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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.
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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.

[image: image3.jpg]



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 XE "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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Main screen View
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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.

Task Bar
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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: image52.png]Document Register Report Selection Criteria
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his behalf.  (This is a licensable area for Quality Workbench Users).

Workflow Settings

Where the system administrator has granted access, then a user may also change the workflow settings inherited from the default settings.
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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.

Document Control Module
Workbench Document Control is well suited to management systems which need to cope with documentation that changes dynamically over time in response to all manner of internal and external, possibly statutory, demands. These include not only Quality Management Systems (such as ISO 9000) but also Health & Safety and Environmental systems and virtually any project that requires carefully monitored design or requirements specifications. 

The essence of a Document Control system lies in its ability to control document content and its availability to personnel within an organisation. This contrasts with Document Management Systems, which typically allow documents to be stored electronically and to be suitably indexed and organised. This facilitates straightforward retrieval of any given document but does not normally impose any controlling mechanism on the document’s content. Indeed, in many systems of this type, documents will remain largely static entities as far as their content is concerned. Document Control Module combines the best of both systems.

The objective of the Workbench Document Control Module is to manage the process of change in a controlled and manageable fashion, as well as allow the storage and retrieval of those static documents usually handled by Document Management Systems.  

Document Control offers the best of both worlds, allowing documents requiring the strictest of control, and at the same time storing and making available those documents, e-mails, scanned letters, graphic layouts etc, which require simple storage and distribution.

While doing so, the module still allows access to the analysis schemes and categories typical of a Document Management System that permit easy searching for and location of key documents. It also offers a solid and auditable record of the whole history of change to which any given document has been subjected.

Finally, the Document Control module is also designed with security and ease of use features very much in mind. This ensures that, where needed, documents can be changed in a controlled manner, stored as read only, or kept as general documents, editable at any time, and that the distribution of these documents is to relevant and authorised personnel.
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Select the Document Control Icon from the Icon Bar.
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A new menu bar will appear, showing the menu items available in the Document Control Module along with “Speed Buttons”.
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IMPORTANT

Before using the Document Control module, you need to establish some basic settings. Some are fixed by the system administrator in the Workbench Configuration Centre and others are set up in the Document Control Settings menu.  Menu items here allow you to set up Document Business Rules, group users into document approval groups and establish your own analysis fields, categories and types for documents, as well as defining the Review Reasons, Subjects and Topics.
The Document Control module allows users to establish business rules that will come into effect when documents fall into certain user-specified categories; at the same time a default rule should be created that will automatically inform nominated personnel if none of the conditions within the rules are met. These rules, (which are turned on or off in the System Manager module), are configured (if used) in the Document Settings menu.

Before a document is imported or created, there are a minimum number of areas that should be addressed.

As documents are stored within the Workbench database, and therefore do not have a file name and extension, they will need a sensible title.

You will need to define who will be the owner of the document.

Does the document need to follow a formal workflow, can it be edited, does it need to be approved before issue, do end users need to sign for an updated copy?
To enable the document to follow a formal workflow routine in Workbench you will need to determine who will need to be involved at each stage of the document lifecycle.

A distribution list, an editing structure and if needed, an issue list, a viewing list, a change approval list and a reviewers list will also need to be defined. 
Utilising the Personnel Groups as set up in the System Manager module will make these tasks easier.

The creation of groups for approvers of documents and approvers of change requests can make selection easier as documents are created or imported into the database.

Most of the decisions about documents and their workflow can be pre-defined in the Workbench Configuration Centre as a default (System Manager Module).

For certain documents within the system you may want to establish a training plan before the document is issued to the workforce.
Setting up Document Control

Before any documents are imported into the system a number of areas need to be defined. 

Applications/Editors

There is no need to define which applications Workbench will use.  The software recognises the “File Association” as defined by the operating system, and therefore any file can be stored and managed by Workbench.

The default application will be the one Windows uses to open a file.  Sometimes this will be unsuitable, as applications such as Internet Explorer or Adobe Reader do not allow editing of files.

Should you need to specify a different application for editing the file, this can be done using the folder options/file types tools in the operating system or by specifying a different application within the files attributes in Workbench.

Master Templates
Master Templates for the creation of documents are stored within Workbench. 

As a user creates a new document in Workbench, then a pre-defined format or “template” will be invoked. 

At least one document (blank or “template”) for each application required must be stored if NEW documents are to be created in Workbench.
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You will need to create a document by opening the application, for example MSWord, and then saving this to your local disk to use as the template master.  This Master will hold formatting information, style and layout, wording and content details as required.
From the “Settings” menu, select Master Templates/New, give the template a name and then navigate to and select the document you have just created to use as a template.

HOWEVER, unlike MSWord templates, these templates should NOT be of the .dot or .dotx extension.

Setting Category and Type Filters

Because of the way Workbench stores documents inside the database, you should create some way of easily retrieving those documents. 

To enable the speedy and accurate retrieval of documents in Workbench the software provides a simple and effective way of grouping your documents.

These areas enable you to define the terminology used to classify the documents.

Some suggested ways of achieving this: -

	Categories
	or Projects
	Or Site

	
Quality
	
Prometheus
	
Matlock

	
Environmental
	
New Building
	
Sheffield

	
Health and Safety
	
New Product
	
USA

	
Corporate
	

	
Europe


	Types
	
	

	
Manual
	
Letter
	

	
Forms
	
Contract
	

	
Work Instruction
	
Specification
	

	
Procedure
	
Drawing
	

	
Drawing
	
Design Brief
	

	
Contract
	
e-Mail
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Note:


Department settings are global and are already available as a possible filter.

Once a category or type has been associated with a file/document within Workbench, that category or type cannot be deleted.  If the category or type is not to be used any more, then to prevent its use, it can be hidden so that in future it will no longer appear in a list of categories or types available for selection.  It will however be available for reports and historical information.

Approval Groups (Licensed Area)

To enable the easy selection of Approvers for documents where more than one approver is required, or where a defined team of Approvers are needed, then creating groups makes that  selection easier.  The use of approval groups makes the management and movement of people much easier.
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Create a Group by giving it a meaningful name, decide whether the approval will be needed in a specified order or not, and then select the personnel you want to approve your document.

Highlight the name of the person(s) required to approve on the left hand column; you can use the shift key or the control (Ctrl) key to select multiple names.  With the names highlighted in blue, press the double arrow in between the two lists and make sure that the names you want appear in the right hand column.

If you want the approvers to approve a document in a specified order, then you must select the names, move them from left to right as above and then move them into the order required using the up and down arrows.  If “Any Order” is specified then the arrows are greyed out.
Document Business Rules (Licensed Area)

It is now possible to define a Business Rule that will automatically populate the documents Approval, Distribution, Edit, Issue, View, Change Approval and Reviewers lists, and define a Workflow, when you first create or import a document in Workbench.

This is achieved using the Rules facility in the “Settings” menu.

The decision whether to use Document Control Business Rules or not is set in the Workbench Configuration Centre in the System Manager Module.

In the Workbench Configuration Centre, this facility can also be set to work with or without input from the person creating the document.

You will need an understanding of each stage of the workflow process, document security and Workbench Office functions and how the automated switches can be preset for these stages.  
These will be covered in detail later.
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You can stipulate that if a document has a particular category, department, type, author and or owner, then a pre-defined approval, distribution, edit, view, reviewer and CRQ approval structure will be applied. 

You can also define whether Workflow processes such as change approval, document issue/acknowledge receipt are set for a particular type of document at this stage.

If two or more rules with ‘ordered’ approval lists are fired up when a new document is created, personnel on those approval lists will be notified in the order of the rule number shown in the Order field. If you wish to amend this order, the Change button will take you to the Document Business Rules Order dialog. The instructions on the dialog are self-explanatory - alter the order for approval by highlighting a rule and using the Up and Down buttons. Click on OK to return to the main Business Rule and continue to complete the remaining fields.
Document Review Settings
The Settings menu incorporates a ‘Document Review Settings’ walk-right menu.  This sub-menu contains those settings required for Review Subjects, Review Topics and Review Reasons.

Review Subjects and Topics

This enables the setting of a subject and topic or for the review.  

Review Subjects would be a more general area for review such as legality, style, completeness, validity etc.

To create or amend a subject or topic, select the “Review Subjects” menu item and “New”.

Type in to the “Description” field the definition of your subject. 
Note the field “Description” is the only mandatory field, but notes will help explain the reasoning behind the description if necessary.
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Do the same for Review Topics.
Topics for review would be more specific areas, spelling, technical accuracy or veracity. 
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Reason for Review is a mandatory field when setting an unscheduled review; therefore, a Reason for Review must be created.
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Reasons for review should be kept as simple as possible.  Ideally, there are only two or three reasons a document would normally attract an unscheduled review.  These are:- 

a) just after a document has been edited and the editor wants informal comments before sending the document for approval, and 

b) where a user thinks that changes could be made to improve a document but does not need to put through a formal Change Request at this stage.

Where a Review is triggered by the timed reviews mechanism, i.e. a scheduled review, the reason for review is not required.

Suggested Review Reasons

New Document Review

Amended Document Review

Ad Hoc Review

Legislative Change

Scheduled Review (this will only be needed for Quality Workbench users)
User Defined Analysis (licensed area)
This is applicable throughout most modules within Workbench, and creation and modification is the same.

The User Defined Analysis (UDA) facilities allow an unlimited number of fields to be created where extra information about the relevant Document can be recorded for later analysis.

The analysis can for instance reflect areas of Document Control related to the ISO standard, or Health and Safety.  These additional fields can be created and populated within the UDA screen and used in the reporting module ReportQuest.
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To create a UDA field, press the “New Field” button, and the cursor will activate the middle text box.  Type in the name of the Analysis field you want to create, and select the type of field you would like it to be.  Change the length of the field and how it appears on the screen by selecting the Maximum Field Length and entering a number which best reflects the maximum number of characters in one line of text entered.

At present, there are eight types of field available for use in the UDA screen. These analysis types must be set up and populated with information before creating the document.

The Drop Down List box, which allows creation of a single selection drop down menu.  The items you want to appear in the drop down list must be entered on the right hand screen.  You can change the order in which they appear in the menu list by using the up and down arrows.

The Check Box, which allows any number of Tick boxes to be created.

The Additive Combo box allows end users to build a drop down list, as they use the system. This is an “on the fly” build-up of the drop down lists.

The Free Text box, which allows users to type up to one hundred characters of free text into the field.

The Date Only Field allows dates to be entered from a Calendar select button. If you use this field, a calendar button will be created beside the field for users to select a date, ensuring the date format is correct. 

The Date and Time Field allows for date and time to be entered from a Calendar select button created next to the field, with the addition of a time selector field as well.

The Currency Field allows values to be entered, with up to 20 characters and to 9 decimal places. This is usually set at 2 decimal places.
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The Numeric Field allows numbers to be entered, with up to 20 characters and to 9 decimal places.

These fields can be used when creating and compiling reports using the ReportQuest Module.
If a field has been created, and used, then it cannot be deleted, as reference to the information may be held within the history.

If the field is no longer needed, then it can be hidden from view.
The Workbench Document Control Workflow
The main document workflow [image: image75.png]Final Review Comment




within workbench is designed to reflect the best practice as required by the main ISO 9000 Document Control Standards, Clause 4.2.
“Clause 4.2.3 tells us that an organization must control the documentation required by the quality management system and that a suitable document control procedure must be implemented to define the controls needed to; approve, review, update, identify changes, identify revision status (the how) and provide access (the who). The document control procedure must clearly define the scope, purpose, method and responsibilities required to implement these parameters.”
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Creating and Importing Documents
There are three ways of bringing documents under the control of Workbench.

