	
	

	Notes
	
	
	
	
	
	

	Department
	
	
	
	
	
	

	Reports to
	
	
	
	
	
	

	Mail
	
	
	
	
	
	


The Personnel ID field must be unique and can never be changed.

(*Personnel ID and Surname are mandatory fields).

Leave the Workflow Settings set in the Workbench Configuration Centre as the default.

YOU MUST NOW RETURN TO THE SYSTEM MANAGER MODULE TO COMPLETE THE REST OF THE INFORMATION AND TO SET UP GROUPS AND ACCESS LEVELS.
Set User Access Menu


Templates (Licensable area) see Consider Templates
Now that a company structure and personnel structure are in place, we can determine who can perform what tasks within Workbench. In the System Manager module under the Access XE "Access"  menu select the Set User menu item.


To determine who can perform what functions within Workbench, the setting of user access will allow each user to have their own customised menu structure.  In Workbench Professional this can be done using templates to make the management of people easier.

Select a member of personnel from the list and double click.

This will present you with the screen showing the tree of levels of Workbench menu items.  The default is NO ACCESS.  Press “Grant all”.  Double click on the padlock icon at the left-hand side and the display expands to: -

The modules

The header

The menu

The dialogue with options (R, C, U, and D)
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Expand each module by double clicking on the padlock, and select which menu items you wish the user to have.  You must grant permission at the higher level before you can grant permission at a lower level, so follow the tree structure until the “Granted Access” tick box becomes available.

Where a “padlock” is showing, there is another level below that one.  The Key symbol shows the lowest level
Consider Templates (Licensable area)

Is there a group of people who need the same access levels?

From the Access menu select Template.  The ID is a mandatory field and cannot be altered or used again, but the name of the template can be changed.  
[image: image70.png]User Preferences for bow001

Prsferences | Delegates Workfiow Setings | Persanal History

Personal Warkflaw Settings
¥ Expand ol workflow settings

) Personal
Send tasks to self
Send confimation natfications ta self
5 Display Dptions
Display tool tps
Display satus bar
Display & WEB page in Woikbench main didog

Orly show countof outstanding tasks on task button
Default machle
Show "View Document” dilog when logging into Workbench

Use document auick launch facily
Nurmbe of ks to most recently viewed documents

Use windaws lagin profle fo sending Microsoft mal messages
Use DacLists fordocument classifcation and fiteing
Automatiall delete conpleted tasks

ideagencouk

Seting value [ideagen.co.uk

v
v
v

Cancel

Apply





[image: image71.png]User Preferences for bow001

Prsferences | Delegates Workfiow Setings | Persanal History

Personal Warkflaw Settings
¥ Expand ol workflow settings

) Personal
Send tasks to self v
Send confimation natfications ta self

5 Display Dptions

Display tool tps v
Display satus bar v
Display a WEB page in Woikbench main didog
WEB page address
Orly show countof outstanding tasks o task button

Default machle

Show "View Document” dilog when logging into Workbench

Use document auick launch facily
Nurmbe of ks to most recently viewed documents 0

Use windaws lagin profle fo sending Microsoft mal messages
Use DacLsts fordocument classiication and fitering

7 Uss this wokllow seting?

oK Cancel Apply





To select staff to be part of this access template highlight the name on the left (use “shift” or “ctrl” key to select more than one person), and use the double arrows in between the two lists to move them from left to right.

You should now create a template, and using this template, allocate access to a group of your staff by selecting the access button and completing the access structure as defined above.

You can create a new template, based on one you have already created, by selecting the based-on field, which will show the templates already created.
 Note:

Each member of staff can be a member of only ONE access template.  If they have INDIVIDUAL access rights, then they are not available for inclusion in a template.

Your name should not be on the list of people available for inclusion in an access template.

If you want to include somebody in a template, but their name does not appear on the list of names available in the left hand column, either they are a member of another template or have access rights granted to them individually.

To make them available you must first remove whatever access level they have.  If they have individual access, go to the “Set User” menu, select the persons name from the list, double click, and make sure that “Workbench” is highlighted.

At the bottom of the dialogue screen uncheck the “Granted Access” box.

To help create a template there is a complete list of all the areas, menus, sub-menus and dialogue boxes at the end of this document.
User Logins
Select “User Logins” menu item, from the System Manager menu.  

