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Searching

Searching for Objects

The search function enables you to find objects in Common Components. The search
results can be limited by including specific search criteria.

Search is conducted from specific locations within Common Components, such as when
searching for avault when creating a company definition. You search for people, for
example, from many Edit Details pages that contain an Owner field with an ellipsis
button.

The objects you can search for are dependent on the role(s) you are assigned.
The following sections explain the search processes:

Using Search

Selecting a Vault

Finding and Selecting People

Finding and Selecting Roles

Finding and Selecting Groups




Using Search To search for objects

1. Click J next to the item you are searching for.

/i MatrizOne - Microsoft Internet Explorer

Search
Fields in red talics are reguired
Type BCDmpan\;
Name I*

@ Find @ Zancel

2. Enter basic search criteria. By default, all fields are case-sensitive, unless your Oracle
database has been configured for case insensitivity. Matrix/DB2 environments are
always case-sensitive.

Type. The typeisdisplayed.

Name. To search for a specific object or group of objects, type a Name. Names can
include wildcard characters, for example, 001* or *-Version 8. The default is*, which
includes all names.

3. When you have finished entering search criteria, click Find.

To select search results

The search results are shown in atable that lists summary information for all items that
match your search criteria. The contents of Search Results pages vary, depending on what
types of objects you are searching for. You can use the pagination controls to navigate to
other pages.
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Search: Search for Companies - Microsoft Internet Explorer

Search

Mew Search | 2J| ‘

Fields in red talics are required

r B ABC company Unknown dnknown www wahoo.com

r B Compl Buyerco Unknown dnknown Unknown

- @ Compl Ca Unknown Unknown Unknown

r @ Caompl Unknown Unkrown Unknown
Supplierl

r B Compl Unknown Unknown Unknown
Supplierz

r @ Compl Unknown Unkrown Unknown
Supplier3

r B ComplA Unknown Unknown Unknown
SuppliercCo

r @ Compld Unknown Unkrown Unknown
SupplierCo ﬂ

© et € concel

Use the check boxes in the first column to select items to add.

Work within the search results page:

If the search results do not contain the item you want, click New Search from the
page toolbar to change some or al of the previously-specified search criteria.

Click Next.
The Specify Share Types page appears.
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Selecting a Vault

/] MatrixOne - Microsoft Internet Explorer

Specify Share Types
] |

Field=z in red talics are reguired

Share Types

CAD CAD Dratlung

Compl
E Unknown Unknown [ [
Supplierd

@ Daone e Cancel

4. For details about using this Specify Share Types page, see Editing Share Types.
5. Click Done.

Vault selection is available from many pagesin Common Components. For example,
some of the search dialogs allow you to choose which vault(s) to search. You can also
select the vault where newly created objects are stored. If your Business Administrator has
elected to have the Vault Awareness property set to false (the default), the choices for
vaults are expanded to include not only your own company vault, but also your company’s
collaboration partners' vaults. When creating objects, a collaboration partner’s vault will
only show in the vault list if the object type that is being created is one of the object types
that are shared.

For performance reasons, the default search vault isinitially set to your company vault,
but you can change this default.

To select a vault

1. Click J next to a Vault field on aform page. The Select Vault page opens.

Select Vault
[ [an]

[T eService Administration

[T eService Sample

[T eService Production

@ Done e Cancel
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Finding and
Selecting People

2.

If you are allowed to select more than one vault, the vaults are shown with check
boxes next to the vault names. For example, if you are searching for objects, you may
want to search multiple vaults. Click one or more check boxes to select the vault(s).

If you are allowed to select only one vault, the vaults are shown with buttons next to
the vault names. For example, if you are defining a person, you can specify the
default vault the person will use to access database objects. Click one button to select
the vaullt.

Click Done. The pop-up window closes automatically and the name of the vault is
shown in the text box.

Many pages within the Common Components require that you select a user. You may be
required to select a user from the type chooser, as when reassigning ownership of an
object or assigning a designated user for an object. Other pages allow you to search for
people, groups, or roles using the page Actions menu, as when assigning membersto a
route.

To find people

1. Click J next to the field on aform page that requires that you select a user.

Or

Click Add People from the page Actions menu.

Or

Click Tools > Administration > Search for People.
The Search page appears.

Specify search criteriato limit the number of itemsincluded in the search results, or
leave the defaults of * to search for al of the type of user selected.

Search People
@)

=

Type

User Name

+

First Mame

£l

Last Name

+

Organization

@ Search e Cancel

The Search People search criteriaincludes some or all of the following fields,
depending on the page from which you accessed the search function:

User Name. If you know the person’s User Name asit is defined in the system, type
the name or part of a name (using wildcards).

First Name. Type the person’sfirst name or part of a name (using wildcards).

Chapter 1: Searching
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Last Name. Type the person’s last name or part of a name (using wildcards).

Organization. Type an Organization name or part of a name (using wildcards). This
can be a company, subsidiary, business unit, or department. The search results will
include employees of the organization, but not persons who only have role access to
the organization.

2. When you have entered your search criteria, click Search.

The search results page appears, listing the names of all users that match your search
criteria. You may also see additional information such as Login Name and Company,
depending on where your search was initiated from.

To select people

1. Click the checkbox to the left of the person you want to select.

Select People
@] |
ﬂ_
ﬂp ficceptance Project Lead 2Rl PMC Acceptance
- ﬂ' author dmc author Company Mame
| ﬂ' Compl Administrator dmc cornpl admin DMZ Cormpl
r ﬂ' Compl Reviewer drmc compl reviewer DMC Compl
[4] Pagell =] of 23 [+ e Done ° Cancel
2. Click Done.
Finding and Some pages within the Common Components allow you to select users by role.

Selecting Roles To find roles

1. Click Add Role from the page Actions menu.
The Search Roles page appears.
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3 Matrix0One - Microsoft Internet Explorer

Search Roles

A

z)|
Fieldz in red talics are reguired
Type @ Role
Name I*
[ Tap Level
Lewvel
™ sublevels

| H

©

Search Cancel

The Search Roles search criteriaincludes some or al of the following fields,
depending on the page from which you accessed the search function:

Name. If you know the name of the Role, type the name or part of a name (using

wildcards).

Level. Check whether you want to search for only Top Level or SubLevel roles.

2. When you have entered your search criteria, click Search.
The Select Roles page appears, listing the roles that match your search criteria.

To select roles

1. Click the button to the |eft of the role to select it.

3 Matrix0One - Microsoft Internet Explorer

Select Roles

Actions » | 2] |

- @ Fimancial Categary Administrator

r @ Part Family Coordinator

@ Daone e Cancel

I

Raole

Role

2. Click Done.

Chapter 1: Searching
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Finding and Some pages within the Common Components allow you to select users by group.

Selecting Groups To find groups

1. Click Add Group from the page Actions menu.
The Search Groups page appears.

/] MatrixOne - Microsoft Internet Explorer

Search Groups

5|

Type

Name

Level

Fieldz in red italics are reguired

GU Group
I_Top Level
[T sub Level

9 Search a Cancel

The Search Groups search criteriaincludes some or all of the following fields,
depending on the page from which you accessed the search function:

Name. If you know the name of the Group, type the name or part of aname (using

wildcards).

Level. Check whether you want to search for only Top Level or SubL evel groups.

2. When you have entered your search criteria, click Search.
The Select Groups page appears, listing the roles that match your search criteria.

To select groups

1. Click the button to the left of the group to select it.

14
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3 MatrizOne - Microzoft Internet Explorer

Select Groups

Actions | 2l |

- EU Accounts Receivable Department
- EB Build Management

r

- EU Change Boards

- GU Caompany Mame

r EU Design Engineering

r

EU Distribution Groups

|
afone—

Group
Group
Group
Group
Group

Group

Group LI
e Done @ Cancel

2. Click Done.

Chapter 1: Searching
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Profile Management

Profile Management Overview

Administration features allow Organization Managers to maintain all aspects of profile
administration, included adding and editing organizations, locations, and people. Person
definitions include login names and passwords, group and role assignments, and
individual contact information. Organization definitions include identifying numbers,
Internet addresses, and location information.

There are four types of organizations:
s company

e subsidiary

*  business unit

*  department

The term company, sometimes called parent company, refersto atop-level corporate
entity. A subsidiary isadivision of acompany. A business unit is an operating unit of a
company or of asubsidiary. A location isa physical site where an organization does
business. For example, alocation may be a headquarters, manufacturing plant, shipping
address, etc. Asthe below diagram shows, al organization types can have employees and
locations. A company or subsidiary can also have many business units and subsidiaries.
Every location for a business unit aso belongs to the company. Business units can be
further divided into departments.

17



Company

Subsidiary

Y

Y

Y

Y

Y

Business Units| | Employees Locations Subsidiaries Regions

I TN '
_ Sub-Regions

Employees Departments Locations

\

Employees

Common Profile

Scope

Every registered employee must be associated with a company and may be associated
with a subsidiary, business unit, and/or department within the company.

A location must be associated with acompany or a business unit. Similarly aregion can be
associated with a company or a business unit and sub regions can only be associated with
aregion. But a sub business unit can only be associated with a business unit and business
units can be associated with acompany or aregion.

An organization can have several users defined in the role of Organization Manager. Each
Organization Manager has access to information for his/her own organization and all
subordinate organizations. For example, acompany, XY Z Corp may have 2 business
units, W Corp and V Corp. The Organization Manager for XY Z Corp can add and modify
information for both W Corp and V Corp. The Organization Manager for V Corp can add
and modify information only for V Corp.

If a business unit has no Organization Manager assigned to it, then all notifications that
would normally go to the Organization Manager for the business unit are sent to
Organization Manager of the parent company.

Most Common Profile objects are available to all MatrixOne applications. However, there
are some Common Profile objects that are specific to one or more MatrixOne applications.
Links for these objects will appear only if their associated MatrixOne applications are
installed.

The table below lists MatrixOne Common Profile objects along with their avail ability to
the MatrixOne applications.

Common Profile Object MatrixOne Application(s)
Business Units All
Capabilities All
Companies All
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Common Profile Object

MatrixOne Application(s)

Certifications

Supplier Central

Collaboration Partners

Team Central, Engineering Central

Currency Exchange Rates

Sourcing Central

Departments

All

Development Managers

Supplier Central

Directed By Supplier Central
Formats All
History All
Lifecycle All
Location All

Part Quality Plans

Supplier Central

Parts Supplier Central
People All
Plant Scorecards Supplier Central

Purchase Classes

Supplier Central

Regions

All

Specification Office

Specification Central

Subsidiaries

All

Supplier Development Plans

Supplier Central

Supplier Scorecards

Supplier Central

Chapter 2: Profile Management

19



Creating a Company, Subsidiary, Business
Unit, or Department

Organization Managers have the responsibility for adding companies, subsidiaries,
business units, and departments (collectively known as organizations) to the database. For
whichever organization, the information you enter is almost identical. If details need to be
modified, you can select Edit Details from the Actions menu on the Properties page to
make changes.

To create a new company, subsidiary, or business unit, or department

1.

2.

Click Tools > Administration > Companies. (Only users defined in the role of
Organization Manager will see thislink on the Tools menu.)

Access the Create page using one of the following methods:

If you are creating a new company:

»  Select Create New from the page Actions menu.

If you are creating a new business unit, subsidiary, or department:

a) Click acompany name to access the Properties page and category list for the
parent company that you want to create a business unit, subsidiary, or department
for. See Viewing Information for a Company.

b ) From the category list of the parent company, click Business Units,
Subsidiaries, or Departments.

c) Click Create New from the page Actions menu.

The following shows the Create New Company page. The information contained in
the Create Subsidiary, Create Business Unit, and Create Department pagesis very
similar; differences are noted in the description for Create New Company.
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3.

Create New Company

2|

|

Fieldz in red ftalics are reguired

Image f Browse... |
Name |

Parent Company | J Clear
Company If |

cage Code |

DUNS Number |

Phone Number I

Fax Mumber I

web Site |
File Store ISTORE 'l
FTP Host | b

FTP Directory I

Meeling Site Mame I

Meeting Site 1D |

State LI
9 Daone @ Cancel

Enter details about the organization, including the following:

Image. The image for the organization. Clicking Browse allows you to select the
image.
Name. The name of the organization as you want it to appear on the pages of the

MatrixOne application. Type any al phanumeric characters (numbers, letters, or
allowed symbols). Entry is required.

Parent Company. The name of the parent company. Clicking the ellipse button
allows you to select the parent company. This attribute pertains only to a Company or
Subsidiary. See Using Search.

ID. Type any alphanumeric characters (numbers, letters, or allowed symbols) to
identify the Company, Subsidiary, Business Unit, or Department.

Cage Code. An ID issued by the federal government. Type complete Cage Code
(must be a whole number).

DUNS Number. An ID issued by Dunn & Bradstreet (must be a whole number).

Phone Number. Main phone number or phone number of primary contact. Type the
complete phone number with area code (numbers, letters, or allowed symbols).
Include the country codeif outside US.
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Fax Number. Main fax number or fax number of primary contact. Type the complete
phone number with area code (numbers, letters, or allowed symbols). Include the
country code if outside US.

Web Site. Address (URL) of Web site. Do not include http://.

File Store. If you want to use a store other than the default, select a different store
from the drop-down list to specify where files for the organization will be stored in
the database. (This attribute pertains to a Company only, and not to a Business Unit or
Department.)

FTP Host. The server name for the organization’s FTP site.
FTP Directory. Thedirectory for the FTP site.

Meeting Site Name. The URL for the organization’s Web meetings, including the
“http://" prefix, as provided by the Web meeting supplier. A meeting site name and
ID isrequired in order for employees to schedule and host meetings.

Meeting Site I D. The site ID that enables the organization to host Web meetings, as
provided by the Web meeting supplier.

State. The state of the organization. Values are Active or Inactive.

Description. Additional information that describes the organization. Type any
alphanumeric characters (numbers, letters, or allowed symbols).

Primary Vault. The primary vault for a Company or Subsidiary. For a Business Unit
or Department, this attribute is named Vault.

Secondary Vault. Thisfield pertains only to a Company or Subsidiary. If you want to

use avault other than the default, click J to specify where the organization object
will be stored in the database. Thisfield is displayed only if more than one vault is
available. See Selecting a Vault.

When you havefilled in all necessary fields, click Done to add the new company,
subsidiary, business unit, or department to the database.
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Viewing a List of

Companies

Maintaining Company Information

Company information can be accessed from the Tools menu by users defined in the role of
Organization Manager. Only usersin this role will see the Administration option on the
Tools menu.

The following topics are covered:
Viewing a List of Companies
Viewing Information for a Company

Editing Details about a Company

The Administration: Companies page shows a table containing basic information about
companies that are included in the database. This page provides access to specific
company details and links to company locations and people.

To view a list of companies

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens. It contains the following columns:

Administration: Companies

Actions *

S )]

Oooonoa

m Company-5000 (555) 555-5555 Wi, companyS000.com
m Company-5112 (555) 555-5555 www . cormpany5000.com
m Company-5113 (555) 555-5555 ww comnpanyS000.com
m Company-5114 (555) 555-5555 W, cormnpanyS000.com
m Company-5115 (555) 555-5555 Wi, companyS000.com
m Company-5116 (555) 555-5555 www . cormpany5000.com

Company. Click on any highlighted link in the Company column to view the
Properties page for that object, or click & at the end of the row to view the Properties
page in a new browser window.
Phone. The main company phone number, as included in the company definition.
Web Site. The URL of the company’s Web site, as included in the company
definition.

2. Toadd aCompany to the database, click the Actions menu and select Create New
Company. See Creating a Company, Subsidiary, Business Unit, or Department.

3. To view information about your company, click the company Name. See Viewing
Information for a Company.

4. To delete companies from the database, click the check box for each company you
want to delete and then click the Actions menu and select Delete. To select all
companiesin thelist, click the check box in the column heading.
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A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Viewing
Information for a
Company

The Company Properties page shows details about the company and provides access to
company locations and people.

To view information for a company

1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Fromthelist of companies, click the highlighted link in the Name column of the

company you want to view, or click &' at the end of the row to view the Properties
page in a new browser window.

Or

To view information about your own company, click Tools > Administration > View
My Company.

The category list for the company opensin the |eft frame and the Properties page
opensin the right frame, showing details about the company. All fields are read-only.

[ company-5000 Company-5000: Properties
O Business Units

O Capabilities Actions ~ |'§ 3J|

O Collaboration Partners

O Departrnents
O Farmats Image Com ny
O History OO O

O Locations
O People Name Company-5000

O Regions

O Specification Offices
O subsidiaries Company ID 012-3456789

Parent Company B Global Company-5000

Cage Code 3266456125
DUNS Number F13z2654
Phone Number (203) 555-1212
Fax Number (203) 555-1212

Web Site Wiy company -5000,cam

File Store STCORE

FTP Host ftp.company-5000.com
FTP Directory /pubfapps

Meeting Site Name Meeting Site Name http:/ftestoo? webex.com

Meeting Site ID 151

State Active

The Company Properties page contains details entered when the company was
created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.

3. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Company.
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4. Usethe category list to view additional information about the company:

you add and edit them.

Category Description For details, see:
Business Units Lists the business units added for the company and Viewing a List of Business Units

lets you add and edit them.
Capabilities Lists capabilities for acompany or subsidiary. Viewing a List of Capabilities
Collaboration Shows alist of companiesthat are defined as Viewing a List of Collaboration Partners
Partners collaboration partners for the context company.
Departments Shows the departments for the company. Viewing a List of Departments
Formats Shows the formats avail able to a company or Viewing a List of Formats

subsidiary.
History Shows alog of events that have occurred for the See the AEF User Guide.

company.
Locations Shows location details for the company. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company

the company.
Regions Shows the regions. Only for Spec Central Viewing a List of Regions
Specification Shows the specification offices. Only for Spec Viewing a List of Specification Offices
Offices Central.
Subsidiaries Lists the subsidiaries added for the company and lets | Viewing a List of Subsidiaries

Editing Details
about a Company

Users assigned to the role of Organization Manager can edit information about their own

other companies.

To edit details about a company

company. Only Organization Managers for the host company can edit information about

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Click the Name of the company you want to edit. The category list and Properties

page open for the selected company.

3. From the Properties page, click Edit Details from the page Actions menu.
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Viewing a List of
Inactive
Companies

3 Dialog - Microsoft Internet Explorer
Edit Company Details
)|
Fieldz in red italics are required -
Image | Browse... |
Hame |CDmpany—5ElElEl
Parent Company I Global Company-5000 J Clear
Company ID |012-3456789
Cage Code |3266456128
DUNS Number |3132654
Phone Number Ji203 5551212
Fax Number Jreo3) 585-1212
Web Site | wnny. Company-5000.con -
File Store Im
FTP Host | ftp.company-5000.com
FTP Directory I,."pub,."apps
Heeting Site Name | tdesting Site Name httg d
@Dooe ©)cance

4. Usethe Edit Company Details page to make changes. For details on specific fields,
see Creating a Company, Subsidiary, Business Unit, or Department.

5.  When you have modified all necessary fields, click Done.

The Administration: Inactive Companies page shows a table containing basic information
about inactive companies. From this page you can view company details and activate a
company.

To view a list of companies

1. Click Tools> Administration > I nactive Companiesto view alist of inactive
companies.

The Administration: Inactive Companies page opens. It contains the following
columns:

Company. Click on any highlighted link in the Company column to view the

Properties page for that object, or click & at the end of the row to view the Properties
page in a new browser window.

Phone. The main company phone number, as included in the company definition.

Web Site. The URL of the company’s Web site, as included in the company
definition.
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To view information about your company, click the company Name. See Viewing
Information for a Company.

To activate a company, click the check box for each company you want to activate
and then click the Actions menu and select Activate. To select all companiesin the
list, click the check box in the column heading.

To delete companies from the database, click the check box for each company you
want to delete and then click the Actions menu and select Delete. To select all
companiesin thelist, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.
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Viewing a List of
Subsidiaries

Maintaining Subsidiary Information

A subsidiary isadivision that is owned by a parent company. Each subsidiary can have
severa business units, locations, and other subsidiaries within the corporate structure.

Organization Managers for the parent company can add, edit, and remove subsidiaries.
The following topics are covered:

Viewing a List of Subsidiaries

Viewing Information for a Subsidiary

Editing Details About a Subsidiary

The Subsidiaries page shows a table containing basic information about subsidiaries that
areincluded in the database. This page provides access to specific subsidiary details.

To view a list of subsidiaries

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is

available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

2. Select the parent company that you want to view subsidiaries for.
The company category list and Properties page opens.

3. From the company category list, click Subsidiaries.
The Subsidiaries page opens.

Company-5000: Subsidiaries

Actions =

S )

I (o R |

B Subsidiary-5000 (555) 555-5555 (555) 555-5557 ww Subsidiary5000.com
B Subsidiary-5112 (555) 555-5555 (555) 555-5557 wiww, SubsidiaryS000.com
B Subsidiary-5113 (555) 555-5555 (555) 555-5557 wiww Subsidiary5000.com
B Subsidiary-5114 (555) 555-5555 (555) 555-5557 winw Subsidiary5000.com
B Subsidiary-5115 (555) 555-5555 (555) 555-5557 ww Subsidiary5000.com
@ Subsidiary-5116 (555) 555-5555 (555) 555-5557 wiww Subsidiary5000.com

It contains the following columns:

Name. Click on any highlighted link in the Name column to view the Properties page

for that object, or click & at the end of the row to view the Properties page in a new
browser window.

Phone. The main subsidiary phone number, asincluded in the subsidiary definition.
Fax. Main fax number or fax number of primary contact.
Web Site. The URL of the subsidiary’s Web site.
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To add a subsidiary to the database, click Create New from the page Actions menu.
See Creating a Company, Subsidiary, Business Unit, or Department.

To delete subsidiaries from the database, click the check box for each subsidiary you
want to delete and click Delete Selected from the page Actions menu. To select all
subsidiariesin thelist, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Viewing The Subsidiary Properties page shows details about the subsidiary and provides accessto
Information for a other subsidiaries, business units, locations, and people defined for the subsidiary.

Subsidiary

To view information for a subsidiary
1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the parent company that you want to view subsidiary information for.
The company category list and Properties page opens.

From the company category list, click Subsidiaries.

From the list of subsidiaries, click the highlighted link in the Name column of the

subsidiary you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

(Subsidiaries can also have subsidiaries connected to them. If you want to view
information about a subsidiary of a subsidiary, you need to click Subsidiaries from
the subsidiaries category list.)

The category list for the subsidiary opensin the |eft frame and the Properties page
opensin theright frame, showing details about the subsidiary. All fields are read-only.
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Subsidiary-5000: Properties

O Locations

O Part Quality Plans

O Parts

Actions * ||§ _",J|

O People
O Plant Scorecards
Image
O Purchase Classes
O Regions
O Specification Offices
¥ O subsidiaries

Subfﬁa
500

Subsidiary-5000

Name

Parent Company m Global Company-5000

+ [ subsidiary-5000 -

H Business Units

Subsidiary ID 012-3456789

H Capabilities

Cage Code 3266456128
H Collaboration Parti

DUNS Number 3132654

4 Departments

Phone Number (203) 555-1212

H Formats

O History Fax Number (203) 555-1212

O Locations Web Site www Subsidiary-5000.com
H People File Store STORE

4 Reaions FTP Host ftp.Subsidiary-5000.cam

H Specification Office

FTP Directory /pubfapps

O subsidiaries 5 2
Meeting Site Name Meeting Site Marme hittp:

O Supplier Development Pl.

testoc? webex.com

O Supplier Scorecards = e S LY Ll
il | »[ state Active i -
The Subsidiary Properties page contains details entered when the subsidiary was
created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.
5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Subsidiary.
6. Usethe category list to view additional information about the subsidiary:
Category Description For details, see:
Business Units Lists the business units added for the company and Viewing a List of Business Units
lets you add and edit them.
Capabilities Lists capabilities for acompany or subsidiary. Viewing a List of Capabilities
Collaboration Shows alist of companiesthat are defined as Viewing a List of Collaboration Partners
Partners collaboration partners for the context company.
Departments Shows the departments for the company. Viewing a List of Departments
Formats Shows the formats avail able to a company or Viewing a List of Formats
subsidiary.
History Shows alog of events that have occurred for the See the AEF User Guide.
company.
Locations Shows location details for the company. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the company.
Regions Shows the regions. Only for Spec Central Viewing a List of Regions
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Category Description For details, see:
Specification Shows the specification offices. Only for Spec Viewing a List of Specification Offices
Offices Central.
Subsidiaries Lists the subsidiaries added for the company and lets | Viewing a List of Subsidiaries
you add and edit them.

Editing Details
About a
Subsidiary

Users assigned to the role of Organization Manager can edit information about their
subsidiary. Only Organization Managers for the host company can edit information about
other subsidiaries.

To edit details about a subsidiary

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Click the Name of the parent company of the subsidiary. The category list and
Properties page for the selected company opens.

From the Company category list, click Subsidiary.

Click the Name of the subsidiary you want to edit. The category list and Properties
page for the selected subsidiary opens.

From the Properties page, click Edit Details from the page Actions menu.
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3 Dialog - Microzoft Internet Explorer
Edit Subsidiary Details
)|
Figldz in red talics are reguired —
Image fi Browse... |
Name [Subsidiary-5000
Parent Company I Global Company-5000 J Clear
Subsidiary ID 12-3456789
Cage Code [3266456128
DUNS Number [3132654
Phone Number |03 5551212
Fax Number [(203) BE5-1212
Web Site [ wra Subsidian-5000.cc
File Store lm
FTP Host | ft.Subsidian-5000.com
FTP Directory I,."pub,-"apps
Meeting Site Name [ Meeting Site Name htt
Meeting Site ID 151
State Active LI
@Dooe €)cancel

Use the Edit Details page to make changes. For details on specific fields, see Creating
a Company, Subsidiary, Business Unit, or Department.

6. When you have modified all necessary fields, click Done.
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Viewing a List of
Business Units

Maintaining Business Unit Information

A business unit is an operating unit that is owned by a parent company or a subsidiary.
Each business unit can have several departments and locations within the corporate
structure. Organization Managers for the parent company or subsidiary can add, edit, and
remove business units.

The following topics are covered:
Viewing a List of Business Units
Viewing Information for a Business Unit

Editing Details About a Business Unit

The Business Units page shows atable containing basic information about business units
that are included in the database. This page provides access to specific business unit
details.

To view a list of business units

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Select the parent company that you want to view business units for.
The company category list and Properties page opens.

3. From the company category list, click Business Units.

(Subsidiaries can a so have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

The Business Units page opens.

Company-5000: Business Units

Actions v | 2 5 _",J|

D T R TS

- ﬁ, BusinessUnit-5000 (555) 555-121Z2 (555) 555-121Z2 Wi company S000.com
[T ([ BusinessUnit-5001 (555) 555-1212 (555) 555-1212 wWww . comnpany5000.com
[T (# BusinessUnit-5002 (555) 555-1212 (555) 555-1212 W cormnpany S000,com

It contains the following columns:

Name. Click on any highlighted link in the Name column to view the Properties page

for that object, or click & at the end of the row to view the Properties page in a new
browser window.
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Viewing
Information for a
Business Unit

Phone. The main business unit phone number, as included in the business unit
definition.

Fax. Main fax number or fax number of primary contact.
Web Site. The URL of the business unit's Web site.

To add a business unit to the database, click Create New from the page Actions
menu. See Creating a Company, Subsidiary, Business Unit, or Department.

To delete business units from the database, click the check box for each business unit
you want to delete, click Delete Selected from the page Actions menu. To select all
business unitsin thelit, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

The Business Unit Properties page shows a table containing details about the business
unit. This page provides access to modify business unit details and links to locations,
people, and departments defined for the business unit.

To view information for a business unit

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the parent company that you want to view business unit information for.
The company category list and Properties page opens.

From the company category list, click Business Units.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

From the list of business units, click the highlighted link in the Name column of the
business unit you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

The category list for the business unit opens in the left frame and the Properties page
opensin the right frame, showing details about the business unit. All fields are
read-only.
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[l company-5000
¥ @ Business Units

« {8 BusinessUnit-5000 ~
H Business Units
4 Departrients
5 History
@ Locations
9 Peaple
O Route Termnplates
O Capabilities
O Caollaboration Partners
4 Departrnents
O Formats
O Histary
O Locations

O People

O Regions

O Specification Offices
O subsidiaries

BusinessUnit-5000: Properties

Actions * |§ L?J |

Image Bu5|ne§Unlt
Name BusinessUnit-5000

1D 012-3456789

Cage Code 3266456125

DUNS Number 3132654

Phone Mumber
Fax Number

Web Site

FTP Host

FTP Directory
Meeting Site Name
Meeting Site ID
State

Description

{203) 555-1212
{203) 555-1212

www businessUnit-5000.corm

ftp.businessUnit-5000.com

/pubiapps

Meeting Site Marne http:

testoc? webesx.com

Ll

Active

Description of this Business Unit.

| LI Yault eServiceProduction
The Business Unit Properties page contains details entered when the business unit
was created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.
5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Business Unit.
6. Usethe category list to view additional information about the business unit:
Category Description For details, see:
Business Units Shows alist of business units for the business unit. Viewing a List of Business Units
Departments Shows alist of departments for the business unit. Viewing a List of Departments
History Shows alog of events that have occurred for the See the AEF User Guide.
business unit.
Locations Shows location details for the business unit. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the business unit.
Route Templates | Showsalist of route templates for the business unit. Listing Route Templates

Editing Details
About a Business

Unit

Users assigned to the role of Organization Manager can edit information about their

about other business units.

business unit. Only Organization Managers for the host company can edit information
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To edit details about a business unit

1.

6.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Click the Name of the parent company of the business unit. The category list and
Properties page for the selected company opens.

From the Company category list, click Business Units.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

Click the Name of the business unit you want to edit. The category list and Properties
page for the selected business unit opens.

From the Properties page, click Edit Details from the page Actions menu.

<A Dialog - Microsoft Internet Explorer

Edit Business Unit Details
)|

Figldz in red talics are reguired -
Image f Browse... |
Name [BusinessUnit5000
1D [n12-3456783
Cage Code 3268456128
DUNS Number 3132654
Phone Number [i203) 5E5-1212
Fax Number [i203) 5EE-1212
web Site | wewewr b sinessUni=5000,
FTP Host | ftp.businessUnit-5000.cc b
FTP Directory I,."pub,-"apps
Meeting Site Name | tdeeting Site Mame hitg
Meeting Site ID 151

=
oo ©)concel

Use the Edit Business Unit Details page to make changes. For details on specific
fields, see Creating a Company, Subsidiary, Business Unit, or Department.

7. When you have modified all necessary fields, click Done.
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Maintaining Department Information

A department is a sub unit of a business unit.

The following topics are covered:

Viewing a List of Departments

Viewing Information for a Department

Editing Details About a Department

Viewing a List of The Departments page shows a table containing basic information about departments that
Departments areincluded in the database. This page provides access to specific department details. To
view departments, you must first access the business unit that the departments are defined

for.

To view a list of departments

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is

available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

Select the parent company that you want to view business units for.
The company category list and Properties page opens.

From the company category list, click Business Units.
The Business Units page opens.

(Subsidiaries can a so have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

Click the name of the business unit that you want to view departments for.

The Business Unit category list and Properties page opens.

From the business unit category list, click Departments.
The Departments page opens.

Company-5000: Departments

actions v | # S 3,J|

u Narne m_m

[ I A R |

Department-5000 (555) 555-5555 (555) 555-5557 www departmentS000,com
Department-5112 (555) 555-5555 (555) 555-5557 www departmentS000.com
Department-5113 (555) 555-5555 (555) 555-5557 www . departrnentS000.corm
Department-5114 (555) 555-5555 (555) 555-5557 www departmentS000,com
Department-5115 (555) 555-5555 (555) 555-5557 www departmentS000,com
Department-5116 (555) 555-5555 (555) 555-5557 www departmentS000.com
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Viewing
Information for a
Department

It contains the following columns:

Name. Click on any highlighted link in the Name column to view the Properties page
for that object, or click & at the end of the row to view the Properties page in a new
browser window.

Phone. The main department phone number, as included in the department definition.
Fax. Main fax number or fax number of primary contact.

Web Site. The URL of the department’s Web site.

To add a department to the database, click Create New from the page Actions menu.
See Creating a Company, Subsidiary, Business Unit, or Department.

To delete departments from the database, click the check box for each department you
want to delete and click Delete Selected from the page Actions menu. To select all
departments in the list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

The Department Properties page shows a table containing details about the department.
This page provides access to modify department details and links to people defined for the
department. To view department details, you must first access the business unit that the
department is defined for.

To view information for a department

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the parent company that you want to view business units for.
The company category list and Properties page opens.

From the company category list, click Business Units.
The Business Units page opens.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

Click the name of the business unit that you want to view departments for.
The Business Unit category list and Properties page opens.

From the business unit category list, click Departments.

From the list of departments, click the highlighted link in the Name column of the
department you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

The category list for the department opens in the |eft frame and the Properties page

opensin the right frame, showing details about the department. All fields are
read-only.
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[l company-5000 =
¥ O Business Units

= [ BusinessUnit-5000
O Business Units
¥ O Departments
i Department-
O History
H People
O History
O Locations
O People
O Route Termplates
O Capabilities
O Certifications
O Collaboration Partners
O Departnents
O Developrnent Managers =

O Directed By
O Divisions

O Downloads

Department-5000: Properties

Actions ||§ 2 |

Mame Departrnent-5000
D 01z-3456789
Cage Code 3266456128

DUNS Number 3132654

Phone Number (203) 555-1212
Fax Number (203) 555-1212
Web Site Company Site

FTP Host FTP Site

FTP Directory /pubfapps
Meeting Site Meeting Site
Meeting ID 152

State Active
Description Descriptive text about this company goes here.
Yault eServiceProduction

O Forrnats
The Department Properties page contains details entered when the department was
created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.
7. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Department.
8. Usethe category list to view additional information about the department:
Category Description For details, see:
History Shows alog of events that have occurred for the See the AEF User Guide.
business unit.
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the business unit.
Editing Details Users assigned to the role of Organization Manager can edit information about their
About a department. Only Organization Managers for the parent company or business unit can edit
Department information about other departments.
To edit details about a department
1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.
2. Select the parent company that you want to view business units for.
The company category list and Properties page opens.
3. From the company category list, click Business Units.