They can be imported from files already created and stored in other areas of the computer system,
or
they can be created inside Workbench  directly.  A master template must have been set up in the Settings | Master Templates area before this can happen,
or

they can be created by copying a document already in existence in Workbench, and can inherit all the document workflow, access lists, keywords and references of the originating document,
Documents can also be imported from another Workbench database if this has been set as a system parameter. The originating database must be setup in Configuration Manager on the server.
(If Document Business Rules are been used then the system will trigger, and predefined workflow and the approval, change approval, edit, issue and distribution structure will take effect).

The workflow of the document can be set manually, or if the individual creating or importing the document has the necessary permissions, they can change the predefined rules established under the document business rule structure.

At this stage, an overview of the document process should be defined and decisions made as to what types of documents will be stored in Workbench.
Creating a document in Workbench

Assuming that you have successfully created a Master Template; category, department and types have been set up and that a policy on the approval and distribution of documents exists, you can create a new document in the database.
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Complete the form for a new document that will be the new “Workbench Training Procedure”.  Use the newly registered Template and complete all the relevant fields.

Note the Mandatory fields, the only one of which you will need to fill in will be the Title field; the other mandatory fields will be filled in as default settings.
Do not forget that the correct Document Classification will help you find the document more easily.

The Owner of a document is the person who will be responsible for its maintenance.  The Owner will receive a task or notification of the events and actions associated with the document.

The Author is the person who created or imported the document.

The Author and the Owner can be the same person.

Reviews is the person responsible for starting and stopping the documents reviews.  By default this person will normally be the person nominated as the document owner, the person creating or importing the document.
In addition, if Doc lists have been implemented, then adding the document to the relevant doc list(s) can be set at this, or any of the next import stages, simply by selecting the doc list, right mouse click and selecting the Add document item.

Select the Create button and the next sequence of screens allow you to set all required parameters for the document if this is allowed, otherwise it will follow the details set up in the Document Business rule.
If the Document Business Rules are switched off, then the document attributes will have to be defined manually.  They will inherit the default settings defined in the System Manager Configuration Centre. XE "System Manager Configuration Centre." 
There are a number of tab screens associated with each document, collectively known as the documents attributes.  These are: -

Workflow Settings

Access
Workbench Office
Keywords

References

Analysis

Courses
Questionnare
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The first screen is the Workflow Settings screen, and this will reflect the workflow parameters that were set in the Workbench Configuration Centre.

Selecting the “Next” button will move through the sequenced screens so that all the documents attributes can be defined.

If allowed these settings may be changed for this particular document.

These settings can be changed only if the following conditions apply:
1 The user has Read and Update access to the Workflow Settings page.

2 The document settings do not have any restrictions imposed during the Workflow Configuration settings.

If Document Business Rules are switched on and you are sure the settings are correct, or you do not have permissions to change them, select “Next” to take you to the next step.

Document Workflow and Access Lists.

These lists will be applied to this document by default, applying the settings defined in the Configuration Centre.  If the configuration allows document workflow to be changed, then the decision as to how the document flows through the system can be made at this stage for each document. 

The options are extremely variable and allow documents to be processed in many combinations, for example: -

Document 1
needs a very formal approval process before being issued, needs a formal change request approval before it can be changed, needs formal issue and acknowledgement, and needs to be reviewed at each stage, as well as reviewed formally on a regular scheduled basis.

Document 2
needs no formal approval or issue, can be changed at any time by anyone with suitable rights to it, without the need for approval.

Document 3
needs no formal approval, can be issued, but can not be edited by anybody, for instance e-mails from customers, letters of agreement from suppliers etc.

There are many other options, combinations and permutations to cover any eventuality.  Workbench can be used as a central document repository for any and all documentation used within and by any business.

The options are endless and will be discussed as part of an implementation course.

Document Control Module Settings

The following settings are determined at the System Manager Level, as a default, and will determine, on a corporate basis, how all documents will be handled.  

1. Allow document retention period to be changed 

Can the person creating the document change the time the document is held in the database?
2. New Document change request

Approval required for new document change requests

Do new document change requests require CRQ Approval

Approver of new document change requests

Who should approve new document change requests

Default new document change request actionee


Who should create or import the new document (as a default)

Can change actionee when raising a new document change request


Can the actionee be changed by the person raising the CRQ

3. Can only raise CRQs against issued documents 

Can change requests be raised against draft and issued documents, or issued only?

4. Document title must be unique

Should the document Title be unique?

5. Include document title in temporary file name when viewing documents


Show the Workbench doc title as well as the ~qwxxx file name in viewing application?

6. Document user reference must be unique


Should the document User Reference be unique?

7. Include IVPro link for al external mail 

8. Use document control business rules

When creating/importing documents should all documents created follow Document Business Rules?

9. Track document viewing statistics

10. Document Creation
Do you allow people to create documents? If so how?

Import document

New document based on master template

New document based on existing document

If creating a new document based on document currently stored in Workbench what attributes do you want to carry across to the new one?

Copy workflow settings from base document

Copy access lists from base document

Copy keywords from base document

Copy document references from base document

Copy defined analysis from base document

Copy associated courses from base document

11. Allow importing of documents from different databases

Do you allow users to copy documents from another database?

Log into selected database as admin (current user if unchecked)

If allowed, automatically log user in as admin


Only show documents that all users can view

When importing from another database, limit the document choice to only those documents that are visible to everyone.

12. Workbench Office

Password requirements for exporting documents out of Workbench

If exporting Workbench documents is a password required to do so

A minimum length password is required

Is a minimum length password needed?


Password minimum length


Define the minimum length of the password

Password must contain mixed case characters

Password must contain letters and numbers

Document Workflow Settings
If the user has the correct access and the document has no restrictions, some of the following settings may be changed at the time the document is imported or created. These settings can also be amended at anytime by a user who has edit rights to the document, if the document settings do not require a change request to change document attributes.
Document Attributes

Number of years that a document must be retained

There will be a default figure in here that could be changed if allowed in system settings.

Workbench Questionnaires

Use Workbench Questionnaires

Does this document require questions to be asked when users acknowledge receipt?
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

These settings detail how the document will act during transmission to the client viewing it.

Encrypt document during transmission

Encrypts the document when transmitted over the network between client and server. We advise that the 'Encrypt during transmission' option should be used wherever security is of the utmost importance, especially if using Workbench over an insecure connection.

Workbench uses RSA encryption in a manner similar to that used by SSL.

Enable macro file population in IntraVista and IVPro

Allows macros attached to documents to operate when document is viewed through IntraVista or IntraVista Professional.
Parse document in IntraVista   

IntraVista assumes that the text is generated in native HTML; it will try to parse the document and generate the dynamic hypertext references to allow document jumping.

Convert documents to PDF Format

At what point in the process do you want a PDF copy as the issued version so that users cannot change this document on screen?


Never


When marking document ready for approval


When issuing the document

Retain previously issued versions in PDF format (if applicable)

Do you want to view previous version in native application or as PDFs?

Make documents read only when viewing

Shows users in the application that the document is read only when viewing?

Workbench Office for Microsoft Office

Workbench Office allows feature integration with 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

Does the document require a predefined increment rather than users choosing next value


Major revision increment 



Whole number increases


Minor revision increment



Decimal point number increases


Default edit severity

Solus Offline Synchronisation

Solus allows documents to be copied/synchronized with a standalone or none network computer

Allow document to be synchronized

Document validity period

Document validity period units

Document Processing Flow XE "Document Processing Flow" 
Document Approval

Document approval process

Does this document need approval before issue?

Allow approving of document without viewing

Do you allow approvers to approve this document without viewing it?

Display warning if approving without viewing

If you allow users to approve without viewing do you want them to receive a warning message that they have not viewed the document?

Require a reason for approval

Do you need to show in what capacity or for what reason a document has been approved.

Use ordered approval lists

Does this document need an ordered approval list?

Document Issuing

Require formal issue process

Does this document need to be officially issued or can it be presented as issued automatically once approved, if approval is needed?

Allow override of distribution options at issue

Will you allow the person issuing the document to change any of the following parameters at the time the document is issued?

Distribution Options

Notify users of new issue

Do you want the people on the distribution list to be notified each time the document is re-issued?

Acknowledgement required

Do you want the people on the distribution list to formally acknowledge receipt of each re-issue?

Allow acknowledgement of receipt without viewing

If acknowledgement is required, do you allow users to acknowledge receipt without viewing the document?

Display warning if acknowledging receipt without viewing

If you allow acknowledge receipt without viewing, do you want a warning message displayed to users?

Allow change of document receipt on behalf of users with logins

Do you allow a user to acknowledge receipt on behalf of other users with logins? (On the document receipt menu item only).

Retain previous issued versions

Do you want to keep the superseded (previous copy) of the newly issued document?

Document Changes

Edit document content (this setting is only modifiable when document status is “issued”).

Do you want the contents of this document to be edited? Switch this off for documents such as e-mails, letters from customers and batch records. 

Can be edited by all users

Does this document have a defined edit list, or can anyone with access to “edit document” menu item, edit it?

Require content change request

Does this document require a formal change request before it can be edited?  Switch this off for documents such as telephone list, canteen menus etc, which just need changing and publishing without the formal compliance controls.

Warn users if they attempt to modify document content assigned to other actionees.

Send a warning if attempting to modify a document or mark for approval a document which is being edited by another user under a different approved change request.

Require document attributes change request

Do you require a change request before ANY data such as the document title, owner, etc can be changed?

Change request approval process

Do documents have to go through the change request process to be modified?

Change request requires approval from all approvers

If the document is required to go through the formal Change Request approval process, does it require everyone to approve the change request before it can be edited?

Document withdrawals

Withdraw document

Can this document be withdrawn from use without another document replacing it?  If so, it will require a change request.

Withdrawal requires approval from all approvers

If the document is required to go through the formal Change Request approval process, does it require everyone to approve the change request for withdrawal before it can be withdrawn?

Document viewing options

Allow all users to view the issued document

There is now no automatic view for documents, this allows the system to nominate all staff to view the document, otherwise only those nominated in the document view list will see the document.

Allow all users to view the draft document

There is now the ability to nominate users other than the access lists staff to view draft versions of documents.

Reviews

Allow change of responsible person when maintaining reviews

Do you want anyone with attribute edit rights to be able to change the person responsible for maintaining reviews. 

Allow subset of review list when starting a review

When sending a document for review, do you want it to go to all the reviewers, or will you allow it to be sent to a select group from the reviewers list?

Combine the review close and complete functions

A review has normally 2 stages of close out. Close the review to stop people making further comment, and the second stage is complete the review, where the review owner, after adding final comments and raising any formal change requests, can completely sign off the review. 

View rights for review responses

What review information do you want reviewers to see when they review a document?

The options are Open, Reviewers and Blind.  See the explanation in Access settings.

Require scheduled reviews

Does this document need to be reviewed on a regular basis whether any changes have been made or not?

Review period

This is a numerical value in conjunction with the review period units.

Review period units

The review period is expressed in weeks, months or years.

Recalculate start date of scheduled reviews waiting start when period or units change.
If changes are made to the review period, do you want the review date any reviews already scheduled, for to be re calculated?

Recalculate start date of scheduled review when a new version of the document is issued

This setting will move the next scheduled review date forward by the review period each time the document is re-issued.  This could mean a document is never reviewed!!
Calculate start date of scheduled review based on first issue date
This setting will not modify the scheduled review date when a document is re-issued but the revision number will be updated in the review.
Annotations


Allow annotation of document when raising a change request

Can users make changes to a copy of the document when raising a change request?  


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

Track changes in MS Word should be used to identify the changes being made, or commenting allowed in Adobe Acrobat


Allow annotation of document when reviewing

This allows users to comment directly into the document when suggesting changes during the review process



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

Track changes in MS Word should be used to identify the changes being made, or commenting allowed in Adobe Acrobat


Allow annotated document to replace draft document when being edited

Allow the annotated copy to be used as the new draft document if changes are suggested

Document Retention Period

All documents, and all the previous versions of those documents, are stored within Workbench.  The document retention period defines the time for which a previous copy of a document is retained following its issue, and the time an issued document exists as issued before it can be withdrawn.
The retention period will not automatically remove a document when this retention time period elapses, but will give a warning should an attempt be made to withdraw or archive a document before this time has elapsed.