Change User Password enables you to allocate a new or system password where a user has forgotten their password.
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Restore Locked out User (Licensable area)

Where password management has been implemented and users have a limited number of attempts to login, then they will be locked out of trying to access the database until that permission has been restored.


The “Restore Locked Out User” menu item displays users that have been denied access to the system and allows them to be restored. 



Assign Delegate Users (Licensable area)

If required, each member of staff can nominate suitably qualified people to act on their behalf within the document control module of the software.  Those delegates can be nominated by the individual user, or if preferred, delegates can be pre-defined as part of the set up and configuration of the software by the system administrator.
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Nominated delegates will be able to approve documents on behalf of, and approve change requests for, if access to the correct menus items has been given.

When accessing the relevant menu item (Approve Document for….etc.), then the delegate will only see a list of personnel who have nominated them as a delegate.

It is possible to allow ALL users to act as a delegate for this individual by selecting the tick box at the top of the dialogue box.

Note: The assigning of delegates is a licensable area for Quality Workbench users.
Configuration of Groups (Licensable area)

Groups are very important when managing people and documents. As an individual is added to or removed from a group, then all documents, business rules, notification and task lists, in fact wherever groups are used, the names list will be updated without having to visit each document or list in turn.

Personnel Groups

You are able to define groups for those people who will have similar documentation, require the same notification and who will be included in the same action groups.  

For example all managers may be included in one group, and selecting that group Workbench will notify all the managers in that group, saving the requirement to select each manager individually.


The management of people moving between departments, joining or leaving the company, will be made much easier if the use of personnel groups has been implemented.
For example, if a member of staff moves from one department to another, their name would need to be removed from all the documents used by the first department, and added to those documents they will need in the new department.
Without the use of groups it would mean going in to the list for each individual document and removing that person’s name.  With say 50 documents involved in each department that would involve altering the lists for over 100 documents.

Using groups, removing the person’s name from one list and adding it to the other list involves just 2 changes and all the document lists are automatically updated.
Workbench can even send out messages to the user that they are no longer involved with the first set of documents and have been added to the new lists for the new documents.

Reassign Responsibility (Licensable area)

This allows a user to be replaced by other users throughout the system in all the Personnel lists, templates and wherever the “current user” appears.  Each area where the current user has specific tasks or is in nominated lists is shown and a replacement user can be selected to have the task reassigned to them.  In certain areas, the current user can simply be removed from the list.  

This saves time in going through all of Workbench and finding out where a user is involved and replacing that user with the new one.  The system will allow the replacement of the current user with no one (remove them) but where there are specific tasks or responsibilities outstanding, then a replacement must be nominated.


Note: The user will not be replaced as an Approver for any documents or Change Requests where the document or change request is currently undergoing approval.  The user will also remain on the sign-off lists of complaints and NCR’s, if those actions are in the middle of the sign off process. These tasks will need to be completed by the leaving user, or on his behalf, before replacement can be completed.

Reports

There are a number of reports available from the System Manager and Personnel Modules.

In the System Manager module the reports are:

Groups

Groups History
Access

By Personnel

By Template

Show Users in Template
Locked Out History

These reports and the results displayed will be governed by the individuals access rights, in other words, if they cannot see information normally in Workbench (e.g. document View rights), then they cannot report on it.

In the Personnel module the reports are:

Summary…

Dates…

Organisation…

Details…

Mail Details…

Personnel Access Report

To print out a report of the access rights for an individual, select “Access By Personnel” from the Reports menu.  Highlight the individual names you require from the list on the left, and move them to the right of the screen.



For a list of people and the group’s they are in, select the Groups report from the Reports menu.