The Business Units page opens.
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4. Click the name of the business unit that you want to view departments for.
The Business Unit category list and Properties page opens.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

5. From the business unit category list, click Departments.

6. Fromthelist of departments, click the highlighted link in the Name column of the
department you want to view, or click & at the end of the row to view its Properties.

7. From the Properties page, click Edit Details from the page Actions menu.

<A Dialog - Microsoft Internet Explorer

Edit Department Details
)|
Figldz in red talics are reguired =
MNarre Departrment-5000
m [n12-3456783
Cage Code 3266456128
DUNS Number 3132684
Phone Number f(203) 5561212
Fax Number [i203) 5E5-1212
Web Site | Comparry Site
FTP Host [ FTPsite
FTP Directory I,."pub,u"apps
Meeting Site | Mesting Site
Meeting ID 152
State Active
Descriptive text about ;I
this company dgoes here.
Description o
= =l
@ oo €)concel

8. Usethe Edit Department Details page to make changes. For details on specific fields,
see Creating a Company, Subsidiary, Business Unit, or Department.

9. You can activate or deactivate the department by clicking the Active or Inactive
Status button. If you change the status of a parent (business unit, company, or
subsidiary) to inactive, you should also make the department inactive.

10. When you have modified al necessary fields, click Done.
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Maintaining Location Information

A location isaphysical address where an organization conducts business. There are four
types of locations: Headquarters Site, Manufacturing Site, Billing Address, Shipping
Address. Organization Managers can create locations for companies, subsidiaries, or
business units.

The following topics are covered:
Viewing a List of Locations
Creating a Location

Viewing Information for a Location

Viewing a List of To view locations for an organization

Locations 1. Fromthe category list for a Company, Subsidiary, Business Unit, or Department,

click Locations.

Any locations already defined for the organization are listed. To see details about a
location, click its Name.

Company-5000: Locations

Actions « | "J |
R —
@» Belgium Regional Office, Headquarters Site Culliganlaan 1B B-1831 Diegemn  Belgium
— @ Canada - East Regional Office Mississauga ON L4Z 33 Canada
[T @ Headguarters Headquarters Chelmsford Ma 12345 usa
[ @ lapan Sales Office Tokyao 102-0075 Japan

2. Toadd alocation to the database, click Create New from the page Actions menu. See
Creating a Location.

3. Todelete locations from the database, click the check box for each |ocation you want
to delete and click Delete from the page Actions menu. To select all locationsin the
list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Creating a To add a new location

Location 1. Accessthe category list and Properties page for the page type of organization you

want to create alocation for.

2. Click Create New from the page Actions menu.
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3 MatrizOne - Microzoft Internet Explorer

Create Location

z)|

Fieldz in red talics are reguired

Name I

Company @ ABC company

[ Headguarters Site
[T Manufacturing Site
[T Billing Address

[T shipping Address

Location Type

Address 1 I

Address 2 I

city |

State /Region I

Postal Code I

Conntew I hd
| | »

@ Done 9 Cancel

3. Enter details about the company location, including the following:

Name. Name of the location.

If alocation is entered with a duplicate name, the second location entered will appear
asthe Company Name - City. Therefore, if multiple locations exist with the same city,
it is recommended to enter the L ocation name with a unique identifier.

L ocation Type. Check the boxes that represent the location type: Headquarters Site,
Manufacturing Site, Billing Address, and Shipping Address. A small company might
have just one location and all the types apply to it. A larger company might have
many |ocations that are manufacturing sites, one headquarters site, one billing
address, and several shipping addresses.

Address 1 and Address 2. Location address elements, generally any combination of
street name, building number, suite number, or post office box number.

City. The city where the company is located, or the city to which company mail is
delivered.

State/Region. Location state or region.

Zip Code. 5-digit or 9-digit zip code in the U.S., or any necessary postal code for
international addresses.

Country. Name of the country where the company islocated.

4. Click Done.
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Viewing
Information for a
Location

The Location Properties page shows a table containing details about a location. This page
provides access to modify location details. To view location details, you must first access
the Company, Subsidiary, Business Unit, or Department that the location is defined for.

To view information for a location

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is

available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

Select the location.

»  For alocation for a Company, click L ocationsin the category list.

e For alocation for a Subsidiary, Business Unit, or Department, display the
Properties page and then click L ocationsin the category list.

From the list of locations, click the highlighted link in the Name column of the

location you want to view, or click & at the end of the row to view the Properties

page in a new browser window.

The category list for the location opensin the | eft frame and the Properties page opens
in the right frame, showing details about the location. All fields are read-only.

[l company-5000

O Business Units

Location5000: Properties

O Capabilities Actions = B & —O.J|
O Certifications Mame Location-5000
O Collaboration Partners
Company m Company-5000

O Departrnents

0 Developrment Managers Location Type Headguarters
O Directed By 2
o Status Authorized
O Divisions
O Downloads Address 1 234 Executive Way
O Formnats Address 2
s City Hendersan
¥ O Locations
State fRegion Kentuck
'@ Belgium ~ * fReg ¥
O Certifications Zip Code 55555-3555
O Part Quality Plans Country Usa

@ Purchase Classes

9 Ships To Locations

O Part Quality Plans =

The Location Properties page contains details entered when the department was
created or modified. For details on specific fields, see Creating a Location.

To edit the properties listed, select Edit Details from the page Actions menu. See
Editing Details About a Location.

Use the category list to view additional information about the location:

Category

Description

For details, see:

Certifications

Lists certifications for the location. For Supplier

Central only.

Supplier Central User Guide

Part Quality Plans

Lists part quality plans for the location. For Supplier

Central only.

Supplier Central User Guide
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Category

Description

For details, see:

Purchase Classes

Lists purchase classes for the location. For Supplier
Central only.

Supplier Central User Guide

Ship to Locations

Lists ship to locations for the location. For Supplier
Central only.

Supplier Central User Guide

Editing Details

Users assigned to the role of Organization Manager can edit information about alocation.

About a Location

To edit details about a location

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Select the location.

»  For alocation for a Company, click L ocationsin the category list.

e For alocation for a Subsidiary, Business Unit, or Department, display the
Properties page and then click L ocationsin the category list.

3. Fromthelist of locations, click the highlighted link in the Name column of the
location you want to view, or click & at the end of the row to view its Properties.

4. From the Properties page, click Edit Details from the page Actions menu.
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7} Dialog - Microsoft Internet Explorer

Edit Location Details

2)|

Fields in red talics are required
Namre
Company m Company-5000

T Headquarters
T Manufacturing Site
™ Billing address
T shipping Address

Status IAuthDrized 'l

Location Type

Address 1 |234 Executive Way
Address 2 I

City |Hendersun

State /Region IKentucky

Zip Code |55585-5555
Country Jusa

QM 9Cancel

5. Usethe Edit Location Details page to make changes. For details on specific fields, see
Creating a Location.

6. When you have modified all necessary fields, click Done.
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Viewing a List of
Regions

Creating a Region

Maintaining Regions

A regionis geographical area where an organization conducts business. Organization
Managers can create regions for companies or subsidiaries.

The following topics are covered:
Viewing a List of Regions
Creating a Region

Viewing Information for a Region
Editing Details About a Region
Working with Sub-regions

The Regions page shows a table containing basic information about regions that are
defined for the selected company or subsidiary. The Sub-regions page shows the
sub-regions defined for a region.

To view a list of regions

1. Open the Properties page for the company or subsidiary you want to view regions for.

2. From the category lit, click Regions.
The Regions page opens.

Company-5000: Regions

Actions w | o 5 L’,J|

N [ S

[T & North America Description of region
T & aAsia Pacific Description of region
r @ Europe Description of region
[T @ Australia Description of region

3. Toadd aregion to the database, click the Actions menu and select Create New. See
Creating a Region.

4. To delete regions from the database, click the check box for each region you want to
delete and click Delete from the page Actions menu. To select all regionsin thelist,
click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

To add a region

1. Accessthe category list and Properties page for the page type of organization you
want to create aregion for.
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2. Click Create New from the page Actions menu.

/4 MatrixOne - Microsoft Internet Explorer

Create New Region

)|

Fields in red italics are recuired

Marmte I

Description ;I

=
@ Done @ Cancel
3. Enter details about the region, including the following:
Name. Name of region. Required.
Description. A description of the region.
4. Click Done.
Viewing The Region Properties page shows a table containing details about a region. This page
Information for a provides access to modify region details. To view region details, you must first access the
Region Company or Subsidiary that the region is defined for.

To view information for a region
1. Open the Properties page for the company or subsidiary you want to view regions for.
2. From the category lit, click Regions.

3. Fromthelist of regions, click the highlighted link in the Name column of the region
you want to view, or click = at the end of the row to view the Properties pagein a
new browser window.

The category list for the region opens in the | eft frame and the Properties page opens
in the right frame, showing details about the region. All fields are read-only.
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[B company-5000
P O Business Units
O Capabilities
O Cettifications
O Collaboration Partners
O Departrents
o Development Managers
O Directed By
O Divisions

O Downloads
O Forrmats
O History
b O Locations
O Part Quality Plans

@ Parts

O People
O Plant Scorecards

| MNorth America: Properties
Actions » ||§ _",J|
Mame Morth America
Cage Code 326R456128
DUNS Number 3132854
Phone Number (203) 555-1212
Fax Number (203) 555-1212
Web Site Company Site
FTP Host FTF =ite
FTP Directory /pubfapps

— Meeting Site Meeting Site
Meeting ID 151
State Active
Description Descriptive text about this company goes here,

@ Purchase Classes
W [ Regions
¥ i1 North America ~ >
O Business Units
9 Sub-regions
0 Specification Offices

The Properties page for aregion contains details about the region. For details on
specific fields, see Creating a Region.

4. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Region.

5. Usethe category list to view additional information about the region:

Category Description For details, see:
Business Units To list business units for the region. Viewing a List of Business Units
Sub-regions To list any sub-regions defined for the region. Viewing a List of Regions

Editing Details
About a Region

Users assigned to the role of Organization Manager can edit information about a region.

To edit details about a region
1. Open the Properties page for the company or subsidiary you want to view regions for.
2. From the category list, click Regions.

3. Fromthelist of regions, click the highlighted link in the Name column of the region
you want to view, or click & at the end of the row to view its Properties.

4. From the Properties page, click Edit Details from the page Actions menu.
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4 Dialog - Microsoft Internet Explorer

Edit Region Details

Phone Number

Fax Number

Web Site

FTP Host

FTP Directory

Meelting Site

Meeling 1D

State

Description

)|
Fieldz in red italics are required
Narre
Company ID [ra-012589
Cage Code [3266456128
DUNS Number [3132654

fi203) 555-1212

[i203) 555-1212

| Compary Site

[ FTPsite

[tpubrapps

| testing Site

151

Active

Descriptive text sbout
this company goes here.

- |

| |

|»

=
@M e Cancel

5. Usethe Edit Region Details page to make changes. For details on specific fields, see

Creating a Region.

6. When you have modified all necessary fields, click Done.

Working with
Sub-regions

A region can have one or more sub-regions defined for it. The category list for aregion
includes Sub-regions. A sub-region is defined just like aregion.

To work with sub-regions, use the following procedures for regions:

Viewing a List of Regions

Creating a Region

Viewing Information for a Region

Editing Details About a Region
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Adding a Person

Creating People Definitions

The Organization Manager is responsible for adding company employees to the database.
The definition of a person includes the person’s login name and password, groups and
roles to which the person is assigned, and other contact information about the individual .

Some fields for adding a person are available only to particular applications.

To add a person
1. Select Tools> Administration > View My Company > People.

2. Click Create New from the page Actions menu.
Or

Click Create New from the Actions menu the People page for a specific company.

7} Matrix0ne - Microsoft Internet Explorer

Step 1 of 2: Specify Details
2|

|»

Fieldz in red italics are required

ser Name I

PassWord I

Confirm PassWord I

State IActive e

First ¥ame I

Middle Name I

Last Name I

Company Name B Company Name

Business Unit I j

Location I j

Company
Representative

|Not a Company Representativej

Office Phone I

e Mext e Cancel
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10.
11.
12.
13.

14.

Enter the User Name that the person will use to accessthe application(s). You can use
whatever naming convention is standard for your company. For example, you may
want to use the first letter of the person’s first name followed by the last name
(gwashington) or the first name followed by a period and then the last name
(george.washington). Usernames are case-sensitive.

Add password information:

»  Typethe Password that the person will use to access the application(s). The
password is case-sensitive.

»  Typethe same password in the Confirm Password text box.
Add Name information:

e Typethe person’sFirst Name.

e Typethe person’s Middle Name.

» Typethe person'sLast Name.

Add Business Unit and Location information:

*  Select aBusiness Unit from the drop-down list.

e Select aL ocation from the drop-down list.

Specify the Company Representative status, if applicable.
Add phone information, including any of the following:

»  Office Phone

 HomePhone

* Pager

» Fax

Add network access information:

» Addthe person’s Email Address. This address appears on the People page and
provides adirect link from that page to create a new email message for the
person.

e For system-generated e-mails, specify the language in System Generated Mail
Preference.

e Addthe URL for the person’s Web Site, if one exists.

Check whether the person’s L ogin Type is Standard or Secure ID.
Check whether or not the person can Host M eetings.

Type the person’s M eeting User name.

Add address information, including any of the following:

 City

e State/Region
» Postal Code
 Country

Add absentee information, including any of the following:
»  Click the calendar button and select the Absence Start Date.

»  Click the calendar button and select the Absence End Date. Required if the
Absence Start Date is specified.
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16.
17.
18.
19.

» Toselect the Absence Delegate who should be assigned tasks during the absence
period, click J and select the person. See Finding and Selecting People.
. If you want to use a Vault other than the default, click J to specify where the

person will access database objects. Thisfield isdisplayed only if more than one vault
is available to the context user.

Select a Vault Search Preference.
Select aJT Viewer.
Select a Default Store.

Click Next.
See Assigning Roles.

Assigning Roles After you create the basic definition for a person, you can assign roles to that person.

To assign roles to a person

1.

<3 Create Person - Microsoft Internet Explorer

2.

3.

Click the check box in the row for each role you want to assign for the person. You
can click the check box in the column heading to select all roles.

Step 2 of 2: Specify Roles

Actions = | 2] | |
1 P S

r @ Buyer Role

- @ Buyer Manager Raole

If the role you want is not listed:

 Toaddarole, click Add Role from the page Actions menu. Then search and
select therole.

» Toaddagroup, click Add Group from the page Actions menu. Then search and
select the group.

Click Done to add the new role(s) to the database.
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Maintaining People Information

After person definitions have been added, they may need modification. For example, a
person may move from one company location to another or change phone numbers. A
promotion may require changes to the person’s role assignments. The Organization
Manager can make changes to individual person definitions.

Person definition details can be changed by accessing the company that the person works
for or has role assignments in, and then locating the person from the list of employees for
the company.

The following topics are covered:
Viewing People in a Company
Adding Personsto a Company
Viewing Person Information
Editing Person Details

Viewing People in To view a list of people in a company

a Company 1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.
2. Click the name of the company where you want to view people.

3. From the company category list, click People.

The People page shows basic information about all people currently defined in the
database for that company, and people who have role access within the company.

Company-5000: People
Actions * | 5 IJ |

Employee, Specification
mbillings@companyname.com Active Secure ID User, Global Termplate [
Adrninistrator

,ﬁ’ Billings,
Maura Yes

Employee, Specification

|l 'ﬂ‘ ‘?':'olmas C. Tes tsmnith@companynane . com Active Secure ID  User, Organization &
TR Manager
Employee, Specification
r 'ﬂb m?(l‘laace Tes mike.wallace@companyname.com  Active gsmpan\; User, Template _y;
r adrministratar
Employee, Specification
r .ﬁ’ Clark, Rex HNo rex.clark@companynarme.com Active Secure ID  User, Template 2

Administrator

It contains the following columns:

Name. Click any highlighted Name to view the Properties page for that person. See
Viewing Person Information for details.

Employee. Displays“yes” if the person is an employee of thisorganization, or “no” if
they just have role assignments within this organization.
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Adding Persons to
a Company

Viewing Person

E-mail. The e-mail address entered for the person. If an e-mail addressiis specified,
all IconMail for the person is also sent to the e-mail address. The application also
sends e-mail notification to people whenever their e-mail is changed and when they
arefirst registered. Click the highlighted link to open a new mail message addressed
to the person.

State. To successfully log into the system, aperson’s state must be Active. A person’s
state should be changed to Inactiveif they should no longer have access to use the
system.

Attributes. The type of login access.

Organizational Roles. Liststhe roles the person is assigned to within this
organization.

Edit. Click  in this column to edit organizational roles for the person. The Edit
Organizational Roles popup shows al roles that are defined in the person definition
for this user, with check marks for currently assigned roles. Check or uncheck roles
for this user. If you want to assign roles not shown in this popup, you must edit the
person definition. See Editing Person Details.

4. To add anew employee to the organization, click Create New from the page Actions
menu. See Creating People Definitions for details.

5. The Administrator can add users to an organization and give them specific roles
within that organization. Click Add Existing from the page Actions menu to add role
access for a person for this organization. See Adding Personsto a Company.

6. To remove persons from the company list or to remove a person’s organi zational
roles, click the check box for each person you want to remove and click Remove
from the page Actions menu. The person definition remains in the database, but is no
longer connected to the organization.

Organization Managers can add users who are not employees to the company, defining the
roles the user performs for the company. This provides security on objects based on arole
within a specific company. For example, Jackie is defined as a Design Engineer and has
access to edit attributes on a part. But the Design Responsibility for the part belongs to
XYZ Corp. To have access to edit attributes on the part, Jackie must be defined asa
Design Engineer within XY Z Corp. When Jackie searches for parts, only those parts with
Design Responsibility assigned to XY Z Corp. will be returned in the search results.

To add a person to a company

1. Accessthe People page for the company where you want to add people. See To view a
list of people in a company.

2. Click Add Existing from the page Actions menu. See Finding and Selecting People.

To view information for a person

Information 1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.
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2. Click the name of the company where you want to view information for a person, or
click View my Company to view information for people in the company you

represent.

3. From the company category list, click People.
Thelist that is displayed shows all people currently defined in the database for that

company.

4. Click any highlighted Name to view the Properties page for that person, or click & at
the end of the row to view the Properties page in a new browser window.

The Properties page opens.

[l company-5000
O Business Units

|+

Smith, Thomas C.: Properties

0 Capabhilities Actions |'§ 3J|
O Certifications Username
O Collaboration Partners

State

O Departments

O Developrment Managers
O Directed By

O Divisions

First Name
Middle Name

Last Name
O Downloads

O Forrnats Company
O History
O Locations
O Part Quality Plans
O Parts

¥ @ People

e .ﬂ‘ Smith, Thomas C.

Business Unit

Location

Company
Representative

Office Phone

H History
Home Phone
O Roles
O Plant Scorecards e
O Purchase Classes Faxr
O Regions
Ledions E-mail

O Specification Offices L
O Subsidiaries

0 Supplier Develooment PILT
4 n] »

System Generated Mail
Preference

Web Site

tsrnith

Inactive

Thomas

c

Srith

[l company-5000

E Company-Businessinit

B Company-BusinessUnit

Mot & company representative

{555) 555-5555
{555) 555-5555
{555) 555-5555
{555) 555-5555

tsmith@companyname.com
Mone

http: WKL, COMPAanynanme . com

The Properties page contains all details entered when the person definition was
created or modified. For details on specific fields, see Creating People Definitions.

5. To edit the properties listed, including changing the owner or co-owner, click Edit
Details from the page Actions menu. See Editing Person Details.

6. To view or add roles for the context person, click Role from the category list. See To
add or change a person’srolesfor details.

7. To view or add groups for the context person, click Group from the category list.

Editing Person
Details

Users assigned to the role of Organization Manager can make changes to the basic details
and attributes that are specific to a person definition. The link can be accessed from a

company’s People page.
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To edit a person definition

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

From the list of companies, click the highlighted link in the Name column of the

company you want to view, or click &' at the end of the row to view the Properties
page in a new browser window.

The category list for the company opensin the |eft frame and the Properties page
opensin the right frame.

From the company category list, click People.

Thelist that is displayed shows all people currently defined in the database for the
context company with their login names and company names.

Click the name of the person whose definition you want to edit.

On the Properties page, click Edit Details from the page Actions menu.

4 Dialog - Microsoft Internet Explorer

Edit Person Details

Business Unit

Location

Company
Representative

Office Phone

Home Phone

Pager

Fax

I Enginearing 'l
ICheImstrd 'l

| Mot & campany representative j

|555) 555-5555

|555) 555-5555

|555) 555-5555

[555) 555-5555

)|
-
Fieldz in red italics are required
Username temith
Password I“” S
Confirm Password I"‘““““‘“‘“‘"‘
State Inactive
First Name ITthaS
Middle Name IC i
Last Name ISmith
Company m Company-5000

||
@M @ Cancel

6. Make changes, as necessary. The following can be changed:

7. Modify password information:
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10.
11.

12.

13.
14.
15.
16.

17.

18.

Type the Passwor d that the person will use to access the application(s). The
password is case-sensitive.

Type the same password in the Confirm Password text box.

Modify Name information:

Type the person’s First Name.
Type the person’s Middle Name.
Type the person’s Last Name.

Modify Business Unit and Location information:

Select aBusiness Unit from the drop-down list.
Select a L ocation from the drop-down list.

Change the Company Representative status, if applicable.

Modify phone information, including any of the following:

Office Phone
Home Phone
Pager

Fax

Modify network access information:

Add the person’s Email Address. This address appears on the People page and
provides adirect link from that page to create a new email message for the
person.

For system-generated e-mails, specify the language in System Generated Mail
Preference.

Add the URL for the person’s Web Site, if one exists.

Check whether the person’s L ogin Type is Standard or Secure ID.

Check whether or not the person can Host M eetings.

Change the person’s M eeting Username.

Modify address information, including any of the following:

City
State/Region
Postal Code
Country

Modify absentee information, including any of the following:

Click the calendar button and select the Absence Start Date.

Click the calendar button and select the Absence End Date. Required if the
Absence Start Date is specified.

To select the Absence Delegate who should be assigned tasks during the absence
period, click J and select the person. See Finding and Selecting People.

If you want to use a Vault other than the default, click J to specify where the person
will access database objects. Thisfield is displayed only if more than one vault is
available to the context user.
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19. Select aJT Viewer.
20. Select aDefault Store.

21. Specify aDate Format, which isthe format used for dates that display in the
MatrixOne applications you use.

22. Select alList Separator, which defines the character used for the import/export of
table data. This can be set for by individual user.

23. Click Done to accept changes.

To add or change a person’s roles

1. From the Properties page category list for the person whose role assignments you
want to change, click Role.

The Roles page opens, showing all roles assigned to the person with a short
description of each.

Smith, Thomas C.: Roles

Actions |§ 2] |
hame ———————— oecrpion |
@ Buyer Description

@ Supplier Representative Description

2. To add role assignments for the context person, click Add Existing from the page
Actions menu.

The Search screen for Roles appears, alowing you to search for roles. For
information about searching for roles, see Finding and Selecting People.

3. Toremoverole assignments for the context person, click the check box in the row for
each role assignment you want to remove and click Remove from the page Actions
menu.

To add or change a person’s groups

1. From the Properties page category list for the person whose group assignments you
want to change, click Group.

The Groups page opens, showing all groups assigned to the person with a short
description of each.

2. To add group assignments for the context person, click Add Existing from the page
Actions menu.

The Search screen for Groups appears, allowing you to search for groups. For
information about searching for roles, see Finding and Selecting People.

3. Toremove group assignments for the context person, click the check box in the row
for each group assignment you want to remove and click Remove from the page
Actions menu.

Editing Your You can edit your profile, which includes your system and network access information,
Profile phone and address information, and other personal attributes.
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To edit your profile
Click Tools > Edit Profile.

The Edit Person Details page appears. For information about changing information in your
profile see Editing Person Details.

Viewing Inactive To view a list of inactive people

People 1

Click Tools > Administration > I nactive People to view alist of inactive people.
The Administration: Inactive People page opens.
It contains the following columns:

Name. Click any highlighted Name to view the Properties page for that person. See
Viewing Person Information for details.

Organization. The organization the person belonged to.
Business Phone. The person’s business phone number.

E-mail. The e-mail address entered for the person. If an e-mail addressiis specified,
all IconMail for the person is also sent to the e-mail address. The application also
sends e-mail notification to people whenever their e-mail is changed and when they
arefirst registered. Click the highlighted link to open a new mail message addressed
to the person.

To activate a person, click the check box for each person you want to activate and
click Activate from the page Actions menu.
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Viewing a List of
Collaboration

Maintaining Collaboration Partner Information

Collaboration Partners are external companies that can share parts, ECRS, or
specifications with the host company. Sharing includes the ability to create new objectsin
the partner’s vault.

The following topics are covered:

Viewing a List of Collaboration Partners
Editing Share Types

Adding Collaboration Partners

Viewing Information for a Collaboration Partner

Editing Details About a Collaboration Partner

Collaboration Partners are available only for Engineering Central or Team Central.

The Collaboration Partners page shows atable containing basic information about
organizations that are defined as collaboration partners for the selected company.

Partners To view a list of collaboration partners
1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.
2. Select the parent company that you want to view collaboration partners for.
The company category list and Properties page opens.
3. From the company category list, click Collaboration Partners.
The Collaboration Partners page opens.
Company-5000: Collaboration Partners
Actions = | S 3 |
O T N
Types
Il ﬁl:om any-5000 (555) 555-5555  www.company5000.com ECR, Drawing Print &
N [H company-5112 (5551 555-5555  www.companyS000.com Part, CAD Drawing, Drawing Print =
- ﬁ Company-5113 (555) G55-5555 wew company 000, com CAD Model, CAD Drawing =8
M [B company-5114 (555) 555-5555  www.company5000.com CAD Drawing &
Il E Company-5115 (555) 555-5555  www.company5000.com CaD Model, CAD Drawing A
7 [B company-5116 (G55) 555-5555  www.company5000.com CAD Model, CAD Drawing =
It contains the following columns:
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Name. Click on any highlighted link in the Name column to view the Properties page
for that object, or click & at the end of the row to view the Properties page in anew
browser window.

Phone. The main business unit phone number, as included in the business unit
definition.

Web Site. The URL of the business unit’s Web site.

Share Types. Comma-separated list of types that the collaboration partner allows to
be created in their company.

Edit Share Types. For those with edit access, this column contains an icon that

provides access to the Edit Share Types page. Click @ to edit share types. See
Editing Share Types.

4. To add acollaboration partner to the list, click Add Existing. See Adding
Collaboration Partners.

5. To remove collaboration partners from the list, click the check box for each
collaboration partner you want to remove and click Remove Selected from the page
Actions menu. To select all collaboration partnersin the list, click the check box in
the column heading.

This removes the connection between the collaboration partner and the company, but
does not delete the collaboration partner from the database.

Editing Share To edit share types
Types 1. Fromthe category list of the company, click Collaboration Partners.

2. Select apartner and click & from the Edit Share Types column.

4 Dialog - Microsoft Internet Explorer

Edit Share Types

)|

Name Company-3000
ECR v

Part [

CAD Model I~

CAD Drawing =

Drawing Print Il

@M @ Cancel
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3. Check or uncheck boxes for the types you want to collaborate on with this partner.

4. Click Done.

Adding To add a collaboration partner
gOI laboration 1. Fromthe category list of the company, click Collaboration Partners.
artners
2. From the Collaboration Partners page, click Add Existing from the page Actions
menu to search for and select companiesto add as collaboration partners. If the
company has not yet been defined in the database, you must first createit. See
Creating a Company, Subsidiary, Business Unit, or Department.
Step 1 of 3: Find Companies
2|
Type E Company
Name E
Revision I*
Description I*
Yault Iall J Clear
Owner I*
Originator I*
3. Enter information to refine the search, or accept the defaults to find all companies.
4. Click Next.
Step 2 of 3: Select Collaboration Partners
2| |
B Company-5000 (555) 555-5555 wiww . cormnpany5000.com
Im| B Company-5112 (555) 555-5555 W, company5000.com
I @ Company-5113 (555) 555-5555 Wi companyS000.com
I} E Company-5114 (555) 555-5555 wWww . carmpany5000.com
I B Company-5115 (555) 555-5555 W, cormnpany5000.com
Im| B Company-5116 (555) 555-5555 Wi companyS000.com
5. Click the check box for each company that you want to add as a collaboration partner
and click Next.
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Step 3 of 3: Specify Share Types
2) |

Share Types

Name ——Tohone—Jwebsite |
@ Company-5000 (555} 555-5555 wwiw company5000.comm F ¥ = =2 =l
B Company-5112 ({555} 555-5555 www.companyS000.com ¥ v W I~ 2
B Company-5113 (555) 555-5555 www . company5000.comm F ¥ ™ W~ =

6. Onthe Specify Share Types page, click the check box for each object type that you
want each organization to collaborate on. These typeswill be allowed to be created in
the partner’s vault.

7. Click Done.

The organizations are added and the Collaboration Partners page is redisplayed
showing additions.

Viewing

The Collaboration Partner Properties page shows a table containing details about the

Information for a collaboration partner. This page provides access to modify collaboration partner details.

Collaboration
Partner

To view information for a collaboration partner

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

2. Select the parent company that you want to view collaboration partner information
for.

The company category list and Properties page opens.
From the company category list, click Collaboration Partners.

4. Fromthelist of collaboration partners, click the highlighted link in the Name column

of the collaboration partner you want to view, or click & at the end of the row to view
the Properties page in a new browser window.

The category list for the collaboration partner opensin the left frame and the
Properties page opens in the right frame, showing details about the collaboration
partner. All fields are read-only.

The Collaboration Partner Properties page contains details entered when the
collaboration partner was created or modified. For details on specific fields, see
Creating a Company, Subsidiary, Business Unit, or Department.

5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details about a Company.
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6. Usethe category list to view additional information about the collaboration partner.

Category Description For details, see:
Business Units Lists the business units for the partner company. Viewing a List of Business Units
Capabilities Lists the capabilities for the partner company. Viewing a List of Capabilities
Collaboration Lists collaboration partners associated with the Viewing a List of Collaboration Partners
Partners current collaboration partner.
Departments Lists the departments added for the partner company. | Viewing a List of Departments
Formats Lists for the formats available for the partner Viewing a List of Formats

company.
History Shows alog of events that have occurred for the See the AEF User Guide.

partner company.
Locations Shows location details for the partner company. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company

the partner company.
Regions Lists the regions for the partner company. Viewing a List of Regions
Specification Lists the specification offices for the partner Viewing a List of Specification Offices
Offices company.
Subsidiaries Lists the subsidiaries for the partner company. Viewing a List of Subsidiaries

Editing Details Users assigned to the role of Organization Manager can edit information about

About a collaboration partners.
Collaboration To edit details about a collaboration partner
Partner

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Click the Name of the parent company of the collaboration partner. The category list
and Properties page opens for the selected company.

3. From the Company category list, click Collaboration Partners.

(Collaboration partners can a so have collaboration partners connected to them. If you
want to view information about a partner of a partner, you need access the
collaboration partners under the company category list, then click Collaboration
Partner s from the Collaboration Partner category list.)

4. Click the Name of the collaboration partner you want to edit. The category list and
Properties page opens for the selected collaboration partner.

5. From the Properties page, click Edit Details from the page Actions menu.
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6.

/] Dialog - Microsoft Internet Explorer

Edit Company Details
2)|

Fields in red italics are required —
Image | Browse... |
Mame |Company—SDDD
Parent Company I Global Compary-5000 J Clear
Company D [12-3456759
Cage Code [3266456128
DUNS Number [3132654
Phone Number [(203) BE5-1212
Fax Number [(203) 5551212
Web Site | wrnewy. compamy-5000.con
File Store IWRE;, |
FTP Host | ftp.company-5000.com
FTF Directory I,:’pub,n’apps
Meeting Site Mame | hdeeting Site Mame httg
Meeting Site ID 151

=
@Dooe €)cancel

Use the Edit Details page to make changes. For details on specific fields, see Creating
a Company, Subsidiary, Business Unit, or Department.

7. When you have modified all necessary fields, click Done.

Responding to When another organization (company or business unit) invites your organization to
Collaboration collaborate, you can either accept or reject the invitation. Accepting the invitation means
Requests that empl oyees from both organizations can include empl oyees from the other

organi zation as workspace members.

To respond to an invitation to collaborate

1.

Click Tools > Administration > Collabor ation Requests (available only for
Company Representatives).

The Administration: Collaboration Requests page shows all collaboration requests
from and to the organization you represent.

To accept a collaboration request from another organization, check the row for the
request and click Accept.

The system sends emails and IconMail to:
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—all Company Representatives for the organization that made the request; the
message say's your organization has accepted the request

—all Company Representatives for your organization; the message confirms that the
request has been accepted

To reject arequest to collaborate from another organization, check the row for the
request and click Reject.

The system notifies the Company Representatives for both organizations and says the
invitation has been rejected.
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Viewing a List of
Specification
Offices

Maintaining Specification Offices

Specification offices are sub units of business units. A user can be part of more than one
specification office. The user must use the specification office to work with the assigned
SCOs.

Soecification Offices are available only for Specification Central.

The following topics are covered:

Viewing a List of Specification Offices
Creating a Specification Office

Viewing Information for a Specification Office

Editing Details of a Specification Office

To view a list of specification offices

1. Accessthe category list and Properties page for the company or subsidiary you want
specification office information for.

For example, click Tools> Administration > Companiesto view alist of
companies. (Thislink is available only for users defined in the role of Organization
Manager.)

The Administration: Companies page opens.
2. Select acompany by name.
3. From the category list, click Specification Offices.

Specification offices already defined for the organization are listed. To see details
about a specification office, click its Name.

Company-5000: Specification Offices

Actions » | "J |
] = 2= = O ==
I . SpecOffice-5000 Description Active

Sgecl:lffice—Sl]l]l Yes Description Active

4. To add acapability to the database, click Create New from the page A ctions menu.
See Creating a Specification Office.

5. To delete specification offices from the selected company or subsidiary, click the
check box for each office you want to delete and click Delete from the page Actions
menu. To select al officesin thelist, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the office(s).
Click Yesto confirm the deletion or click No if you want the office(s) to remain.
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Creating a
Specification
Office

Viewing
Information for a
Specification
Office

To create a new specification office

1. Accessthe category list and Properties page for the company or subsidiary you want

to create a specification office for.