Document Retention Period is now defined in the Workbench Configuration Centre, and can be set as an unchangeable period, or can be decided at the import/creation stage on a per document basis.
Auto-increment Document Version/Revision

It is now possible to pre-define the level of increments for the document revision numbers.

In the documents workflow settings select the Auto-increment document revision.  This will activate the three settings available.
Major revision increment will allow you to set the change in revision level for each issue edit change to increase in whole numbers.

Minor revision increment will allow you to set the change in revision level for each issue edit change to increase in decimal point increases.

You can also set up a default as Major change or Minor change.

 Document Access
Access rights to documents can be controlled on an individual document level for the following functions:

Approval

Change Approval

Distribution

Editing

Issuing

Reviewers

Viewing
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These details may already be completed if the Document Business Rules have been used, and if the user access is read only then these elements cannot be changed.

The options for documents in a controlled environment such as ISO 9000 will usually require all the following areas defined in details.
Documents in this environment will need the structure of the Approval, Distribution, Edit, Issue, View, Changes Lists and Reviewers.  Workbench will send instructions to individuals on these lists at certain times throughout the progress of a document’s life cycle.

Approval List

The people on this list will be notified that they must approve the document and ALL the people on the list must approve the document before it can be issued.   If no list is created then it becomes an Unassigned Document and only ADMIN and the OWNER will be notified when the document is ready for approval and either one of them can approve it.

Change Approval List
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This allows you to select a person or group of people who need to approve change requests to a document.  If no list is created then the default is the document approval list.  Change request approval allows for any one of the people on the list to approve the change request, but when a change request is raised, it will prompt that there is more than one person on the list. Do you want all the people on the list to approve the change request? 

A tick box on the Workflow Settings allows you to define that this document always requires everyone to approve the change request.

Distribution List

The people on this list will be notified when the document has been issued. If the list is left blank then no-one will be told of its issue, but the person who issues the document will be warned at the time, and will have an option to set up a distribution list prior to the issue of the document. It is possible, at the issue stage, to decide whether a document needs acknowledgement or not at the issuing stage and this can be set when defining documents attributes.

Edit List

The people on this list will be able to edit the draft versions of this document.  If no edit list is created then it reverts to the document owner and admin who have default editing rights.

Issue List

This allows you to select the person, or people who will be able to issue the document once it is fully approved. If no list is created then the default is the document owner.  Decide on whether this document is issued automatically when all approvals are complete, and whether users need to acknowledge receipt.

View List

Viewing of documents can be totally controlled through the document attributes settings.  By default the system setting is to allow all users to view the issued document, and only those named on the document access lists to view the draft document. These can be changed so that only named users can view the issued document, all users can view both issued and draft versions or any other combination.
Reviewers
The reviewers are the individuals or groups who will be asked to review the document.  If no reviewers are selected a warning will be given that no reviewers have been selected, do you wish to use the Document Owner as the only reviewer.
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If the “Allow a subset of review list when starting a review” in the Workflow settings is ticked, the person starting the review can make a selection of reviewers from a subset of those people nominated as reviewers.

If this is not ticked, then it forces the review to go automatically to all reviewers.

There are three types of access to reviews and they are: -

1. Blind 

If this is selected, then the ‘Review Document Dialog’ should disallow viewing of other reviews.  If it is left not selected, then the ‘Review Document Dialog’ should allow viewing of all other reviews.

2. Reviewers

If this is selected, then the ‘Review Document Dialog’ should allow users who are asked to review the document to view the reviews.
3. Open

If this is selected, then users with view rights to the document should be allowed to view the reviews.
Keywords

The use of Keywords enables the grouping of documents by user-defined words that may appear in documents, or link documents in ways that are not defined using the other filter and search criteria of Workbench.

Select the “Keywords” tab, enter a new keyword in the define keyword box, and insert it into the list, highlight keywords in the left hand list and add them to the right hand list.
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Note

It is worth having a company policy on keywords and their structure.

Before creating or importing any documents into Workbench, it is worth spending time on preparing the policy and any collateral information.

Keywords offers and additional grouping of documents, and unlike other classifications such as category, department or type settings, keywords allow documents to be grouped under any number of keywords.
References
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Documents within your database will inevitably have reference to other documents.  From the References tab other documents can be associated with the document you are importing/creating.

Select the Add button to bring up the document selection screen, select the document or documents you want to cross-reference by highlighting them and press the select button.

To select more than one, use the shift key to select a group of consecutive documents or use the control to select a group of none consecutive documents.

User Defined Analysis
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If User Defined Analysis is used, then select the Analysis tab and complete whatever fields are required.

Courses (If the Training Module is licensed)
It is now possible to associate a document or documents with training courses so that a document can not be issued until the people defined in the distribution list and the training course attendees list have attended the relevant training course.
NB. The Document Training add-on may only be activated provided that the Training and Document Control modules are both also licensed.

When a course is scheduled from within the Document Control module, any associated document(s) may be locked and prevented from being issued until all relevant training has been completed.  These documents will be marked as ‘Undergoing training’.  
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When setting up a new document select the courses tab, and select the “Add” button.  This will present a list of the defined courses in the Training Module.

For Further information on working with documents and training course, see the Training Module Manual.

Questionnaires

When a document is issued, it is possible to require that end users have to answer questions correctly before they can formally acknowledge receipt of the document.
The decision whether to use a questionnaire or not is made on a per document basis when creating or importing a document; if used, you may then specify how many random questions will be asked and the minimum number of correct answers required before receipt of the document will be acknowledged.  This way you can assure that recipients of the document have fully read and understood the document in question thus showing their understanding and competency in the document.

Setting up the Questionnaire
To ensure that Questionnaires will be used, for a document, in the document workflow setting select the Workbench Questionnaire item.
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Select the tick to “Use Workbench Questionnaire” and then decide on the number of questions to ask and how many answers will be needed to “pass”, before a positive acknowledge receipt is acceptable.

The objective of the Questionnaire mechanism is to enable you to ensure users have read, and as far as possible, understood the document or any changes that have been made to it, by correctly answering a series of questions.

The number of questions to be asked is determined by the settings in the documents workflow settings, but this is a lower limit, the number of questions you can create for one document is unlimited.  In fact the more questions you create for one document the better because if a user answers any incorrectly in one pass, Workbench will then randomly select a different set of questions from the same group, so that users cannot keep going through the same set of questions till they get all the correct answers.

You can build up a list of questions, and over time some will become redundant as the document evolves.  If you wish a question not be used, remove the tick from the “Question Enabled “box.
Questions can be deleted at any time, but if the question has been asked, a record is kept of questions asked and answers given for each time a document is issued.

These records are ONLY available as custom designed reports through the ReportQuest module.

Adding Questions

The Questions can be created or added to the documents attributes at the time the document is created or imported, at the time it is being edited, or any time before the document is issued.
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As part of the import routine, after setting the Workflow, Access lists, Keywords etc, select the Questionnaire tab at the top right of the screen.
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Select the “New Question” button, and type the question in the lower box on the screen.

Once you have entered the question you require the select the “New Answer” button on the right hand section.

Type the answer in the lower box and it will appear in the upper box.

As this part of the system is multiple choice, you should create as many answers as you wish, some of which may be totally incorrect, but select one of the answers to be the correct answer. To make it the answer you want people to select, tick the “Correct Answer” box above the New Answer button.
Edit Complete

Once all the information has been entered in the relevant fields then the document can be created.

Choose Create and this will launch your editor and bring the document on screen.  
Make any changes you want to personalise the document, save the document and close the editor. 

The document editor application MUST be closed at this time otherwise Workbench will not become available until you do.  
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Once the editor is closed, Workbench will come back to the screen with the “Edit Complete” dialogue box, and you will be given three options.
The default setting saves your updated document to the database.

Leave this checkbox ticked unless you want to lose all the changes you have just made.

Select “Mark the document ready for approval?” if you are sure the document is completed and ready to be approved.  The document will now be “locked” for any further editing, as the approvers MUST approve exactly the same document, without any changes whatsoever.  Should an approver not agree with the document then they must reject it and give a valid reason for doing so.  (See Approving a document). You can leave this box un-ticked and the document will be available to be edited again from the edit document menu.

If you wish to send this document to your peers for review, then select the Request Document Review check box.  This will send a review request to the document owner, who will decide to start the review or reject it.  (See Reviewing a document).

When all decision are made, and the document has been sent for approval or review select the OK button and the document will then be given the next sequential number in the database as its serial number.
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Different Document Edit Complete Settings

These settings and the information you see will be different if the document does not need to follow the Controlled Document workflow route as defined in the Workflow Settings.

If the document does not require formal approval, the options are slightly different.
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As the document does not require formal approval then it can be saved either as a draft document ready to be edited again, “Marked ready for issue”, or saved as “Issued” and automatically added to the Issued Documents list, available through IntraVista, IntraVista Professional, or through the File|View Issued Document menu item.
Select the appropriate Document Option.

If the Request Document Review, or Mark Document ready for issue are both left blank then the document remains in an editable state, awaiting further changes.

Importing Documents

Documents can be imported into Workbench individually or as a group of documents.

To import a single document, you must select “Create or Import Document” from the documents menu.
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Invoking the browse or search button [image: image10.png]


 allows the user to select a document from the normal file/directory structure of Windows Explorer.

(Hint)  Preview the document first

You can preview the document before importing it, ensuring you have the correct document.

By default, Workbench will copy the file name (without the file extension) as the title of the document.  This can be changed if required.

Do not forget to close the application for the document before trying to import it.

The details can be completed as for creating a new document.  Import the document by selecting the “Create” button.  If Document Business Rules are not activated, then the documents attributes tabs will appear requiring you to complete them in the same way as for a new document.  If the Document Business Rules are activated, changes can be made although this would not be necessary.
Choose Create and this will launch your editor and bring the document on screen.  Make any changes you want to personalise the document, save the document and close the editor. 

The document editor application MUST be closed at this time otherwise Workbench will not become available until you do.

You may be asked if you want to delete the original file, or this may happen automatically, depending on the system manager settings.
Answer “Yes” or “No”, as required, but remember that the document left in the original directory will no longer be updated if changes are made to the document now stored securely in Workbench. 

Importing documents as a group

To facilitate the easy importing of documents into Workbench it is possible to use the facilities of Windows “Drag and Drop” capabilities.

Reduce Workbench to a “window” and open Windows Explorer.

Navigate to the directory where the documents to be imported are currently stored.  Select the first document you require, and, holding down the “Shift” key, select the last document of the group you wish to import.

Keep the “Shift” key held down and drag the highlighted documents over the Workbench Window.

This will then invoke the import document screen in Workbench for the first document.
Complete the form details as before and import the document.

This will then present you with another screen with the next file in the sequence to be imported. 

Continue until all documents are imported.

Mass Importing of Documents

As an additional feature during the initial implementation of the software, it is possible to use the document Mass Import tool, a separate application, available to Workbench Professional and Quality Workbench users.  
There is a separate Training document for the Mass Document Import tool.  

This tool is a chargeable item.

Doc Lists

An enhancement to the document control module’s create and search capabilities is the functionality originally found in the web based IntraVista Pro module.  This has now been extended to Workbench and Quality Workbench to give added capabilities within the main software.

Doclists enable the system administrators and end users to customize the way they group and search for documents by giving a user defined area to the main document search screen.

Users can create a folder|directory structure in the document screen enabling faster and more personalized filing of documents.
Doclists dialogue screen also add some of the active functionality of approving, raising changes, editing and issuing of document from one screen, as well as searching under multiple headings within the main search functionality of the software.
It also allows users with import or edit rights to predefine in which of the new doclists a document will reside giving additional and more focused search capabilities from one screen.
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Importing a document using Doclists.