Select the personnel from the left hand column and move to right hand column, decide on the order and grouping of the results then select the OK button.
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	1
	2
	3
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	Workbench 
	
	
	
	


	Audits Module
	
	
	
	

	

Audit menu header
	
	
	
	

	


Template menu item
	
	
	
	

	


Schedule menu item
	
	
	
	

	


Edit menu item
	
	
	
	

	


Run menu item
	
	
	
	

	


Check out menu option
	
	
	
	

	


Check in menu option
	
	
	
	

	


View Audits menu item
	
	
	
	

	

Settings menu header
	
	
	
	

	


Audit Types menu item
	
	
	
	

	


Assessors menu item
	
	
	
	

	


Clients and Customers menu item
	
	
	
	

	



Customer Routines dialog
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Contact Routines dialog
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Suppliers menu item
	
	
	
	

	



Supplier dialog
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Audit Results Description menu item
	
	
	
	

	



Edit Audit Results Description dialog
	
	
	
	

	




R
	
	
	
	

	




C
	
	
	
	

	




U
	
	
	
	

	




D
	
	
	
	

	


Category Library menu item
	
	
	
	

	


Checklist Library menu item
	
	
	
	

	


User Defined Analysis menu item
	
	
	
	

	



UDA for Audits menu item
	
	
	
	

	



UDA for Suppliers menu item
	
	
	
	

	

Reports menu header
	
	
	
	

	


Audit Template menu item
	
	
	
	

	



Audit Detail Report menu item
	
	
	
	

	



Audit Checklist Report menu item
	
	
	
	

	


Planned Audits menu item
	
	
	
	

	



Audit Detail Report menu item
	
	
	
	

	



Audit Summary Report menu item
	
	
	
	

	



Audit Checklist Report menu item
	
	
	
	

	


Running Audits menu item
	
	
	
	

	



Audit Detail Report menu item
	
	
	
	

	



Audit Summary Report menu item
	
	
	
	

	



Audit Checklist Report menu item
	
	
	
	

	


Audit Results menu item
	
	
	
	

	



Audit Detail Report menu item
	
	
	
	

	



Audit Summary Report menu item
	
	
	
	

	
	1
	2
	3
	4

	
	
	
	
	

	


Not Audited menu item
	
	
	
	

	



Departments menu item
	
	
	
	

	



Category menu item
	
	
	
	

	


Audit Schedule menu item
	
	
	
	

	


User Defined Reports menu item
	
	
	
	


	
	1
	2
	3
	4

	Customer Care Module
	
	
	
	

	

Complaint menu header
	
	
	
	

	


Report Complaint menu item
	
	
	
	

	


Report Assessed Complaint menu item
	
	
	
	

	


Quick Complaint Wizard menu item
	
	
	
	

	


View Complaint menu item
	
	
	
	

	

Control menu header
	
	
	
	

	


Edit Complaint Description menu item
	
	
	
	

	


Assess Complaint menu item
	
	
	
	

	


Change Complaint Severity menu item
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Server settings
17

Servers
17

Set User
45

Setting up a user-defined action
37

Settings
67

Settings menu
53, 55, 59, 61, 68

Shared
17

Shortcut Keys
6

Signed ActiveX Control
22

SMTP mail
23

Speed Buttons
6

super user
7

System Manager
26, 50

System Manager | Configuration |Workbench Configuration Centre
26

System Manager Module
65

System Wide Settings
28

T
Tab Key
5

Task and Notification Icons
6

Task Bar
9

tasks
6, 8, 9, 11, 23

Tasks
6, 13, 26, 32

Tasks Page
32

Templates
44

Test and Calibration
32, 35

Test and Calibration Module
66

Test menu
66

tick symbol
5

Titles
39

Traceability menu
66

Training
32, 35

Training menu
68

Training Module
68

Training Settings
30

Transfer menu
55

U
User defined analysis
42

User Logins
46

User Preferences
12, 70

User-Defined Actions
37

V
View Issued Documents
11

View-only Alias Tab
20

W
Web Page Address
15

Web Page settings
16

Where Am I?”
11

Who Am I?”
11

Windows NT authentication
7

Workbench
35

Workbench Configuration Centre
16

Workbench Configuration Centre settings
28

Workbench Configuration Manager
17

Workbench Icon
7

Workbench Office
17, 25, 30

Workbench Office add-in
25

Workbench SP1
25

Workbench V 2008 Access Template
53

Workflow Overrides
17

Workflow Settings
15

Workgroup License
8

Workload Administrator
70

Workload manager
13

Workstation Settings
11
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For example: - This menu appears whenever you right mouse click on the Workbench desktop, which allows you to switch of or on any of the menu bars at the top of the screen





For Quality Workbench this will display Quality Workbench in this bar.





Tasks and Notification Bars





Menu Headers and Icon Bar





Status Bar
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