2. Click Create New from the page Actions menu.

3.

4.

2} Matrix0ne - Microsoft Internet Explorer

Create New Specification Office

2|

Fields in red italics are required

Nanre I

Business tnit I J Clear

Description ;I
Vault IeSer\rice Praductio J

@ Done e Cancel

Enter details about the office, including the following:
Name. Name of the specification office. Required.

Business Unit. Click J and select the business office for the specification office.
See Using Search.

Description. A description of the specification office.

Vault. Click J and select the vault for the specification office. See Selecting a
Vault.

Click Done.

To view information for a specification office

1.

Open the Properties page for the company or subsidiary you want to view
specification offices for.

From the category list, click Specification Offices.

From the list of offices, click the highlighted link in the Name column of the office
you want to view, or click & at the end of the row.

Click Propertiesin the category list.
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SpecOffice-5000 SpecOffice£5000: Properties
O Properties
O Assigned SCOs Actions ~ |'§ —O.J|

oM ber List: |
= ety e & Name SpecOffice-5000

0 Members

o Route Templates Business Unit f# Tissues & Towel
O Supporting Crganizations

Description Descriptive text about this company goes here,

5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details of a Specification Office.

6. Usethe category list to view additional information about the specification office:

Category Description For details, see:

Assigned SCOs Lists the SCOs assigned to the specification office. Specification Central User Guide

Lifecycle Shows the lifecycle of the specification office. AEF User Guide

Member Lists Lists the member lists. Specification Central User Guide
Members Liststhe individual members. Soecification Central User Guide
Route Templates Lists the route templates. Listing Route Templates
Supporting Lists the supporting organizations. Soecification Central User Guide

Organizations

Editing Detailsofa 1. Open the Properties page for the company or subsidiary you want to view
Specification specification offices for.

Office 2. From the category list, click Specification Offices.

3. Fromthelist of specification offices, click the highlighted link in the Name column of
the office you want to view, or click & at the end of the row.

4. From the category list, click Properties.
Click Edit Details from the page Actions menu.
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/J Dialog - Microsoft Internet Explorer

Edit Spec Office Details

)|
Figldz in red talics are reguired
Mame
Business Unit Tissues & Towel J Clear

Descriptive text about ;I
this company goes here.
Description

H

@M eCancel

6. Usethe Edit Spec Office Details page to make changes. For details on specific fields,
see Creating a Specification Office.

7. When you have modified all necessary fields, click Done.
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Viewing a List of
Capabilities

Maintaining Capabilities Information

A capability describes a supplier’s ability to perform a process (Manufacturing, Design,
Testing). Any Buyer Administrator or Supplier Representative can view, add, edit, and
delete capabilities for their own company. Buyers and Buyer Administrators can view
capabilities for any active company.

The following topics are covered:
Viewing a List of Capabilities
Creating a Capability

Adding an Existing Capability
Viewing Information for a Capability

Editing Details About a Capability

The Capabilities page shows a table containing basic information about capabilities that
are defined for the selected company or subsidiary.

To view a list of capabilities

1. Open the Properties page for the company or subsidiary you want to view capabilities
for.

2. From the category list, click Capabilities.
The Capabilities page opens.

Company-5000: Capabilities

actions v | ) 2] |
o frome oo e toncston s
I E Heat Treatment Manufacturing Process Unknown Unknown
Im| ﬁ Die Casting Design Process Unknown Unknown
I ﬁ' Machining Manufacturing Process Unknown Unknown

3. To add acapability to the database, click Create New from the page Actions menu.
See Creating a Capability.

4. To add an existing capability for the selected company or subsidiary, click Add
Existing from the page Actions menu. See Adding an Existing Capability.

5. To remove capabilities from the selected company or subsidiary, click the check box
for each capability you want to remove and click Remove from the page Actions
menu. To select all capabilitiesin the lit, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to remove the item(s).
Click Yesto confirm the removal or click No if you want the item(s) to remain
associated with the company or subsidiary.
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Creating a

To add a capability

Capability 1. Listthe capabilitiesfor the selected company or subsidiary.
2. Click Create New from the page Actions menu.
3 Dialog - Microzoft Internet Explorer
Create New Capability
)|
Fieldz in red italicz are required -
Process IDesign vI
Process Type ICaSting 'l
Capability Status I
g:ao‘l:::sss Qualification lm
Prototype Capability IUnknDWﬂ 'I
Standard Lead Time I
Prototype
Standard Lead Time I
Tooling
Material Limitation [
Shape Limitation I
Size Limitation [
wWeight Limitation |
=
Comments
= =]
@M @CLcel
3. Enter details about the region, including the following:
Process. Process for the capability.
Process Type. Process type. Required.
Capability Status. Status of the capability.
Process Qualification Status. Indicates the buyer understanding of the supplier’s
capability for a Process. Select an option from the drop-down list. Available options
are:
e Unknown. Supplier qualification statusis not known.
»  Planning. Supplier is planning to qualify.
* Qualifying. Supplier isin process of qualifying.
*  Qualified. Supplier isfully qualified.
* Re-Qualifying. Supplier isrequalified after a period of disqualification.
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4.

Prototype Capability. A supplier’s ability to make non-production, prototype parts
with a process. Available options are:

« Unknown. Supplier’s prototype capability unknown for this process.
*  Yes. Supplier has prototype capability for this process.
* No. Supplier does not have prototype capability for this process.

Standard Lead Time Prototype. The standard time (days) between receipt-of-order
and delivery of the first prototype parts.

Standard L ead Time Tooling. The standard time (days) between receipt-of-order
and the availability of production tooling.

Material Limitation. A limitation of part material(s) for aprocess capability.
Shape Limitation. A limitation of part shape for a process capability.

Size Limitation. A limitation of part dimension for a process capability.
Weight Limitation. A limitation of part dimension for a process capability.
Comments.

Click Done.

Addingan Existing  You can add an existing capability to acompany or subsidiary.

Capability

To add an existing capability
1.
2.

List the capabilities for the selected company or subsidiary.
Click Add Existing from the page Actions menu.

/] MatrixOne - Microsoft Internet Explorer

Add Capability
)|
=
Figldz in red itslics are reguired
Process ' Manufacturing Process
IMolding vI
" Testing Process IAnalﬁ‘SiS j'
' Desian Process IDraﬁing Yl
Capability Status I
Process Qualification Status W
Prototype Capability Mo A
Standard Lead Time Prototype l—
Standard Lead Time Production I

Standard Lead Time Tooling I
Material Limitation I
Shape Limitation I
—— =l
@ Done a Cancel
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Viewing
Information for a
Capability

Select one of the following processes:

Manufacturing Process

Testing Process
Design Process

For the process(es) you selected, select the process type from the drop-down menu.

Enter any other information that is required for the capability in your MatrixOne

applications.
Click Done.

The Capability Properties page shows a table containing details about a capability. This
page provides access to modify capability details. To view capability details, you must
first access the Company or Subsidiary that the region is defined for.

To view information for a capability

1. Open the Properties page for the company or subsidiary you want to view capabilities

for.

From the category list, click Capabilities.

From the list of capabilities, click the highlighted link in the Name column of the

capability you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

The category list for the capability opens in the left frame and the Properties page
opensin theright frame, showing details about the capability. All fields are read-only.

[l company-5000

»

O Business Units

¥ 0 Capabilities

-

>

E Heat Treatment ~

O Certifications

O Collaboration Partners
O Departrnents

O Developrment Managers
O Directed By

O Divisions

O Downloads

O Forrnats

O History

O Locations

O Part Quality Plans

H Parts

O People

O Plant Scorecards

@ Purchase Classes

O Regions

¥ O Specification Offices

|»

Capability5000: Propetties

¥ [E] specoffice-5000 [+

actions v | 8 & 2]

Company B Company-5000
Process Design
Process Type Casting
Capability Status Unknown
g:ao;::sss Qualification Planning
Prototype Capability Yes
Standard Lead Time o
Prototype

Standard Lead Time o
Tooling

Material Limitation

Shape Limitation Unknown
Size Limitation Unknown
Weight Limitation Unknown

Comments

The Properties page for a capability contains details about the capability. For details
on specific fields, see Creating a Capability.
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4. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Capability.

Editing Details
About a Capability

Users assigned to the role of Organization Manager can edit information about a
capability.

To edit details about a capability

1. Open the Properties page for the company or subsidiary you want to view capability
for.

2. From the category list, click Capabilities.

3. Fromthelist of capabilities, click the highlighted link in the Name column of the
capability you want to view, or click & at the end of the row to view its Properties.

4. From the Properties page, click Edit Details from the page Actions menu.

4 Dialog - Microsoft Internet Explorer

Edit Capability Details

Capability Status

)|
-
Fieldz in red italics are required [
Company m Company-5000
Process Design
Process Type Casting

Process Qualification -
Status IPIanmng 'l
Prototype Capability Yes ¥
Standard Lead Time ID
Prototype
Standard Lead Time IIJ
Tooling
Material Limitation [
Shape Limitation IUnknDWﬂ
Size Limitation [Unknouwn
Weight Limitation [Unknown
=4
Comments
= ﬂ

QM @ Cancel

5. Usethe Edit Capability Details page to make changes. For details on specific fields,
see Creating a Capability.

6. When you have modified all necessary fields, click Done.
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Viewing a List of
Formats

Adding an Existing
Format

Maintaining Format Information

File format identifies the types of files a company can generate and add to the MatrixOne
application.

The following topics are covered:
Viewing a List of Formats
Adding an Existing Format

The Formats page shows a table containing basic information about capabilities that are
defined for the selected company or subsidiary.

To view a list of formats
1. Open the Properties page for the company or subsidiary you want to view formats for.

2. From the category list, click Formats.
The Formats page opens.

Company-5000: Formats

actions » | 59 2,] |
T T

T ® autecap Version 13.0

O E Microsoft Excel Ver 2000

I E Microsoft Word Version 2000

3. Toadd an existing format for the selected company or subsidiary, click Add Existing
from the page Actions menu. See Adding an Existing Format.

4. To remove formats from the selected company or subsidiary, click the check box for
each format you want to remove and click Remove from the page Actions menu. To
select all formatsin the list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to remove the format(s).
Click Yesto confirm the removal or click No if you want the format(s) to remain
associated with the company or subsidiary.

You can add an existing format to a company or subsidiary.

To add an existing format
1. Listtheformatsfor the selected company or subsidiary.

2. Click Add Existing from the page Actions menu.
The Select page opens.
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<} Dialog - Microsoft Internet Explorer

Select

n Name

[T ™ AutoCAD: Ver 13.0
- E Microsoft Excel: ¥Yer 2000

— B Microsoft Word: ¥Yer 2000

||1| Pagell ;l of 10 m | @Done °Cance|

3. Select one or more formats for the company or subsidiary: To select all formatsin the

4.

list, click the check box in the column heading.
Click Done.

Chapter 2: Profile Management

7



Viewing a List of
Potential

Suppliers

Maintaining Potential Supplier Information

A potential supplier is acompany that acts as a supplier. Organization Managers can
create potential suppliers.

Potential Suppliersisavailable only for Supplier Central.

The following topics are covered:

Viewing a List of Potential Suppliers
Viewing Information for a Potential Supplier
Editing Details About a Potential Supplier

The Potential Suppliers page shows a table containing basic information about suppliers.

To view a list of potential suppliers

1. Click Tools>Administration > Potential Supplierstoview alist of suppliers. (This
link is available only for users defined in the role of Organization Manager.)

The Administration: Potential Suppliers page opens.

Administration: Potential Suppliers

Actions * ||§ _?J |

-
e
-
i
-
i

[ company-5112
[l company-5113
[l company-5114

[l company-5115

8 BusinessUnit-5000 Active (555) 555-5555 W, cormnpanyS000.com Company-5000
Active (555) 555-5555 Wi, companyS000.com Company-5000
Active (555) 555-5555 W, carmmpany5000.com
Active (555) 555-5555 www, comnpanyS000.com
Active (555) 555-5555 Wi, companyS000.com
Inactive (555) 555-5555 Wi, companyS000.com

[ company-5116

Potential Suppliers are designated by the icon next to their name.

2. Toadd an existing company as a potential supplier to thelist, click Add Existing
from the page Actions menu. Use the Search page to find and select the company.

3. Thereare several ways to discontinue working with a potential supplier:

» To delete the company definitions for potential suppliers from the database, click
the check box for each supplier you want to delete and click Delete from the page
Actionsmenu. To select all suppliersinthelist, click the check box in the column
heading.

e Toremove suppliers from the list but keep their company definitions, click the
check box for each supplier you want to remove and click Remove as Potential
Supplier from the page Actions menu.

» To deactivate suppliers, click the check box for each supplier you want to
deactivate and click Deactivate from the page Actions menu.
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Viewing The Properties page shows a table contai ning detail s about acompany or business unit that
Information for a isapotential supplier. This page provides access to modify company or business unit

Potential Supplier ~ detals.
To view information for a potential supplier

1. Fromthelist of potential suppliers, click the highlighted link in the Name column of
the supplier you want to view, or click &= at the end of the row to view the Properties
page in a new browser window.

The category list for the supplier opensin the |eft frame and the Properti es page opens
in the right frame, showing details about the supplier. All fields are read-only.

The Properties page contains details about the supplier. For details on specific fields,
see Creating a Company, Subsidiary, Business Unit, or Department.

2. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Potential Supplier.

3. Usethe category list to view additional information about the company or business
unit. For more information, see Viewing Information for a Company.

Editing Details Users assigned to the role of Organization Manager can edit information about a company
About a Potential or business unit that is a potential supplier.
Supplier To edit details about a potential supplier

1. Open the Properties page for the company or business unit that is the potential
supplier.

2. Click Edit Details from the page Actions menu. For more information, see Editing

Details about a Company.
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Viewing Currency
Exchange Rates
for Your Company

Maintaining Currency Exchange Rate
Information

The data for some fields shown MatrixOne applications is based on a particular currency,
such as unit price. The system displays this data based on the currency used by the person
who enters the price. Users can convert this data to a selected currency. Buyer
Administrators must define the currencies that can be converted and their conversion rates
for their company. For each conversion, you can specify different exchange rates for
specific time periods.

*  Viewing Currency Exchange Rates for Your Company
e Adding an Exchange Rate

e Editing an Exchange Rate

» Deleting a Currency Exchange Rate

To view currency exchange rates for your company

1. Open the Properties page for the company you want to view currency exchange rates
for.

2. From the category list, click Currency Exchange Rates.

ABC company: Currency Exchange Rates

Actions - ||§ _"J|

Adding an
Exchange Rate

3.  Work with the exchange rates as needed:
e Toaddanew rate, click Add New Exchange Rate.
» Todelete arate, check it and click Delete.

To define the currencies that users can convert to and the exchange rates to use for specific
time periods, perform the following steps for each pair of currencies that you want to
convert. If you create a new exchange rate for the same currency and effective date as an
existing exchange rate (but with a different exchange rate), the system uses the newest
exchange rate.

To add an exchange rate for a company

1. Click Tools> Administration > View My Company. (Thislink isonly available for
people designated as a Buyer Administrator or Supplier Representative.)

2. From the category list for the company, click Currency Exchange Rates.

3. From the Currency Exchange Rates page, click Add New Exchange Rate. from the
page Actions menu.
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N oo g &

Editing an

Exchange Rate 1
2.
4.
5.

Deleting a

Currency 1

Exchange Rate

R

Add New Exchange Rate

2|

Fields in red talics are required

IDDIIar vl
IEurU vl

f1.2751
[Feb 13, 2004 =

From Currency

FTo Currency

Rate

Effective Date

Choose the currency you want to convert from using the From Currency list.
Choose the currency you want to convert to using the To Currency list.
Enter the Rate for the exchange.

Enter the Effective Date for the rate by clicking the Calendar icon. The selected date
is always assumed to be 12:00 am unless the date is appended with a different time.

Click Done.
The new exchange rate is added to the company’s Currency Exchange Rate page.

To edit an exchange rate for a company

Click Tools> Administration > View My Company. (Thislink is only available for
people designated as a Buyer Administrator or Supplier Representative.)

From the category list for the company, click Currency Exchange Rates.
From the Currency Exchange Rates page, click the Edit from the page Actions menu.
On the Edit Exchange Rate page, change the information as needed.

« Enter the Rate for the exchange.

» Enter the Effective Date for the rate by clicking the Calendar icon. The selected
date is always assumed to be 12:00 am unless the date is appended with a
different time.

Click Done.

To delete an exchange rate for a company

Click Tools> Administration > View My Company. (Thislink is only available for
people designated as a Buyer Administrator or Supplier Representative.)

From the category list for the company, click Currency Exchange Rates.

From the Currency Exchange Rates page, check the exchange rate you want to delete.
Click Delete from the page Actions menu.

At the confirmation message, click OK.
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Document Management

Document Management Overview

Common document management allows MatrixOne applications to manage documents
and filesin asimilar manner.

Common document management consists of the following:
Viewing Documents and Content
Creating a New Document
Uploading Files with the Applet
Uploading Files without the Applet
Viewing Properties for a Document
Editing Details about a Document
Viewing Files for a Document
Updating a File

Viewing File Versions

Viewing Document Revisions

Viewing Document Sheets
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Creating a Document Sheet
Downloading a File Package

Viewing You can view alist of documents and content associated with an object in an application.
Documents and I cons show what actions can be performed on the content.
Content

To view documents

1. Fromthe MatrixOne application you are using, list the content for the object.

B1: Documents

Actions = E’J|
I N T - o T = i
O o4 (1 poc-0000001 Enoocouul i gizﬂint a1 =
ool Eﬁeﬁiﬁ_9244l]5l]l] B8 11 Sﬁzmnt %ol Create (5

Name. Click the name to view details about the content.
Title. Thetitle of the content item.

Rev. Therevision ID. Click therevision ID to view information about this revision.
See Viewing Document Revisions.

Ver. The version ID. Click the version ID to view information about this version. See
Viewing File Versions.

Type. The content type.
Actions. The following icons represent the allowable actions you can perform on the

listed content:

Icon | Name Action

o) Subscription To view and select subscriptions for a document. See
Subscribing to a Document.

3 Download To download one or more files to your local machine. Browse
to the directory or folder you want to contain the file. Multiple
filesare downloaded in asingle zip file.

& Checkout and | To checkout one or more filesto your local machine and lock

Lock the files from other users who cannot unlock it. Navigate to the
folder or directory you want to contain the file.

& Update Files To update afile to its next version.

1 Checkin To checkin and unlock one or more files. See eitherUploading
Files with the Applet or Uploading Files without the Applet.

Description. A description of the content.
State. The current state of the content.

2. To create a new document, click the Actions menu and select Create New. See
Creating a New Document.
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Creating a New
Document

10.

To add an existing file to the file list for the object, click the Actions menu and select
Add Existing. Find and select the document.

To download one or morefiles, to your machine, click its check box and then click the
Actions menu and select Download. Multiple files are downloaded in asingle zip file.

To checkout one or more filesto your local machine and lock thefiles, click its check box
and then click the Actions menu and select Checkout.

To subscribe to a document, click its checkbox and then click the Actions menu and
select Subscribeto Selected. See Subscribing to a Document.

To edit the lifecycle block for route content only, click the checkbox for the content
and then click the Actions menu and select Edit Lifecycle Block. See To specify a
blocked state for a route.

To remove adocument in the list, click its check box and then click the Actions menu
and select Remove Selected. The document is removed from the list but it is not
deleted.

A message is displayed, asking you to confirm that you want to remove the
document(s). Click Yes to confirm the removal or click No.

To view files for adocument, click its Name. See Viewing Files for a Document.

To view the properties for a document, click &= at the end of the row. See iewing
Properties for a Document.

This section describes how to create a document.

To create a document

1.

From the page that lists documents, click Create New from the page Actions menu.
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/] MatrixOne - Microsoft Internet Explorer

Step 1 of 2:Specify Details
]

Fields in red talics are reqguired

Name I I
Tupe IGeneric Docurment J
Policy |Controlled Froduction Release RE\Qj
Title I
=l
Description
=
Release Type I "I
Design Group Owner Inull
Created On I |E| —
Approver Inull =l
9 Mext @ Cancel

2. Enter the following information:;

Name— Type a name for the document. Names are case-sensitive and spaces are
allowed. You can use complete names rather than contractions, making the
terminology in your system easier for people to understand. Generally, name lengths
can be amaximum of 127 characters. Leading and trailing spaces are ignored. To
have the system generate the name, click the checkbox.

Type—The defaulted type is Generic Document. To select another document type,

click J and select the type. Required.

Policy—Select a policy for the document. Required.

Title—Type atitle for the document.

Description—Type a description of the document.

Release Type—Select whether thisisfor a Design Release or a Production Release.
Design Group Owner—For design documents, type the owner.

Created On—The create date defaults to today’s date. If you need to change this

date, click E and then select another date.

Approver—Click J and select a person as Approver.

You may also see one or more custom attributes for the object. If a custom attribute
field name appearsin red, it isarequired field.

Click Next.
If you are using the Applet, see Uploading Files with the Applet.
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If you are not using the Applet, see Uploading Files without the Appl et.

Uploading Files
with the Applet

3 http:/Zsreenivasal: 7001 /ematrix/components/emxCommonDocumentCheckinAppletDialogF5.jsp - Microszo... =]

You can upload multiplefilesif you are have installed the upload Applet. You can checkin
files by dragging and dropping them from Windows Explorer or by selecting them
individually.

Your system administrator must enable the checkin applet. If the applet is not enabled, you
will see the standard checkin page, which is described in Uploading Files without the
Applet.

Checkin Files
Browse *Remove | 2J|
ICommentsLI a|  Format IgenericLI
LI Apaly to Selectedl
LI File and Format | Comments
Drag files into this window or use Browse to look for files egplo_ada Cancel

1. Selectindividual or multiplefiles.

e Toselect filesindividually, click Browse. Select the file you want from the file
navigator dialog.

The file name appears in the Checkin Files page.

e To checkin multiple files by dragging and dropping, open Windows Explorer or
another file navigation window. Select one or more files from the file navigation
window and drag them to the Checkin Files page.

The file names appear in the Checkin Files page.

2. For eachfile, type atitle and select aformat. To select the same format for al files,
select the Format from the drop-down menu at the top of the page and click Apply to
Selected.

3. Click Upload.

Chapter 3: Document Management 87



Uploading Files
without the Applet

/] http: //qechrhl03: 8080/ematriz/components/emxCommonD ocumentCheckinDialogF 5.jsp - Microsoft Internet E xplorer [H[=] E3

If the checkin applet is not installed you must select filesindividually.

Checkin Files
2)|

Fields in red talics are reguired

File | Format

Comments

|»

|
Igeneric 'I

Browse... |

B I

Igeneric vl

Browse... |

B I

Igeneric 'I

Browse. . |

N I

Browse... | |

ol

[
e Done 9 Cancel

E A

Viewing Properties
for a Document

For each file, click Browse and navigate to the file you want to check in.

Select the format for each file by selecting the format from the drop-down menu.

Type any Comments about each file.
When finished, click Done.

To view document properties

A document’s properties provide information about a document’s attributes.

1. Select Propertiesfrom the category list for a document.
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Doc40000001: Properties

Actions * 5 2r|

Name Doc-0000001

Revision 1

Type Generic Document

Title Doc-0000001

Policy Controlled Production Release RevZ
Owner Everything, Test

Approver Reviewer, Test

State Create

Locked

Description

Yault eService Production

Originated Feb 12, 2004

Checkin Reason

Created On Mar 6, 2004

The Document Properties page contains details entered when the document was created or
modified. For details on specific fields, see Creating a New Document.

2. You can perform any of these actions on the Properties page:

To edit the properties of a document, click Edit Details from the page Actions
menu. See Editing Details about a Document.

To copy this document to a new document, click Copy from the page Actions
menu. See your application documentation for using the Copy page.

To subscribe to the document, click Subscribe from the page Actions menu. See
Subscribing to a Document.

To lock the document, click L ock from the page Actions menu. The lock icon
will appear for this document.
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3. Usethe category list to view more information about the document:

For details,

Category List | Description see:

Approvals Liststhe states and approvals for adocument. | Seetheapprovals
page for your
application.

Properties Shows the properties for the document. Viewing
Propertiesfor a
Document

Document Lists the document sheets for the document. Viewing

Sheets Document Sheets

History Shows history information about the AEF User Guide.

document.
Lifecycle Shows the states for the document, including | AEF User Guide.
its current state.

Where Used Shows the objects that contain the document. | See Document
Central User
Guide.

File Versions Shows version information for the document. | Viewing File
\ersions

Revisions Shows revision information Viewing
Document
Revisions

Editing Details
about a Document

You can edit information about a document.

To edit details about a document

1. Onthe Properties page for adocument, click Edit Details from the page Actions
menu

The Edit Document Details page opens.
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; Dialog - Microsoft Internet Explorer

Edit Document Details
)] |
Fieldz in red talics are required :I
Name IDDE:ument—EDDD [T autoname
Revision I.-"-‘\
Type Generic Document
Title [User-defined Title of thi
Model 200lxzy =]
transmission sports car.
Description
=
State Review
Owner |Mangi0ne, Sarah J
Originator Smith, Michael
Originated 542001
Modified 11/21/2003
Workspace Folder I J Clear
Policy Default Policy
Access Type IW EE
[
@oone €)cancel

2. Usethe Edit Document Details page to make changes. For details on specific fields,
see Creating a New Document.

3. When you have modified all necessary fields, click Done.

Viewing Files fora  TheFiles page for adocument shows information about files checked into a document.

Document To work with files attached to a document

1. Select adocument from the document or content list page.
The Files page for the selected document shows the following information:

Doc0000001: Files

actions ~ [ & ()|
uﬂm i mmmam
Feb 12
[T & [ emuChangeTaskStateProcess.isp 1 2004 ! EESt thi generic 5560 @é%e
7:26:55 PM e

Lock—The @ icon appearsif thefileis locked.
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File Name—The name of thefile.

Ver—Thefile version identifier. Clicking the version identifier shows file versioning
information. See Viewing File \lersions.

Originated—The date and time of file creation.
Comments—Any comments about the file.
Owner—The owner of thefile.

Format—The format of thefile.

File Size—The size of thefile.

Actions—Thefollowing icons represent the allowabl e actions you can perform on the
file:

Icon | Name Action

2 Download To download one or more filesto your local machine. If the

{3 icon appears below the download icon, thefile is locked
from being downloaded. Navigate to the folder or directory you
want to contain the file. Multiple files are downloaded in a

single zipfile.

0 View To view thefilein aregistered viewer.

iy Checkout and | To checkout one or more filesto your local machine and lock

Lock the files from other users who cannot unlock it. Navigate to the

folder or directory you want to contain the file.

& Checkin To checkin and unlock one or more files. See eitherUploading
Fileswith the Applet or Uploading Files without the Applet.

e Unlock Unlocksthefile, if locked.

Upload one or morefiles by selecting Upload from the page Actions menu. See either
Uploading Files with the Applet or Uploading Files without the Applet.

Update afile by selecting Update Files from the page Actions menu. See Updating a
File.

Download afile by clicking its check box and then clicking the Actions menu and
selecting Download. Multiple files are downloaded in asingle zip file.

Check Out afile by clicking its check box and then clicking the Actions menu and
selecting Check Out.

Unlock alocked file by clicking its check box and then selecting Unlock from the
page Actions menu.

Delete this version of the file by clicking the check box for the file and then selecting
Delete This Version from the page Actions menu.

Delete all versions of the file by clicking the check box for the file and then selecting
Delete All Versions from the page Actions menu.
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9. Usethe category list to view additional information about the files:

For details,
Category List | Description see:
Approvals Liststhe states and approvals for adocument. | Seetheapprovals
page for your
application.
Properties Shows the properties for thefile. Viewing File
Properties
Document Lists the document sheets for the document. Viewing
Sheets Document Sheets
History Shows history information about the AEF User’s
document. Guide.
Lifecycle Shows the states for the document, including | AEF User’s
its current state. Guide.
Where Used Shows the objects that contain the document. | Document
Central User’s
Guide
File Versions Shows version information for the document. | Viewing File
\ersions
Revisions Shows revision information Viewing
Document
Revisions

Viewing File
Properties

You can view the properties of afile, which includes revision, policy, and vault
information.

To view file properties

1. Fromthefileslisting page, click the name of afile.
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251078161204249: Properties

Actions - |§ _'7,J|

Name 251075161204249
Revision 1

Type Generic Document
Title kZug_Assessment.fm
Policy \ersion

Owner Ewverything, Test
Approver

State Exists

Description

Yault

Originated

eService Production

Mar 1, 2004

2. To make any changes, click Edit Details on the page Actions menu. See Editing
Details about a File.

Editing Details

about a File

You can change the owner of afile and add comments.

To edit file details

1. From afile Properties page, click Edit Details from the page Actions menu.
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/J MatrixOne - Microsoft Internet Explorer

41078759326296 : Edit Details
)|
Fields in red italics are required
File rmatrix.properties
Yersion 1
Format geEneric
File Size 3322
Owner ITest Everything J
Originated Mar §, 2004 10:22:06 &M
Modified Mar 8, 2004 10:22:06 AM
=
Comments
=
e Daone. e Cancel
2. Changethe Owner.
Add any Comments.
4. Click Done.
Updating a File You can update a file and increment its version by selecting afile from your file system.

To update a file

1. Click & to update the file or click Update File from the page Actions menu.
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<3 http: //nikki3:9080/ematiix/components/emxCommonD ocumentCheckinDialogF S _jsp - Microsoft Intern__ [H[=] E3

Update Files
z) |

Fields in red talicz are reguired

Current File | Updated File | Format Comments
ernxiChangeTaskStateProcess.jsp d
Browse... |
: [
generic
4| | ol

e Done e Cancel

2. Click Browse and navigate to the updated file.

3. Typeany Comments.

4. Click Done.
Viewing File The File Versions page for a document shows information about the versions for each file
Versions checked into the document.

To view file versions

1. Click File Versionsin the category list for the file listing.

Doc0000001 rev:1: File Versions
Title: Doc-0000001

& 3|
1 m emxChangeTaskStateProcess.jsp Feb 12, 2004 7:26:55 PM Test Everything generic 5560 @é

Ver—The version identifier.

File Name—The name of thefile.
Originated—The date and time of the file creation.
Comments—Any comments about the file.
Owner—The owner of thefile.

Format—The file format.

File Size—The size of thefile.
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Viewing Document
Revisions

<3 Doc-0000001: Revisions - Microzoft Internet Explorer

Actions—Thefollowing icons represent the allowabl e actions you can perform on the

file version:
Icon | Name Action
Download To download one or more filesto your local machine. If the
&
iy icon appears below the download icon, the fileislocked
from being downloaded. Multiple files are downloaded in a
single zip file.
o View To view thefilein aregistered viewer.

Document revisions are done according to the policy for the document. Revising a
document causes the document’s revision to be incremented.

Document sheets can also have revisions.

To view document or sheet revisions

1. From the document’s Properties page, click Revisions in the category list

Or click the Rev identifier in a document listing.

The Revisions page lists all revisions.

S0

) Doc-0000001

Doc0000001: Revisions
Title: Doc-0000001 | rev: A

Doc-0000001

e £ B £

Create é

||I|Page|1;|nf1 II‘IE‘QH

The page shows the following information for each revision listed:

Name—The name of the document. Click the Nameto view itsfiles. See Viewing
Files for a Document.

Title—Thet title of the document.

Revision—The revision identifier.

Description—A description of the revision.
State—The state of the document revision.

Actions—Click the Download icon & to download one or more files to your local

machine. Multiple files are downloaded in asingle zip file.

2. Torevisethisrevision, select Revise from the page Actions menu.

3. Torevisewithfiles, select Revise with Files from the page Actions menu.
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Viewing Document
Sheets

Creating a
Document Sheet

In Document Central a document can contain one or more sheets, which may have files.

To view document sheets

1. From the document’s category list, click Document Sheets.
You see alist of document sheets.

2. You can do one of the following:

» To create anew sheet, click Create New from the page Actions menu. See
Creating a Document Sheet.

e Toprint ashest, check it and click Print from the page Actions menu.
» Todelete asheet, check it and click Delete from the page Actions menu.

«  Toview the details of ashest, click the Name of the sheet or select the {& button
at the end of the sheet entry. To view the properties of a document sheet, see
Document Central documentation.

In Document Central, creating a sheet involves creating its attributes and adding files.

To add sheet attributes
1. Click Create New from the Action menu on the page that lists document sheets.

2. Enter the following information:

Name— Type a name for the sheet. Names are case-sensitive and spaces are allowed.
You can use complete names rather than contractions, making the terminology in
your system easier for people to understand. Generally, name lengths can be a
maximum of 127 characters. Leading and trailing spaces are ignored.

Type—The type is Document Sheet.

Revision—The revision is defaulted. You can enter a higher revision by typing any
valid alphanumeric character for the revision, aslong asit is consistent with the
sequence specified in the policy.

You cannot create an object with the same type, name, and revision as another object.

Title—Type atitle for the sheet.
Sheet Number—Used to identify multiple sheets.

Policy—click J and select the policy for the sheet.
Owner—This defaults to your user name. To select another person as Owner, click

J and select the person.
Created—Thisfield defaults to today’s date. If you need to change this date, click

E and then select another date.
Description—Type a description of the sheet.

You may also see one or more custom attributes for the sheet. If a custom attribute
field name appearsin red, it isarequired field.

3. Click Next to add files.
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If you are using the Applet, see Uploading Files with the Applet.
If you are not using the Applet, see Uploading Files without the Appl et.

Downloading a All users with read access to an EBOM’s component parts can generate and download a
File Package package of files connected to a part and its associated objects. The download fileisa.zip
file for Windows or UNIX.

Thisis a System Administrator configuration option, so you may not see the Download
Package link.

The Download Package wizard displays a table showing all document objects (part, CAD
model, CAD drawing, drawing print, reference document) for which you have read access
and that are related to the parent part, to the level specified. It also showsfiles that are
checked in to those objects. You can:

»  Specify levelsto include in the package.
e Select specific documents for the package.
»  Download the package to your computer.