The main body of the import/create screen looks and works in exactly the same way as before, but with the addition of doclists to the left, custom folders and subfolders allow a document to be filed under more user defined areas.
Adding a document to a doclist at the time of import, highlight the doclist, right mouse click, and the bottom item will be Add Document.  Once added, this will be shown by the doclist name being highlighted in Bold.  You can add one document to a number of doclists at the same time.
Creating a doclist
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To create these areas select the “Library” label and right mouse click.  This will present a new label call “New DocList”.  Selecting this will then request a name for the new folder.
This folder will be personal to the user creating it, and can only be viewed by that user.  If the user has been granted the right permissions as defined under the user access lists, i.e. create shared DocLists and create global DocLists, then the user can promote the new folder to either a Global list where everyone can see it or to a specific level of view where only permitted users can see it.

Right Clicking on the folder will give a number of options:
           Cut Doclist removes it and allows it to be pasted elsewhere.
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Copy Doclist copies it and allows it to be pasted elsewhere. 

New Child DocList allows for creation of a new DocList under the current one.
Promote allows the doclist and all its sublists to be promoted to a Global DocList.
Rename allows it to be renamed.
Delete allows for the deletion of the DocList and all its sub or child lists.
Permissions allows the identification of users or groups to be allowed to see the lists and its child lists.

Adding documents to a DocList

Whilst still in the Library folder, select the documents you want to appear in the folder just created, and drag the document from the list of documents in the main search screen on to the folder name.  The titles of the documents will then appear under the new folder list.

This does not remove the documents from the Library list, but adds the individual document titles to the new folder.

Documents can not be added to a Global Document list.
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Once a DocList has been “Promoted” to a Global DocList, it has to be taken back under Ownership of a user with the permissions to change it, before documents can be added.

A document can be added to any number of doclists at the time of creation or import, by selecting the doclist before moving on to the Workflow and Access screens.  The doclists in to which the document will be added at creation will be highlighted in Bold.
If a user has a document or documents they feel should be part of a Doclist, but they do not have rights or permissions to add documents to the list they will have to ask the owner of the list to add the documents.  Moving the mouse and hovering over the name of the doclist will show a “flying banner” tool tip with the status of the doclist (Global or Shared), and the name of the list owner.

Approving Documents

Once you have completed editing your document you can send it for approval or review.  If your document is marked ready for approval, you will not be able to make any editorial changes to it.

Everyone on the approval list must approve the document before it can be issued.

There are two ways of being notified that documents are ready for your approval.

A message may appear in your e-mail or Task Bar, or you can access the menu item in the Document Control Module if you have the correct access rights.

From the menu, if no documents are awaiting your approval you will be given a message, otherwise the document selection screen will be displayed.  Having selected a document, you will be presented with the “Approve Document” screen.

If the Approval Reason is activated in the document attributes then you will have a second Tab to complete requiring you to give a reason for approving the document.  The reasons will be available from a drop down menu.
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Approval Rejection and Re-Editing a Document 

If the document is to be rejected then the “Reason for Rejection” becomes a mandatory field and a reason must be given.  

The change requests associated with this document will then be presented and the CRQ being rejected will need to be re-opened.
Select the CRQ that has been “Marked as done”, and select the Re-Open button to re-assign the change request for the editor.  This can also be done at the edit stage when the person editing the document first goes in to re-edit the document.
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This will send a message back to the person who sent the document for approval that the document has been rejected and needs to be edited again.
Other Approval routines

Approving Unassigned Documents

The routine for approving a document where an approval list does not exist is the same routine as for Document Approval with the following exceptions:

The person wishing to approve the document must have access to the relevant menu item. The only person who can approve a document which does not have a defined approval list, are the administrator or the document owner.

This situation will not arise if Document Business Rules have been set up correctly and are used.

Approve Document For (Licensed area) 

This allows for those situations where either the person needing to approve the document is not going to be available for a length of time, or someone is nominated to act as a delegate on behalf of the approver. 

This situation usually arises in large organizations where the senior manager delegates someone to make the decisions on his behalf.

Approving a document for another person is the same routine as for Document Approval.  

An additional screen requiring you to select the name of the person for whom you will perform the approval appears.  

This list will be limited to show only those people for whom you are a nominated delegate, or those people who have opted to allow anyone to act as a delegate for them.
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The settings for nominating delegates is made, either by the System Administrator, who will assign delegates for you, or in User Preferences (if you have access permissions), where you can nominate the people you wish to deputize for you.

The document history will reflect that this document was approved by xxxxx on behalf of yyyyy, so keeping the authenticity and accountability intact.

For Quality Workbench users who have not purchased the “Delegates” component this feature and menu item is NOT available.

Approval Progress (licensed area)

You can follow the progress of a document through its approval route by selecting “Approval Progress” from the Control Menu.
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This list will show those approvers who have already approved the document and who is yet to approve it.  

Documents where only one person is on the approval list will not appear in the approval progress list.

If the document has an ordered approval list, it will show the order in the right hand side under the order column.

Issuing a document

Once the document has been fully approved, a document can be issued.  As with Approve Document this can be performed either from an e-mail message, the Task Bar, or from the Control menu.

From the menu, select “Issue Document” to give a list of documents available for you to issue.

After selecting the appropriate document, the following screen will be displayed:

[image: image11.png]Issue Document

V| Couse| Wadon Stirs| Disbtin it

Document Detals
Seal Number

Tite

Useref

Curent Revision

Date of LastIssue.
Document Responsbily

Author

Qurer

Reviews

June Dyster

Ann Tramas

Ann Tramas

Document Questionnaites

¥ Reauies questionnaite completion when acknowledging receipt

Reports / Document Acoess:

I~ Bintssue note I~ Pt document istory

I~ Pt disibution st I~ Publish to esterma e

Atibutes





You have the choice to publish the document as an external file, to be used to send a copy of the issued document to someone who is not linked to your network, and to print the associated documentation from within Workbench.

You may also print out relevant paper copies of supporting documentation such as issue notes, distribution lists and document history to accompany paper issues of your document system.

If the access settings allow, the Workflow settings can be amended at the point of issue, where the ability to switch the “notify” and “acknowledge receipt” capabilities can be changed, and review and distribution lists modified.

The decision to issue the document, and to ask the recipients to answer questions when acknowledging receipt can be switched on or off at this point as required.

Convert document to PDF
In each document Workflow Settings (Advanced Document Attributes) it is possible to convert the document to PDF format either at the Approval stage, or at the Issue stage.
The choice will be to Never convert to PDF, in which it stays in its original format through the approval and issue stages, and users will see that original format.

When marking document ready for approval, which then allows the approvers of the document to view and approve the document in the format in which they would expect to see it when issued.  

They will approve the PDF, and once approved the system will then move the document to issue stage where the original document is converted to PDF.

When issuing the document, which puts a PDF version of the document in the issued section of the database.  Any user wishing to view the issued copy will be presented with the document in PDF format.
NOTE: -

The PDF driver must be present on the machine of the user issuing the document otherwise the system will warn that the correct software is not on the machine and the document will not be issued.  

Only install this if the user is upgrading the client software from an earlier version of Workbench, and is going to issue documents.  The PDF driver is installed as part of the automatic installation if the client software is a new installation.
Re-Issue of a document

It is possible to formally re-issue a document at any stage without the need to make any changes to the document or to increase the revision level.  This will allow for the users on the distribution list to regularly check the document and sign that they have read and understood it, or to send the document for a Review, and re-issue it after the review has been completed, if no changes need to be made.
The ability to re-issue a document will depend on the permissions granted to the individual through the menu option, and whether that person is named on the document attributes “Issue” list.

There will also be an option to invoke the Questionnaires again at the point of re-issue.

There will be NO option to associate the re-issue of the document with a training course.

From the Control Menu, select Re-Issue Document and select the document you wish to re-issue.
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If the “Use Workbench Questionnaires” is enabled for the document, then the ability to use the questionnaires can be switched on or off at the Issue/Reissue stage.
Submit for Training before Issue

There is an option to associate a document with a training course by selecting the Course Tab.
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Before issuing the document a course can be added at the point of issue by selecting the “Add” button and selecting from the available course list. The course must already exist in the training module before being able to select it.   These are the list of courses current set up in the system whether the course has been scheduled to be run or not.
Once the document is associated with a training course then the options will be change from issue document to submit for training.

If the course selected has a scheduled course which has yet to be run, it will appear in the lower half of the screen.
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When the document is ready to be issued the courses tab will show the scheduled courses associated with the document.  Select the tick box “Include document in this scheduled course”.

This will then change the “Issue” button to “Submit for Training”.

Once submitted for training then the training course must be completed, after which the document will be automatically issued.
Acknowledging Receipt of an Issued Document
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All the individuals on the distribution list for a document will be advised of the issue of that document and would normally be required to Acknowledge Receipt.  This will usually be done from the e-mail message they receive, but can also be done from the Control menu, Acknowledge Receipt menu item, or the Task Box.

Depending on the requirements for the particular document this feature can be switched off, at the system level, or for each document.

If users are required to Acknowledge Receipt of a document, they will be expected to read that document before they confirm receipt.  
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If the document workflow is set to “Acknowledgement Required” and “Allow Acknowledge of Receipt without Viewing” is not switched on, then they will not be allowed to proceed without opening and reading the document.  A message will appear telling them they are required to view the document.
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If however Acknowledge without viewing is allowed, then a message can be sent warning users that they are acknowledging receipt of a document without reading it.  They can then continue to acknowledge receipt.  
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A history entry will be made in the document audit trail that receipt has been acknowledged without viewing.

Acknowledge of receipt and answering questions from the Questionnaire.

If the document Workflow settings require it, a user must respond to, and answer a number of predetermined questions before the acknowledgement can be completed.
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When responding “Yes”, after the warning about reading documents appears, the questionnaire screen allows the user to respond to the questions.
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The Questionnaire and the questions contained should represent pertinent elements from the document, and any updates to the document will have to be added before the document is issued/re-issued.
The settings in the document Advanced Attributes will determine what questions are asked, and how many need to be answered correctly before the acknowledgement can be accepted. The Questionnaire mechanism has been designed to allow a random number of questions to be asked from a pool of questions that are set up for a document.

Ensure that there are enough questions created for each document so that the system can rotate questions through the questionnaire cycle.  Each cycle of questions will be different for each user, and if a user fails to answer the required number correctly, then the questionnaire will ask a different permutation of questions.

The system will by, default, ask ALL the questions in its question list, and will require them all to be answered correctly before the acknowledgement can be ascertained.

To view the Questionnaire Responses

The basic results of the questionnaire will be available in the document history, showing what elements have been asked and how many questions have been recorded.
For more detailed reports, these are available through ReportQuest.

Viewing Documents

There are two different ways you may view a document.  The standard document select screen and the Doclists screen.  The Doclists screen functionality will depend on the settings in the system manager module, or in the individual user preference settings.
First, there must be documents in the database.

The normal mode for most users will be to “View Issued Documents” from the File menu. When in any module, users will be able to view all issued documents they are allowed to view, through the “View Issued Documents” menu item that will appear in the File menu.
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To view documents through Standard Document Search screen or the DocLists Search screen, access must be granted to the Document Control Module, and there, select Document menu and View 
Document item from drop down list.[image: image108.png]‘Word Document
Save the file as a Word Document.

Word Tempiate
Save the document as a template that can
be used to format future documents.

Word 97-2003 Document

Save 3 copy of the document that i fully
compatible with Word 87-2003.
OpenDocument Text

Save the document in the Open Document
Format.

PDF or XPS

Publish 3 copy of the document as a PDF o
XPS il

Other Formats

‘Open the Save As dialog box to select from
all possible file types.

Workbench document

Save the file straight into Workbench




 This will give access to both draft and issued versions (where a draft exists) for those documents users are allowed to see.

Users must have access to “View Documents” through the Document Control Module if they wish to view draft documents. (This access is given by the System Manager).