To download the file package

1. Accessapart Bill of Materials page. See your application documentation for viewing
apart bill of materials.

2. Click Download Package from the page toolbar.
The Download Package wizard opens.

Step 1 of 2: Specify Levels
7))

Fields in red talics are reguired

Fart <% PT-5000-01 rev 3

tevels I

[T or &l Levels

g Mext 9 Zancel

3. Typethe number of levels of associated objects you want to choose files from, or
click All Levelsto include all levels bel ow the selected part.

4. Click Next.

The Select Documents to Download page shows all document objects related to the
part to the specified level, including files checked in to those objects.
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Step 2 of 2: Part-5000: Select Documents to Download

Showing 4 Levels

S 0|

8 H 0O H B H

g H

€g§ Front Gear

] CAD Drawing-
5000

[} File-5000

b Differential Gear

Box
[ File-5001

] CAD Drawing-
5001

[() File-6000
CRD

f@ CAD Model-5001

[ File-6001

I = i ) oWl T
Plasma drive systemn for a warp S Preliminary 2
plus drive systern,
1 CAD Plasma_ drive systern for a Warp 5 Preliminar Ed
Drawing plus drive system,
2 File Plasma drive system for a Warp S Preliminary 2 Ea zZ0oo
plus drive systern, K
z Part This is the description for this part, Preliminary 2 EA
2 File Plasma drive system for a Warp S Preliminary 2 Ea 530
plus drive systern, K
1 CAD Plasma_ drive systern for a Warp 5 Preliminar Ed
Drawing plus drive system,
2 File Plasma drive system for a Warp S Preliminary 2 Ea zZ0oo
plus drive systern, K
1 CAD Model Plasma drive system for a Warp S Preliminary 2 Ea iz
plus drive systern,
2 File Plasma drive system for a Warp S Preliminary 2 Ea 530
plus drive systern, K j

9 Previous e Done e Cancel

Check each file that you want to include in the package to download. Check boxes for
items other than files are gray and cannot be selected.

Click Done to generate the package.
The standard Windows Save As window opens.

Enter a name for the .zip file and specify the location where you want the file to be
saved on your computer, then click Save.
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ISsue Management

Issue Management Overview

The Issue Management feature provides a flexible set of issue creation, tracking, and
resolution workflows. It is designed to automate the communication and resolution of
business issues related to items or suppliers.

I ssue Management gives users the ability to report issues against specific products,
projects, parts, or other business objects. Issues are ad-hoc problemsthat areidentified and
recorded during the lifecycle of any object in a MatrixOne application.
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Working with Issue Management

The following topics are covered:

Listing Issues

Issues

Actions + ||§ _",J|

Listing Issues

Creating a New Issue

Viewing an Issuein PowerView
Viewing an Issue’'s Properties
Editing Details About an Issue
Closing an Issue

Changing an Issue’s Type
Selecting an Issue Type
Viewing an Issue's Assignees

All users can list issues. However, only the I ssue Manager can change the owner or the
type for an issue when in the “Create” state.

To list issues

1.

Click My Desk > Issues> My |ssues.

For objects that have issues, you can also access issues from the Properties page for
the abject by clicking | ssuesin the category list.

The Issues page appears, listing all issues.

Estimated Actual

Escalatlon : :

[n] ti
;f]suuue Issue foerstfnrulsp o Assign Mo 12/1/2002  12/31/2002 12/1/2002  12/31/2002 gg';ﬂ’y'dt Mediurm 2
Issue,
[n] ipti .
0+ 8 ;f]suule' Issus forthis  Review Yes 12/1/2002  12/31/2002 12/1/2002  12/31/2002 gg';ﬂ’y'dt’ Law &
Issue,
[n] ipti -
[ 3] ;f]suuze' Issue foerstfnrilsp o fssign Mo 12/1/2002  12/31/2002 12/1/2002  12/31/2002 SE?L:'DE”’ Law [ =
— Issue,
[n] ipti
0 @ 3] ;f]suu;' Issue foerstfnrilsp o Review Mo 12/31/2002 12/1/2002 12/31/2002 12/1/2002 archer,Jon  Medium £ &
Issue,
[n] ipti
N m 3] ;f]suuf' Issue foerstfnrilsp o Active Mo 12/1/2002  12/31/2002 12/1/2002  1/25/2003 ﬁfar\f:;\'hemer’ High [ =
Issue,
For each issue, the page lists:
Status I con —Repreﬁents any slippage between the estimated start and finish
dates. The red, yellow, and green status icons are configurable. For example, ared
icon might display for ahigh slip value, and agreen icon for no slippage.
Name—The name of theissue, which is auto-generated. Click on the nameto view its
properties, or click &' at the end of the row to view the PowerView page in anew
browser window. See Viewing an Issue in PowerView.
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Type—The type for the issue.

Description—The description of the issue.

State—The current state of the issue.

Escalation Required—Whether the issue requires escal ation.

Estimated Start / Finish—The estimated start and finish dates for the issue
resolution.

Actual Start / Finish—The actual start and finish dates for the issue resolution.
Owner—The owner of theissue.
Priority—The priority of theissue.

2. To edit details about an issue, click 2 at the end of the row. See Editing Details
About an Issue.

3. Usethe Actions menu on the page toolbar to work with the issues as needed:
» Tocreateanew issue, select Create New. See Creating a New Issue.

e Todeleteanissue, check it and select Delete. Only users with delete access on
specific states in the policy have the ability to delete the issue.

e To changethe owner of anissue, check it and select Change Owner. Usethe
Search page to locate the new owner. Only an Issue Manager can change the
owner of an issue.

Creating a New All users can be given access to create an issue rel ated to an item. Once created, an issueis
Issue auto-named according to the naming conventions set up by the Issue Manager.

To create a new issue for an item

1. Click MyDesk > Issues > Create | ssue.
Or from the Actions menu on the Issues list page, click Create New.
The Create New |ssue page appears.
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/] MatrixOne - Microsoft Internet Explorer

Create New Issue

@ |
a
Fieldz in red talics are recuired
Tvpe lzsue J
=
Description
=
Reported Against J
 Yes
Escalation Required
* No
Estimated Start I EI_
{ mmm dd, yyyy )
Estimated Finish I EI_
{ mmm dd, yyyy )
Priority Loy -
=

Resolution

Recommendation -
4 | B

e Clear All e Create Issue @ Done 9 Cancel

In the Type text box, leave the value as I ssue unless there is another Type. If another

type is defined for creating issues, click J to select that type. See the AEF User
Guide for using the Type selection page.

In the Description text box, type adescription of the issue.
For Reported Againgt, click J to search for the object you want to create the issue
for.

If the issue requires upper management support for resolution, for Escalation
Required click Yes.

In Estimated Start, click E and select the date on which issue resolution will
begin.

In Estimated Finish, click E and select the date on which issue resolution will
begin.
Select the Priority for the issue. Values are High, Medium, Low, or Pre-assigned.
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9. If you have arecommendation for resolving the issue, type its description in
Resolution Recommendation.

10. If you have a procedure for reproducing the problem causing the issue, typeitin
Stepsto Reproduce.

11. To select acategory for the issue, click J in Issue Category Classification.

12. To select the company that is reporting the issue, click J in Reporting
Organization.

13. If the property to display the policy list is set to “True” in the properties file, select a
Policy from the drop-down list.

14. Select the Vault to contain the issue.

15. When finished, select an option:
» To create theissue and exit the page, click Done.
e To create theissue and leave the data on the page (for creating another issue),

click Create I ssue.
*  Toclear the data on the page and start over, click Clear All.
» Toclosethe Create New Issue window, click Cancel. All issues previously
created are committed.
Theissueis created and auto-named. At this point, any user can read theissue. To list
all issues, see Listing Issues.
Viewing an Issue The PowerView page for an issue aggregates information about an issue onto one page
in PowerView and provides access to related items such as properties, assignees, reference documents,

reported against items, and resolved by items. The PowerView is configurable by your
Matrix Business Administrator, so you may see different information than what is
described here.

In many cases, the tabs shown on the PowerView page correspond to itemsin the issue
category list and show the same information as when you click a category. In some cases,
to conserve space, the PowerView tab contains a subset of the information accessed from
the category list.

To view information for an issue

1.

From the page that lists issues, click &' at the end of the issue row. Or you can click
theissue’s Name.
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/J 155-0000001 - Microsoft Internet Explorer [CTo]X]

! 1s5-0000001 1850000001 rev -: PowerView

O Assignees
: 2
O Histary _'J| |
O Lifecyele =
O Reference Docurments Properties Assignees
O Reported Against
O Resolved By . .
esalve actions = | B & 2J| actions v | 5 55 _",J|
O Routes
seomoss 4 | )
Teme E TG Mo Objects Found
Description AN issue
State Create
Owner Testl IssueManager
Originator Test Everything
2o . [« pase AT of 1 i O |
Reported Against ‘| Resolved By | Reference Documen...
actions = | 5 &5 (2] |

S N e R T

Mo Objects Found

|<Page oflbnE :I

2. Usethe category list or PowerView tabsto view more information about the issue:

Category/Tab Description For details, see:
Properties Shows the properties for an issue. Viewing an Issue’s Properties
Assignees Shows persons assigned to the issue. Viewing an Issue’s Assignees
History Shows alog of al the actions that have occurred for See the AEF User Guide.

the issue.
Lifecycle L ets people with the appropriate access change the See the AEF User Guide.

state for the issue.
Reference Shows any documents associated with the issue. Viewing Documents and Content in
Documents Chapter 3.
Reported Against | Shows the objects the issue is reported against. Viewing Reported Against Objects
Resolved By Shows the objects used to solve the issue. Viewing Resolved By Objects
Routes Shows routes involving the issue and provides access | See Listing Routes.

to create a new route.

Viewing an Issue’s The properties for an issue show basic details about the issue.
Properties
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To view and issue’s properties

1. Scroll down the Properties channel in PowerView.
The following attributes make up an issue's properties:
* Name. The auto-generated name.
» Type. Theissuetype, used for classification.
e Description. A description of the issue.
e  State. The current state of the issue.
*  Owner. The owner of the issue.
e Originator. The person who created the issue.
» Originated Date. The date on which the issue was created.

 Modified Date. The date on which the issue was last modified. If not modified,
this date is the same as the Originated Date.

e Escalation Required. Indicates whether the issue requires upper management
support for resolution.

» Estimated Start. The estimated date on which the issue resolution will begin.

» Estimated Finish. The estimated date on which issue resolution will end.

* Actual Start. The actua start date.

» Actual Finish. The actua finish date when the issue should close.

» Priority. Vaues are High, Medium, Low, or Pre-assigned.

» Resolution Recommendation. A recommendation for resolving the issue.

» Action Taken. A description of any action taken to resolve the issue.

» Resolution Statement. A description of the actual resolution.

e Stepsto Reproduce. The procedure for reproducing the problem causing the
issue.

» Category. Determines the issue classifications for thisissue.

» Classification. Determines the | ssue Manager responsible. Based on Category
and Classification, issue managers can be assigned and notified automatically.

» Reported Organization. The company associated with the issue.
» Policy. The policy that governsthe issue'slifecycle.
*  Vault. The vault containing the issue.

2. Useany of the following commands from the page Actions menu to work with the
issue.
» Edit Details. To edit the propertieslisted, including changing the owner, priority,
and start and finish times. See Editing Details About an Issue.
» Change Type. To change the type for the issue. See Changing an Issue's Type.

» Close. To close the issue and identify the action taken and the resolution. See
Closing an Issue.

Editing Details You can edit information about an issue.

About an Issue To edit details about an issue

1. Onthe PowerView page for anissue, click Edit Details from the page Actions menu
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The Edit Issue Details page opens.

#J Dialog - Microsoft Internet Explorer

Edit Issue Details

)|
Fields in red talics are reguired [t
Name Issue-3000
Tvpe Issue
This is a description of ;I
the Impact Analysis
Description
=
State Assign
owner |5chmidt, Becky J
Originator Leeman, Julian oo
Originated Date o/1/2002
Modified Date 9 /12002
& Yes
Escalation Required
& No
Estimated Start |12"r1 f2002 ]
Estimated Finish IQBW2Ij|32 B
Actual Start 12/1/2002

@ Done 9 Cancel

2. Change one or more of the following fields:
Description. The description of the issue.
Owner. The owner of theissue. Only an Issue Manager can change the owner.

Escalation Required. Indicates whether the i ssue requires upper management
support for resolution.

Estimated Start. Click E and change the date on which issue resol ution will
begin.

Estimated Finish. Click E and change the date on which issue resolution will
end.

Priority. Values are High, Medium, Low, or Pre-assigned.

Resolution Recommendation. Type an updated recommendation for resolving the
issue

Action Taken. Type any action taken to resolve thisissue.

Resolution Statement. Type a description of the actual resolution.
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Stepsto Reproduce. Type any changes for reproducing the problem causing the
issue.

Policy. Change the policy governing the issue.
3. When finished, click Done.

Closing an Issue To close an issue the Issue Manager describes the action taken and the resolution
statement.

To close an issue

1. From the Actions menu on the PowerView page for the issug, click Close.
The Close Issue page opens.

/2§ MatrixOne - Microsoft Internet Explorer
Close Issue
@)
Fieldz in red talics are reguired

Name ISS-0000001
-

Action Taken
-
=

ResolutionStatement
| -

@ Dane @ Cancel

2. Typethe Action Taken to solve the issue.
3. TypeaResolution Statement to describe why the issue can be closed.

4. Click Done.

Changing an You can change an issue’s type to reclassify an issue.

Issue’s Type To change an issue’s type

1. Fromthe Actions menu on the PowerView page for the issue, click Change Type.
The Change I ssue Type page opens.
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3 Matrizx0One - Microzoft Internet Explorer

Change Issue Type

E
Fieldz in red talics are reguired
Type Issue
New Type Issue
Policy Issue

'@ Daone e Cancel

2. InNew Type, click J to select the new type. See
3. Click Done.

Selecting an Issue To select a new type for an issue

Type
1. Click J next to New Type on the Change I ssue Type screen.

The Select Type page opens.

/] Select Type - Microsoft Internet Explorer

Select Type

Ibegins Withj I* [¥ Top Lewel Only Filterl
E@ Types

=l 1ssue

€8 sub-issue One
(‘E Sub-issue Three
FE Sub-issue Two

9 Select 9 Cancel
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Viewing an Issue’s
Assignees

Select the Type by clicking its radio button. To expand the tree click the “+” sign.

You can search for atype by name by using the following values in the drop-down
menu:

beginswith
endswith
contains
equals

Then type avalue in the second field that identifies part of or the whole name. The
character * isthe wildcard. You can specify that the search be performed on types that
are Top Level Only. Click the Filter button to perform the name search.

Click Select.

The owner of an issue can assign the issue to any persons in the company. When a user is
assigned to an issue, an e-mail notification is sent to the user.

To view assignees

1. Fromtheissue category list or PowerView tab, click Assignees.

You see alist of persons assigned to the issue.

1SS-0000001: Assignee

Actions + | B 5

I S [T S S
RO SOEZ

Il 'ﬂp upplierQualityEngineerz, RO

TestRetro Outfitters rose@retrooutfitters.com

I &Uualityndministratur. Host Host Quality Adrmind Company Name hga@host.com

Viewing Reported
Against Objects

To add another assignee, click Add Existing from the page Actions menu. Search for
and then select the new assignee.

To remove an assignee, click the check box fro each assignee you want to remove and
then click Remove from the page Actions menu.

A message is displayed, asking you to confirm that you want to remove the
assignee(s) from the issue. Click Yes to confirm the removal or click No if you want
to keep the assignee associated with the issue.

To see details about the assigneg, click the person’s Name.

You can view information about objects that the issue is reported against. The issue
assignee or owner has the ability to attach objects reported against the issue.

To view reported against objects

1. Fromtheissue category list or PowerView tab, click Reported Against.

You see alist of objects reported against the issue.
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Issue-5000: Reported Against

Actions * ||§i "J |
I T N T S S |
r %l Monitors Feature Monitors Review Henson, Frank
r % Keyboard 3 Feature Defines the type of Keyboards Complete Cllifon, Onstey
- '%x Hard Drives 2 Feature Defines the kind of Hard Drives Assign Ralston, Thomas

For each object, the page lists:

Name—the name of the object. Click the Name to view detailed information about
the object.

Rev—the revision identifier.

Type—the object type.

Description—a description of the object.
State—the current state of the object initslifecycle.
Owner—the object owner.

2. To add ancther object, click Add Existing from the page Actions menu. Search for
and then select the new object.

3. Toremovean object, click the check box for each object you want to remove and then
click Remove from the page Actions menu.

A message is displayed, asking you to confirm that you want to remove the object(s).
Click Yesto confirm the removal or click No if you want to keep the object associated
with the issue.

4. To see details about an object, click the object’s Name.

Viewing Resolved You can view information about objects that were used to solve the issue. The issue
By Objects assignee or owner has the ability to attach objects used in issue resolution.

To view resolved by objects

1. Fromtheissue category list or PowerView tab, click Resolved By.
You see alist of objects used in issue resolution.

128-0000001: Resolved By

Actions v | 3 5h _"J|

(lims s o s i fems
Il E 155-0000002 Issue Design Issue Create Test IssueManager
Il E 1SS-0000003 - Issue Design Issue Create Test IssueManager

For each object, the page lists:

Name—the name of the object. Click the Name to view detailed information about
the object.
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Revision—the revision identifier.

Type—the object type.

Description—a description of the object.
State—the current state of the object initslifecycle.
Owner—the object owner.

To create an issue that resolves an issue, click Create | ssue from the page Actions
menu.

To add another object, click Add Existing from the page Actions menu. Search for
and then select the new object.

To remove an object, click the check box for each object you want to remove and then
click Remove from the page Actions menu.

A message is displayed, asking you to confirm that you want to remove the object(s).
Click Yesto confirm the removal or click No if you want to keep the object associated
with the issue.

To see details about an object, click the object’s Name.
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Routes

Overview of Routes

A routeis a set of tasks that users complete in order to accomplish a business activity.
Routes can contain content that helps the route members compl ete their assigned tasks.
For example, you might create aroute to get adesign specification reviewed and approved.
You could include the design specification and other related documentation in the route.
Some route members would have tasks for reviewing and commenting on the spec, others
would have tasks for approving the spec.

The route creator defines each task to be completed and for each task, specifies:

the order in which the tasks should be completed
the name of the task

the route member who should complete each task, called the task assignee; this can be
aperson or arole

optionally, when each task is due

the action the task assignee should perform, such as approve, comment, investigate
specific instructions for how the person should complete the task

whether the task assignee can delegate the task to someone else

whether the route creator needs to review the task before it is completed
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Listing Routes

More than one task can be active within aroute at one time or tasks can become active
sequentially, after each member completes atask. If more than one task is active at once,
the route creator can specify whether only one task needs to be complete or they all must
be complete before the next set of tasks become active.

You can create routes with tasks that should be completed sequentialy . ..

£ . & < & < &

Route creator

or with tasks that should be completed simultaneoudly.

ek

When the route creator starts a route, the system activates all tasks with an order number
of 1 and notifies the assignee for each task. If the assignee is a group or role, one member
of the group or role must accept the responsibility for the task. That person then becomes
the task assignee. The assignees can then access the task to see the instructions, view and
edit content in the route (as allowed based on the access they have for each content item),
and enter comments and an approval status (as allowed/required based on the actions
specified by the route creator). When the assignees mark the task as complete, the system
creates atask for the next person in the route and so on.

You can simplify the process of creating similar routes by saving routes as templates. A
route template contains the frequently reused components of aroute, such asthe route
description, members, task order, and instructions.

You can get lists of routes that include:
» al theroutesyou created and routes you are included in

» dl routesthat include a particular item for which you have access, for example, all
routes that include a specific document or risk

If Team Central isinstalled, the route lists from within a workspace for Workspace L eads
include all routes for the workspace, even those they are not included in.

To list routes

1. Tolist theroutesthat you created and that you are assigned a task for, click
Routes>My Routes from the My Desk menu. Thislist also includes routes that were
created in other installed MatrixOne applications.

Or
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From the category list of the specific object you want to see routes for, click Routes.
The Routes page opens, showing all routes you are included in that relate to the
object.

Routes

@ Create Mew Route
Product .

Standard

[T 4 o Route-5000 development = 0o Started  2/15/2003 ST Ep

route
= Camshaft Standard :

E & nE}Rnute 3217 Disgram Started  11/30/2002 Smith &)
Circuit )

r ufgh Route-3216 Board Standard Started  5/10/2002  Smith B
Zhange
Jet Engine

[T 4 offh Route-3215 Turbine fppraval Finished 2/10/2002 Smith &
Blade

O Delete Selected @ Start/Resume Selected E Pagell ,I of 1 E‘ ‘

For each route, the page shows:

Status | con—Shows the status of the route. A green arrow means all route tasks are
ontime. A yellow diamond means at |east one route task, not including the last task in
theroute, islate. A red square means the last task islate.

Name—The name of the route. If the owner chose autoname when creating the route,
the name contains a prefix and a number. To see details about aroute, click its name.

Description—The description the owner entered for the route.
Route Base Purpose—Determines the kind of tasks included in the route.

e  Standard—The route can include tasks that require the assignee’s approval or
comment or tasks intended only for notification or information.

»  Approval—The route includes only tasks that require the assignee’s approval.
» Review—The route includes only tasks that require the assignee’'s comment.

Status—Not Started, Started, Stopped, or Finished. Not Started means you began
creating the route but didn’t start it yet, so no tasks have been created yet. Only the
route creator can access Not Started routes. Started means the route has been started
but not all members have completed their tasks. Stopped means a route member has
rejected the route (chosen Reject for the task approval status). Finished means all
members have completed their tasks for the route.

Scope—The members who can access the route: all, organization, or a specific
workspace or project space.

Due Date—The date the final route member is scheduled to complete his or her task.
If this date has passed and the final task has not yet been completed, the route statusis
red.

Completed—The date the final route member completed his or her task.
Owner—The person who created the route.

Work with the routes as needed using the links on the Routes page:
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To view information about aroute, click its Name. See Viewing Information
about a Route.

To create a new route, click Create Route or Route Wizard from the page
Actions menu. See Creating a Route: Basic Information Only and Creating a
Route: All Route Information.

To set the task escalation, click Set Task Escalation. This appears only for the
route owner. See Setting Up Task Due Date Notifications.

To start aroute whose state is Not Started, check it and click Start/Resume
Selected from the Actions menu. See Starting a Route.

To start aroute whose state is Stopped, check it and click Start/Resume Selected
from the Actions menu. See Processing Rejected Routes.

To delete aroute that you own, check it and click Delete Selected from the
Actions menu. See Deleting a Route.

Viewing You can view information about any route that you created or that you are included in.
Information about Additionally, you can view routesfor an item that you have view accessto, evenif you are
a Route not included in the routes. If Team Central is installed, Workspace L eads can view

information for any route for the workspace, even if they are not included in it.

To view information about a route

1. Fromthe My Desk menu, click Routes>My Routes.

Or

If you are working within an object, click Routes from the object category list.

2. From the Routes page, click the Name of the route.

The category list and Properties page for the route opens.

O Access
O Content

O History
O Tasks

O Discussions

»gh 0000000004

O Tasks (Graphicall

0000000004 : Properties

Actions - ||§ _"J|

Name R-0000004

Scope Workspace @ newis-1E
Template NE}! RouteTemplate-5000
State Mot Started

Description Ideas for MPI of Product x!
Owner Smith, Michael
Originated Jan 5, 2004 1:54:38 PM
Route Base Purpose Standard

Route Completion Action Maotify Route Owner

Name—The name assigned by the route creator.

Scope—Determines the members that can be assigned tasks for the route.

Organi zation—The route creator can add only people from hisher own company
and one other company.
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e All—Theroute creator can add people from any company, including roles and
groups.

e project space—If Program Central isinstalled, the scope can be limited to a
specific project space. To see information about the project space, click its name.

»  workspace, folder, subfolder—If Team Central isinstalled, the scope item can be
aworkspace, folder, or subfolder. This defines not only the route members, but
also the upper limit for content that can be added to the route. For example, if the
scope is the workspace, the content can be from any folder or subfolder and the
route’s members can be any person added to the workspace. If the scopeisa
particular folder or subfolder, the content can only be from that folder and any of
its subfolders. The routes members can only be people who have at least Read
access to the scope folder. To see information about the workspace/folder, click
its name.

Template—The name of the template used to create the route, if any. To see
information about the template, click its name.

State—Not Started, Started, Stopped, or Finished. Not Started means you began
creating the route but didn’t start it yet, so no tasks have been created yet. Only the
route creator can access Not Started routes. Started means the route has been started
but not all members have completed their tasks. Stopped means a route member has
rejected the route (chosen Reject for the task approval status). Finished means all
members have completed their tasks for the route.

Description—The purpose or intent of the route.
Owner—The person who created the route.

Originated—The date the route was created. If the route was not started immediately,
this could be different from the date and time the route was started.

Route Base Purpose—Determines the kind of tasks included in the route.

e Standard—The route can include tasks that require the assignee’s approval or
comment, or tasks intended only for notification or information.

e Approval—The route includes only tasks that require the assignee’s approval.
* Review—The route includes only tasks that require the assignee's comment.

Route Completion Action—Determines the events that will occur when the routeis
complete.

* Notify Route Owner—When the route is complete (all tasks are completed), the
system sends a notification to the route owner.

*  Promote Connected Object—This option is for routes with content for which the
route owner has defined lifecycle block states. If this option is selected, the
system automatically promotes the object when the route is completed, assuming
no other routes or requirements are blocking promotion. The route owner is also
notified of the route completion.

Use the Actions menu commands to work with the route:

» Toedit theroute's name or description, click Edit Details. Only route owners can
edit details. See Editing a Route’s Details.

e To set up notifications about potentially late tasks, click Set Task Escalation.
See Setting Up Task Due Date Notifications.

» Tosavetheroute asatemplate, click Save As Template. See Saving a Routeasa
Template.
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To start the route, click Start Route. Thisis only available for the route owner
and when the route has not yet been started. See Sarting a Route.

To request to be notified when atask is completed or content is added to the
route, click Subscribe. If the route is Finished, this option is not available. See
Subscribing to Events for a Route.

To request that other people be notified when atask is completed or content is
added for the route, click Push Subscriptions. Thisisonly available for theroute
owner. See Pushing Subscriptions.

To resume aroute that has been rejected, click Resume. This button is available
only for routes that have been rejected have a status of Stopped. See Processing
Rejected Routes.

4. Usethe category list to view more information about the route.

Category Description For details, see:
Access Lists the route members. For Team Central, aso lets the route owner set | Listing Route Members
accesses to the route.
Content Shows the content that has been added to the route and lets people with Listing Content for a
the appropriate access add and remove content. Route
Discussions Lists the discussion threads that are associated with this route. Listing Discussions for
an ltem
History Shows alog of events that have occurred for the route. Click 2) on the Histo ry
page or see AEF Help.
Tasks Liststhe tasks in the route. Listing Tasks for a Route
Tasks (Graphical) | Showsagraphical display of the tasksin the route and their status. Listing Tasksfor a
Route—Graphical View

Determining a
Route’s Scope

The scope for aroute determines who can be assigned tasks in the route, who can access
the route, and in some cases, what content can be added to the route. The following are
possible values for the route’s scope:

Organization—The route creator can add only people from hisher own company
and one other company.

All—The route creator can add people from any company, including roles and
groups.

project space—If Program Central isinstalled, the scope can be a specific project
space. To see information about the project space, click its name.

workspace, folder, subfolder—If Team Central isinstalled, the scope item can be
aworkspace, folder, or subfolder. This defines not only the route members, but
also the upper limit for content that can be added to the route. For example, if the
scope is the workspace, the content can be from any folder or subfolder and the
route’s members can be any person added to the workspace. If the scopeisa
particular folder or subfolder, the content can only be from that folder and any of
its subfolders. The routes members can only be people who have at least Read
access to the scope folder. To see information about the workspace/folder, click
its name.
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Consequences of
Creating a Route
Based on a Route
Template

If Team Central isinstalled, and the scope of the route is defined as aworkspace or a
folder or subfolder, the scope can further limit the access and content of the route. The
scope can:

« Limit the content of the route to the content within the scopeitem or below it in the
workspace hierarchy.

For example, if the scope is the workspace, the content can be from any folder or
subfolder in the workspace. If the scope is a particular folder or subfolder, the content
can only be from that folder and any of its subfolders. So to add content from multiple
top-level folders, the route’s scope must be the workspace. To add content from
different subfolders within afolder, the scope must be at least the folder (and can be
the workspace).

You can add files to aroute that are not initially in the scope of the route by uploading
an external file to the route. However when adding the file, you must place the
external filein afolder within the route's scope.

Note that accesses also limit the content that can be added to aroute. The people who
add content to the route, which is either the creator or route members who have Add
access, can only add content from folders that they have at least Read access to.

» Limit the people who can be assigned tasks to workspace members who have Read
access to the scope item.

For example, if the scopeis aworkspace, the task assignees can be any member of the
workspace. If the scope isafolder or subfolder, only members who have Read access
to the folder or subfolder can be assigned tasks.

» Associate the route with a particular folder, subfolder.

For example, you may want to associate a route with a particular folder because the
folder belongsto a project team. A folder-scope route islisted on the Routes page for
the workspace and for the folder but not on the Routes page for other foldersin the
workspace. Associating aroute to a folder may be especially useful for routes that
have no content. A folder-scope route that contains no content is till listed on the
Routes page for the folder, even though it doesn’t contains items from the folder.

When you create aroute, you have the option of basing it on a Enterprise route template or
aroute template created previously by you. A route template contains the components of a
route that are frequently reused, such as the route description, route members, and task
definitions. Content is not included in aroute template. Basing aroute on aroute template
can speed up the route creation process because the system pre-fills the member and task
information for you.

Route templ ates can be saved with no members and therefore no task assignees. If you
create aroute based on a template that has no members, you'll have to add members and
assign tasks before starting the route. If the route template has members, some tasks may
still be unassigned and you’ |l have to assign these tasks before starting the route.

In Team Central, if the template is based on a route that has a scope item defined (a
workspace, for example) and it contains members who do not have at least Basic accessto
the scope item, they are not included in the route. Any tasks these people are assigned are
removed from the route.

The route template control s the amount of editing that can be performed on the task list for
routes created from the template. A route template can be defined to allow one of the

following four levels of editing. These edit levels control whether the person who creates
routes from the template can add and remove tasks, edit the task names, and edit the task
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Creating a Route:
Basic Information
Only

orders. The pages that let you define the tasks for aroute indicate the tasks that come from
the template with a (t).

Maintain Exact Task List—People who create a route from this template must use
the exact task list, with no tasks added or removed. The route creator cannot make any
changes to the task order or names, but all other fields can be changed, including the
task assignee.

Extend Task L ist—People who create a route from this template must use the exact
task list, but more tasks can be added to an existing route order number or a new
number. The route creator cannot make any changes to the order or names of tasks
from the route template, but can change all other fields. The route owner can make
any changes to tasks the owner adds to the route.

Modify Task List—People who create a route from this template can change all
information for template tasks except the task name. The route creator can add new
tasks but cannot delete template tasks.

Modify/Delete Task L ist—People who create a route from this template can change
and delete any task and can add new tasks.

This section contains instructions for creating a route and entering only basic information
for it. You must define content, member access, and tasks before you can start the route.
For instructions on using the Route wizard to define all components of the route when you
createit, see Creating a Route: All Route Information.

To create a route by entering only basic information

1. Fromthe global toolbar, click My Desk>Routes>Create Route.

Or

Access thelist of routes for a particular object and click Create Route from the
Actions menu on the Routes page. For details, see Listing Routes.

The Create New Route page opens.
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Create New Route
2)|
Fields in red talics are reguired

Name I [T autoname
Template I J Clear
Description
Route Base Purpose IApprD\-‘al 'I

= all
Scope " Organization

o IWDrkspace-SDDD J
Route Completion : p
Action IF'mmnte Connected OhJECtJ

eDone eCancel

Enter the Name you want to use for the new route.
Or

Check Autoname to have the system assign a name. When aroute is autonamed, the
system assigns a prefix and a sequential number for the name, such as R-000305.

If thisis a sub-route that you are creating to complete another route’stask, use the
Visibleto Parent Route Owner options to choose whether you want the sub-route to
be shown to people who can access the parent route. This includes the parent route
owner, all members of the parent route, and Workspace Leads (if Team Central is
installed).

» |If you don't want others to see the sub-route, choose No.
» |If you want othersto see the sub-route, choose Yes.

These options are not shown unless the route is a sub-route.
Use the Template box to specify atemplate on which to base the route. After creating
aroute, you cannot change the template it is based on. See Consequences of Creating

a Route Based on a Route Template. If you don’'t want to use atemplate, proceed to
Step 5. To specify atemplate:

a) Click =
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Find Route Template

 Basic Type w2 Rote Template

Mame I*

Availability I* vl
O Find e Cancel

b ) From the Find Route Template page, enter search criteria. The searchislimitedto
route templates that you saved (User) or that your Company Representative saved
for the company (Enterprise). For Company Representatives, the list includes all
route templates created by employees of your company.

Name—To search for templates by name, enter the name of the template or enter
part of it and use the wildcard *. The search is case sensitive. If you don’'t want to
search by name, leave the * in the box.

Availability—Choose Enterprise or User to limit the search based on the route
template availability. If you don’'t want to limit the search by availability, choose
*, Only Company Representatives can create Enterprise-level route templates.

c) Click Find.

Select Route Template

@] |
-
[ TN = o v —
= Design Review i} Route to Team A for design reviem
= Planning i} set up planning meeting
fl Troe Dawicw n rruta o Tazsraf frr cram rauicw LI

e Done e Cancel

d) From the Select Route Template page, choose the template you want.
e) Click Done.

Enter a Description that indicates the route’s purpose.

If you are basing the route on an existing template, the description is already entered.
You can edit it as needed.

Select the Route Base Pur pose, which determines the kind of tasks included in the
route.

»  Standard—The route can include tasks that require the assignee’s approval or
comment or tasks intended only for notification or information.

e Approval—The route includes only tasks that require the assignee’s approval.
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Creating a Route:
All Route
Information

* Review—The route includes only tasks that require the assignee’'s comment.

Choose the route’s Scope: All or Organization. If Team Central isinstalled, you can

click J to choose a specific workspace or folder, or if Program Central isinstalled,
aproject space. For details, see Determining a Route’s Scope.