Viewing Documents using Doc Lists

There is an alternative dialogue screen for document searching.  Workbench and Quality Workbench users will be able to set the search format by switching on or off, the Doclists features, either as a system wide setting for new users or allow current users to select the Use DocLists for document classification and filtering.
DocLists user a format similar to that found in IntraVista Pro, and all the features found in IVPro are repeated in DocList.

The immediate difference will be the ability to resize the viewing area to full screen.

Users and administrators will also be able to define a folder, subfolder system of document searching and classification for themselves.
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The first view gives a full page of the first number of documents available to be displayed in the main body of the screen.  The number of documents showing will depend on the screen resolution and the view size of the dialogue box.  A scroll bar on the right hand side will allow scrolling through all the documents available to view.
To be able to access the full functionality that the new DocLists provides, users will need to have access to the “View Documents” menu in the Document Control Module.  This will also give those users access only to those draft documents which they are allowed as defined by the document attribute settings.
Selecting your document

There are a variety of different methods and combinations of criteria by which you can select your document.

Filtering

Select the Category and/or Department and/or Type and the Status of the document you wish to find.  Within the DocLists view use the Shift or Ctrl keys, to select multiple Category, Department and Type fields as well as Keywords as this will help in the search.
This will limit the range to a manageable list of documents to search through.

Ordering

In the Standard Document search screen you can order the lists of documents by selecting the required column header and changing the order from Ascending to Descending using the mouse.  The sort order uses the ASCII settings so order may seem a little unusual, but lower case letter “a” will follow upper case letter “Z”.
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Within the Doclist dialogue screen all the columns are always available, and the order of view can be changed by clicking on the column header of the column.
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Search Criteria

A Right Mouse Click on the search button will allow a user to Search by Serial Number, User Reference or Words within the Title.  Again, this depends on the Document Display settings as to which fields can be used for these searches.

Within the Doclist view screen the Search by criteria covers all the main column headings available and the columns are not selectable in the user preferences facility.

Advanced Search
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Search by Keywords, Author, Owner, Review Responsibility, Date Created or Date Modified and by Document Extension type in any combination or permutation.

For keyword search select the keyword in the left hand column and move it to the right.  Selecting multiple keywords means that each of the documents returned contains all of the keywords selected.
Document Word Search (Licensed Area)
This useful function will allow the capability for a user to search all the documents in the database for any word string contained with the document.

You can search for documents by Words or Phrases within the body of the document, or User Reference, in the Title, and by the document status of only issued, only draft or both.
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The database MUST be indexed before any word search can take place, and this function is carried out on the Workbench server.  The date the database was last indexed will appear just above the search criteria box.

The ability to use “special characters” in documents allows for all the characters to be used in documents and user reference fields.  The characters allowed must be defined on the Server Configuration centre on the sever.

'Contain all of these words' - means that records returned in the list on the Select Document dialog must contain all the words specified in this field, i.e. the first word AND the second word AND the third word etc.

'Do not contain any of these words' - records returned in the list on the Select Document dialog must not contain any of the words specified in this field, i.e. NOT the first word AND NOT the second word AND NOT the third word etc.

'Contain the phrase' - records returned in the list on the Select Document dialog must contain the exact string specified. There must not be any other words between those specified - e.g. if 'large vats' was specified then ' there are large vats' would be returned, but 'the vats are large' would not.

'Contain any of these words' - records returned in the list on the Select Document dialog must contain one or more of the words specified in this field, i.e. the first word AND/OR the second word AND/OR the third word etc.

Changing Documents

Once a document is stored in the Workbench Database and is of the status “Issued”, it cannot be changed.  If the document is incorrect, out of date, or for whatever reason needs to be amended, then a copy (draft) of the previously issued version is made and modified.  

It will then follow whatever route, formal or informal, has been set, to become the next issued version.

Which route it follows will depend on the Workflow settings assigned to it. 

Those workflow settings allow for documents with no controls at all, which can be edited at any time by anyone and don’t need approval at any stage before being issued, to documents that can only ever be changed under circumstances where many controls and permissions need to be adhered to before any modification can be made..  

The choice and permutations are too numerous to describe in detail, but some examples in the first, open category, would be such things as the daily canteen menu or the company telephone list.  Documents could have no formal change mechanism, but do need final approval before being issued.  Some documents may need no formal approval before being issued, but cannot be edited, such as batch records, scanned contracts etc.

Apart from the two extreme circumstances above, most documents will follow good management practice, and will have some formality within the process, usually conforming to the guidelines outlined in the ISO 9000 Document Control Model.

The most in depth process is the formal change request and approval process defined by ISO 9000 and that is the process described in these notes.

Quality Workbench users will always follow the formal process as below.

Formal Change Request Mechanism

Once a document has been issued, it cannot be changed without a change request being raised, approved and implemented.

Raising a change request

You may raise a change request to alter a document in your system for a number of reasons:

· the contents need updating

· the security level of the document needs updating

· the distribution or edit list has changed

· the document is no longer required or as been superseded

· a new document is needed

· the document attributes need to be changed

If you have the correct access then you may raise a change request by selecting “Raise Change Request” from the Changes menu in Document Control, or by right mouse click on the document in the DocLists view.
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(Access to this change request mechanism can also be made through the Nonconformities Module and from Customer Care Module, if those modules are licensed).

Select the document you want to change by using the “Add” button, which will present a list of all the documents in the system.

Sometimes it is necessary to change more than one document in the system with the same change.  This is possible by adding all the relevant documents to the one change request.  (Select a number of documents using either the Shift Key or the CTRL Key).

Decide on what needs to be changed by selecting from the Nature of Change menu.  The main choice will be Document Content, as in most cases, it will be something in the document itself that will be the subject of change, and this is the default setting.
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Withdraw Document and Document Content are the only Actions that can not be changed without a change request.
Other options possible where a change request can be raised are changes to the Distribution list and Edit list, creation of a New Document, or to change the Documents Attributes.

Most of these elements can be made without raising a change request. The document workflow settings will determine what level of control is needed, either at system level (all documents in the database) or at individual document level.
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If formal change requests are used, then an actionee should be nominated to carry out the required actions.  A warning will be given if the actionee does not have the necessary rights to edit the document.

If no actionee is nominated for a document content change request, then it would normally be the document owner who will be tasked with carrying out the edit.

If a request to change a documents distribution or edit list, or the documents attributes is raised, and no actionee is nominated, then whoever approves the document will be able to make the necessary changes.

If a change request to Withdraw Document is raised and approved then the document owner will be asked to withdraw the document.
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If the change request is used to formally introduce a new document into the system this will be controlled by the Workflow settings in the System Manager Configuration Centre.
If approval of the Change Request is required for a new document to be brought into the system, then “New document change requests” needs to be selected, and an approver nominated, as at this stage, there is no document to which the approval section can be associated.  In these settings a default approver and a default new document change request actionee can be nominated to import or create the new document.  If no user is nominated, then it would be the “admin” account that would get the message to approve the change request, and once approved would get the task to create the new document.
It is possible to allocate a Target Date for a change request.  This date will be the date the change request must be completed and the document re-issued.  This stage will close out the change request.

There are two mandatory fields to be completed.  These are the Details of Change and the Reason for Change, or what needs changing and why does it need changing.  

Entering information in these boxes can be as detailed as needed, but the information must convey the exact details of the changes to the person who will approve or reject the change request.

It is possible to cut and paste into these boxes from the document to be changed, but it does NOT carry across any formatting into these boxes.

It is also possible, when editing the document, to cut and paste from these boxes directly into the document, so saving a great deal of re-typing.

Annotating documents

During the raising a change request process and the review process, it is now possible to comment directly on to the document itself as well as adding comments in the review response or changes details boxes.

If the element is not licensed then the workflow settings will not be present; neither will the various dialog buttons associated with annotation that otherwise will be seen in dialogs dealing with change requests, editing and reviews.

By configuring the new workflow settings (System module | Workbench Configuration Centre | New Document Settings | Annotations) the system can be set up to allow annotation of documents when raising change requests or during a review.  Annotations may only be written/ viewed/ applied by users with the necessary access rights and permissions.

There are a new set of Document Workflow settings to allow documents to be annotated directly rather than notes being added to the dialogue boxes in Workbench.
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NOTE

If annotations are allowed in a document, especially in MS-Word, it is advisable to have the “Track Changes” functionality activated, so that changes can be seen in the document.

Remember to accept the changes at the first edit session if the document is being used as the draft document.

By default, annotations will be applied to PDF versions of the document (where documents have been issued to PDF) but can be applied to the original draft document in its 'native' form where configured appropriately.  

The wording 'Annotated document' appears in the title of all documents that have been annotated, so avoiding confusion with the original document.

The Annotation element will not be available through IVPro although relevant documents that have been issued to PDF will be appear in that format where applicable. 

Annotate a document when raising a change request

Documents can be annotated when a change request is made and when responding to a review.  The annotated document can be saved into the database and used as the basis of a new draft version from a Review or from a Change Request.

To annotate a document when raising a change request, select the document to be changed using the “Add” button, and then select the “Annotate” button.

This will open the document where changes can be made. 

(It is recommended that the “Track Changes” functionality of the editor is used to highlight the suggested changes).
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If the issued document has the setting “Issue to PDF switched on”, and the Raise Change Request against Issued documents only is set, then it is possible to allow users to annotate the original application version of the document rather than the issued PDF.

NOTE:

If there are more than one annotated documents created against the same document from different change requests then none of them will be available to replace the draft document.
If annotations are made against the PDF version of the document this will not be available to replace the draft document.

When the required annotation changes have been made to the document, save the document using the editor’s save feature and close the application.  It is important that the Editor Application is closed as this is the trigger to Workbench to save the document to the database.
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Once the application has closed Workbench will also ask to save the document to the database.

Save the annotated document to the database and continue completing the Change Request.

Adding an attachment to a Change Request (Licensed Area)
It may not be possible to enter all the change information in the Detail of Change box, a user may have created a new version of a document outside of the software, or detailed documentation may be available from an external source, to back up the change request.  This can be attached to the CRQ so that a simple cut and paste may be used to completely change the document; or supporting evidence may be attached with the document details.
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Selecting the “New” button activates the lower screen, where the attachments or file details are entered.  Search for the relevant file, give it a title, and select the Save button.  Repeat for each file to be attached to the CRQ.

It is now possible to add documents directly from Workbench as attachments by selecting the Workbench Documents button.
This would be used for a New Document based on a current document, or where changes to one document will affect another document.
Processing a change request

As the owner of a document, or a member of the approval group or change approval group, you will be informed of a change request having been raised.  That change request needs to be approved.  

Any one member of the group of people involved can approve it, or, if the “Requires Approval from all approvers” element is defined in the Document Workflow, then it will need to be approved by all of the members of the group before editing can take place.

Approve a change request

A document change request may be approved or rejected in response to a message, through either e-mail, or the Task Bar.  It may also be processed from the menu item “Open Change Request”.

The screen may appear different to those shown, depending on the rights you have and the status of the Change Request.

The Change Request Approval screen is in two parts: -

The first part shows the details of the document and the Change Request itself, 
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and the second shows the Change Request description and reason for the change.
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At this stage you may have the option to either Approve or Reject the change request. If you reject the change request, you will be asked for a reason, which will be sent to the originator of the request either as an e-mail or an internal notification.

Your action may depend on which buttons are available to you.

1 If the Approve button and Reject button are available, it means you are a member of the Approval or Change Request Approval list.

2 Reject Button only means you are not on any defined list but you have rights to the document, (such as the owner) and can protect the issued document: or Approval has been given, but there has been a change of mind.

3 If neither button is available then the Change Request is read only.

Note:
A change request that has been approved may subsequently be rejected and a note is made in the history log for that document.  If the Change Request is the only one raised and approved against that document then the person rejecting it will be warned that rejecting the document will revert it back to issued status and any changes already made will be lost.
[image: image17.png]Rijecting it wil cause the document to tevert 1o isued status
‘and ol changes made duing ths revision will be st
Continue?

. Thisisthe orly appraved request fo this documen.

Tes o





If the change request is to be rejected before any changes have been made, a reason must be given. 
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This reason for the change request being rejected will also be recorded in the document history log and the notification of rejection will be sent to the originator of the change request.

Press the Right Mouse Button on the appropriate line in the document history to reveal the detail.
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Approving the change request with annotated document.

The change request will need approval, and will show that an annotated document is associated with the change request.
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To view the annotated document,

select the Description tab 

and the annotated document will be

available to viewfrom the button.
Continue to approve Change Request for the  document in the normal way.
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Assigning change requests and editing documents

When a change request has been approved then the document subject to that change request can be edited.

You may only edit a document if you have the correct access to the menu item, you have editing access for this particular document, or you have been nominated as the actionee in a change request and no other member of staff is already editing the document at this moment in time.  

A document can be edited if there is an approved change request in force, or the document Workflow settings for that document allow it to be changed without a formal Change Request.

Select “Document” menu and “Edit” from the drop down list or respond to the task in the task bar if you are the nominated editor or actionee for this task.

Where a number of change requests have been approved against a document then you may select those that you wish to make at this point.  Any that you do not assign will remain in abeyance, and as soon as you issue the document, with the changes you have assigned completed, a new draft is immediately created ready for the changes still waiting to be assigned.

[image: image126.png]Change Request Detail i)

Datis | Desrpton|

|- Change Request Detai

CRO Number
Terget Date 8| oRoStas [Dnautored
Raised By [adrin Warkberch Adnmiristator  Completed

Date Raised [J3/01/2012 D) Notes.

CRO Type [Document Contert 0 o

Actionge

There i an annotated document assaciated with this change request

-Dacument Detais

Seial Number User et [HR-00T

Tite [Employes Discipinay Frocedue

Lastlssue [T00 Raised Against Revision [1.00

Aibutes View
o | [Chmoe]  meest | e | ew





If a document has been marked ready for approval and this approval has been rejected, the document will return to the actionee, and the reason for rejection will be available from the relevant button on the change revision level screen.  

Note: there is no need to increase the revision level of the document again if re-editing.

Editing the document with annotated document associated.

When a  document is due to be edited, the Next Revision Level dialogue box shows that there are one or more annotated documents associated  with this document, and the change request with the annotated document will be highlighted in Red.
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Before editing the document, view the annotated document using the “View Annotated” button.
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Once viewed, close the viewing application and Workbench will then ask to either replace the unedited draft document with the annotated document, or to ignore the annotated document.
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It is VERY important that you view the annotated document before editing the document at this stage.  Failure to do so will result in the annotated document NOT being available to replace the draft document.

View CRQ’s whilst editing, and Stay on Top
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It is possible, whilst editing a document, to have the relevant change request(s) available to view whilst editing the document in the editing application.  

The list of approved change requests can be set to appear as a “floating box” over the document being edited so that reference can be made to it. This facility can be switched off if required.

Undoing changes

It is possible that when undergoing a change, circumstances will require you to review the changes and go back to where you were before that change request was approved.  

This is possible with the “Undo Changes Since Last Issue” option.  This will revert to the document’s state and status at the moment of last issue.

Change Request Approval Progress (Licensed Area)
Change requests requiring multiple approvals may take some time to progress through the approval cycle, due to many unforeseen circumstances.  To monitor this progress, and to identify bottlenecks and potential holdups, it is possible to check on where a change request has reached in the approval list.

Selecting the CRQ Approval Progress menu item will bring up a list of the CRQ’s currently undergoing approval. Select the CRQ you need and you will be presented with a list of the approvers, and who has or has not yet approved the change request. This mechanism is very similar to Document Approval Progress.

Note that change requests requiring any ONE person from a list of people will NOT appear in the Change Request Approval Progress list.

Approve on Behalf of (Licensed Area)
In the normal course of events, a change request should proceed through its lifecycle without any holdups, and if the default option of anyone on the document change approval list to approve the change is used, normally no problems should occur.

However, in the event of some one not being available, and preventing a change request being approved, there is a mechanism to handle this situation.  

Much will depend on people assigning delegates to act on their behalf, and for the appropriate access permissions being granted.

Edit Complete

[image: image131.png]Select Review Topic

Search by Search Code

[Desciption

Contest
Pracess




[image: image132.png]Create Review Topic

|- Reguired Infomation
Deseition [Veracitf

Search Cade [veraciy

- Notes




Once the editing is complete, CLOSE the application, and return to Workbench.
At this stage the document could be sent round to the reviewers to comment on the changes made before a formal approval process is instigated.
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If editing of the document is complete and no further changes are required then mark the Change Request as “Done”.
This will then activate the “Mark document ready for approval” field, tick the box and then select OK.

The users on the Approval list for the document will be tasked to approve the document.

Other Options in Document Control

There are many further options in Document control to help manage documents in a controlled manner whether they require formal control or not.

In the Control menu, the list of the tasks that would normally be carried out in response to a task or e-mail, can be performed through the various items in this menu.

Checking In and Checking Out of Documents

This allows documents to be worked on “off-line”, i.e. whilst away from the network, or where working on a document will hold a user license for an inappropriate length of time, such as when editing a drawing.
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Checking a document out of the system can only be carried out on “Draft” documents where an approved change request is assigned to that document or the document has never been issued.

Checking out requires that you give the document a normal file name, or a document file with the appropriate extension (***.DOC), and a target directory for storage, (Drive C:, for example).
The document is still available to be viewed in the system but cannot be edited until it is Checked In again to Workbench.

Checking the document back in will present a list of documents flagged as checked out.  Select the document you want to check in and you will be taken to the directory where the document was originally saved.  
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If bringing in a document from a different directory then use the browse button to navigate through your computers directories.

There is also an option to “uncheck out” a document.  This can be used where a change of heart means reverting to the original document in Workbench.

Mark Ready for Approval

In most scenarios the option to carry out this task will be completed as a result of editing a document, but where editing has resulted in saving the document without deciding the next stage, or where the Check in/Check out facility has been used, the menu item will allow marking ready for approval without having to re-open the document edit session as long as the change request has been marked as done.
Mark Ready for Issue

Where a document is not required to follow the formal workflow and approval process, once imported or edited it can be marked for issue immediately.  This would normally be done through the action of ending an editing session.  

If the document has been sent out for Review, and because of the review there are no changes to be made then, for this document, Mark Ready for Issue can be done from the menu. This would also apply to the Mark Ready for Approval.

Document Receipt

The Document Receipt menu item allows document owners, administrators and others with the correct access permissions, to keep a track on who has or hasn’t acknowledged receipt of a document where the document workflow parameters require acknowledgement.  

It will allow, if the document workflow has been configured, those with permissions to acknowledge receipt on behalf of users with logins as well as those without logins.
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Maintain Master Keywords

Keywords entered into the keyword lists can be changed through this menu.  Bear in mind, it will replace the keyword everywhere in the database, including the historical records if it is changed or amended here.
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Simply highlight the keyword you want to change and in the field at bottom of the screen, type in the new word you want.

Withdrawing a document

This allows the removal of a document from circulation if it is no longer required, and if the Workflow settings allow the document to be withdrawn.
A change request to withdraw the document must have been raised and approved.
Approval of the change request for withdrawing a document can be set, as with document content change requests, to any one of the approvers, or ALL the approvers before the Change can take effect.  The document owner or a person with edit rights to that document is then able to withdraw the document.
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The document is still part of the database and is available to be viewed through the “View Withdrawn Document” menu item, but the document does not appear in any other document selection list, and is not in general circulation.

Once a document has been Withdrawn it cannot be re-instated.
Archive Documents

Superseded documents or withdrawn documents can be removed from the database and archived to another storage medium, so reducing the overall size of the database.  
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The historical data for that document will however, remain within the database and will be available but only for all reports.

View Retained Document

Superseded documents are held within the database for as long as is needed.  No document or data is automatically deleted from the database.  Consequently, access permission may be granted for users to be able to see old, superseded documents in the database. 

The documents are “Retained” and when selecting the document you want to view, you will be presented with a list of all the previous versions. 
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Reviews

There are three types of reviews:

Scheduled Reviews – periodic reviews set up against a document by the document owner and controlled by the document owner.  These reviews will be done against the Latest Issued Version. (This is a licensed area).

Unscheduled Review Request – after editing a document, the person editing the document will be able to submit a request for an unscheduled review.  

Unscheduled Reviews - an unscheduled review can be requested by choosing the Request Review menu option in the Reviews menu.  As above, the request for an unscheduled review will be sent to the document owner, who must either start or reject the review.

Scheduled and unscheduled reviews, once started, will be processed in the same way.  

The Responsibility for starting, closing and completing all reviews, whether scheduled or unscheduled, will be the person nominated at the time the document was created. The person responsible for the review will receive the Request for Review, and will have at that stage the option to Start the Review or to Reject the Request.  A reason for rejecting the review request will have to be given and this will be notified to the person requesting the review.

Unscheduled reviews will not have an impact on a document’s review schedule.  

Reviews will FREEZE the document by marking it as ‘undergoing review’:  this will prevent CRQ’s from being assigned and the document edited or new CRQ’s from being approved.  

Once a review has been ‘Closed’, the document’s ‘undergoing review’ flag will be released, allowing the document to be processed as usual.  ‘Undergoing review’ will not affect reporting.

Reviewers can make annotations to documents directly on the document itself by using the Annotate Document features when reviewing the document.
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Review Menu
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Maintain Reviews:

This will invoke the Document Selection dialog, showing a list of documents for which the current user is responsible for review maintenance and for which reviews are in the system.

The list will allow extra search filters based upon Review data, such as review type etc.  The list of documents will also show the review data for each document.

Review Document:

This will invoke the Document Selection dialog, showing a list of documents for which the current user is on the review list.  As there can only be one review in progress per document, the appropriate review is retrieved from the database and the Review Document dialog will be displayed, allowing the user to view the Review Details and the individual Reviewer Responses to the review.  It allows the user to make an initial response to the review or to update and finish their response.

Request a Review:


Users with document view rights may submit a ‘request for an unscheduled review’ to the document owner.  These requests either will be started/stopped/completed in the same way as scheduled reviews in the Maintain Reviews dialog, or rejected by the Document Owner.

Initiate Scheduled Review:


There is now the capability for a user other than the document owner to be designated as responsible for the review cycle for a document.  The nominated users may not have the necessary access rights to the Edit Document Attributes dialog in order to set off reviews. The Initiate Scheduled Reviews menu option enables document review-responsible users to initiate the scheduled review cycle of issued documents that previously did not require scheduled reviews - or were imported and saved in an Issued state.

Withdraw Review:


The document owner, the person responsible for the reviews, or the administrator may withdraw at any time, Completed Reviews – this removes the Review from the ‘View Reviews’ button (Document Attributes – Review tab), setting the review status to ‘Withdrawn’.
Purge Review:


This menu option will allow users, with the required access rights, to purge withdrawn reviews.  This will remove them physically from the database.
Scheduling a Review

Scheduled Reviews can be initiated in a number of ways:

· by issuing the document with all relevant review data in place (i.e. Selecting Requires Scheduled Reviews, and defining the Review period/units and Reviewers list from the Workflow settings). 
· alternatively, from the Edit Document Attributes dialog. By selecting the Reviews area in the Workflow settings and highlighting the Requires Scheduled Reviews, define the review period/units and on the Reviews Tab, setting Next Scheduled review date, and Initiating Scheduled Reviews.  

· or by the person nominated as responsible for the review cycle of a document initiating a scheduled review from within the Reviews Menu.

The latter option gives users a means of initiating scheduled reviews on disused documents where no scheduled review was specified, without having to re-issue the document.  This will set off the scheduled review cycle, which once initiated, will be automatically re-scheduled on completion of the previous review.