Select a Route Completion Action, which determines the events that will occur
when the route is compl ete:

*  Notify Route Owner—When the route is complete (all tasks are completed), the
system sends a notification to the route owner.

*  Promote Connected Object—This option is for routes with content for which the
route owner has defined lifecycle block states. If this option is selected, the
system automatically promotes the object when the route is completed, assuming
no other routes or requirements are blocking promotion. The route owner is also
notified of the route completion.

Click Done.

The category list and Properties page for the new route opens. Before starting the
route, you must add content (if any), add members and assign accesses, and define
tasks using these procedures:

»  Defining Content for a Route

* Adding and Removing Route Members and Defining Access

e Defining the Tasksin a Route

Then, when you're ready to start the route, follow the instructions in Sarting a Route.

This section contains instructions for using awizard to create a route and define all of its
components. At the end of the wizard, you can choose to start the route immediately or
wait to start the route.

Creating a route involves these steps:

1.

2
3
4,
5

Launching the Wizard and Entering Basic Information about the Route
Adding Content to the Route

Adding Members and Defining Accesses for the Route

Defining the Tasks

Controlling Creation of Tasks that Follow Concurrent Tasks

Launching the Wizard and Entering Basic Information about the
Route

Clicking Create Route Wizard from either the My Desk menu or from the Actions menu of
a Routes page opens the first page of the Route wizard, which lets you enter basic
information for the route.
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If Team Central isinstalled, you can also launch the Route wizard with presel ected content
from a folder. When you do this, the route’s scope is the folder or subfolder that contains
the selected content. From the Content page for the folder, check the content you want to
include in the route and click Route Selected. The wizard opens so you can enter basic
information. When you reach the step for adding content to the route, the content you

selected islisted.

You move through the wizard using the Next and Previous buttons at the bottom of each
page. You can skip a page using Next and return to previous pages using Previous.

To launch the Route wizard and enter basic information

1. Fromthe global toolbar, click My Desk>Routes>Create Route Wizard.

Or

Access thelist of routes for a particular object and click Create Route Wizard from

the Actions menu on the Routes page. For details, see Listing Routes.
Thefirst page of the wizard opens, the Specify Details page.

Step 1 of 4: Epecify Details

Description

Route Base Purpose

Scope

Route Completion
Action

Siart Roule Hpon
Wizard Completion

Actions - | 2] |

Fields in red talics are required
Name I [T sutoname
Template I J

-
[ -
IApprD\taI vl
& all
" Organization
o IWnrkspace-SDDD J

IF'rDthe Connected Objectj

v

Content

™ [0 abc.doc

— b o _ac- .o
dl

S o e

ICreate I

-
mneos e md - Ly
|

o Mext e Cancel
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Enter the Name you want to use for the new route.
Or

Check Autoname to have the system assign a name. When aroute is autonamed, the
system assigns a prefix and a sequential number for the name, such as R-000305.

If thisis a sub-route that you are creating to complete another route’'stask, use the
Visibleto Parent Route Owner options to choose whether you want the sub-route to
be shown to people who can access the parent route. This includes the parent route
owner, all members of the parent route, and Workspace Leads (if Team Central is
installed).

e |If you don't want others to see the sub-route, choose No.
e If you want othersto see the sub-route, choose Yes.
These options are not shown unless the route is a sub-route.

Use the Template box to specify atemplate on which to base the route. See Selecting
a Route Template. If you don’t want to use atemplate, skip this step.

Enter a Description that indicates the route’s purpose.

If you are basing the route on an existing template, the description is already entered.
You can edit it as needed.

Select the Route Base Pur pose, which determines the kind of tasks included in the
route.

e Standard—The route can include tasks that require the assignee’s approval or
comment or tasks intended only for notification or information.

»  Approval—The route includes only tasks that require the assignee’s approval.
* Review—The route includes only tasks that require the assignee's comment.

Choose the route's Scope: All or Organization. If Team Central isinstalled, you can

click J to choose a specific workspace or folder, or if Program Central isinstalled,
aproject space. For details, see Determining a Route's Scope.

Select a Route Completion Action, which determines the events that will occur
when the route is compl ete:

*  Notify Route Owner—When the route is complete (all tasks are completed), the
system sends a notification to the route owner.

»  Promote Connected Object—This option is for routes with content for which the
route owner has defined lifecycle block states. If this option is selected, the
system automatically promotes the object when the route is completed, assuming
no other routes or requirements are blocking promotion. The route owner is also
notified of the route completion.

Click the Start Route Upon Wizard Completion check box if you want the route to
start automatically when you finish defining it using the route wizard.

Selecting a Route Template

1.

Use the Template box to specify atemplate on which to base the route. After creating
aroute, you cannot change the template it is based on. See Consequences of Creating
a Route Based on a Route Template. To specify atemplate:

a) Click .
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Find Route Template

* Basic Type w2 Rote Template

Mame I*

Availability I* vl
9 Find e Cancel

b ) From the Find Route Template page, enter search criteria. The searchislimitedto
route templates that you saved (User) or that your Company Representative saved
for the company (Enterprise). For Company Representatives, the list includes all
route templates created by employees of your company.

c) Name—To search for templates by name, enter the name of the template or enter
part of it and use the wildcard *. The search is case sensitive. If you don’'t want to
search by name, leave the * in the box.

Availability—Choose Enterprise or User to limit the search based on the route
template availability. If you don’t want to limit the search by availability, choose
*. Only Company Representatives can create Enterprise-level route templates.

d) Click Find.

Select Route Template

@] |
-
[ TN = o v —
= Design Review i} Route to Team A for design reviem
= Planning i} set up planning meeting
fl Troe Dawicw n rruta o Tazsraf frr cram rauicw LI

e Done e Cancel

e ) From the Select Route Template page, choose the template you want.
f) Click Done.

Adding Content to the Route

The Content section of the Specify Details page lets you specify the content you want to
route to other route members. You can add no content or multiple items. The content that
you add to aroute can be:

» Documentsinalocal directory that are not in the database (referred to as an “ external
file").
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Content aready in the database. Depending on which MatrixOne applications you
have installed, these objects could be parts, ECRs, ECOs, SCOs, RFQs, etc. If the
route’s scope is a Team Central folder or subfolder, the content is limited to the
content of the folder and its subfolders.

For some non-document items, you can choose a block promation state. When a block
promotion state is chosen for an item, the system will not let the item be promoted from
the state until the route is complete.

If you began the route by selecting items from a folder Content page, then that content is
listed in the Content section at the bottom of the Specify Details page. Also, if you are
creating the route based on a template that includes content, this content is listed. If you
don’t want to add any content or any additional content, you can click Next and proceed
with the next step.

To add content to the route

1.

To add database content to theroute, click Add Content from the page Actions menu.

The Find Content page opens, where you can search for and select the item(s) that
you want included in the route. The default type is Document. Allowable types
depend on which MatrixOne applications are installed, and may vary depending on
choices made by your Business Administrator for your installation. For example, if
you have both Engineering Central and Specification Central installed, you can add
items such as Engineering Central parts, ECOs, ECRS, etc., as well as Specification
Central items such as SCOs and Technical Specifications.

a) Specify search criteria:

Type—Click J to select the type or subtype.

Name—To search for a specific object or group of objects, you can provide a
Name. Names can include wildcard characters, for example, 001* or *-Version 8.
The default is*, which includes al names.

Revision—To search for a specific revision, type the revision number or
sequence. Revisions can include wildcards, for example, 5-*. The default is*,
which includes all revisions.

Description—To search for objects that contain a specific word or phrase in the
description, type the word or phrase using wildcards. For example, if you are
searching for parts whose description contains the word machine, you would type
*machine* in the text box.

Owner—Type an owner name or part of aname (using wildcards) if you want to
limit the search results to objects owned by a particular person.

Originator—Type an originator name or part of a name (using wildcards) from
thelist if you want to limit the search results to objects created by a particular
person.

Vault—You can choose any of four vault options:

All—Searches al vaults to which you have access, including local and remote
vaults.

L ocal—Searches only the local vaullt.
Default—Searches only the vault defined as your default vault in your person
definition.

Selected—If multiple vaults are available, you can click J to limit the search to
specific vault(s).
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b) When you have entered your search criteria, click Find.

2. Toadd documentsthat have not been added to the database but arein alocal directory,
click Upload External File from the page Actions menu. Thislink isavailable only if
Team Central or Program Central isinstalled.

The Checkin Dialog appears, where you can search for and select the file(s) that you
want to upload. For details, see Uploading Files with the Applet or Uploading Files
without the Applet.

3. To specify a State Condition for non-document items (only for items that have more
than one state in their lifecycle), choose the state from the drop-down list in the State
Condition column. If you don’t want to specify a state, choose (none).

If you specify a block promotion state for an item, the system prevents the item from
being promoted from that state until the route is completed. For example, suppose a
buyer is routing an RFQ to be reviewed internally before sending it to suppliers. The
buyer can make sure the RFQ is hot sent to suppliers until the route (and associated
review) is complete by specifying Initial Review as the block promotion state.
Similarly, suppliers can make sure a quotation is not returned to the buyer until its
route, which lets othersin their company review it, is complete by choosing Review
asthe block promotion state.

4. Toremove anitem from the route, check it and click Remove Selected from the page
Actions menu.

5.  When you are finished adding content to the route, click Next.
The Specify Access page displays, as described in the next section.

Adding Members and Defining Accesses for the Route

Clicking Next from the Specify Details page brings up the Select Route Members page.
This page lets you select the membersto include in the route and specify the accesses they
should have for the route.

You can add persons, registered groups and roles to aroute. For details on registering
groups, see “ Configuring Groups for MatrixOne Applications’ in the Application
Exchange Framework Administrator Guide. When the system creates the task assigned to
agroup or role, it notifies all people who belong to the group or role. The first person who
accepts the task is designated as the task assignee and can complete the task.

All route members will be able to access the route once you start it and you can assign one
or more tasks to any route member. If you are creating this route based on aroute template
that includes members, the template members are already listed. You can remove these
members, add new ones, change their route access (for Team Central only), or leave them
unchanged.
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Step 2 of 4: Select Route Members

fictions v | 2] | |
I e T [ e
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[l .ﬂ‘ Wedgewood, Peter Person Company Mame all Im
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For each member listed, the page shows:
Name—The name of the person, group or role added to the route.

Type—Distinguishes between people added individually/through a member list (Person),
groups, and roles.

Organization—The organi zation the person belongs to. Thisis blank for groups and
roles.

Scope—The scope of the route (al, organization, workspace, or project space), as defined
in the first frame of the wizard.

Access—The access each member has for the route. When members are added to the
route, their accessis Read but you can set a higher accesslevel. Thisaccess level isfor the
route only and not for the content. Groups and roles are added to the route with Read
access. See Step 3 below for details on each access level.

To specify who should be included in the route
1. Add membersto theroute.

You can search for people, groups, roles, or member lists. If you add a member list,
each person in the member list is added to the route. If the scope of therouteisa
workspace or project space, you can add route members outside the scope, but only
those members who are within the scope will have access to the route content.

From the page Actions menu, click one of the following: Add People, Add Group,
Add Role, or Add Member List.

Enter search criteriaand click Search. For help entering criteria, click 2 onthe
Search page or see AEF Help.

All members who meet the criteria you entered are shown. The check box for those
already added to the route is grayed.

a) Check the members you want to add.

b) Click Done.
The members you chose are added to the Select Route Members page.
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2. Remove any members that you do not want to assign atask to. For example, if the
route was created based on a template, you may want to remove some members who
were saved with the template. If you added a member list, you might want to remove
some of the people on the member list.

a) Check the members you want to remove from the route.
b) Click Remove Selected from the page Actions menu.
c) At the confirmation message, click OK.

3. Choose the access for each person.

These accesses are for the route itself and not for the individual items being routed.
Access to route content is defined separately for each content item. For example, a
person with Add access to the route can add content to the route but cannot edit or
delete adocument in the route unless the person has Write and Remove access for the
document.

Read—Every person, group and role included in the route is assigned at least Read
access for the route. This means the member can view the category list and Properties
pagefor the route, including all tasks, history, and accesses for the route. The member
can also view and download route content but only the items the person has Read
access to are listed. Read access also |ets members subscribe to the route.

Read Write—A person with Read Write access to the route has Read permissions
and can also check in files to the route.

Add—A person with Add access to the route has Read Write permissions and can
also add new content to the route.

Remove—A person with Remove access has Read Write permissions and can also
remove content from the route.

Add Remove—A person with Add Remove access has the accesses defined for both
Add and Remove access.

4. Click Next.
The Assign Tasks page appears, as described in the next section.

Defining the Tasks

Clicking Next from the Select Route Members page brings up the Define Route Tasks
page. Onetask isincluded for each member added to the route. Use this page to specify
details about the tasks. You can also create additional tasks for any route members.

If you are creating this route based on a route template, the tasks from the template are
also listed and have a (t) next to the task name. Depending on how the template is defined,
you may not be able to make many changes to the task list, or you may have full editing
ability. For a description of the task editing levels for aroute template, see Consegquences
of Creating a Route Based on a Route Templ ate.
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Step 3 of 4: Define Route Tasks
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To define the tasks in the route
1. For each task, specify the task Name, Action & Order.

a) Entering aName for the task isoptional. If you don't enter a name, the system
will use an automatically-generated name, such as 1T-292928.

b ) Choose the Action you want the task assignee to perform. Note that the action
does not affect the person’s access to the route’s content. In addition to indicating
the action the person should perform, the action affects the options presented
when the person compl etes the task:

Approve—If you choose Approve as the action, in addition to the Comment box,
the task recipient must choose an approval status: Approve, Reject, or Abstain. If
the task assignee chooses Approve or Abstain and then completes the task, the
route continues as usual. If the task assignee chooses Reject and then compl etes
the task, the route is stopped and the route creator is notified. The system does
not create the next task in the route until the route creator resumes the route.

Comment, Investigate, I nformation Only—If you choose these options as the
action, the recipient must enter acomment before completing the task.

Notify Only—If you choose this option, the recipient need only mark the task as
complete to complete the task.

c) Choose the Order number that corresponds to the order in which you want the
task to be pending for its recipient. If you want more than one task to be pending
at the same time, choose the same order number for each task.
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For example, suppose you want one person to complete atask and then you want
two people to work on atask simultaneously. You would choose an order number
of 1 for the first task. The other two tasks should have order numbers of 2.

2. Choosethe Assignee & Instructions.

a)

b)

Using the drop-down list, choose the person, group, or role who should receive
thetask. Thisisalist of all membersyou added to the route on the previous page.
If you're not ready to choose an assignee, you can |eave the task unassigned until
you are ready to start the route.

If you assign a group or roleto atask, the system notifies al people in the group
or role when the task is created. The first person to accept the task isthen
assigned to the task and is the only person who can completeit.

To assign one member to several tasks, check those tasks and click Assign
Selected from the page Actions menu. Then choose the member from the Assign
Tasks page and click Done.

Enter instructions for the task.

This should be a detailed description of what the person should do to complete
the task. For example, you may want to indicate which file or section they should
review or comment on.

3. For each task, choose how you want to handle the Due Date/Time. Choose one of the
following options:

Specify a due date and time. Click the first button under the Due Date & Time
column. Choose the date by clicking the Calendar = icon and choose the time
from the drop-down list. When you first open the calendar to assign a due date,
the calendar shows the current date as the default. When you subsequently open
the calendar within the same session, the default date isthe last date you selected.
Thisfacilitates assigning sequential due dates to tasks. For instructions on using
the calendar, see AEF User Help.

Specify the due date/time as the number of days following the route start date or
task creation date (the date the previous task assignee completes his/her task).
Click the second button under the Due Date & Time column. Enter the number of
days from and select whether it should be calculated from the Route Start or
Task Creation date.

When calculating the due date, the system includes weekends and holidays so
factor that into the number of days you enter. The maximum number of daysis
365. For example, if you want to give the task assignee 10 working daysto
complete the task, you should enter 14 from the Task Create Date becauseit's
likely there would be 4 weekend days within a 10-day working period. If you
want the task to be complete 30 calendar days following the start of the route,
you should enter 30 days from Route Start Date.

L et the task assignee enter a due date by choosing Assignee-Set Due Date. Click
the third button under the Due Date & Time column. The task assignee can enter
adue date, although the system does not require one. If no due dateis entered, the
system does not display a status for the task.

If the assignee does not complete the task by the due date/time, the task is marked as
late (red) and the route’s status is changed from green to yellow. If late task
notifications have been set up, the system sends out notifications to the appropriate
people. For sub-routes, the system makes sure none of the task due dates are | ater than
the parent task’s due date. If they are, you must make the due dates earlier.
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4. Toalow the assignee to del egate the task to another person, check Allow Delegation.

If atask allows delegation, the assignee can delegate the task to another member to
complete. See Delegating a Task to Someone Else. The delegate will temporarily
inherit all accessesthat the assignee has for the route and its content. The system may
also delegate the task automatically if the recipient receives the task during a defined
absence period and the person has designated an Absence Delegate. When the system
automatically delegates atask, it also notifies the route owner.

The Tasks page will show a Delegate BB icon for the tasks.

5. If youwant to review atask after the assignee completesit, click Needs Owner
Review.

After the assignee compl etes the task, the system notifies you. After reviewing the
task, you must enter areview comment and then either promote the task to indicate
approval or demoteit to indicate rejection. The system does not create the next task in
the route until you promote the task. Demoting the task changes its state back to
Assigned and the assignee must recompl ete the task based on your comments. When
demoting the task, you can reassign it to someone else to work on.

The Tasks page will show a Requires Owner Review 4 icon for the task.

6. To assign additional tasks, click Add Task from the page Actions menu. A new task
row is added. Repeat steps 1 through 5 to define the task.

7. Work with the tasks as needed:

» Toremove atask, check it and click Remove Selected from the page Actions
menu.

e Tosort thelist of tasks based on ascending order number and then by task name,
click Sort Task List from the page Actions menu.

8. Click Next.
The Action Required page appears, as described in the next section.

Controlling Creation of Tasks that Follow Concurrent Tasks

Choosing Next from the Define Route Tasks page brings up the Action Required page.
This page lets you specify whether tasks that have the same order number must al be
complete before the subsequent tasks become pending or whether only one task must be
complete. If you specify that only one task needs to be complete, the system deletes
(rescinds) the remaining incomplete tasks at that order level and notifies the assignees for
the del eted tasks. For example, suppose you assign three concurrent tasks to three people
and ask that they approve a document in the route. All you need is approval from one of
them so as soon as one of them completes the task, the other tasks can be deleted and the
next task in the route can proceed.

If there are no concurrent tasks in the route, click Doneto skip this page.
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Step 4 of 4 Action Required

1

Fullbright, Lars Review
z Irujao, Javier Review
3 Japoli, Octavia Comment
3 Maguire, Padraig Corrment C oany & Al
3 Mixon, Peter Comment
4 Pappadopolous, Ar Approve
5 wedgewood, Peter Implement

9 Previous 9 Mext 9 Cancel

To control the creation of tasks that follow concurrent tasks

1.

For each set of concurrent tasks, choose whether any or all must be completed before
the next task(s) becomes pending.

Any—When one person completes atask in the set of concurrent tasks, the task or
tasks in the next order level become pending and the remaining incompl ete tasks in
the current order level are deleted.

All—All tasks in the set of concurrent tasks must be compl ete before the next order
level tasks become pending.

If thisis a sub-route that you are creating to complete another route’stask, use the
Visibleto Parent Route Owner options to choose whether you want the sub-route to
be shown to people who can access the parent route. This includes the parent route
owner, all members of the parent route, and Workspace L eads.

e |If you don't want others to see the sub-route, choose No.
» |If you want othersto see the sub-route, choose Yes.
If thisis not a sub-route, these options are not shown.

Click Done.

If you chose the Start Route on Wizard Completion option on the first page of the
wizard, the route starts immediately. Otherwise, the route’s status is Not Started. You
can edit it as needed and then start it when you're ready. See Sarting a Route.

If you started the route, the system changes the route to the Started status and creates
each task that has an order number of 1. The task recipients will see the task listed in
their tasks list and they will receive notification that the task is pending. If thetask is
assigned to agroup or role, all people assigned to the group or role receive the
notification. If you receive a message that says no persons were notified, there were
no people assigned to the role who have Read access to the route content. You should
assign the task to someone else. See Editing the Definition of a Task.

If there are membersin the route who are not assigned a task, the application removes
them from the route when you start it.

When you start a sub-route, the system makes sure none of the task due dates are later
than the parent task’s due date. If they are, you must make the due dates earlier.
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Editing a Route’s
Details

When all tasks are completed, the system changes the route status to Finished and
notifies you that the route is complete. You should then remove the files from the
route so other workspace members can edit and route them. See Processing
Completed Routes.

If a person chooses Reject for the approval status (approval statusis only available if
the task action is Approve), then the route is stopped and the system notifies you via
email and IconMail. The system does not route the files to anyone else unless you
resume the route. See Processing Rejected Routes.

The route creator can edit its name, description, and route completion action even after the
route has been started.

To edit details for a route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

2. From the Routes page, click the Name of the route.

3. From the Properties page Actions menu, click Edit Details.
The Edit Route Details page opens.

Edit Route Details
=]
Fields in red talicz are reguired
Name R-0000100
Scope all
Template
State In Process
route for my document ;I
Description
Oowner Smith, Michael
Originated Jan 6, 2004 5:30:24 PM
Route Base Purpose Standard
Route Completion Action Motify Route Owner j
@ Done e Cancel

4. Editthe Name, Description or Route Completion Action as needed. The description
should indicate the purpose of the route, which is usually the goal the tasks are to
accomplish.
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Starting a Route

Processing
Completed Routes

The other information on the pageis read only and can’t be changed after the route is
created. For a description of thisinformation, see Viewing Information about a Route.

When using the Route wizard to create a route, you have the option of starting it
immediately or waiting to start it later. If you created aroute but didn't start it, you can edit
it as needed and start it when you're ready. Routes that you create but don’t start have a
state of Not Started. Once started, the route state is Started. Only the route owner can start
theroute.

If there are membersin the route who are not assigned a task, the application removes
them from the route when you start it.

When you start a sub-route, the system makes sure none of the task due dates are | ater than
the parent task’s due date. If they are, you must make the due dates earlier.

To start a route you created but didn’t start

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

2. Check the route you want to start.

3. Click Start/Resume Selected from the page Actions menu.

The system changes the route to the Started status and creates each task that has an
order number of 1. The task recipients will see the task listed in their taskslist and
they will receive notification that the task is pending. If the task is assigned to a group
or role, all people assigned to the group or role receive the notification and can access
the task. If you receive a message that says no persons were notified, there were no
peopl e assigned to the group or role who have Read access to the route content. You
should assign the task to someone else. See Editing the Definition of a Task.

When all tasks are completed, the system changes the route status to Finished and
notifies you that the route is complete. For Team Central users, if your systemis
configured so a document can only be in oneroute at atime, it isimportant to remove
files from aroute when the route is finished so the document can be routed and edited
as needed. See Processing Completed Routes. If a person chooses Reject for the
approval status (approval statusisonly available if the task action is Approve), then
the routeis stopped and the system notifies you via email and IconMail. The system
does not route the files to anyone el se unless you resume the route. See Processing
Rejected Routes.

When the last person in aroute completes his or her task, the route state changesto
Finished and the system notifies the route creator. At this point, the route creator should
review the tasks and any content that has been edited or added. For Team Central users, if
your system is configured so a document can only be in oneroute at atime, it isimportant
to remove files from aroute when the route is finished so the document can be routed and
edited as needed.

To process a completed route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
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Processing
Rejected Routes

If you are working within an object, click Routes from the object’s category list.
2. From the Routes page, click the Name of the finished route.
From the category list for the route, click Tasks.

4. For eachtask, review the comment and approval status chosen and entered by the task
assignee.

A comment isrequired for all task actions except Notify Only. Tasks with Approve
action require the assignee to select an approval option.

5. Review any edited or added content by clicking Content from the route category list.
For instructions on viewing content, see Viewing Documents and Content.

6. To remove content from the route:

For Team Central users, if your systemis configured so a document can only bein one
route, it isimportant to remove files from a route when the route is finished so the
document can be routed and edited as needed.

a) From the route Content page, check the items you want to remove.
b) Click Remove Selected from the page Actions menu.
c) At the confirmation message, click OK.

If atask assignee chooses Reject for the approval status (approval statusis only available
if the task action is Approve) and then compl etes the task, the system stops the route and
notifies the route owner viaemail and IconMail. The system does not activate the
remaining tasksin the route unless the route owner resumes the route.

If there are other tasks of the same sequence order as the rejected task and the route is set
up so all tasks must be completed for that sequence order, the task assignees can complete
the remaining tasks. If the route owner resumes the route, the assignees must complete the
tasks, as usual. If the sequence order is set up so any task must be compl eted, then the
remaining tasks are rescinded when the rejected task is completed.

To process a rejected route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

From the Routes page, click the Name of the stopped route.
From the category list for the route, click Tasks.

Review the comment entered by the person who rejected the route.

a M wDn

If needed, review the route content by clicking Content from the route category list.
For instructions on viewing content, see Viewing Documents and Content.

6. Based on the comments, approval statuses, and content, decide how you want to
process the rejected route. You have three options:

* Resumethe route and have the system activate the remaining tasksin the route as
it normally would, beginning with the tasks in the sequence order following the
order for the rejected task. Before resuming the route, you can edit the route as
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needed. For example, you can add, remove, and edit content; define new tasks;
and edit task definitions. You might want to add another task for the person who
rejected the route so the person can review and approve it. Additionally, you
might want to edit the instructions for tasksto clarify them and change due dates.
To resume a rejected route, go to the Routes page that lists the route (Step 1
above), check the route, and click Start/Resume Selected.

» Delete the route. Then you can create a new route when you are ready. See
Deleting a Route.

» Leavetheroutein the Stopped state. You can awaysresumeit or deleteit at a
later date.

Deleting a Route You can del ete routes that you have created, no matter what state the routeisin. Deleting a
route removes all information about the route, including all of its tasks, and stops any
further tasks from being created. The system notifies task assignees who have an active
task so they know why their task has been removed.

If the deleted route’s tasks have sub-routes, the sub-routes and associated tasks are also
deleted and their assignees are notified.

To delete a route you created

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

2. From the Routes page, check the route you want to del ete.

3. Click Delete from the page Actions menu.

Route Delete Notification
@)

Are you sure you want to permanently delete the selected Routes from
the database?

Enter additional notification information for the Route's task assignees:
=
E

Click Done to delete the Routes, or Cancel to keep the Routes,

@ Done @ Cancel

4. At the confirmation message, enter additional information about why you are deleting
the route. Thisinformation will be included in the notification sent to task recipients.

5. Click Done.
The system sends notifications to task assignees who have active tasks.
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Routes: Tasks

This section contains the following topics related to working with all tasksin aroute.
Because these procedures pertain to al tasks in aroute, they are mainly for the route
owner. However any member in the route can list tasks for aroute. If Team Central is
installed, the workspace owner can set up task due date notifications. For information on
working with tasks assigned to you, see Tasks Assigned to You.

e Setting Up Task Due Date Notifications

o Listing Tasks for a Route

*  Viewing Information about Any Route Task

»  Defining the Tasksin a Route

»  Editing the Definition of a Task

*  Processing a Task that Needs Owner Review
» Deleting a Task from a Route

Setting Up Task Due Date Notifications

The owner of aroute or workspace (for Team Central) can have the system notify people
as task due dates approach and the tasks have not yet been completed. The owner can
choose to notify task assignees, route owners, and/or workspace leads and can specify
when these notifications should be sent by specifying the number of days and hours before
or after the task due date. People receive these notifications in IconMail and email and
receive one notification per task. For Team Central, these settings apply to all routes for
the workspace and all of itsfolders. For other MatrixOne applications, these settings apply
to the route they were created on.

The system also indicates that tasks are late by changing the task status from green to red
if the assignee does not complete it by the due date. When at least one task islate, the
route’s status changes from green to yellow. If the last task in the route is overdue, the
route status changes to red.

To set task due date notifications

1. AccessaRouteslist or the Properties page for a specific route. For details, see Listing
Routes or Viewing Information about a Route.

2. From the page Actions menu, click Set Task Escalation.
The Set Task Escalation page opens.
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R-0000100 : Set Task Escalation
[=] |

u Escalate To Escalate on Due Date

[T Task Assignee |+j IU j Days IU j Hours
- Route Owner |+j IU j Days IU j Hours
[T Project Lead(s) |+j IU j Days IU j Hours

e Done e Cancel

3. Check the group(s) of people you want to send notifications to.

The Task Assignees include anyone who is currently the task assignee, which could
be the original assignee or a delegate. The Project Lead(s) include the workspace
owner and all Workspace Leads (for Team Central only) and project owners (for
Program Central only).

To accept the default notification time and date for all checked groups, skip to Step 5.
The default isthe exact due date and time for the task (0 hours and days from the due
date/time).

Or

To define the relative time before or after the task due date/time that the notifications
should be sent, use the Escalate on Due Date drop-down lists.

» Usethefirst list to indicate if the time should be added (+) or subtracted (-) from
the due date/time.

» Usethe Dayslist to choose the number of daysto add or subtract from the due
date.

» Usethe Hourslist to choose the number of hoursto add or subtract from the due
time.

For example, suppose you want to notify task assignees 2 days before the task due
date; route owners, 6 hours before; and Project Leads, 1 day after. You would fill in
the page so it looks like this:

Task Assignee - 2 Days 0 Hours
Route Owner - O Days 6 Hours
Project Lead + 1 Days 0 Hours

The host company configures how frequently the system should check the task due dates.
Depending on the specified frequency, the notifications may be later than the time offset
established. For example, if the system only checks every two hours, the notifications could
be as much as two hours later than the time set here.

5. Click Done.

Listing Tasks for a Route

You can list tasks for any route that you created or are included in.
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To list the tasks for a route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.

Or
If you are working within an object, click Routes from the object’s category list.

From the Routes page, click the Name of the route.

From the category list for the route, click Tasks.

The Tasks page opens, listing al tasksin the route. To see only the tasksin the
Review state, choose Needs Review from the filter list on the top right of the page.
Thisfilter option is available only for the route owner.

& newws-1E
O Access
O Discussion
b O Folder

0 Meeting
¥ O Route

¥ oSk Route-3214 [~
o Access
H Content
- Task
5 History
O Tasks (Graphical

0 Subscription
@ Task

Route-3214 : Tasks All -
Actions « |§ ----- |
nppruual Due g, |+a
HEWM Date/Time
) Sep 2, 2002
';gsula 1 Complete Fullbright, Lars Approve Approved 4:00 FM CDT“
EST gn he
o _ Jul 5, 2002
r % 2 Assigned  Vandalay, Art  Approve Approved 12:30 PM Cm:n
2222 EST e e
o ) Jul 5, 2002
Il Task- z Pending Irujo, Javier  Approve 10:00 AM I% ‘ﬂﬂ Comn
5011 go he
EST
o _ Jul 5, 2002
Toi z Pending Japoli, Cctavia Approve 9:00 AM CiEhm
5011 go he
EST —
i . Jul &, 2002
Task- . Maguire, . o Zomn
r T0Z5 3 FPending Padraig Review 4:00 PM ‘ﬂﬂ g0 he
EST
o _ Jul 5, 2002
|I_ % 4 Pending  Mixon, Peter  Approve Z2:30 Pi‘ﬂ [ﬂﬂ S:Tn -
Ll

For each task, the page shows:

Status—Shows the status of the task. A green arrow meansthe task ison time. It's
either not yet due or was completed before the due date. A red square means the task
was hot completed in time for the due date. Pending tasks and tasks that do not have
an assigned due date have no status.

Name—The name of the task. To see details about the task, click its Name.
Order—The order of the task within the route.
State—Pending, Assigned, Review, or Complete.

e Pending—The previous task in the route hasn't been completed so the assignee
isn't assigned to work on it yet. If the routeisn’'t started yet, all tasks are pending.

» Assigned—When atask is created for an assigneg, its state is Assigned.

* Review—Only tasks with a Needs Owner Review icon go through the Review
state. For these tasks, the state changes from Assigned to Review when the
assignee completes the task. If the route owner promotes the task, indicating
approval, the state changesto Complete. If the owner demotes the task, indicating
rejection, the state returns to Assigned so the assignee can redo the task.

Chapter 5: Routes

143



e Complete—For tasks that do not have the Needs Owner Review icon, when the
assignee indicates atask is complete by clicking Complete, the state changes to
Complete and the next task in the routeis created (provided there are no other
tasks that must be completed).

Assignee—The person, group, or role the route creator assigned to the task unless the
original assignee del egated the task to someone else. If the route creator assigned the
task to a group or role, the assignee changes to the name of the first person in that
group or role to accept the task.

Action—The action the task assignee should perform: Approve, Comment, Notify
Only, or Investigate. If the action is Approve, the assignee must choose an approval
status to complete the task: Approve, Reject, or Abstain. All actions except Notify

Only require that the route member enter a comment to complete the task.

Approval Status—For tasks with an action of Approval, this column shows the
approval option the task assignee selected: Approve, Reject, or Abstain. The column
is blank for non-approval tasks.

Due Date/Time—The date and time the route owner requests that the assignee
complete the task. If the assignee does not complete the task by this date, thetask is
marked as |ate (red) and the route’s status is changed from green to yellow (if it'sthe
last task in the route, the status changes to red). If the route has set up late task
notifications, the system sends out notifications to the appropriate people.

If the route owner set the task due/time by specifying a number of days following the
route start date and the route is not yet started, the field indicates the number of days
following the route start. Similarly, if the due date/timeisanumber of days following
the task creation and the task isn’t created yet, the field indicates this.

If no date/time is displayed, the route owner is allowing the task assignee to set the
due date and the assignee has not yet entered one.

Allow Delegation—Shows whether the route creator has indicated that the task can
be delegated. If atask allows del egation, the assignee can del egate the task to
someone el se to complete. See Delegating a Task to Someone Else. The delegate will
temporarily inherit all accesses that the assignee has for the route and its content. The
system may also delegate the task automatically if the recipient receives the task
during a defined absence period and the person has designated an Absence Delegate.
When the system automatically delegates atask, it also notifies the route owner.