[image: image168.jpg]‘s jdeagen





The Responsibility for starting and closing the review will be the person nominated as responsible for reviews of that document, normally the owner, and the Review Period is taken from the document attributes.  The dates of the Last Scheduled review and the start date of the next scheduled review are shown.

NOTE:
When a review is scheduled on document issue, the review start date is calculated from the date of first issue and the review period, for the first review.  Subsequent review start dates will be calculated from the previous scheduled review start date and the review period.


There is an option within Workbench to determine that if the review start date or review period changes, all reviews currently planned will be re-scheduled to the new specifications.  There is also the option to reschedule the review date based upon the date the document was LAST issued.  This could mean that the document is never Reviewed using the formal review process.

Requesting a Document Review

Unscheduled reviews originate from two points:

· when the user finishes editing a document and checks the ‘Request Document Review’ check box.  In this case, the version to be reviewed will automatically be the ‘draft’ version.


· by selecting the ‘Request Review’ menu item, a request can be submitted to review any document.  This either can be the draft or issued version.  
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The Review Request will be sent to the person responsible for the document’s review, who will be able to either start the review, or reject the review if it is an unscheduled review.

Maintaining a Review

There are two ways to action a review request, by responding to an e-mail, or by using the Maintain Reviews Menu.  In the menu, the user will be presented with a list of the reviews available for that user to process and can select the document under review.
If the review is Waiting Start and it is an Unscheduled Review, the person responsible for that document’s review will be able to REJECT the review request.


The Responsibility for processing the review will be that of the person nominated as having responsibility for the review. 

 ‘Requested By’ will be the user requesting the review.  

The Review Close Date is optional. If the date is not supplied, the review will continue indefinitely until such time as the person responsible decides to Close the review, at which time, the current date will be the Review Close date.  If a close date is supplied, it may not be changed once the review has been started – the review can, however, be STOPPED before this date. A mandatory reason will need to be given for closing the review before the close date.

The Document Version to be reviewed will be indicated in the Document Details box.  If the Latest Issued Version is selected, then the documents revision number will be retained with the review details.

Subject, topic and notes are optional.  Subject and Topic are selected from drop down combo boxes, showing records defined in the Settings menu.

Starting a Review

Once a document is due to be reviewed, either by the review period elapsing (i.e. from the date of last issue or review) or an unscheduled review has been requested, a task will be sent to the person nominated as responsible for reviews of that document requesting the review be started.

This will open up the Maintain Review document screen with the option to start the review.

If not already set, the time a review lasts can be determined by stipulating a close date.  This will not force all reviewers to carry out the review, but will notify the document owner that the review can be closed, having given the reviewers sufficient time to respond.  It will not close the review automatically, but will require the owner/person responsible to make the decision to close.  It could be left open until the person responsible for the review was satisfied that all people have had an opportunity to respond.

If, when starting the review there is no list of reviewers defined in the document Access Lists, the person responsible will have the opportunity to create a list of reviewers at this time.  


If no list is created, then the message will offer the option to make the owner the reviewer.  



If the response to that option is no, then the review will not start.

Selecting the Reviewers (Select Subset)

If there is a defined list of reviewers the owner will, if the Workflow settings allow, be able to select a subset of the reviewers or all of the reviewers to review the document this time.


This is useful if the changes or the review is for one particular area of expertise within the document.

Responding to a review 

Once the Review has been started, all the people on the review list or subset will be tasked with carrying out the review of the document.

The screen will ask the reviewer to respond to the review and will give details on the first page of the document under review and the reason for the review.

The person reviewing the document should then select the Responses tab to be able to enter details of their review.


The user will be presented with a list of the other reviewers and the status of the reviews.  By selecting the Respond button at the bottom of the screen the reviewer will be able to enter their responses and observations.

The Summary line is the only mandatory field required for a response, and when entered the response can either be updated, i.e. the reviewer would like to add more information, or marked as finished, in which case a message will appear explaining that once finished, no more changes can be made to the reviewer’s response.

Annotating a document through the review process

The document Workflow setting “Allow annotation of document when reviewing” must be selected for this functionality to be available, and if required, the ability to annotate the original format of the document if the “Issued” version has been converted to .pdf.

After a review has been started, those users who are asked to “Respond to Review” will be able to annotate the document with comments as part of the response.


When responding to the review from the Response tab, an entry must be made in the summary line before the annotate document button is activated.

NOTE:
If annotations are allowed in a document, especially in MS-Word, it is advisable to have the “Track Changes” functionality activated, so that changes can be seen in the document.

Remember to accept the changes at the first edit session if the document is being used as the draft document.

Close and save your annotated document within the application, and close the application itself.  You will then be asked to save the document to the database.

Once the review is complete, then mark your response as “Finish”.


NOTE: 

Where there are multiple reviewers there will only be one annotated document ie. all reviewers annotate the same document so that, for example, the third reviewer will be reading the document that has already been annotated twice by previous reviewers (if they chose to annotate the document).  The original document may still be viewed via the View button on the Overview page of the Review Document dialogue.

As there is only one annotated document that is being cumulatively reviewed by all reviewers it would be possible, in principle, for later reviewers to remove annotations made by earlier reviewers.  It is therefore wise to outline your proposed amendments in the Notes box on the Responses page of the Review Document dialog.  

Once the review is ready to be stopped, because, all reviewers have completed, the close date has been reached or you require to stop the review, the page will show that there is an annotated document associated with the review.

NOTE: 

If this annotated document is to be used to replace the original, then a new Change Request must be raised, even if the review is part of a current Change Request.
If annotations are made against the PDF version of the document this will not be available to replace the draft document.


Closing the review

If the review has a defined close date, and that date has been reached, a message will be sent to the person responsible for the review to close the review, whether all reviewers have responded or not, and no reason for closing the review will be needed.

If, however, there was no close date and the person responsible for the review wishes to close the review, to avoid getting the message that not all reviewers have reviewed the document, and having to enter a reason for closing the review, ALL the reviewers should have responded to the review.
Once all the reviewers have responded, and/or the close date has been reached, the person responsible for the review, can the close the review.  This will unlock the document so that further changes, if necessary, can be made, change requests approved and assigned, and work done to the document.

If any of the review responses suggest a change to the document, then a formal change request can be raised from this screen.

This will be more applicable to the scheduled review of an issued document, where no draft document exists.  It is not a mandatory requirement if reviewing a draft document, however, if the reviewers have annotated a document, then a Change Request MUST be raised if the annotated document is to be used to replace the original document.

Whilst a document is undergoing review Change requests can still be made against the document but CRQ’s cannot be approved or actioned.  To action them the Review must be stopped or closed.  A warning message will be displayed if trying to perform an action against a document undergoing review.

Complete a Review 

To complete and close out a review, final mandatory comments must be entered in the Final Review Comments dialogue box, and the person responsible for the review must enter their password to complete the review.
Once completed, no changes can be made to the review at all.

At this point, if the review was a scheduled review, Workbench will automatically schedule the next review for a date and time determined by the document review period.


Withdraw a Review

After a time, many reviews will have been carried out against any one document in the system, and to find current reviews will mean scrolling down pages and pages of old reviews.  These old reviews, unless critical to the development of the document, can be safely removed from view by withdrawing them. Withdrawing a review removes it from view in the attributes tab, and only the owner or admin can then view it.

A review must be complete before it can be withdrawn.  


Purge Reviews

Purging a review removes the review details completely from the database.  

Only the document owner or admin can carry out this task.

Document Hyperlinks

Definition - A hyperlink includes the path information to another object. The object can be a target on the same document, a file on the same computer, or a uniform resource locator giving the location of a web page halfway around the world. The process is exactly the same in all cases. Some point on the document is turned into an active spot which includes the path information.

It is possible to link documents, one with another, in a Workbench database using Hyperlink technology within most applications.

Unlike the normal hyperlink structure however, there is no defined path to each individual document, and so the normal hyperlink syntax structure will not work to find a document.

As each document has a unique number held within a database, this is used within a hyperlink to link to another document.

IntraVista

IntraVista uses QWBCGI.exe to extract documents from Workbench and present them on a Web page, and this technology can be used to link one document to another.

The specific syntax for a hyperlink invokes the QWBCGI.exe application and uses a predefined method to extract a document.

To create a hyperlink in one document to bring in another document use the following method:-

http://<server name>/<ivscripts>/qwbcgi.exe/docfetch?id=xx&db=XXXX

The server name is the one where IntraVista is installed, and points to the directory (in this case ivscripts) where the QWBCGI.exe application resides.

The docfetch? Is the instruction (method) which brings the document from the database, id is the document serial number and db is the Workbench database in which the document is stored. This same syntax will be used in all cases where IntraVista is installed.

Within the document, select “Insert Hyperlink” and type in the text you want to be the hyperlink link.


Type the HTTP request link, as shown above, in the “Type the file or Web page name:” box.

You cannot search or browse for the document, and the document you want to link to must already be in the database and have a Serial number.

The line of text in the “Text to Display” will now be highlighted and underlined and will act as a hyperlink to the document specified in the HTTP request i.e. document 114 from the ISO9000 database.

IntraVista Professional (IVPro)
For simple hyperlinks to other documents using IntraVista Professional the same concept applies but a different Application is used.  Instead of QWBCGI.exe, IntraVista Professional

uses WebObjects.dll.

The syntax, if you wish to type it in, is similar in format i.e.

http://<server name>/<ivproscripts>/WebObjects.dll/IVPro.woa/wa/DocFetch?id=xx&db=XXX

There is however a simpler way of getting this information.  Connect to IVPro, highlight the document you wish to connect to and right mouse click.  One of the options available to you is “Copy Hypertext Link”.

Simply go to the document you are editing and paste it into the “Type file or Web page name:” box on the insert hypertext dialogue.

Using Intravista Professional to retrieve individual documents or lists of documents.

Note this functionality is used where integration is needed into a specific Intranet web site and navigation to documents is hidden from the end user.  The following methods utilize built in functions of IntraVista Professional and does not require the end user to navigate through all the relevant pages of IntraVista.

Notes:
In the following examples, substitute server name for the name of the server where IVPro is installed. Also, check with your systems administrator for the correct name of the scripts folder under Inetpub (usually IVProScripts).

Example
If your IVPro server is called IVPro then a link would look something like this;

http://ivpro/ivproscripts/WebObjects.dll/IVPro.woa/wa/Version

Anywhere a space occurs in a hyperlink, for example a database alias that has a space in the middle, the space is substituted with %20.

Please pay attention to the case used in the hyperlinks. This is important as IntraVista utilises Apple Web Objects, and if case is ignored, it could mean the failure of hyperlinks.

Request a specific document from a ‘view only’ database

The following example fetches a document with a serial number of 1, from a view only database called Sample.

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/docfetch?db=Sample%20(view%20only)&id=1

This is the most common hyperlink as it can be inserted into an individual document to create a dynamic link from one document to another.  For example, where a procedure requires a form to be used, then the hyperlink will bring up the form from the database.

Request a specific document from a ‘Proactive’ database

A Proactive database is defined as a database that requires the user to provide a workbench login and password. Take care when using this type of link because the users login ID and password need to be contained in the link.

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/docfetch?db=STD%20Sample&id=1&login=xxxxx&pword=xxxxx
If you do not want to use the login and password (for security reasons) then the following link:

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/docfetch?db=STD%20Sample&id=1
would return the User Login screen and require the user to enter his login and password details after which the document will be displayed.

This forces users to identify themselves, and protects controlled documents from being seen by unauthorized users.

List documents issued before or after a specified date

The following link will display all documents in a database that were issued before the 07/11/2005. The date format must be DD/MM/YYYY. 

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/DocList?DB=Sample%20(view%20only)&lastmodifieddate=07/11/2005&lastmodifieddatechoice=before
This link is similar, but has the word before replaced with after.