Needs Owner Review—If thereis no icon in this column, the task’s state changes to
Complete when the task assignee compl etes the task and the next task in the routeis
created. If the Needs Owner Review icon is displayed, when the assignee completes
the task, the task’s state changes to Review and the system notifies the route owner.
After reviewing the task, the route owner must enter a review comment and then
either promote the task to indicate approval or demote it to indicate rejection. The
system does not create the next task in the route until the owner promotes the task.
Demoting the task changes its state back to Assigned and the task assignee must
recompl ete the task based on the route owner’s comments. When demoting the task,
the route owner can reassign it to someone else to work on.

Comments—Ad hoc comments entered by the task assignee when completing the
task. To compl ete the task, the assignee must fill in the comment field except for tasks
with Notify Only actions.

Completed Date—The date and time the person clicked Compl ete for the task, as
recorded by the system. If the task hasn’t been completed yet, the column is empty.

4. Work with the tasks as needed:

144

MatrixOne Common Components Guide



e Toview information about atask, click the task Name. See Viewing Information
about Any Route Task.

e To add tasks or make changesto the tasks, click Edit All from the page Actions
menu. These changes include the task name, order, due date, and instructions,
and the action required settings. Only the route owner can define the tasks. See
Defining the Tasks in a Route.

» Todelete atask, check the task and click Delete from the page Actions menu.
Only the route owner can delete atask. See Deleting a Task from a Route.

Listing Tasks for a Route—Graphical View

In addition to accessing a list of tasks for routes that you created or are included in, you
can also view route tasks graphically. The graphical view shows how tasksfit sequentially
into the route, where the route currently is within the sequence, who owns the task, and
actions taken on tasks that have been completed.
To list the route tasks in a graphical view
1. Fromthe global toolbar, click My Desk>Routes>My Routes.

Or

If you are working within an object, click Routes from the object’s category list.
2. From the Routes page, click the Name of the route.

3. From the category list for the route, click Tasks (Graphical).
The Tasks page opens, listing all tasksin the route.

e oo Route-5000: Tasks (Graphical)
O Access

O Content 5 E‘|
O Task "

O Tasks (Graphicall

W
Smith, Joe
ask-
—» [Task
LSo000)
Approve
Mfq
v @ —» Engineer
Fulton (Task-5000
Andrews Rebecca Jones Approve
—p bike i (Task. —) Gary
(Task- 5—0'?]50) (Task-
5000} Approve 5000) Norwood,
Investigate Comment — George
(Task-5000
Jones, Approve
Gary
o {Task-
5000)
Approve
] 2
i,

The columns show the task sequence. The first column shows tasks that were assigned
with order number 1, the second column shows tasks assigned order number 2, etc. Each
column can contain multiple tasks. The column containing tasksin progressis highlighted
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with an arrow below the column. If the tasks exceed the visual area, you can use the scroll
bars to view additional tasks.

For each task, the following information is shown:

» Assignee—User who isresponsible for completing the task. You may see agroup or
role name for future tasks or for tasks in the current sequence that have not yet been
accepted. Once a member of the group or role accepts the task, the graph shows the
person name.

Click on the assignee name to view the Properties page and tree for that person.
e Task name—Name of the task specified when the route was created.

»  For current and completed tasks, clicking on the task name shows the Task
Properties/Content page and category list. Thisisin view-only mode for
everyone except the task owner, who has a page Actions menu with links for
updating the assignee and compl eting the task. If atask in the current sequenceis
assigned to agroup or role, members of that group or role can click the task name
to see the Task Properties page and tree, and can accept the task.

» Ifthetask isafuturetask, clicking onthetask name brings up the view-only Task
Properties popup page.

e Action—Under each task name is the action the assignee is required to perform:
Approve, Comment, Investigate, or Notify Only.

* Approval Status—On completed tasks only, the action taken (Approve, Reject or
Abstain) is shown as a .gif image above the assignee’s name and color coded.

»  Green. Task has been completed and approved.
* Red. Task has been rejected.
»  Gray. Task has not been completed.

Viewing Information about Any Route Task

You can view information about tasks in any route that you created or are included in.
Workspace Leads (Team Central only) can view tasks for any route in the workspace. If
you are assigned the task and want to complete it, see Completing a Task.

To view information about a task

1. If thetask isassigned to you and active, click My Desk>My Tasks from the global
toolbar. See Viewing Information about Your Assigned Tasks.

Otherwise

a) Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

b ) From the Routes page, click the Name of the route.
c) Fromthe category list for the route, click Tasks.

2. From the Tasks page, click the Name of the task you want to view information about.
The Properties/Content page for the task opens.
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taskone : Summary View

Actions - | 2] |

Properties

Fields in red talics are reguired

| v

Owner Test Everything

Originated Feb 24, 2004 2:599:15 PM

Due Date Feb 25, 2004 5:00:00 PM

Allow Delegation Tes

Assignee ITest Everything J

Routes "‘E}red team

Action Approve o

Approval Status

State Assigned

Instructions review and aonrove e

[} content b
CM-200000-01 Copy Machine (none)

The Properties section of the task page contains the following:
Owner—The person who created the route.

Originated—Date the task was created, which is the date the route was defined, or
last modified.

Due Date/Time—The date and time the route owner requests that the assignee
complete the task. If the assignee does not complete the task by this date, thetask is
marked as |ate (red) and the route’s status is changed from green to yellow (if it'sthe
last task in the route, the status changes to red). If the route or workspace owner has
set up late task notifications, the system sends out notifications to the appropriate
people.

If the route owner set the task due/time by specifying a number of days following the
route start date and the route is not yet started, the field indicates the number of days
following the route start. Similarly, if the due date/timeisanumber of days following
the task creation and the task isn’t created yet, the field indicates this.

If no date/time is displayed, the route owner is allowing the task assignee to set the
due date and the assignee has not yet entered one.

Allow Delegation—If True, the assignee can delegate the task to another personin
the assignee’s company. See Delegating a Task to Someone Else. The system can also
del egate the task automatically if the recipient receives the task during a defined
absence period and the person has designated an Absence Delegate. For instructions
on designating an Absence Delegate, see Editing Your Profile. If False, the task
cannot be delegated by the assignee or automatically by the system.
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Assignee—The person, group, or role that is currently responsible for completing the
task. Thisis person the route creator assigned to the task unless the original assignee
del egated the task to someone el se. If the route creator assigned the task to a group or
role, the assignee changes to the name of the first person in that group or role to
accept the task. If Allow Delegation is Yes and you own the task, thisis an editable

field. Click J if you want to assign the task to another person.

Route—Name of the route that contains the task. To see details about the route, click
its name.

Action—The action the task assignee should perform: Approve, Comment, Notify
Only, Information Only or Investigate. If the action is Approve, the route member
must choose an approval status to complete the task: Approve, Reject, or Abstain. All
actions except Notify Only require that the route member enter acomment to
complete the task.

Approval Status—Only shown for completed tasks with Approve actions, thisfield
shows the option the assignee chose: Approve, Reject, or Abstain. If the task assignee
chooses Reject for the status to complete the task, the route is stopped, which means
no new tasks are activated for the route. The route creator receives email and
IconMail notification about the rejection. If the assignee chooses Approve or Abstain,
the route continues as usual.

State—Pending, Assigned, Review, or Complete.

e Pending—The previous task in the route hasn't been completed so the assignee
isn't assigned to work on it yet. If the routeisn't started yet, all tasks are pending.

e Assigned—When atask is created for an assigneg, its state is Assigned.

* Review—Only tasks with a Needs Owner Review icon go through the Review
state. For these tasks, the state changes from Assigned to Review when the
assignee completes the task. If the route owner promotes the task, indicating
approval, the state changesto Complete. If the owner demotes the task, indicating
rejection, the state returns to Assigned so the assignee can redo the task.

e Complete—For tasks that do not have the Needs Owner Review icon, when the
assignee indicates atask is complete by clicking Complete, the state changes to
Complete and the next task in the routeis created (provided there are no other
tasks that must be completed).

I nstructions—Describes how to perform the task.

Comments—Ad hoc comments entered by the task assignee when completing the
task. To compl ete the task, the assignee must fill in the comment field except for tasks
with Notify Only actions.

Review Comments—Displayed only for tasks marked with Needs Owner Review.
Shows comments entered by the route owner after the assignee marked the task as
complete. After entering review comments, the route owner promotes the task to
indicate approval or demotesit to indicate rejection. If the route owner reviewed the
task more than once, as a result of demoting the task and having the task recompl eted,
comments from the previous review are included.

Sub-Routes—If the task assignee created a sub-route(s) for the task and chose to
display it to people who can access the route, the sub-route is listed. To see details
about it, click its name. The Properties page for the sub-route opensin a new window.

Route Owner Review—If No, the task’s state changes to Complete when the task
assignee compl etes the task and the next task in the route is created. If Yes, when the
assignee completes the task, the task’s state changes to Review and the system notifies
the route owner. After reviewing the task, the route owner must enter areview
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comment and then either promote the task to indicate approval or demoteit to indicate
rejection. The system does not create the next task in the route until the owner
promotes the task. Demoting the task changes its state back to Assigned and the task
assignee must recompl ete the task based on the route owner’s comments. When
demoting the task, the route owner can reassign it to someone else to work on.

3. To edit the definition of any pending task, click Edit Details from the page Actions
menu.

Only the route owner can edit the definition of tasks in the route. Note that the
Approval Status and Comments are for the assignee to complete. If the task allows
delegation, the owner can also change the assignee. For instructions on how the route
owner can edit task information, see Editing the Definition of a Task. For instructions
on how the task assignee can edit task information, see Completing a Task and
Delegating a Task to Someone Else.

Defining the Tasks in a Route

If you created aroute by entering only basic information for it (you did not use the Route
wizard), you'll need to use this procedure to define tasks for the route. You can also use
this procedure if you did define tasks for the route and want to edit them or add more. The
route owner can edit any task in aroute aslong as the task has not been completed yet. The
owner can also add new tasks as long as the route is not compl ete.

If you just want to edit properties for one task, you can use Edit Details on the task’s
Properties page. For tasks that are active (the assignees can work on them now), the only
way to edit them isto use Edit Details and not this procedure. See Editing the Definition of
a Task.

To define the tasks in a route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

2. From the Routes page, click the Name of the route.
3. From the category list for the route, click Tasks.

4. From the Tasks page Actions menu, click Edit All.

The Add/Edit Tasks page opens, listing all tasks that have been added to the route.
Completed and active tasks are not editable.

If thisroute is based on aroute template, the tasks from the template have a (t) next to
the task name. Depending on how the template is defined, you may not be able to
make many changes to the task list or you may have full editing ability. For a
description of the task editing levels for aroute template, see Consequences of
Creating a Route Based on a Route Template.
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Step 1 of 2: Add/Edit Tasks

= Add Task @ Sort Task List
Asignee and B, | 3 | Instructions Due DatefTime
Action
Fullbright, L.
Task-5000 ullbright, Lars 1 | imseruiong for i ol Fri May 4, 2001; 10:00 &M EST
Approve would be displayed here.
ol El =] clear
I\-’andalay Ak I Instructions for ;I
Il I I ITaSk 5011 this task would he o |3 days from IRouteStaH Date 'l
I.-’-‘«ppmve I dizplayed hers. ll
 Assignes-Set Due Date
@& |5/15/03 B [1000am =] clear
I Irijo, Javier I Instructions for :I
r I I ITaSk 5012 % [ﬂﬂ this task would be e I days from I Route Start Date 'I
IEomment -I displayed here. LI
" Assignee-Set Due Date
4] | _'r
O Remove Selected @ Allow/Deny Delegation EII‘ 9 et e Cancel

1. Toadd new tasks, click Add Task from the page Actions menu.
2. Specify thetask Name, Action & Order.

a) Entering aName for the task is optional. If you don’t enter a name, the system
will use an automatically-generated name, such as 1 T-292928.

b ) Choose the Action you want the task assignee to perform. Note that the action
does not affect the person’s access to the route’s content. In addition to indicating
the action the person should perform, the action affects the options presented
when the person compl etes the task:

Approve—If you choose Approve as the action, in addition to the Comment box,
the task recipient must choose an approval status: Approve, Regject, or Abstain. If
the task assignee chooses Approve or Abstain and then completes the task, the
route continues as usual. If the task assignee chooses Reject and then compl etes
the task, the route is stopped and the route creator is notified. The system does
not create the next task in the route until the route creator resumes the route.

Comment, Investigate, I nformation Only—If you choose these options as the
action, the recipient must enter acomment before completing the task.

Notify Only—If you choose this option, the recipient need only mark the task as
complete to complete the task.

c) Choose the Order number that corresponds to the order in which you want the
task to be pending for its recipient. If you want more than one task to be pending
at the same time, choose the same order number for each task.

For example, suppose you want one person to complete atask and then you want
two people to work on atask simultaneously. You would choose an order number
of 1 for the first task. The other two tasks should have order numbers of 2.

If the route has already started, you cannot choose an order number that has
already been compl eted.

3. Choosethe Assignee & Instructions.
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a)

b)

Using the drop-down list, choose the person, group, or role who should receive
thetask. Thisisalist of all membersyou added to the route on the previous page.
If you're not ready to choose an assignee, you can |eave the task unassigned until
you are ready to start the route.

If you assign a group or roleto atask, the system notifies al people in the group
or role when the task is created. The first person to accept the task isthen
assigned to the task and is the only person who can completeit.

To assign one member to several tasks, check those tasks and click Assign
Selected from the page Actions menu. Then choose the member from the Assign
Tasks page and click Done.

If the original task assignee has created a sub-route for the task and the sub-route
isincomplete, you cannot assign the task to someone else.

Enter instructions for the task.

This should be a detailed description of what the person should do to complete
the task. For example, you may want to indicate which file or section they should
review or comment on.

For each task, choose how you want to handle the Due Date/Time. Choose one of the
following options:;

Specify a due date and time. Click the first button under the Due Date & Time
column. Choose the date by clicking the Calendar & icon and choose the time
by choosing from the drop-down list. When you first open the calendar to assign
a due date, the calendar shows the current date as the default. When you
subsequently open the calendar within the same session, the default date is the
last date you selected. This facilitates assigning sequential due dates to tasks. For
instructions on using the calendar, see AEF User Help.

Specify the due date/time as the number of days following the route start date or
task creation date (the date the previous task assignee completes his/her task).
Click the second button under the Due Date & Time column. Enter the number of
days from and select whether it should be calculated from the Route Start or
Task Creation date.

When calculating the due date, the system includes weekends and holidays so
factor that into the number of days you enter. The maximum number of daysis
365. For example, if you want to give the task assignee 10 working daysto
complete the task, you should enter 14 from the Task Create Date becauseit’'s
likely there would be 4 weekend days within a 10-day working period. If you
want the task to be complete 30 calendar days following the start of the route,
you should enter 30 days from Route Start Date.

L et the task assignee enter a due date by choosing Assignee-Set Due Date. Click
the third button under the Due Date & Time column. The task assignee can enter
adue date, although the system does not require one. If no due dateis entered, the
system does not display a status for the task.

If the assignee does not complete the task by the due date/time, the task is marked as
late (red) and the route’s status is changed from green to yellow. If late task
notifications have been set up, the system sends out notifications to the appropriate
people. For sub-routes, the system makes sure none of the task due dates are | ater than
the parent task’s due date. If they are, you must make the due dates earlier.

5. Toallow the assigneeto delegate the task to another person, check Allow Delegation.
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If atask allows delegation, the assignee can delegate the task to another member to
complete. See Delegating a Task to Someone Else. The delegate will temporarily
inherit all accessesthat the assignee has for the route and its content. The system may
also delegate the task automatically if the recipient receives the task during a defined
absence period and the person has designated an Absence Delegate. When the system
automatically delegates atask, it also notifies the route owner.

The Tasks page will show a Delegate EB icon for the tasks.

6. If youwant to review atask after the assignee completes it, click Requires Owner
Review.

After the assighee compl etes the task, the system notifies you. After reviewing the
task, you must enter areview comment and then either promote the task to indicate
approval or demoteit to indicate rejection. The system does not create the next task in
the route until you promote the task. Demoting the task changes its state back to
Assigned and the assignee must recompl ete the task based on your comments. When
demoting the task, you can reassign it to someone else to work on.

The Tasks page will show a Requires Owner Review i jcon for the task.

7. Click Done. Thetask is added to the list on the Add/Edit Tasks page. To assign
additional tasks, repeat steps 1 through 6.

8. Work with the tasks as needed:

» Toremove atask, check it and click Remove Selected from the page Actions
menu.

e Tosort thelist of tasks based on ascending order number and then by task name,
click Sort Task List from the page Actions menu.

9. Click Next.

The Action Required page opens. This page lets you specify whether tasks that have
the same order number must all be complete before the subsequent tasks become
pending or whether only one task must be complete. If you specify that only one task
needs to be complete, the system deletes (rescinds) the remaining incomplete tasks at
that order level and notifies the assignees for the deleted tasks. For example, suppose
you assign three concurrent tasks to three people and ask that they approve a
document in the route. All you need isapproval from one of them so as soon as one of
them completes the task, the other tasks can be deleted and the next task in the route
can proceed.

You cannot change the action required status for completed tasks. Aslong as one of
thetasksin a set of concurrent tasksis not complete, you can change the setting.
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Step 2 of 2: Action Required

z Vandalay, Art Approve

2 Irujo, Javier Approve  oany Al
z lapoli, Octavia Approve

3 Maguire, Padraig Review

4 Mixon, Peter Approve

5 Pappadopolous, Ari .

z vandalay, Art Review  any o4l

g Previous 9 Done e Cancel

10. For each set of concurrent tasks, choose whether any or all must be completed before
the next task(s) becomes pending.

Any—When one person completes atask in the set of concurrent tasks, the task or
tasks in the next order level become pending and the remaining incompl ete tasks in
the current order level are deleted.

All—All tasks in the set of concurrent tasks must be compl ete before the next order
level tasks become pending.

11. Click Done.

Editing the Definition of a Task

The route owner can edit the definition of any task in the route as long as the task has not
been completed yet. Thisincludes changing the assignee to another person, for example, if
the original assignee cannot complete the task in time. This procedure describes how to
edit the definition of onetask at atime and isthe procedure you must use to edit tasks that
are active (those assignees can work on now). To edit properties for more than one pending
task and add new ones, see Defining the Tasksin a Route.

To edit the definition of a task

1. Fromthe global toolbar, click My Desk>Routes>My Routes.

Or

If you are working within an object, click Routes from the object’s category list.
From the Routes page, click the Name of the route.

From the category list for the route, click Tasks.

From the Tasks page, click the Name of the task you want to edit.

o M N

From the Actions menu on the Task Properties page, click Edit Details.
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Edit Task Details
)|
Fields in red talicz are reguired

Name Sign off
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Action IApprove 'I
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Instructions

@ Done 9 Cancel

6. From the Edit Task Details page, edit the information as needed:

Name—The name of the task. The route owner can change the task name only using
the Edit All option.

Owner—The person who created the route. You cannot assign ownership to someone
else

Originated—Date the task was created, which is the date the previous task(s)
(previous order in route) was completed.

Due Date/Time—If the assignee does not complete the task by the due date/time, the
task is marked aslate (red) and the route’s status is changed from green to yellow. If
the route or workspace owner has set up late task notifications, the system sends out
notifications to the appropriate people. If you are defining tasks for a sub-route, the
task due dates cannot be later than the parent task’s due date. Choose one of these
three options. If the task has already been created, the second option is not available.

e Specify adue date and time. Make sure the first of the three buttons for the

tasks's Due Date/Time is selected. Click EZ to choose the date, and choose the
time by choosing from the drop-down list. When you first open the calendar to
assign a due date, the calendar shows the current date as the default. When you
subsequently open the calendar within the same session, the default date is the
last date you selected. This facilitates assigning sequential due dates to tasks. For
instructions on using the calendar, see AEF User Help.
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e Specify the due date/time as the number of days following the route start date or
task creation date (the date the previous task assignee completes his/her task).
Choose the second of the three buttons available for the Due Date/Time and enter
the number of days from and select whether it should be calculated from the
Route Start or Task Creation date.

When calculating the due date, the system includes weekends and holidays so
factor that into the number of days you enter. The maximum number of daysis
365. For example, if you want to give the task assignee 10 working daysto
complete the task, you should enter 14 from the Task Creation Date becauseit's
likely there would be 4 weekend days within a 10-day working period. If you
want the task to be complete 30 calendar days following the start of the route,
you should enter 30 days from Route Start date.

» Letthetask assignee enter adue date by choosing Assignee-Set Due Date. Click
the third button available for the Due Date/Time. The task assignee can enter a
due date, although the system does not require one. If no due date is entered, the
system does not display a status for the task.

Allow Delegation—Yes means the assignee can delegate it to any other user in the
assignee's company. See Delegating a Task to Someone Else. The system can also
delegate the task automatically if the assignee receives the task during a defined
absence period and the person has designated an Absence Delegate. No means the
task cannot be delegated by the assignee or by the system.

Assignee—The person, group or role who is to perform the task. To change the
assignee to another route member, choose the member from the drop-down list. If the
person, group or role you want to assign it to isnot in the list, you must first add the
person or roleto the route. Note that if you change the task assignee so that one of the
original route members has no tasks, the system removes the member from the route
access list.

If you assign a group or role to atask, the system notifies al peoplein the group or
role when the task is created. Thefirst person to accept the task isthen assigned to the
task and is the only person who can complete it.

If the original task assignee has created a sub-route for the task and the sub-route is
incomplete, you cannot assign the task to someone el se.

Route—Name of the route that contains the task.

Action—The action the task assignee should perform: Approve, Comment, Notify
Only, or Investigate. If the action is Approve, the route member must choose an
approval statusto complete the task: Approve, Regject, or Abstain. All actions except
Notify Only require that the route member enter a comment to complete the task.

Approval Status—Only the assignee can change the approval status and only for
tasks with Approve actions. The approval statuses available are Approve, Reject, or
Abstain. If a person chooses Reject for the status and compl etes the task, the route is
stopped and no other tasks are created for the route until the route creator resumesthe
route. The route creator receives email and IconMail notification about the rejection.
If the task assignee chooses Approve or Abstain and then compl etes the task, the route
continues as usual .

State—Pending, Assigned, Review, or Complete. The route owner cannot change the
state from this page.

»  Pending—The previous task in the route hasn't been completed so the assignee
isn't assigned to work on it yet. If the routeisn’'t started yet, all tasks are pending.

» Assigned—When atask is created for an assignee, its state is Assigned.
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* Review—Only tasks with a Needs Owner Review icon go through the Review
state. For these tasks, the state changes from Assigned to Review when the
assignee completes the task. If the route owner promotes the task, indicating
approval, the state changes to Complete. If the owner demotes the task, indicating
rejection, the state returns to Assigned so the assignee can redo the task.

e Complete—For tasks that do not have the Needs Owner Review icon, when the
assignee indicates atask is complete by clicking Complete, the state changes to
Complete and the next task in the routeis created (provided there are no other
tasks that must be completed).

I nstructions—Instructions to the assignee about how to perform the task.

Comments—Ad hoc comments entered by the task assignee when completing the
task. Thisfield is not required for tasks with Notify Only actions.

Route Owner Review—If you want to review atask after the assignee completesit,
choose Yes.

The Needs Owner Review 4 icon displays for the task on the Tasks pages. After the
assignee compl etes the task, the system notifies you. After reviewing the task, you
must enter areview comment and then either promote the task to indicate approval or
demote it to indicate rejection. The system does not create the next task in the route
until you promote the task. Demoting the task changes its state back to Assigned and
the assignee must recompl ete the task based on your comments. When demating the
task, you can reassign it to someone else to work on.

Review Comments—Only for tasks marked with Needs Owner Review and that are
inthe Review state, which occurs after the task assignee completes the task. The route
owner must enter review comments before promoting or demoting the task. If
demoting the task, the comments should explain what the task assignee should do to
complete the task.

Click Done.

Processing a Task that Needs Owner Review

When the assignee compl etes a task marked as Needs Owner Review, the route owner
must review the task and indicate approval or rejection. The task does not proceed to the
Complete state until the route owner approves it. When the task assignee completes a
Needs Owner Review task, the route owner receives notification.

For instructions on defining atask as Needs Owner Review, see Defining the Tasksin a
Route.

To process a task that needs owner review

1.

From the IconMail Task for Review naotification, click the link to open the category
list and Properties/Content page for the task.

Review the task:

»  Tosee Comments and Approval Status that the assignee entered, look at the
Properties section of the page.

»  To see content that the assignee edited or added, click the link in the Content
section of the page.

Enter Review Commentsin the Properties section of the page. If you plan on
demoting the task, include instructionsfor the task assignee about how the task should
be completed.
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Routes: Member
Access

4. To reassign the task to someone else to complete (only if you will demote the task),

click J next to the Assignee to select the person you want to complete the task. See
Delegating a Task to Someone Else.

5. Indicate your approval or rejection of the task by clicking the appropriate link from
the task Properties page.

» To approve the task, click Promote from the page Actions menu.

The task is promoted to Compl ete and the system sends a Review Complete
notification to the task assignee that indicates you promoted the task. The system
creates the next task in the route (if no other tasks must be completed).

Or
» Torgect thetask, click Demote from the page Actions menu.

The task is demoted to Assigned and the system sends a Review Complete
notification to the task assignee that indicates you demoted the task. If you
assigned the task to someone other than the original assignee, the new assignee
receives the notification. You will be notified when the assignee recompletes the
task.

Deleting a Task from a Route

You can delete a pending task from any route that you own. You cannot delete active or
completed tasks.

To delete a task from a route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

From the Routes page, click the Name of the route.
From the category list for the route, click Tasks.
From the Tasks page, check the pending tasks you want to delete.

Y

Click Delete from the page Actions menu.
The system presents a confirmation message.

6. Click OK.

This section contains these topics:

* Understanding Route Accesses

»  Listing Route Members

»  Adding and Removing Route Members and Defining Access

Understanding Route Accesses
The route creator assigns access to aroute by adding members to the route. Route

members can be assigned multiple tasks. Every route member must be assigned at |east
one task before starting the route. When you start a route, the system removes any
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members who do not have at |east one task assigned. Being aroute member gives you at
least Read access to the route, which means you can view the route and its tasks.

In Team Central, if the route’s scope is afolder or subfolder, only members with Read
access to the folder/subfolder can be added to the route. Also, the route creator can assign
Add, Remove, or Add Remove access to members as needed, which gives members the
ability to add and remove route content. Route accesses are for the route itself and not for
the individual items being routed. Access to route content is defined separately for each
content item. For example, a person with Add Remove access to the route can add content
to the route but cannot edit a document in the route unless the person has Write and
Remove access for the document, which is specified within the folder the document is
added to.

Thislist describes the actions Team Central members can perform for each route access
level:

Read—Every person, group and role included in the route is assigned at least Read
access for the route. This means the member can view the category list and Properties
pagefor the route, including all tasks, history, and accesses for the route. The member
can also view and download route content but only the items the person has Read
access to are listed. Read access also lets members subscribe to the route.

Read Write—A person with Read Write access to the route has Read permissions
and can also check in files to the route.

Add—A person with Add access to the route has Read Write permissions and can
also add new content to the route.

Remove—A person with Remove access has Read Write permissions and can also
remove content from the route.

Add Remove—A person with Add Remove access has the accesses defined for both
Add and Remove access.

Listing Route Members

You can view the membersin any route that you created or that you are included in.

To list the members included in a route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
If you are working within an object, click Routes from the object’s category list.

2. From the Routes page, click the Name of the route.

3. From the category list for the route, click Access.

The Access page opens, listing all the members who are included in the route. These
are the people, groups and roles who can access the route and who can be assigned
tasks. If the check box next to amember’s name is grayed, the member’s task has
already been created. People who have temporary access to the route because a task
assignee delegated the task to them are not listed. In Team Central, Workspace L eads
for the workspace can also view routes, even if they are not a route member.
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R-0000101 : Add Members

fictions v :S {_’UE |
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- '&Cumgl BuyerZ, JoeZ Persan Cormpl BuyerCo Read

r '&Cumgl Buyer3, Joe3 Fersan Cormpl BuyerCo Read

For each member in the route, the page shows:
Name—The name of the person, group or role added to the route.
Type—Distinguishes between people added individually, groups, and roles.

Organization—The organi zation the person belongs to. Thisis blank for groups and
roles.

Access—Shows the access each member has for the route. When members are added
to the route, their access is Read Write but the route creator can set a higher access
level. These accesses are for the route itself and not for the individual items being
routed. Access to route content is defined separately for each content item. For
example, a person with Add Remove access to the route can add content to the route
but cannot edit or delete a document in the route unless the person has Write and
Remove access for the document. For a description of each access level, see

Under standing Route Accesses.

Adding and Removing Route Members and Defining Access

Route members are the people, groups and roles who can be assigned tasks for the route
and who will be able to access the route when it is started. The route creator can add
members to the route, even after the route has started. The creator can aso remove a
member as long as there are no tasks assigned to the member. In Team Central, Workspace
L eads can view any route in the workspace even if they are not amember of the route.

In Team Central, only workspace members who have at least Read access to the route’s
scope item can be included in the route. In other MatrixOne applications, you specify
when you create the route whether you want route membership limited. You can add these
types of membersto aroute.

*  People—People added individualy to the route.

»  Buyer Desk Person—People added to the workspace because they belong to an
associated Buyer Desk. Thisis available only if Team Central isinstalled.

» Role—When the system creates the task assigned to therole, it notifies all people who
belong to the role. The first person who accepts the task is designated as the task
assignee and can compl ete the task.
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»  Group—When the system creates the task assigned to the group, it notifies all people
who belong to the group. The first person who accepts the task is designated as the
task assignee and can compl ete the task.

All route memberswill be able to access the route once you start it and you can assign one
or moretasks to any route member. Every route member must be assigned at | east one task
before starting the route. When you start aroute, the system removes any memberswho do
not have at least one task assigned. If you are creating this route based on a route template
that includes members, the template members are already listed. You can remove these
members, add new ones, change their route access, or |eave them unchanged.

To add or remove members from a route and define route accesses

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or

If you are working within an object, click Routes from the object’s category list.
2. From the Routes page, click the Name of the route.
3. From the category list for the route, click Access.

The Access page opens, listing all people, groups and roles who can be assigned tasks
for the route.

R-0000101 : Add Members

Actions = |§ QJ | ‘
M iome ¢ free Jorganizaton faccess
r @Buyer Raole Read

Il -ﬂ'cgmg1 Buyerl, Joel Person Compl BuyerCo Read

- -ﬂ'cgmnl Buyer2, Joe2 Person Compl BuyerCo Read

r -ﬂ'cgmg1 Buyer3, Joe3 Person Compl BuyerCo Read

][]

4. Add membersto the route. From the page Actions menu, select what type of members
you want to add: Add People, Add Group, Add Role, or Add Member List.

The Search page for your selections opens. Search and select members to add to the
route.

Specify search criteriato limit the number of itemsincluded in the search results, or
leave the defaults of * to search for al of the type of user selected. For details, see
“Finding and Selecting People” in AEF Help.

The members you choose are added to the Route Access page. All route members
have Read Write access to the route by default. You can choose a higher access level
for members as needed.

5. Remove any members that you do not want to assign atask to. For example, if the

route was created based on a template, you may want to remove some members who
were saved with the template. If you added a member list, you might want to remove
some of the people on the member list.
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Routes: Content

a) Check the members you want to remove from the route.
b) Click Remove from the page Actions menu.

c) At the confirmation message, click OK.

6. Assign access levelsfor the route by clicking Edit Access and choosing the

appropriate access for each person.

These accesses are for the route itself and not for the individual items being routed.
Access to route content is defined separately for each content item. For example, a
person with Add Remove access to the route can add content to the route but cannot
edit or delete adocument in the route unless the person has Write and Remove access
for the document.

Read—Every person, group and role included in the route is assigned at least Read
access for the route. This means the member can view the category list and Properties
pagefor the route, including al tasks, history, and accesses for the route. The member
can also view and download route content but only the items the person has Read
access to are listed. Read access also |lets members subscribe to the route.

Read Write—A person with Read Write access to the route has Read permissions
and can also check in files to the route.

Add—A person with Add access to the route has Read Write permissions and can
also add new content to the route.

Remove—A person with Remove access has Read Write permissions and can also
remove content from the route.

Add Remove—A person with Add Remove access has the accesses defined for both
Add and Remove access.

This section contains these topics:
» Listing Content for a Route
»  Defining Content for a Route

Listing Content for a Route

You can list the content of any route that you created or that you are included in. In Team
Central, Workspace L eads can list content for any route in the workspace. The Content
page lists all the items added to the route.

See Viewing Documents and Content in Common Document Management.

Defining Content for a Route

The route creator can define the content of aroute at any point up until the route is
Finished. Team Central route members with Add accessto the route can add content from
the workspace, and members with Remove access can remove content as needed until the
route is Finished. If Team Central or Program Central isinstalled, members who have
access can add content from alocal directory.

To define content for a route

1. Fromthe global toolbar, click My Desk>Routes>My Routes.
Or
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If you are working within an object, click Routes from the object’s category list.

From the Routes page, click the Name of the route.

From the category list for the route, click Content.

To add general content, click Add Content. This allows you to add any database
content. For example, if Engineering Central isinstalled, you can add parts, ECRSs,
ECOs, etc. Search and select database items that you want included in the route. For
details, see Using Search.

To add documents that have not been added to the database but are in alocal
directory:

a)

b)

c)

d)

From the Add Content page, click Upload External File. This option is shown
only if Team Central or Program Central isinstalled.

Depending on how your system is set up, a File Checkin/Checkout Login page
may appear. If so, enter the same Username and Passwor d that you enter when
logging into MatrixOne application and click L ogin.

The Checkin Dialog page appears.

Checkin Dialog

Fields in red talicz are reguired
|
Description
E=
File | Browse... |
Workspace Folder I J

@ Checkin @ Cancel

Enter a Description for thefile.

In the File box, click Browse to select the file.

Specify afolder or subfolder to add the document to by clicking El for the
Workspace Folder box. From thelist of folders for which you have Read access,
choose afolder. If the route’s scopeis afolder or subfolder, then only that folder
or its subfolders can be chosen.

Click Checkin.
Thefile is added to the Content page.

To specify a blocked state for a route

1. To specify aBlocked State for non-document items (only for items that have more

than one state in their lifecycle):

a)

From the Content page, click Edit Lifecycle Blocks.
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Edit Lifecycle Blocks

_EM

DesignSpecifz8z.doc (none)

Flkg 100 - IStar‘ced 'I
e Done e Cancel

b ) Choose the state from the State Condition column. To remove a blocked state,
choose (none).

If you specify a block promotion state for an item, the system prevents the item
from being promoted from that state until the route is completed. For example,
suppose a buyer is routing an RFQ to be reviewed internally before sending it to
suppliers. The buyer can make sure the RFQ is not sent to suppliers until the
route (and associated review) is complete by specifying Initial Review asthe
block promotion state. Similarly, suppliers can make sure a quotation is not
returned to the buyer until its route (which lets othersin their company review it)
is complete by choosing Review as the block promotion state.

Sate-based blocking must be enabled by the Matrix Business Administrator. See the
Common Components Administrator Guide for details.

2. Toremove an item from the route:
a) From the route Content page, check the items you want to remove.
b) Click Remove from the page Actions menu.
c) At the confirmation message, click OK.

3. Click Done.
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Listing Your Active
and Completed
Tasks

Tasks Assigned to You

A task isareguest that you perform some activity—such as review, comment, or approve
information—by a particular date and time. Tasks are assighed when aroute is created or
modified. The route that is associated with atask may contain documents and other items
such as parts, quotations and Requests for Quotes. You can be assigned more than one task
for aroute.

This section includes these topics:

e Listing Your Active and Completed Tasks

*  Viewing Information about Your Assigned Tasks
»  Listing Sub-Routes for a Task

»  Creating a Sub-Route for a Task

e Accepting a Task Assigned to a Group or Role

e Setting a Due Date for Your Task

» Delegating a Task to Someone Else

e Completing a Task

» Processing a Rejected Task

When aroute that you areincluded in is started, you can immediately seethe route in your
list of routes. If you are assigned atask in the route, it won't belisted in your task list until
the prior route tasks are completed and it’s your turn to complete your task. When you first
open the task lists, only active tasks are listed but you can see completed tasks using the
filter list.

Tasks assigned to you can be deleted and if they are, you are notified. The route owner can
delete tasks. Another reason tasks are deleted isif the route owner defines several tasks to
be assigned at once and specifies that only one needs to be completed.

To list your active and completed tasks

1. Tolist dl your assigned tasks, click My Desk>My Tasks from the global toolbar.
Or

In Team Central, to list assigned tasks for a particular workspace, click My
Desk>Team>Wor kspaces from the global toolbar and then click the Name of the
workspace. From the workspace category list, click Tasks.

The Tasks pages shows your tasks. Use the filter in the upper right to select which
tasks you want to view: All tasks, Active, Complete, Tasks to be Accepted.
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Tasks

Actions -

r .Check
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r Blcomment Comment Flease add your May 14, 2002 1:00:00 M Boute  Workspace o

I Active - I
|

Please check the Spec Wiorkspace =

Investigate figures on page 34, May 31, 2002 10:00:00 AM Rewew Z00

changes, 100 100

Viewing
Information about
Your Assigned
Tasks

[«] Page [t = o1 (3] @D |

Status—The iconsin this column show if the task is late. A green arrow meansthe
task ison time and ared square meansit islate.

Name—The task name specified by the route creator. If the route creator didn’t
specify aname, the system automatically generates it. To get more information about
atask, click its Name.

Action—The action the route creator requests that you perform: Approve, Comment,
Investigate, Information Only, or Notify Only. If the action is Approve, you must
choose an approval status to complete the task: Approve, Reject, or Abstain. All
actions except Notify Only require that you enter a comment to compl ete the task.

Task Instructions—The instructions the route creator included for you.

Due Date/Time—The date and time by which the route creator requests you
complete the task, if specified. If the task is overdue (the due date has passed and the
task is not yet completed), its status isred. If there is no due date, the route creator
didn’t specify one and you can enter one if you choose to.

Route—The name of the route the task belongs to. To see details about the route—
including route members, other tasks for the route, comments people have entered,
and approval statuses people have chosen—click the Route name.

Content—Contains the number of itemsincluded in the route content. Clicked the
number to open the Content page. See Listing Content for a Route.

Wor kspace—Shows the Team Central workspace the route is associated with. If no
workspace is listed, then the route has been created from another application, such as
Engineering Central or Program Central.

2. Toseeall tasks, including your completed tasks, choose All Tasks from the filter list.

This procedure describes how to view information about tasks that are assigned to you and
are ready to be completed or that you have already compl eted.

You can also view information about your pending tasks (those not yet active) and about
tasks assigned to any person in aroute, including those assigned to other people, aslong as
you belong to the route or you created the route. For instructions, see Viewing Information
about Any Route Task.

To view information about an assigned or completed task

1. Accessthe Properties page for the task.
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» |If thetask isactive, the fastest way to access the task isto click My Desk>My
Tasks from the global toolbar and then click the task Name.

Or
»  For Team Central users, click the task Name from My Desk>Team>My View.
Or

e From the category list for the Team Central workspace the task belongs to, click
Task and then click the task Name.

The category list and Properties/Content page for the task opens. From this page, you
can delegate or compl ete the task, set the task’s due date and time, or accessthetask’s
content.

check design : Summary View

Actions - | _'i:_l | ‘

Properties

Owner Tesser d
Originated Jul 3, 2003 2:51:10 PM

Due Date Jul 16, 2003 10:00:00 AM

Allow Delegation Tes

Assignee ITESSEI’ J

Route “f2p 0000100

Action Approve

Approval Status

State Assigned
Instructions Review and approve
=
Comments o
-
[} content |
PT-5000 Development part for assembly XvZ (none)

|
The page is divided into two sections. The top section shows task properties. The
bottom section contains basic details about the task’s content.

Propertiesinclude the following:

Owner—The person who created the route.

Originated—Date the task was last defined by the route owner.

Due Date/Time—The date and time the route owner requests that you complete the
task, if specified. If you do not complete the task by this date, the task is marked as
late (red) and the route's status is changed from green to yellow (if it's the last task in
the route, the status changes to red). If the route or workspace owner has set up late
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task notifications, the system sends out notificationsto the appropriate people. If there
is no due date, the route creator didn’'t specify one and you can enter oneif you
choose to.

Allow Delegation—If Yes, the assignee can delegate the task to another person. The
system can al so delegate the task automatically if the recipient receives the task
during a defined absence period and an Absence Delegate has been assigned. See
Editing Your Profile. If No, then neither the assignee nor the system can delegate the
task.

Assignee— The person responsible for completing the task. This is the person the
route creator assigned to the task unless the task was del egated to someone else. If

task delegation is allowed, thisis an editable field. Click J to select the person you
want to compl ete the task. See Delegating a Task to Someone Else.

Route—Name of the route that contains the task. To see details about the route, click
its name.

Action—The action the assignee should perform: Approve, Comment, Notify Only,
Information Only or Investigate. If the action is Approve, you must choose an
approval status to complete the task: Approve, Reject, or Abstain. All actions except
Notify Only require that you enter acomment to complete the task.

Approval Status—For tasks with Approve actions, this field shows the option the
task assignee chose: Approve, Reject, or Abstain. If the assignee chooses Approve or
Abstain and completes the task, the route continues as normal, and new tasks are
created when the ones for the current order are completed. If a person chooses Reject
for the status and compl etes the task, the route is stopped, which means no new tasks
are activated for the route. The route creator receives email and IconMail notification
about the rejection.

State—Assigned or Complete. When atask is created for an assignee, its state is
Assigned. When the assignee indicates the task is complete, the state changes to
Complete.

I nstructions—Describes how to perform the task.

Comments—Ad hoc comments entered by the task assignee when completing the
task. Thisfield is not shown for tasks with Notify Only or Information Only actions.

2. Work with the task, as needed:

»  To complete the task, click the appropriate link from the page A ctions menu.
These links are available only for the task assignee. See Completing a Task.

» Toview details about the route or content object, click its name.
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Listing
Sub-Routes for a
Task

Creating a
Sub-Route for a
Task

3. Usethe category list for the task to see more information:

Category Description For details, see:
Properties Shows the Properties page for the Viewing Information
task. about Any Route Task
Content Provided you have the appropriate The Route Content page
accessto the content item, the Route | for atask isjust like the
Content page lets you view, Content page for the
download, lock for edit, and check in | route, describedin Listing
new versions of documentsin the Content for a Route,
route and work with other route except there are no links
content. For example, you can only for adding and removing
edit documentsthat you have at least | content. To add and
Read Write access to. remove content for the
route, you must access
the Content page for the
route. See Defining
Content for a Route.
History Shows alog of eventsthat have Click 2 on the History
occurred for the task. page or see AEF Help.
Route Shows sub-routes created to Listing Sub-Routes for a
complete the task. Task

A sub-route for atask is aroute that the task assignee creates to help compl ete the task.
For more information about sub-routes, see Creating a Sub-Route for a Task.

To list the sub-routes for a task assigned to you

1. Accessthe category list and Properties page for the task.

» |f thetask isactive, the fastest way to access the task isto click My Desk>My
Tasks from the global toolbar and then click the task Name.

Or

»  For Team Central users, click the task Name from My Desk>Team>My View.

Or

e From the category list for the Team Central workspace the task belongs to, click
Task and then click the task Name.

2. From the category list for the task, click Route.

A Routes page displays, listing all sub-routes for the task. This pageisjust like the
top-level Routes pages. See Listing Routes.

A sub-route for atask isaroute that the task assignee creates to help complete the task.
For example, suppose atask requires that you approve a document, but you want other
people's feedback before you enter your approval. You can create a sub-route to gather
information from the other people and then complete your task. If needed, you can create
multiple sub-routes for atask. A task cannot be completed until its sub-routes are

complete.
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Accepting a Task
Assigned to a
Group or Role

If you have Create Route access, you can create one or more sub-routes for any task that
you are assigned. The steps for creating a sub-route are very similar to the steps for
creating aroute, with the following exceptions:

The sub-route creator can choose whether the sub-route is displayed to other people
who have access to the parent route (the parent route creator, other members of the
parent route, and Team Central Workspace L eads). The Sub-Route Visibility options
are available on thelast page of the Create Route wizard and on the Create Route page
when not using the wizard.

The due dates for tasks in sub-routes cannot be later than the due date for the parent
route’s task. When you start the sub-route, the system notifies you if any task due

dates are later than the parent task’s due date. Similarly, if atask assignee sets adue
date that islater than the due date for the parent route’s task, the system displays an

error message.

The following exception is for Team Central:

The scope for sub-routes is always the parent route’s workspace, even if the parent
route’s scope is more limited. So even if the parent route’s scope is a folder, the task
assignee can add members and content from the entire workspace to a sub-route.

Also note these characteristics of sub-routes:

If atask that has sub-routesis deleted, the sub-routes and all of itstasks are also
deleted. People who have current tasks assigned are notified. A task might be deleted
because the route owner deletes it or because another task of the same order was
completed and the tasks were defined with the Any completion option.

If you delegate atask for which you have created a sub-route, you remain the owner
of the sub-route, not the del egate.

To create a sub-route for a task

1. Accessthe category list and Properties page for the task.

» |If thetask isactive, the fastest way to access the task isto click My Desk>My
Tasks from the global toolbar and then click the task Name.

Or
e For Team Central users, click the task Name from My Desk>Team>My View.
Or

»  From the category list for the Team Central workspace the task belongs to, click
Task and then click the task Name.

2. From the category list for the task, click Routes.

3. From the Routes page, click the appropriate link at the top of the page:

Tofill in only basic information for sub-route and define tasks, members, and content
separately, click Create New. For instructions, see Creating a Route: Basic
Information Only.

To usetheroute wizard to enter all theinformation for the route, click Route Wizard.
For instructions, see Creating a Route: All Route Information.

When the route creator assigns atask to agroup or role and that task is created, the system
notifies everyone assigned to the group or role. Before the task can be completed, one of
the recipients must accept the task, which assigns the task to that person. The first person
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Setting a Due Date
for Your Task

Delegating a Task
to Someone Else

who accepts the task becomes the new assignee and no one else can complete the task
(unless the assignee delegates the task).

To accept a task assigned to a role that you belong to
1. Openthe New Task Assignment Notice that the system sent to you:
a) From the global toolbar, click Tools>IconMail.
b) From the lconMail page, click the Subject of the New Task Assignment Notice.

2. From Mail Properties, click the link in the M essage row to open details about the
task.

3. From the Actions menu on the Properties/Content page for the task, click Accept
Task.

The system changes the task assignee from the group or role name to your name and
notifies other group or role membersthat you have accepted the task. You are the only
person who can complete the task now and you do so as you would any task. See
Completing a Task.

If the route creator did not enter a due date/time for your task, you can enter one. You may
want to enter adate to let other route members know when you plan to complete the task.
After setting the due date, the task status flags will show whether the task is on time or
late.

If thetask is part of a sub-route, the due date you enter cannot be later than the due date for
the parent task.

To set a due date for a task you are assigned to
1. Fromtheglobal toolbar, click My Desk>My Tasks.

2. From the Tasks page, click the Name of the task you want to set a due date for.
The category list and Properties page for the task opens.

From the Actions menu on Properties page for the task, click Edit Details.

4. From the Edit Task Details page, choose a Due Date/Time by clicking the Calendar
icon. For instructions on using the Calendar, see AEF User Help.

5. Click Done.

If you are assigned a task and the route owner has indicated that you can delegate the task
(Allow Delegation is set to Yes), you can make someone €l se the assignee for the task. You
can delegate the task to any user in your company.

When you delegate a task to someone, that person becomes the new task assigneeand is
now the only person who can compl ete the task. The assignee inherits all the accesses that
you have for the route and its content and receives natifications sent by the system
regarding the task. However, these access are only temporary and are removed when the
route is completed. The original assignee’s access to the route and content remains and the
list of members for the route continues to list the original assignee and not the delegate.

If you delegate atask for which you have created sub-routes, you remain the owner of the
sub-routes. The new task assignee cannot complete the task until your sub-routes are
complete.

170

MatrixOne Common Components Guide



Only the original task assignee can del egate the task. The delegate can not delegate the
task again.

To delegate an active task to someone else

1.
2.

From the global toolbar, click My Desk>My Tasks.

From the Tasks page, click the Name of the task you want to delegate.
The Properties/Content page for the task opens.

Click J for the Assigneefield. Thisisavailable only if Allow Delegationis set to
Yes.

The Find Person page opens.

a) Enter search criteriafor the person.

Last Name, First Name—To search by a person’s name, enter the person’s first/
last name. To enter part of a person’sfirst/last name, use the wildcard * to
represent any number of characters. For example, to search for “ Joseph
Huenoth”, you could enter “Hue*” for the Last Name. The search is case
sensitive so use the correct capitalization. If you don’t want to search by name,
leave the * in the box.

Role—To search for people assigned to a particular role, choose the role or
choose All Roles.

Group—To search for people assigned to a particular group, choose the group or
choose All Groups.

b) Click Find.
c) From the Select Person page, choose the person you want to delegate the task to.
d) Click Done.

To delegate a pending task to someone else

1.

If the task has been assigned to you but is not yet active, click My Desk>Routes>My
Routes from the global toolbar, then click the Name of the Route. From the category
list for the route, click Tasks.

From the Tasks page, click the Name of the pending task you want to delegate.
The Properties page for the task opens.

From the Properties page for the task, click Edit Details.

From the Edit Task Details page, click J for the Assigneefield. The Find Person
page opens.

a) Enter search criteriafor the person.

Last Name, First Name—To search by a person’s name, enter the person’s first/
last name. To enter part of a person’sfirst/last name, use the wildcard * to
represent any number of characters. For example, to search for “ Joseph
Huenoth”, you could enter “Hue*” for the Last Name. The search is case
sensitive so use the correct capitalization. If you don’t want to search by name,
leave the * in the box.

Role—To search for people assigned to a particular role, choose the role or
choose All Roles.
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Completing a Task

Group—To search for people assigned to a particular group, choose the group or

choose All Groups.
b) Click Search.

c) From the Select Person page, choose the person you want to delegate the task to.

d) Click Done.

The steps you need to perform to complete atask differ depending on the Task Action
chosen and instructions entered by the route creator. At a minimum, you must read and
follow the instructions for the task and then mark the task as completed. You may also
have to enter comments, choose an approval option, or review, edit, or add routed content.

If you (or the original task assignee) created sub-routes for the task, the sub-routes must be

complete before you can complete the task.

To complete an active task

1. Fromthe global toolbar, click My Desk>My Tasks.

2. Fromthe Tasks list, click the Name of the task you want to complete.
The category list and Properties/Content page opens for the task.

check design : Summary View

Actions v | j‘J |

Properties

Jul 3, 2003 2:51:10 PM

Jul 16, 2003 10:00:00 AM

Approval Status
State Assigned

Instructions

Owner Tesser
Originated

Due Date

Allow Delegation Tes
Assigree ITE Sser
Route “f2hp 000100
Action Approve

Review and approve

Comments

[ Content

PT-5000 Cevelopment part for assembly ®72 {nonel

3. Read theInstructions that the route creator entered for you.
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4. If theinstructions involve working with route content:

a)
b)

Click the content Name from the content section at the bottom of the page.

Work with the content as instructed. You must have the appropriate access for
each content item to be able to work with the item. For Team Central, you must
also have the appropriate access for the route to be able to add and remove
content. For example, you can only edit documents that you have at least Read
Write access to. To add and remove content from the route, you must have Add
Remove access for the route.

For instructions on working with route content, such as viewing or editing
content, see Listing Content for a Route. For instructions on adding and
removing content from the route, see Defining Content for a Route.

5. To add new content to the route or remove content, access the Content page for the
route:

a)

b)

c)

From the task’s Properties/Content page, click the Route name.
The category list and Properties page opens for the route.

From the category list for the route, click Content.

Work with the content as instructed.

You must have the appropriate access for each content item to be able to work
with the item. For Team Central, you must also have the appropriate access for
the route to be able to add and remove content. For example, to add and remove
content from the route, you must have Add Remove access for the route.

For instructions on working with route content, such as viewing, editing, adding,
and removing content, see Routes: Content.

6. |If the Task Action is Approve, Comment, or Investigate:

d)

e)

Enter Comments for the task.

If the page contains approval options (only if the Task Action is Approve),
choose the appropriate Complete Task Action option from the page Actions
menu: Approve, Reject, Abstain.

Approve. Indicates that you approve the information you have been requested to
approve. For example, if the task instructionsindicate that you should approve a
document in the route content and you do approve the document, you should
choose Approve. When you complete atask by choosing Approve for the
Approval Status, the system continues the route normally.

Reject. Indicates that you reject the information you have been requested to
approve. When you complete a task by choosing Reject for the Approval Status,
therouteis stopped and the route creator receives email and IconMail notification
that you rejected the route.

Abstain. Indicates that you abstain from approving the information you have
been requested to approve. When you compl ete atask by choosing Abstain for
the Approval Status, the system continues the route normally.

7. |f the Task Action is Notify Only or Information Only, click Complete from the page
Actions menu.

After completing the task, the system promotes the task to Complete and enters the

current date for the Completion date. The task is ho longer on your Tasks pages, but
you can still access the task through the route (unless the task was delegated to you

and you do not have access to the route independently). If no one else needs to
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complete atask for this order number in the route, the tasks at the next order number
become active. Those task assignees are notified that they have active tasks. If you are
the last person to complete atask for the route, then the route is compl ete.

If thetask is not designated as Needs Owner Review, the system promotes the task to
Complete.

If the task is designated as Needs Owner Review, the system promotes the task to
Review and notifies the route owner. After reviewing the task, the owner approves or
rejectsit. If approved, the system promotes the task to Complete and notifies you. If
rejected, the system demotes the task to Assigned and notifies the assignee, which
could be someone other than you if the route owner reassignsit.

When atask is promoted to Complete, the system enters the current date for the
Completion date. If no one else needs to complete atask for this order number in the
route, the tasks at the next order number become active. Those task assignees are
notified that they have active tasks. If you are the last person to complete atask for the
route, then the route is compl ete.

Processing a After thetask assignee completes atask that is marked as Needs Owner Review, thetask is

Rejected Task promoted to the Review state and the route owner reviews the task. If the owner approves
the task, the system promotes the task to Complete and notifies the task assignee. If the
owner rejects the task, the system demotes the task back to Assigned and notifies the
assignee. The task assignee must complete the task again based on the review comments
the route owner entered.

When rejecting a task, the route owner may reassign the task to someone other than the
original assignee. The new assignee receives the notification and must compl ete the task.
This means you might receive a notification about atask that is rejected even though you
didn’'t work on the task originally.

You complete arejected task in the same way you complete a new task, as described in
Completing a Task. The only differences are:

*  You, thetask assignee, will receive a Review Complete notification about the task and
can click the hyperlink in the message to access details about the task. Alternatively,
you can click the task’s Name from the Tasks pages as you would any Assigned task.

* Review the information on the Properties page for the task, focusing especially on the
Review Comments. These are comments the route owner entered to explain how the
task should be completed. Also look for updated information in the other fields, such
as new Instructions, a new Due Date/Time, and a different Action.
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Route Templates

Use route templates to speed up the process of creating a route that is similar to one you
have already created. A route template saves the components of a route that are frequently
reused, including the:

* routedescription
»  route members (included optionally)
» tasksdefinitions

The components of aroute that are typically unique for each route—the route name, the
content being routed, and the access level s assigned to route members—are not saved in
the template.

A route template's avail ability determines who can use the template to create routes. A
route template’s availability can be;

*  User—Only the template owner can useit. Any person can create a User route
templ ate.

»  Enterprise—Anyone can use the template to create a route. Only Company
Representatives can create Enterprise-level route templates.

This section includes these topics:

e  Listing Route Templates

*  Viewing Information about a Route Template

e Saving a Route as a Template

e  Listing Route Template Members

»  Listing Previous Revisions of a Route Template
e Listing and Editing Tasks for a Route Template
* Revising a Route Template

» Editing Details for a Route Template

» Deleting a Route Template (Revision)

Listing Route You can get alist of route templates that includes all route templates that you own, the

Templates Enterprise-level templatesfor your company, and for Team Central users, Workspace-level
templates for workspaces that you belong to. For Company Representatives, the list
includes all templates created by employees of your company.

To list route templates

1. Fromthe global toolbar, click My Desk>Routes>Route Templates.
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Route Templates

Actions - ||§ '7|J|

eHm |
(e s Jremmeeie -
=
=
=

ME}! RouteTemplate-3214 Product development User =rith, Michael

1

N@! RouteTemplate-3215 1 Camshaft Diagram Enterprise Schmidt, Becky

1

N@! RouteTemplate-3216 0 Circuit Board Change User Smith, Michael

1

N@! RouteTemplate-3217 4 Jet Engine Turbine Blade Workspace  Workspace-5000 Maguire, Padraig &

il

||1| Page [1 =] of 10 [}] |

For each template the page shows:

Name—The name assigned by the person who saved the template. To see details
about the template, click its Name.

Rev—The revision number for the template. Each time atemplate is updated and
saved, the system increments the revision number. The page shows only the highest
revision of each template.

Description—A summary of the template’s purpose.
State—Shows if the templateis active or inactive.
Route Base Purpose—Shows the kind of tasks included in the route.

e Standard—The route can include tasks that require the assignee’s approval or
comment or tasks intended only for notification or information.

» Approval—The route includes only tasks that require the assignee’s approval.
* Review—The route includes only tasks that require the assignee's comment.

Availability—Defines who can use the template to create routes. User means the
template owner is the only person who can use the template. Enterprise means the
templateis availableto all.

Owner—The person responsible for maintaining the template.

Scope—All or Organization. For templates whose scope is a workspace, folder or
project space, this lists the Team Central workspace or folder, or the Program Central
project space where the template can be used.

2. Todelete atemplate, check it and click Delete Selected. See Deleting a Route
Template (Revision).

3. Toview details about atemplate, click its Name. See Viewing | nformation about a
Route Templ ate.

Viewing You can view information about any route template listed on your Route Templates page.

Information about Thislist includes al route templates that you own, the Enterprise-level templates for your

a Route Template company, and (for Team Central users) Workspace-level templates for workspaces that
you belong to. For Company Representatives, the list includes all templates created by
employees of your company.
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To view information about a route template

1. Fromthe global toolbar, click My Desk>Routes>Route Templates.
2. From the Route Templates page, click the Name of the template you want to view.
The category list and Properties page for the template opens.
i route template 1 route template 1 : Properties
O Access Actians - 5 —'?rl
O Tasks
O History Name route template 1
O Lifecycle .
— Revision 1
O Rewision
State Artive
Owner Compl Buyerl,Joel
Originator Compl Buyerl,Joel
Availability B company Name
Scope All
Originated Jan 6, 2004
Description template for review docurnent
Route Task Edits Modify/Delete Task List
Route Base Purpose Standard

Name—The name assigned by the person who saved the template.

Revision—Therevision number for the template. Each time atemplate is updated and
saved, the system increments the revision number.

State—Whether the template isin an Active or Inactive state. Templatesin the
Inactive state cannot be used to create routes.

Owner—The person responsible for the template.
Originator—The person who saved the template version.

Availability—Defines who can use the template to create routes. User means the
template owner is the only person who can use the template. Enterprise means the
templateis available to everyone.

Scope—Defines who can be included in routes created from this template: All,
Organization, or members of the specified Team Central workspace or the specified
Program Central project space only.

Originated—The date the template or template revision was created.
Description—A summary of the purpose of the template.

Route Task Edits—Defines how people who create routes based on the template can
edit the task list. The options range from the most restrictive at the top to the least
restrictive. The editing restrictions are related to adding and removing tasks, changing
the task order, and changing the task name only. The route owner can edit all other
fields, such as task assignee, instructions, and due dates, no matter what the Route
Task Edit optioniis.

* Maintain Exact Task L ist—People who create a route from this template must
use the exact task list, with no tasks added or removed. The route creator cannot
make any changes to the task order or names, but all other fields can be changed.
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Saving a Route as

e Extend Task List—People who create a route from this template must use the
exact task list, but more tasks can be added to an existing route task order or a
new order number. The route creator cannot make any changes to the order or
names of tasks from the route template, but can change all other fields. The route
owner can make any changes to tasks the owner adds to the route.

e Moadify Task List—People who create a route from this template can change all
information for template tasks except the task name. The route creator can add
new tasks but cannot delete template tasks.

* Modify/Delete Task List—People who create aroute from this template can
change and delete any task and can add new tasks.

Route Base Purpose—Determines which task actions are included in the route

template.

e  Standard—Can have severa task actions.
» Approval—All task actions are set to Approve.
 Review—All task actions are set to Comment.

3. Tomake changesto thetemplate, click Edit Detailsfrom the page Actions menu. See
Editing Details for a Route Template.

4. To change the state of the route template, click Activate/Deactivate from the page
Actions menu. Thisisvisible only if you have promote/demote access for the

templ ate.

5. Usethe category list to work with the route template:

For details,
Category Description see:
Access Lists the route members saved with the Listing Route
template, if any. Template
Members
Tasks Liststhe tasks in the template and lets the Listing and
owner edit the task definitions (must createa | Editing Tasks for
new revision to make changes). a Route Template
History Shows alog of eventsthat have occurred for Click 2) onthe
the route template. .
History page or
see AEF Help.
Lifecycle Shows the current state of the route tem_plate Click 2) onthe
and allows you to promote and demoteit. .
Lifecyclepageor
see AEF Help.
Revisions Lists the previous revisions of the template Listing Previous
and lets you view history for al revisions. Revisions of a
Route Template

Use route templates to speed up the process of creating a route that is similar to one you

a Template have already created. A route template saves the components of a route that are frequently
reused, including the route members and task definitions. You can save as a template any
route that you create.
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To save a route as a template

1. Accesstheroute that you want to save as atemplate by clicking My

Desk>Routes>My Routes from the global toolbar. Then click the Name of the route.

2. From the Properties page Actions menu, click Save As Template.

The Save Route as Templ ate page opens.

Save Route as Template

@)

Fields in red talics are required

Template Kamre

=

Description

* User
Avaitabiiity

L& Enterprise

= all
Scope

" Organization
Route Task Edits Modify/DeleteTaskList »)

¥ Save as New Ternplate
Save Options
" Revise Template

Template Data [ Task &ssignees

9 Daone e Cancel

Enter a Template Name.

Enter a Description of the template. You might want to describe the kinds of routes
that should be created using it and/or summarize the tasks and members.

Using the Availability options, choose who can use the template to create aroute:
User—The template will be available only to you.

Enterprise—The template will be available to everyone. Only Company
Representatives can create Enterprise-level route templates.

Using the Scope options, choose which persons can be added to routes created from
this template. In Team Central and Program Central, the scope also limits the content
that can be included in the route.

All—Any person in the database whose statusis active.

Organi zation—Only employees of the route creator’s company, plus one other
specified organization, can be included in the route.

workspace or project space—Thisoption isavailable only if Team Central or Program

Central isinstalled. Click the third button and click J to select aworkspace (for
Team Central) or a project space (for Program Central).
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Listing Route
Template Members

Use the Route Task Edits|list to choose how people who create routes based on the
template can edit the task list. The editing restrictions are related to adding and
removing tasks, changing the task order, and changing the task name only. The route
owner can edit all other fields, such as task assignee, instructions, and due dates, no
matter what the Route Edit Task optionis.

Maintain Exact Task List—People who create a route from this template must use
the exact task list, with no tasks added or removed. The route creator cannot make any
changes to the task order or names, but all other fields can be changed.

Extend Task L ist—People who create a route from this template must use the exact
task list, but more tasks can be added to an existing route task order number or a new
order. The route creator cannot make any changes to the order or names of tasks from
the route template, but can change al other fields. The route owner can make any
changes to tasks the owner adds to the route.

Modify Task List—People who create a route from this template can change all
information for template tasks except the task name. The route creator can add new
tasks but cannot delete template tasks.

Modify/Delete Task L ist—People who create aroute from this template can change
and delete any task and can add new tasks.

If the route was already based on atemplate that you created, the page includes Save
Options. To save the route as a new template, choose Save as New Template. To save
the route as a new revision of the template from which it was created, choose Revise
Template.

If you do not want to save the route’'s member list with the template, uncheck Task
Assigneesin the Template Data field. The route template’s Access page will be
empty and the tasks will all be unassigned. When peopl e use the template to create a
route, they will have to add members and assign them to tasks before they can start
theroute.

Or

To save the route’s member list and task assignments in the template, check Task
Assigneesin the Template Data field. The route template’s Access page will contain
the same members as the route’s Access page and tasks will be assigned to the same
members. You cannot remove members from the template but you can change the
assignee for tasks and remove the assignees from tasks. See Listing and Editing Tasks
for a Route Template.

10. Click Done.

You can list the membersincluded in any route template that is listed on your Route
Templates page. Template accesses can be changed only by creating a new revision of the
template.

To list members in a route template

1.
2.

From the global toolbar, click My Desk>Routes>Route Templates.

From the Route Templates page, click the Name of the template you want to work
with.

From the category list for the template, click Access.

The Access page opens, listing all members saved with the template. Since route
access levels are not saved with the template, the access levels are not listed.
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Listing Previous
Revisions of a
Route Template

route template 1 : Add Members

Actions = |§ ,3‘] | |
B luome ¢ [rvee Jorganizaton |
r @Bu\;er Role

- -ﬂ'[;gmpl Buvyerl, Joel Ferson Campl BuyerCo

r 'ﬂ‘l:nmpl Buyerz, Joez FPerson  Compl BuyerCo

- 'ﬂ‘l:nmpl Buver3, Joe3 Ferson Compl BuyerCo

[4] page [+ =] of 1 [v] [ED |

Name—The name of the person, group or role included in the route templ ate.

Type—Distinguishes between people added individually, groups, and roles.

Organization—The organi zation the person belongs to. Thisis blank for groups and

roles.

You can list previous revisions of any route template that islisted on your Route Templates

page.

To list previous revisions of a template

1. Fromthe global toolbar, click My Desk>Routes>Route Templates.

2. From the Route Templates page, click the Name of the template you want to work

with.
3. From the category list for the template, click Revisions.

The Revisions page opens, listing all revisions of the template. The page shows the

name, revision number, and creation date for each.

RouteTemplate5000: Revisions

Show Histary | &3 [2) |

hame oy [crastopate | |

»Eh RouteTemplate-5000 1 Dec6, 2003 3:05:13 PM =

»Eh RouteTemplate-5000 0 MNow 15, 2003 7:52:44 PM =

||I|Page|1 ~| of 10 E‘ |

4. To view information about arevision, click its Name.
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Listing and Editing
Tasks for a Route

Template

The category list and Properties page for the template revision opens. The category
list and Properties page is the same as the pages for the highest revision, except you
cannot edit a previous revision.

To view the history for all revisions, click Revision History from the page Actions
menu. The History page shows historical information for each revision starting with
the most recent.

You can list the tasks included in any route template listed on your Route Templates page.
Generally, only the current template owner can edit tasks for atemplate although Team
Central Workspace L eads can change any Workspace-level route template for their
workspaces. To edit tasks, you must create a new revision of the template.

This section describes how to view and edit all tasksin aroute template at once. You can
also view and edit information for a single task by clicking the task Name from the Tasks
page of the route template. The Properties and editing pages for individual template tasks
are different from the corresponding route task pages in the same ways described bel ow.

To list and edit tasks in a route template

1.
2.

From the global toolbar, click My Desk>Routes>Route Templates.

From the Route Templates page, click the Name of the template you want to work
with.

From the category list for the template, click Tasks.
The Tasks page opens, listing all tasks saved with the template.

My Tasks

Actions ||§ _'?J|

ool e mes  m

ﬂp Software Engineer Carnment

[T l

M
(< L<F

@ Design Engineer Investigate  Please review this new design carefully,
@ Manufacturing Engineer Approve Meed your appraval,

@ Senior Manufacturing Engineer  APProve Meed your appraval, LI

[«] Page[1 =] of 1 [o] [ED |

It contains the following columns:
Order—The order of the task within the route.

Name—The name of the task. If the template was created from aroute that included
automatically-named tasks, no task names are included.