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/DocList?DB=Sample%20(view%20only)&lastmodifieddate=07/11/2005&lastmodifieddatechoice=after
Accepted parameters for the method DocList? are:

orderby, order, searchvalue, searchby, categoryid, category, departmentid, department, typeid, type, keyword, docowner, docauthor, datecreatedchoice, datecreated, lastmodifieddatechoice, lastmodifieddate, dsall, dsnone, dsphrase, dsany, dsissued, dsdraft, dstitle, dsuserref

These can be strung together using the ampersand character (&). For example;

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/DocList?DB=Sample%20(view%20only)&lastmodifieddate=07/11/2005&lastmodifieddatechoice=before&docowner=admin
List documents with specific keywords

The following link will return a list of documents with the keyword of Training listed against them.

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/DocWebPortal?DB=Sample%20(view%20only)&keyword=training
To apply more of a filter, the following link will bring back a list of documents that have keywords of Training and Manual against them. For each additional keyword you need to add &keyword= to the end of the link.

http://servername/ivproscripts/WebObjects.dll/IVPro.woa/wa/DocWebPortal?DB=Sample%20(view%20only)&keyword=training&keyword=manual
Accepted parameters for the method DocWebPortal? are:

orderby, order, searchvalue, searchtype, catid, catdesc, depid, depdesc, typeid, typedesc, keyword, owner, author, datecreatedtype, datecreated, datelastmodifiedtype, datelastmodified, dsall, dsnone, dsphrase, dsany, dsissued, dsdraft, dstitle, dsuserref, status, routine, showhidden, doclist, review, colshidden, colsorder

All of the above examples would be used when designing a web interface integrated into a company Intranet.  Once the hyperlink has been activated the results will be displayed in the IntraVista Professional page.

Workbench Office for Microsoft Office

Workbench is now more compatible with the Microsoft Office suite of applications, offering a replacement to the need for complicated macros to populate a document with information from Workbench, and adding new security features for each document.

Workbench Office for Microsoft Office is ONLY compatible with Microsoft Office 2007 onwards.

Workbench Office uses a web service and a Workbench Office add-in to integrate with Microsoft Office.

The web server needs to be installed on a server (see Workbench Configuration Manager Settings in System Manager Module).

The Workbench Office add-in will need to be installed on each client machine where Workbench is installed to take advantage of this functionality.

The Workbench Office for Microsoft Office component provides much greater integration with Microsoft Office specifically with MSWord, MSExcel, MSPowerPoint and MSOutlook.  This is done by the production of an add-in and works with Office 2007 and above.  The Microsoft Office applications (apart from Outlook - see below) are controlled, on a per document basis, by workflow settings that enable/disable Save, Save As, Copy/Cut/Paste, Print, Quick Print, Print Preview.   

Microsoft documents can now be saved directly into Workbench - there is no need to save the document and load Workbench separately in order to import the document. 

Outlook emails can also be saved straight into Workbench, including attachments. However, be aware that the settings governing Workbench Office regarding who can Save, Save As, Copy/Cut/Paste, Print, Quick Print, Print Preview will not apply to documents that have been imported into Workbench from Outlook; anyone who can view the document will be able to perform any of the functions. 

Microsoft Word and Excel allow the assignment of a Workbench password to a document when saving externally, so that only personnel who know the password can access the document outside of the Workbench environment. 

The Workbench Office tags will update when a document is issued, and will be written to the document at time of issue so that documents view outside of Workbench, or on a client machine without the Workbench Office facilities will still show the correct information wherever the tags have been added.
Using Workbench Office

Ensure that the Workbench Office add-in has been installed on the client and the Web Service is running.  

Open up a session of MS-Word 2007.

The Workbench office add-in creates a new ribbon menu bar within the application with the most used functions from the application as part of the ribbon.  Some of these functions will be available on other menu ribbons as well.

Once a session of MS Word is opened the Workbench menu ribbon will indicate whether the Web server service is running or not by showing ONLINE or OFFLINE.  Make sure it is ONLINE.


The Workbench ribbon tool bar gives additional features and functionality associated with documents to be stored and managed by Workbench. 

As this Add-in works with Word at all times, whether the document is a Workbench document or not, there are features available which enables better integration between the two applications.

The Workbench Office tags give access to fields from within Workbench which can be added to a document, most commonly in the header or footer of a document.

In the Actions area of the ribbon menu, the features that are controlled by Workbench for user access are available, or not.  This will depend on the permissions given to users for this document.  For example if a user is not allowed to save, or save as, print, or print preview, then these facilities will be greyed out in the ribbon bar.

If a user is not allowed to copy and paste these actions will be greyed out in the relevant menu bar.

In the Actions area of the ribbon menu, there is the ability to launch Workbench from within the application, and an ability to save the file being worked on directly into Workbench from the application.  This works in a very similar way to the Word function “Save to …”, but opens up the Workbench application at the create/import document page.
Document tags

Workbench and the Workbench Office add-in replace the need for individual document macros to populate the document with data fields from Workbench, and do this with document tags. These tags are shown by the add-in toolbar that offers a drop-down list of all the fields that are currently written out to the QWCS.ini structure.  The list consists of meaningful English descriptions rather than the raw entry codes, and when an entry is selected, the add-in will add an Office 'DocVariable' field to the current insertion point in the document. 

The same tags can also be invoked by right-clicking on the actual document.

The Workbench Office tags will update when a document is issued, and will be written to the document at time of issue so that documents viewed outside of Workbench, or on a client machine without the Workbench Office facilities, will still show the correct information wherever the tags have been added.


Selecting the down arrow on the Workbench Office Tags menu will show four menu selections.

The menus are: 

General

Document Attributes

Document Approval Details

Document Review Details



The General menu allows the insertion of the following Workbench information (as data tag) in a document:-

Database Alias

Current user name

Current user personnel ID

This document is uncontrolled when printed

This document is controlled using Workbench


The latter two items will simply put the text message into the document, there are no database variables associated with these items.

The Document Attributes menu allows the insertion of the following Workbench information (data tag) in a document:-

Document serial number

Document title

Document user reference

Document author name

Document owner name

Viewed document status (e.g. Issued or Draft)

Viewed document status description (e.g. Issued version. Only issued version exists)

Latest document status description (e.g. Issued, New Draft Undergoing Approval)

Viewed document revision

Document issued revision

Date document created

Date document last modified

Document issue date

Issue date of document being viewed

Retained version issue date

Document category

Document department

Document type

Assigned CRQs


The Document Approval Details menu allows the insertion of the following Workbench information (data tag) in a document:-

Last document approval date

Last document approval reason

Last document approver name

Last but one document approval date

Last but one document approval reason

Last but one document approver name

Last but two document approval date

Last but two document approval reason

Last but two document approver name

Last but three document approval date

Last but three document approval reason

Last but three document approver name

The Document Review Details menu allows the insertion of the following Workbench information (data tag) in a document:-

Review Responsible

Scheduled review date

Scheduled review ID

Unscheduled review date

Unscheduled review ID

Last but one unscheduled review date

Last but one unscheduled review ID

Last but two unscheduled review date

Last but two unscheduled review ID

Last but three unscheduled review date

Last but three unscheduled review ID

Last completed scheduled review date

Last completed scheduled review ID

Last completed unscheduled review date

Last completed unscheduled review ID

Inserting tags

Documents tags can be inserted in any part of a document and as long as the Workbench Office Add-in is installed and the Web Server is ONLINE, then the data will show.

To add data tags into the Header or Footer of a document.

With the document open select the Header or Footer item from the Workbench menu bar.  In most instances the information will be entered into the Header or Footer, but this is not a requirement of Workbench Office, in fact the information can be entered anywhere in the document.

Move the cursor to the point you want to insert the information and then select the Workbench Office Tags from the Workbench Ribbon. 

Select the relevant sub menu showing the fields available to be added to a document.  In most cases the information needed will be in the “Attributes” sub menu as this covers common information about the document and version of it.


Type the description for the tag for example: “Document Title:” and then select the document tag from drop down menu. 

This will insert a tag as follows “<NoData>” if the document is not yet in Workbench or if the document advanced attributes have NOT been switched on. See Setting the document attributes for Workbench Office for Microsoft Office

Continue to add document tags until the required information is in the document.


As soon as all the information is entered then close the header and footer and save the document.

Import the document into Workbench, or if it is already saved in the Workbench Database, set the document attributes as below.

Setting the document attributes for Workbench Office for Microsoft Office

Select the Use Workbench Office for Microsoft Office feature and ensure that it has a tick next to it, and decide if the document requires protection to allow people to perform certain Word functionality.

Once the document is in Workbench AND the document attributes have been turned on, then the data tags will retrieve the information from the database file, and populate the document data tags with the correct settings.


Now that the information is in the document, it will be updated every time the document is opened and the status in the database changed.

Once a document is managed under the control of Workbench, the document can control who can perform some of the MS Word/MS Excel actions.

These features are defined under the Documents Attributes and “Use Workbench Office for Microsoft Office” settings sub heading of “Protect Document?”


The system, by default, limits permissions to admin only, if none of the permissions are set in the Workflow settings, and no one is nominated or identified on the Workbench Office Access tabs.

The following functions can be controlled using the setting within the Workbench Office suite:-

Copy and Paste

Print

Print Preview

Publish

Save As

Send

The Workbench Office tab controls the Workbench Office Access lists where, if the “Protect Document” item is selected under “Use Workbench Office for Microsoft Office”, the people who are allowed to perform the controllable actions on the document can be highlighted.

Requires add-in in order to view document 

With this switch set Workbench will not allow the document to be opened by any user unless the Add-in is present on the client machine.  This element of security ensures that documents, where this is set, are only available computers where this is allowed.

A document will not open in the parent application if it detects that the Workbench Office Add-in is not present on the computer.

Workbench Office and Microsoft Office Functions within applications.

In addition to the ability to insert information, as data tags, from a Workbench Database into a Word, Excel and PowerPoint, Workbench Office inserts additional commands into the applications ribbon bar such as “Launch Workbench” and “Save to Workbench”. 

This latter function is also available in Microsoft Outlook, allowing e-mails to be imported directly into Workbench directly from an open e-mail.

With the Workbench for Office add-on installed and licensed, a number of Workbench Office menu items are added to the Microsoft Application menus.


Microsoft Outlook allows the save to Workbench option but does not have the same security controls over the file type as those within Microsoft Word/Excel/PowerPoint applications.

Reports

There are many reports available in Workbench to allow full management information to be obtained. 

For instance, the document register report allows you to provide a simple list of all the documents in the database, their status, issue number etc.



This report can be filtered to give a more specific list by using the various criteria available to narrow your search.

If the document number or range of numbers is known then that can be searched for using the Document Selection Criteria.  More importantly, if the Document Owner is known and a list of documents attributed to that person is required, then simply select that individual’s name in the Owner Criteria.

To search for documents of a particular Type, Department or Category, select them in the Document Attributes section.  It is possible to multi select any of these parameters by holding down the shift key (SHFT) or control key (CTRL) and selecting the relevant fields.

Once the parameters are selected, the resulting information can then be grouped into useful areas, by selecting the Report Options and selecting Group 1.  From the drop down list, select the subject by which you would like the report grouping.  Selecting Group 2 will allow sub grouping within the preceding groups. 

Documents Held by Personnel allows you to create a list of documents signed for by an individual, or group of individual.

In this report a list of the documents held by each member of the management team is produced, the status of the document and which version of the document they hold.  (It should ALWAYS be the latest version!!!)



There are many standard reports within the software and in most cases these will be sufficient for the general needs of most companies.

Document Register

Keyword Document Register

Change Request Detail

Change Request Summary

Document Receipt Acknowledgement

Documents Held by Personnel

Document Status Detail

Document Status and Change Detail

Document Approval

Document Approval Notes

Document Issue Notes

Document Distribution History

Approval Groups
Document Categories Report

Document Types Report

Document Attributes

Review Detail

Review Summary

Review and Change Detail

Review and Change Summary

Document Training Report

ReportQuest

In addition to the reports built in to the software, user designed reports can be created using the ReportQuest Module and these reports can be access using the User Defined Reports menu.
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