Assignee—The person, group, or rolethe route creator assigned to the task. If the task
assignees were not saved with the template, the Assignee column is empty. Also, if
task assignees were saved with the template but the template owner removed the
assignment for atask, the Assignee column for that task is empty.
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Revising a Route
Template

Editing Details for
a Route Template

Action—The action the task assignee should perform: Approve, Comment, Notify
Only, or Investigate. If the action is Approve, the assignee must choose an approval
status to complete the task: Approve, Reject, or Abstain. All actions except Notify

Only require that the route member enter acomment to complete the task.

I nstructions—Describes how to perform the task.

4. To edit thetasks, click Edit All from the page Actions menu.

A message is displayed: “ You can edit a Route Template only by creating a new
revision of it.” Click OK to create a new revision of the template. The new revisionis
inactive. You must activate it before anyone can use it to create routes.

5. Edit the tasks as you would the tasks for aroute (see Defining the Tasks in a Route)
with these exceptions:

e Thereisno option for allowing the task assignee to set the due date so you must
specify adate or the number of days after the route start or task creation.

» |f task assignees were not saved with the template, you cannot assign route
members to tasks. People who use the template to create routes will have to add
members and assign tasks before starting the route.

» |f task assignees were saved with the template, you can change the assignee to
any other person in the accesslist. You can also unassign the task by choosing the
empty row at the top of the tasks's Assignee list.

6. Click Done.

You can revise any route template that you created. Only the newest revision of atemplate
can be used to create new routes. One way to revise atemplateis to edit the tasksin the
template. See Listing and Editing Tasks for a Route Template. Another way to make a new
revision of atemplateis by editing a route that was created from the template and then
clicking Save as Template from the route's Properties page. See Saving a Route as a
Template.

Unless you are the template owner or Team Central Workspace Lead for a
Workspace-level template, you cannot edit a route template. However, you can save a
view-only template under a new name and then revise it. To do this, save aroute created
from the template as atemplate.

People with editing access for aroute template can edit details of it, including reassigning
the owner and changing the description, availability, and route task edit level. Generally,
only the current template owner can make these changes, although Team Central
Workspace L eads can change any Workspace-level route template for their workspaces.

To edit details for a route template
1. Fromthe global toolbar, click My Desk>Routes>Route Templates.

2. From the Route Templates page, click the Name of the template you want to work
with.

From the Properties page, click Edit Details.
4. From the Edit Route Template Details page, change information as needed.
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Owner—The person who is responsible for maintaining the template. Who you can
reassign ownership to depends on the template’'s scope and availability.

If the route template’s

Availability is: Ownership can be reassigned to:
User Anyonein the current owner’s company.
Enterprise Any Company Representative in the current

owner's company.

Deleting a Route
Template
(Revision)

If the scope of the route is a Team Central workspace, ownership can be reassigned
only to another Workspace L ead in the specified workspace.

To change ownership, click J next to the Owner field and search for the new owner.
For details, see Finding and Selecting People.

Availability—Defines who can create routes from the template. User means the
template owner is the only person who can use the template. Enterprise means the
template is available to all company employees. Only Company Representatives can
change a User template to an Enterprise template.

Scope—Defines who can be included in routes created from this template: All,
Organization, or members of the specified Team Central workspace or Program
Central project space only.

In Team Central, the template owner can change the scope only to another workspace
for which the owner is a Workspace Lead. To change or specify aworkspace, click

J and choose a workspace.
Description—Change the templ ate description as needed.

Route Task Edits—Use the Route Task Editslist to choose how people who create
routes based on the template can edit the task list.

* Maintain Exact Task L ist—People who create a route from this template must
use the exact task list, with no tasks added or removed. The route creator cannot
make any changes to the task order or names, but all other fields can be changed.

» Extend Task List—People who create a route from this template must use the
exact task list, but more tasks can be added to an existing route task level or anew
level. The route creator cannot make any changes to the order or names of tasks
from the route template, but can change all other fields. The route owner can
make any changes to tasks the owner adds to the route.

e Moadify Task List—People who create a route from this template can change all
information for template tasks except the task name. The route creator can add
new tasks but cannot delete template tasks.

* Modify/Delete Task List—People who create aroute from this template can
change and delete any task and can add new tasks.

Click Done.

You can only delete User and Enterprise route templates that you own. Any Team Central
Workspace L ead for the workspace can del ete Workspace-level route templates. When you
delete atemplate, you delete only the most recent revision of the template and the
next-most recent revision becomes the active template. To delete atemplate entirely, you
must delete all revisions of it.
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To delete a route template

1.

2
3.
4

From the global toolbar, click My Desk>Routes>Route Templates.
From the Route Templates page, check the template(s) you want to delete.
Click Delete Selected from the page Actions menu.

At the confirmation message, click OK.

If there is more than one revision of the template, only the most recent revision is
deleted and the next-most recent becomes the active template and is listed on the
Route Templates page.

To delete the template entirely, repeat Steps 2 through 4 until there are no more
revisions.
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Discussions

Discussions Overview

A discussionisatop-level message about a particular item and the replies to that message.
Each reply can in turn have replies so there can be many levels within the discussion.
Discussions are also called message threads. Depending on the MatrixOne Application,
discussions can be created for workspaces, folders, subfolders, routes, and projects. You
access discussions for an item by clicking Discussions in the category list for the item.
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Working with Discussions

The following topics are covered:

» Listing Discussions for an Item

e Creating a New Discussion for an ltem

e Listing Accesses for a Discussion

» Defining Accessto a Discussion

e Listing and Adding Attachments for a Discussion
* Reading Messagesin a Discussion

* Replying to Messagesin a Discussion

e Deleting a Discussion or Message

Listing All members defined for an item can list discussions for it. For example, everyone with
Discussions for an Read access to afolder, subfolder, route, or project can list discussions for it. However, if
ltem the creator of adiscussion has removed you as a participant for the discussion, that

discussion is not be included in the list of discussion you see for the item.

To list discussions for an item

1. Navigateto the category list for the item you want to work with.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

2. From the category list for theitem, click Discussions.

The Discussions page lists all top-level discussions that you have access to for the
item.

WorkspaceFolder5000: Discussions

Actions - |§ "|J|
I T 7 TS
] Do you know about the.. 2/5/2001 Smith, Jahn
r Q Interesting Discussion 25 Sid/2001 Jones, Michael
- Q Message about File1234.doc 13 7/18/2001 Smith, Margot
I Q Are the changes ready? g5 1/12/2001 Johnson, Lisa

By default, the system includes all discussions for previous versions of a file in the
Discussions list for the latest version of the file. This means that when you click the
Discussions category in the category list for a previous version, the page will be empty
unless someone has created a new discussion for that version after a new version was
added. Alternatively, your system may have been configured so discussions remain with
the version they were originally created for.

For each discussion, the page lists:
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Creating a New
Discussion for an
[tem

Name—The subject of the first message posted for the thread. To read the messages
in adiscussion thread, click its Name.

Replies—The number of replies posted to the first message, including all repliesto
replies.
Last M essage—The date the last message was posted to the discussion thread.

Owner—The person who started the discussion by posting the first message.

Use the Actions menu on the page toolbar to work with the discussions as needed:

To create a new discussion thread, select Create New. See Creating a New
Discussion for an Item.

To subscribe to be notified when anew top-level discussion isadded for the item,
select Subscribe. Refer to the User Guide for your application about subscribing
to events.

To have other peopl e receive notifications when anew discussion is added for the
item, select Push Subscriptions. You can only push subscriptions for the item’s
discussions if you own the item. Push Subscriptionsis not available for content
from Sourcing Central, such as RFQs, packages, and quotations. Refer to the
User Guide for your application about pushing subscriptions.

To delete a discussion thread, check it and select Remove. You can only delete
discussions that you created and that have no replies. See Deleting a Discussion
or Message.

All members of an item (workspace, project, folder, etc.) can create new discussionsfor it.
Everyone with Read access to the item can create discussions for it. After creating a
discussion, you should define the list of people who can participate in the discussion. See
Defining Access to a Discussion.

To create a new discussion for an item

Navigate to the category list for the item you want to work with.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

From the category list for theitem, click Discussion.

From the Discussions page, click Create New from the page Actions menu.

The Create Discussion page appears.
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Listing Accesses
for a Discussion

4.

/] Dialog - Microsoft Internet E xplorer

Create Discussion

2)|
Fields in red talicz are reguired
Subject
-
Message
=

@M @ Zancel

In the Subject text box, type aword or short descriptive phrase that describes the
content of the message.

In the M essage text box, type your message.

When finished, click Done.

The discussion is added to the Discussions page. At this point, anyone with Read
access to the item being discussed can read and reply to the discussion message. To
limit the number of people who can participate in the discussion, see Defining Access
to a Discussion.

Having access to a discussion means you can fully participate in the discussion, including
reading and replying to any message in it and subscribing to the discussion and individual
messages. Anyone with access to a discussion can get alist of all members who have
access to the discussion.

This procedure describes how to get the list of accesses only. To edit the list, see Defining
Access to a Discussion.

To list the people who can participate in a discussion

1.

Navigate to the category list for the item you want to work with.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

From the category list for theitem, click Discussions.

From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

From the category list for the discussion, click Access.
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The Access page for the discussion opens, listing all people who can participate in the
discussion. If the discussion is for afolder content item and that item isin more than
one workspace, the access list includes members who have access from all
workspaces. If theitem isalso in Sourcing Central, the access list includes the roles
that have access to the item from Sourcing Central, which is usually the Supplier and
Buyer roles.

Talk : Access

Actions * ||§ _"J|
e ——
= 'ﬂDEver!thmg Test Persan Company Name

Defining Access to
a Discussion

For each person, the page shows:
Name—The name of the person or role who can participate in the discussion.

The Workspace L ead & icon indicates the member is a Workspace L ead. Workspace
L eads can add and remove people from the workspace and assign accesses for
workspace components. They can edit workspace properties, add and remove folders
and subfolders, and have accessto all routes, even those they don’t belong to.
Workspace owners are automatically assigned Workspace L ead access.

The Create Route *# icon means the member can create routes.

Type—For individual persons, this column distinguishes between people added to the
workspace individually (Person) and people added by virtue of being assigned to the
Buyer Desk associated with the workspace (Buyer Desk). If Roleislisted in the

column then the member includes all people in the workspace creator’s company who
are assigned that role, which means all these people can participate in the discussion.

Organization—T he organization the person belongsto. This columnis blank for
roles.

When a person creates a discussion for an item, the system automatically takes all the
people who have at least Read access to the item and gives them access to the discussion.
Having access to a discussion means the person can fully participate in the discussion,
including reading and replying to any message in it and subscribing to the discussion and
individual messages. The discussion creator can remove persons and roles from the access
list, preventing them from viewing or replying to any message in the discussion. But the
discussion creator cannot add people to this list, which prevents a person who does not
have Read access to an item from being able read discussions about it.

After the discussion isfirst created, the system does not update the access list for it as new
peopl e are given access to theitem being discussed. However, if a person’s Read access to
the item being discussed is removed, the system removes the person from the discussion’s
accesslist.

Anyone with access to a discussion can get alist of all the workspace members and roles
who have access to the discussion. Only the person who created the discussion can remove
people from the access list and re-add these removed people by restoring the access list.
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To define access for a discussion

1. Navigateto the category list for the item you want to work with.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

2. From the category list for theitem, click Discussions.

3. From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

4. From the category list for the discussion, click Access.

The Access page for the discussion opens, listing all people and roles who have
access to the discussion. The system automatically lists all people who have at least
Read access to the item being discussed. To filter the list so it shows only people
added individually, choose Persons from the list in the upper right corner. To filter the
list so it shows only persons added because they belong to an associated Buyer Desk,
choose Buyer Desk Persons. To filter the list so it only shows roles, choose Roles.

Talk : Access

Actions * ||§ _"J|
e ——
= 'ﬂDEver!thmg Test Persan Company Name

Listing and Adding
Attachments for a
Discussion

5. Toremove amember from the access list:
a) Check the member.
b) Click Remove Selected from the page Actions menu.

c) At the confirmation message, click OK.
The member can no longer view or reply to messagesin the discussion.

6. Tore-add all membersthat you have removed from the accesslist, click Reset Access
from the page Actions menu.

The system updates the list so it now contains all members who have Read access to
the item being discussed.

During the course of a discussion, a participant may need to attach a document to support
the posted message. Participants can access documents on a discussion as well as
messages within adiscussion. A file can be uploaded externally or added from afolder,
depending on the application in use. Attachments can be added to any discussion or reply.

Clicking the Attachment link in the discussion category list displays a summary of all
attachments to the discussion. The owner and all persons that have at |east read access to
the parent object of the discussion have access to this summary and will see al
attachments to the root message as well as all replies. If adocument isin a Engineering
Central folder, all who have accessto the folder also have access to the document. For
uploaded external files, al discussion participants have download, checkout, and checkin
access to thefile.
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To list the attachments for a discussion

1.

Navigate to the category list for the item you want to work with.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

From the category list for theitem, click Discussions.

From the Discussions page, click the Name of the discussion thread whose
attachments you want to view.

From the category list for the discussion, click Attachments.

The Attachments page for the discussion opens, listing al files that have been added
for the discussion.

Do you know about the...: Attachments

Actions * ||§ "J|

I T 3 S

- &8 D abc.doc

& [[) asdfa.doc

r
- &8 D wyz.doc
r

D brb.doc

This is the description of this item Workspace-5000
1  This is the description of this item Workspace-5000 é_@_%_ﬂ
1 This is the description of this itern Workspace-5000 é_@
1 This is the description of this itern Workspace-5000 é_@_%

For each attachment in the discussion, the page shows the:

Selection check box—The Attachments page contains the standard check boxesin
the left column, which let you select items to work on. If you don’t have accesses for
removing an item, the check box is gray and unavailable for checking. You can still
view information about the item but you can’t remove it from the discussion.

L ocked status—Shows whether the document is locked for edit, asindicated by a

Lock @ icon. To see who locked the file, move your mouse pointer over the Lock
icon. When afileislocked for edit, no one else can lock the file for editing or check in
anew version of thefile until the person who is editing it unlocks the file manually or
by checking in anew version. Even if afileislocked, you can still view it and save it
to your computer.

Name—The name of the item. To view more information about an item, click its
Name. Theicon to the left of the name indicates the type of item. To see the type
name, move your mouse pointer over the icon.

[ for standard documents

[& for 3D JT files

Ver—The version number for the document. A version of 1 represents the first time
the file was added. Version number 2 means a person checked out the original file for
revising and then checked in a new version. Version number 3 means a person
checked in a second version and so on.

Description—Details of what the attachment is or what the attached file contains.

Workspace—The name of the workspace that contains the discussion. Click the
workspace hame to open a new window showing the workspace navigation pane and
Properties page.
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Actions—The Actions column contains icons that et you work with document
content. If aparticular icon is not displayed, then the item’s status does not allow the
action (for example, the Unlock icon isonly available for locked files) or you do not
have access to perform the action.

«  View @ —usetoview thefilein the program associated with thefile's
extension, including 2D and 3D viewer programs. To see which program will
open if you click theicon for a particular document, move your mouse pointer
over theicon. Note that thisicon works just like the Checkout icon except it does
not lock the file and Checkout can only be used for non-3D documents.

«  File Download & —Useto save thefileto alocal disk. If you plan to make

changesto the file and then check in a new version, use the Lock for Edit & icon
instead of the Download icon. To view the document in an associated program

immediately, without first saving the file to disk, use the View D icon.

e Checkout (Lock for Edit) & —Use to lock the document for editi ng. When a
fileislocked, no one else can check in anew version. When you lock afile for
editing and the file's extension has an associated program, the application opens
thefilein that program. If thereis no program associated with the file's extension
or thefileis of atypethat can’'t be opened in a browser, the application lets you
savethefiletoalocal disk. You can then openit in the associated program. Once
opened in the associated program, you can edit it, resave it, and check it back in.

«  Checkin & —Useto check in anew version of the document. Thisicon isonly
available if you checked out the document, which locked it for editing (your
name should be displayed when you move your mouse pointer over the lock icon
in the first column). Checking in a new version automatically unlocks thefile,
making it available for other people to edit it. Alternatively, you can unlock the

file without checking in a new version by clicking the Unlock S icon.
«  Unlock & —Useto unlock afile that you checked out and locked for editing.

Manually unlock afile using thisicon only if you decide not to check in a new
version. Checking in a new version automatically unlocks thefile.

To add documents that are in a local directory

1. From the Attachments page, click Upload External File from the page Actions
menu.

Depending on how your system is set up, a File Checkin/Checkout L ogin page may
appear. If so, enter the same Username and Passwor d that you enter when logging
into the MatrixOne Application and click L ogin.

The Upload External File page appears.
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2.

3.

/§ Dialog - Microsoft Internet Explorer

Upload External File

g |
Fields in red talics are reguired
File I Browse... |
Workspace Folder I J Clear
=
Description
[

@ Done 9 Cancel

Enter information about the file:

File. Typethe full path for the file, or click Browse to select the file. File names
cannot include any of these special characters; ; \ / ?<>+=:& @ $, * |.

Workspace Folder. Type the name of the folder for thefile, or click J to select the

workspace name.
Description. Type details that explain the contents of the file.

Click Done.

To add documents from the workspace

1.

2
3
4.
5

Click Add Files(s) from Wor kspace from the page Actions menu.
Enter search criteria. For help entering criteria, see Using Search.
Click Search.

From the results page, check the item(s) you want to add.

Click Select.

When afileis added from aworkspace folder, its security remains unchanged, which
means all discussion participants may not have accessto it.

To remove an attachment from the discussion or reply

The owner of the root message can remove an attachment as well asthe reply owner. If the
Discussion owner (creator of the root message) decides to delete the thread, all
unmanaged documents also get deleted unless they have connections from another
business object.

1.
2.

From the Attachments page, check one or more files that you want to remove.

Click Remove Selected from the page Actions menu.
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3.

If files have been uploaded externally,. an alert is displayed to indicate that they will
be removed from the system.

Click OK to removefiles.

Reading Messages  You canread al the messages in any discussion that you have been given access to.

in a Discussion

To read messages in a discussion

1.

+-J WiarkspaceFalder-5000 (1:

Navigate to the category list for the item that contains the discussion.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

From the category list for theitem, click Discussions.

From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

A page opensthat lists the messages in the discussion thread. The name of the person
who posted the message and the date/time the message was posted is listed below the
message content.

If amessage hasrepliesto it, thereisan arrow to the left of the message subject. If the
list of repliesis shown, it is adown arrow, which you can click to contract the list. If
thelist of repliesis contracted, it is aright arrow, which you can click to expand the
list.

Do you know about the ...

21 channe Documents (174 [-

d Lo
& Workspace-5000 |
O Access

¥ O Discussions
b I Do you know abou
¥ [[] Message about Fil:

U Access
O Attachments

O Histary

O Folders

P
+-C1 Design Documents (323 [~ _'J|
3 Design Reviews (51) [~ hd Q Test Discussion

This is a test
Momar, 5752001
[ Reply | Subscribe | Attachrnents (37 ]

Q Reply #1
Testa gain
Tast, 5/6/2001
[ Reply | Subscribe | Attachrments (31 ]

] Reply #1
Testa gainz
Test, 5/5/2001
[ Reply | Subscribe | Attachrents (33 ]
3 Reply #1
Q Testa gain3
Test, 5/6/2001
[ Reply | Subscribe | Attachrments (31 ]

To see replies to amessage in the thread, click theright arrow to the left of the
message.

The page expands and shows all repliesto the message. The right arrow changesto a
down arrow.
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Replying to

Messages in a

Discussion

5. Usethe category list to view more information about the discussion:

For details,
Category Description see:
Access Lists the people who can participate in the Listing Accesses

discussion and lets the discussion owner add | for a Discussion
and remove people from the list.

Attachments Lists the documents attached to the Listing and
discussion and allows uploading external files | Adding
or adding files from a workspace. Attachments for
a Discussion
History Listsalog of actionsthat havetaken placefor | Click the help
the discussion. link on the
History page

6. Using thelinks under the content for each message, work with the messages as
needed:

» Toreply to amessage, click Reply under the message content. See Replying to
Messagesin a Discussion.

»  To subscribe to be notified when a person replies to a message, click Subscribe
under the message content. See Subscribing to a Discussion.

e To view attachments for a message, click Attachments.

You can reply to any message in any discussion that you have been given access to.

To reply to messages in a discussion

1. Navigateto the category list for the item that contains the discussion.
For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

2. From the category list for theitem, click Discussions.

3. From the Discussions page, click the Name of the discussion thread whose messages
you want to read.

A page opensthat lists the messagesin the thread. The name of the person who posted
the message and the date the message was posted is listed below the message content.

If amessage hasrepliesto it, thereisan arrow to the left of the message subject. If the
list of repliesis shown, it is a down arrow, which you can click to contract the list. If
thelist of repliesis contracted, it is aright arrow, which you can click to expand the
list.

4. Find the message you want to reply to. Expand the list of replies as needed to find the
message.

5. For the message you want to reply to, click Reply.

Chapter 6: Discussions

197



; Dialog - Microzoft Internet Explorer

Create Reply

)|
Fields in red talics are required
Subject
=
Message
=

@ Done e- Cancel

6. Onthe Create Reply page, edit the Subject if needed.
7. Enter the M essage content.

8. Click Done.

Subscribing to a You can subscribe to any replies made to a discussion.

Discussion To subscribe to a discussion

1. From the Discussions page, click the Subscribe link for the discussion.

/] MatrixOne - Microsoft Internet Explorer

Reply Subscription Options
)|

Alert Events [ Mew Reply

@ Cone 9 Cancel

2. To subscribeto replies for the discussion, check New Reply.
3. Click Done.
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Deleting a
Discussion or
Message

You can del ete any discussion or message within a discussion aslong as you posted it and
it has no replies.

To delete a discussion or message within a discussion

1.

Navigate to the category list for the item that contains the discussion.

For example, to list discussions for aworkplace in Team Central, click My Desk >
Team > Workspaces and then click a workspace name to select it.

From the category list for theitem, click Discussions.

To delete atop-level discussion that you created and that has no replies:

a) From the Discussions page, check the discussion you want to delete.

b) Click Delete Selected from the page Actions menu.

c) At the confirmation message, click OK.

To delete a message within a discussion that you created and that has no replies:
a) From the Discussions page, click the Name of the discussion.

b ) Find the message you want to delete. Expand the list of replies as needed to find
the message.

c) For the message you want to delete, click Delete.
d) At the confirmation message, click OK.

Chapter 6: Discussions
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Member Lists

Viewing a List of
Member Lists

Overview of Member Lists

A member list is acollection of people that share one or more routes. Typically, member
lists comprise people in the same department or people working in the same project team.

Any user can create a member list, which comprises:

*  name of the member list

» whether thelist is personal or enterprise in scope

» theowning organization

You assign member liststo aroute when creating the route. Member lists can have either a

Personal scope (available only to the user who created it) or an Enterprise scope (available
to the organization assigned to it).

Member Lists are common only for Routes and specifications in Specification Central.

Only users having a company representative role can view all member lists. All other
users can view only their own member lists and Enterprise lists they belong to.
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To view member lists

1. Click to view thelisting of member lists.

For example, in Specification Central, click My Desk > Specification > Member
Lists.

Member Lists

Actions = | = & _"J|

I (S N S [ [y

(| ML-000101 Inactive Personal Test Everything

The Member Lists page displays the member lists created by the user who logged in,
and additionally displays the Enterprise scope member lists to which the user has
access.

For each member list, the page shows:

Name—The name of the member list. If the owner chose autoname when creating the
list, the name contains a prefix and anumber. To see details about alist, click its
Name.

Description—The description the owner entered for the list.

State—Inactive or Active. Inactive means the list can no longer be used. Active
means the list is usable.

Scope—The scopeis either Personal (available only to the user who created the list)
or Enterprise (available to other users).

Owner—The person who created the list.
Organization—The company or business unit to which the member list applies.

2. Work with the member lists as needed:

» To view information about a member list, click its Name. See Viewing
Information for a Member List.

e Tocreate anew member list, Click Create New from the page Actions menu.
See Creating Member Lists.

»  To delete member lists from the database, click the check box for each list you
want to delete and then click the Actions menu and select Delete Selected. To
select all member lists, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

» Toinactivate a member list, click the check box for each list you want to
inactivate and then click the Actions menu and select | nactivate Selected. To
select all member lists, click the check box in the column heading.

e Toactivate amember list that isinactivated, click the check box for thelist you
want to activate and then click the Actions menu and select Activate Selected.
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Viewing

Information for a

The Member List Properties page shows details about the member list and provides access

to thelist’s lifecycle and members.

Member List To view information for a member list
1. Click to view thelisting of member lists.
For example, in Specification Central, click My Desk > Specification > M ember
Lists.
2. Fromthelist of member lists, click the highlighted link in the Name column of the list
you want to view, or click & at the end of the row to view the Properties pagein a
new browser window.
The category list for the member list opensin the left frame and the Properties page
opensin the right frame, showing details about the list. All fields are read-only.
Member List Host Co MemberList1 rev -: Properties
Actions * | o S L?,J|
Name Host Co MemberListl
Description Member Listl sample data
Scope Enterprise
Organization Haost Co BU1
Originated Mar &, 2004
Modified Mar 5§, 2004
The Member List Properties page contains details entered when the member list was
created or modified. For details on specific fields, see Creating Member Lists.
3. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Member List.
4. Usethe category list to view additional information about the member list:
Category Description For details, see:
Lifecycle Shows the lifecycle for the member list. AEF User Guide
Members Liststhe membersinthelist. Viewing Membersin a Member List

Viewing Members You
in a Member List

can view the members that make up a member list.

To view members in a member list

1.

Click Membersin the category list for amember list.
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ML-000101: Members

Actions | " & _",.l|

I (T S [ ¥y

Author Limited Author,Reviewer,Release Manager,Document

r ﬂ. Lowee aiem iy e B BT Management Administrator,Organization Manager Heie
Il ﬂp rir:i;wer genotify@matrixone.com  Reviewer Active
Il aduTI"l:nr genotify@matrixone.com  Author Active
2. Toview detailed information about a member, click the member’'s Name.
3. Toadd anew member to thelist, click Add M ember s from the page Actions menu.
See Finding and Selecting People.
Editing Details A user can edit the details of their own member lists (having a Personal scope). Only users
About a Member assigned as company representative can edit Enterprise scope lists.

List To edit details about a member list

1. Click to view thelisting of member lists.
For example, in Specification Central, click My Desk > Specification > M ember
Lists.

2. Fromthelist of member lists, click the highlighted link in the Name column of thelist

you want to view, or click & at the end of the row to view the Properties pagein a
new browser window.

The category list for the member list opensin the left frame and the Properties page
opensin the right frame, showing details about the list. All fields are read-only.

3. From the Properties page, click Edit Details from the page Actions menu.
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; Member List Host Co MemberList] rev -: Properties - Microsoft Intemnet Explorer  [H[=] E3

Member List Host Co MemberList1 rev -: Properties

Fieldz in red talics are recuired

Name Host Co MemberList1

Menber Listl sample data ;I

Description

=
" Personal
Scope
[l Enterprise
Organization Host Co BU1
Originated Mar g, 2004
Modified Mar g, 2004

@ Daone & Cancel

4. Usethe Edit Member List Details page to make changes. For details on specific
fields, see Creating Member Lists.

5.  When you have modified all necessary fields, click Done.

Creating Member This section contains instructions for creating member lists and assigning people to a
Lists member list.

A user having the company representative role can create member lists having an
Enterprise scope, meaning the member list is available to other users. Any user can create
amember list having a Personal scope, meaning the member list is available only to the
user who created the list.

Creating a member list involves two pages:
1. Create Member List
2. Add Members

To create a Member List

1. Click Create New from the page displaying member lists.

For example, in Specification Central, click My Desk > Specification > M ember
Lists. Then click Create New from the page Actions menu.

The Create Member List page opens.
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/i Matrix0ne - Microzoft Internet Explorer

Step 1 of 2: Create Member List

)|
Fields in red talics are required
Name ¥ asutohame
=
Description
=
f* Personal
Scope )
" Enterprise
Dwning Organization Company Mame J

o Mext a Cancel

2. Enter details about the member list, including the following:

Name. Name of the member list. Required. Check AutoName if you want the system
to generate the name.

Description. Type a description of the member list.

Scope. Select Personal if thisisalist only available to the user. Users having the
company representative role can create Enterprise scope lists, which are available to
aparticular organization.

Owning Organization. Required for an Enterprise List. Select the company or
business unit that can use this member list.

3. Click Next.
The Add Members page opens.
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To add members to a member list

/3 MatrixOne - Microsoft Internet Explorer

Step 2 of 2: Add Members

Actions - | _?J | ‘

Fields in red talicz are reguired

drmc lauthor Active genotify@matrizone.com

Il drmc author Active genotify@matrizone.com

o Previous e Done e Cancel

Click Add Member s from the page Actions menu to select members for the list.

To remove amember from the list, check the box next to the member name and click

Remove Selected from the page Actions menu.

When finished, click Done.
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Subscriptions

Subscriptions Overview

Subscriptions are common in the following areas:
document subscriptions
route subscriptions
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Listing Document

Subscriptions

Subscriptions

Actions = ||§ °J|

Working with Subscriptions

You can subscribe to document and route events and receive € ectronic notification when
the events occur.

The following topics are covered:

»  Listing Document Subscriptions

e Subscribing to a Document

e Subscribing to Events for a Route

You can list the documents that you currently subscribe to.

To list subscriptions

1. Open the Subscriptions page in your application.

For example, to list subscriptionsin Document Central, click My Desk > Document
> Subscriptions.

all -

I | S — ]

4 Book-2114

[ Bookshelf-
r 5000

D Document-
r 5000
[T ffi Library-3500

&

&

C

]

Subscribing to a
Document

Descriptive text detailing the

Book contarte of this Book. Book Locked, Content Added, Content Removed & =
Bookshelf Description Bookshelf Deleted & =
Docurnent Descriptive Text Documnent Revised, Content Rermoved & =
WffbErmy Beserive Ter Library Locked, Library Revised, Library Modified, Library & =

Deleted, Content Added, Content Modified, Content Removed

For each subscription, the page lists:

Name—The name of the document.

Rev—The revision identifier for the document.

Type—The document type.

Description—A description of the document.

Event—A description of the event subscribed to for the document.

2. Optionaly remove a subscription by checking it and selecting Remove.
3. To edit the subscriptions selected for adocument, click & in the Edit column for the
document. See Subscribing to a Document.

4. To view details about an object in thelist, click its Name.

Subscribing to a document allows you to receive notification about selected events for the
document.
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To subscribe to a document

1. From the Properties page for a document click Subscribe from the page Actions
menu.

Or from the subscription list page, click & in the Edit column for the document
The Document Subscription Options page appears.

/] MatrixOne - Microsoft Internet E xplorer

Generic Document Subscription Options

)|

[ Released

" Revised

™ Modified

[ Deleted

[T content Added

" Content Madified

" Content Deleted

[T Content Checked Out

Alert Events

@ Done @ Cancel

2. Click the check box next to each document event you want to receive notification
about.

3. Whenfinished, click Done.
You will receive e-mail notification based on the events you selected.

Subscribing to You can choose to be notified when content is added or a task is completed for any route

Events for a Route that you create or for which you have a task. Workspace L eads can subscribe to any route
in the workspace. Be aware that the application automatically notifies the route owner
when the route is complete and it notifies people when they have a pending task. These
notifications occur without having to subscribe. You cannot subscribe to routes that have a
Finished status.

To choose notification events for a route
1. Click My Desk > Routes > My Routes.
2. From the Routes page, click the Name of the route.

3. Click Subscribe from the page Actions menu.
The Route Subscription Options page opens with the aert events listed for the route.
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/i MatiixOne - Microsoft Internet Explorer

Route Subscription Options

z) |

[T Route Started

[T Content Added
alert Events ™ Content Removed

[T Task Completed

[T Route Completed

e Done @ Cancel

4. To subscribe to an event, check the box to the |eft of it. To unsubscribe to an event,

uncheck the box.

If you choose Then the system will notify you whenever:

this alert event:

Route Started A routeis stared.

Content Added A route member or the route owner adds content to the route.
This does not include updated versions of files aready in the
route.

Content Removed A route member or the route owner removes content from the
route.

Task Completed A route member completes a task.

Route Completed The route has completed all its tasks.

5. Click Done.

If you are creating or editing a route that has not been started yet, the system returns
you to the last step for creating/editing the route. You can start the route now or later.

Pushing The owner of an item can “push” subscriptions for the item to other users who have at
Subscriptions least Read access to the item. Subscriptions cannot be pushed to arole.

To push subscriptions
1. Click Push Subscriptions.

212 MatrixOne Common Components User Guide



The Push Subscription page opens, listing all events that you can subscribe to for the
item. The Recipients column shows the number of people you have pushed
subscriptions to for each event. The following graphic shows the Push Subscriptions
page for aroute.

/] MatrixOne - Microsoft Internet Explorer

R-0000100 ;: Push Subscription
) |

Content Added

Content Removed
Route Completed
Route Started

L T Y e Y

Task Completed

e Cone a Cancel

2. For each event that you want the system to notify other people for, click the linked
number in the Recipients column. See Selecting Recipients for a Subscription.

3. When finished selecting recipients, click Done.

Selecting You select the recipients who will receive the subscription.
Recipients for a

.. To select recipients
Subscription P

1. Click the Recipientslink on the Push Subscription page.
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R0000100 : Push Subscription Recipients

Actions v | 2] | ‘

u

[T cComplBuyerl,Joel

[T Compl Buyer3,Joe3

e Daone e Cancel

2. To select therecipients, click Add Recipients from the page Actions menu. See
Finding and Selecting People.

3. To prevent the system from sending notifications to people:
a) Check the people.

b) Click Remove Selected from the page Actions menu.
4. When finished, click Done.
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replyingto 197 file upload with applet 87
discussions file upload without applet 88
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creating 189 uploading 87, 88
listing 188 versions 96
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shown for task 165

Investigate action
setting as action for task 133, 150
shown for task 165

issue assignees 111

fax number 22 issue management overview 101
file issuetypes 109, 110
adding Issues
to discussion 194 creating 103
toroute 128 qregh ngnew 103
download package for EBOM 99 lising 102
list of PowerView 105
inroute 161 reported against 111
See also content. resolved to objects 112

217



listof 116

location
adding, editing, deleting 41
described 17

manufacturing process 71
manufacturing site 42
Material Limitation 73
meeting site 22
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