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Copyright

Information in this document is subject to change without notice. Companies, names, and data
used in examples herein are fictitious unless otherwise noted. No part of this document may be
reproduced or transmitted in any form or by any means, electronic or mechanical, for any purpose,
without the express written permission of ActiveDocs Limited.

Copyright © ActiveDocs™ Limited. All rights reserved.

Microsoft is a registered trademark and Microsoft SQL Server, Microsoft Access, Microsoft
Outlook, and Microsoft Windows are trademarks of Microsoft Corporation in the United States
and/or other countries.

Other product and company names herein may be the trademarks of their respective owners.

Disclaimer: While ActiveDocs has taken care to ensure the accuracy and quality of this document,
all content including fitness for a particular purpose are provided without any warranty whatsoever
either expressed or implied. In no event shall ActiveDocs, or its employees, be liable for any direct,
indirect, incidental or consequential, special or exemplary damages resulting from the use of this
document or from the use of any products described in this guide. Any persons or businesses
mentioned within this document are strictly fictitious. Any resemblances to existing or deceased
persons, or existing or defunct businesses, are entirely coincidental. This document will be
updated regularly and changes will be included in later versions. If you experience any
discrepancies in the content of this document, please e-mail info@activedocs.com.

Copyright © ActiveDocs™ Limited. All rights reserved. i



3.1
3.2

4.1
4.2

51
5.2

7.1
7.2
7.3

8.1
8.2

[
ACTIVEDOCS OPUS: USING ACTIVEDOCS OPUS IN USER-DRIVEN MODE g

Contents

o o [ T3 £ o I P 1
LI 0] 1 F= LS PP 2
L0 LYt D LYY 1Yo T I 3
From ActiveDOCS EXPreSS WIzZard .........cocvueiiiiiiiee et e e e e e e e e e e e e eaeees 3
From another appliCatION ............ui i e 10
AddItIoNAl SEIVEN FEATUTES ...ttt e e e e e e eaees 12
Progressive Completion of DOCUMENTS .........iiiiiiiiieieiii e 12
Other DOCUMENT ACTONS .. .. iiiiii et e e e e e e e e e et e e e et e e e et s e e e ertn e eaaatnaaeaes 15
Post Creation 0N the ClENt ... e 17
Edit and Save (Document UPAter) ......coovvuiiiiiiiiieeees et 17
Refreshable SNIPPETS . ... e e 18
SNIPPEL RESEAICK ...uii e et e e 24
WOTKING OFfliNE .o e e e e e e s 29
SYNCArONISALION ....ccuuiiei e e Error! Bookmark not defined.
USING the LOCAI COPY ..ttt ettt ettt e e e et e e e e e et e e e st b e e e e e e eeenenan s 31
ReSyNChronisation ... Error! Bookmark not defined.
Workflow for Approval and FinaliSation ............cooiviiiiiici e 33
DOCUMENT APPIOVAL. ...ttt e e e e e et e e e e e e e e eaetaa e e e e e eeeeanann s 33
DocumeNnt FINAIISAtION ..........iiiiii e e 33
(0] o o] 11 F=] 0 o PRSPPI 34

Copyright © ActiveDocs™ Limited. All rights reserved. ii



]
ACTIVEDOCS OPUS: USING ACTIVEDOCS OPUS IN USER-DRIVEN MODE INTRODUCTIONJ?

Introduction

ActiveDocs is the third generation of ActiveDocs’ document automation products, and the
second generation of ActiveDocs’ server-based products.
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FIGURE 1: ACTIVEDOCS COMPONENTS

ActiveDocs creates documents by inserting data into specified markers in Templates. This
simple concept is enabled through two core technologies. The first is ActiveDocs Designer which
provides arich environment for the design and management of Templates and other Design
Components. The second is ActiveDocs Composition Server which provides a powerful XML-
based document assembly engine, the Document Compiler, designed to insert data into
Templates to create documents.

ActiveDocs provides two methods for supplying data to the document assembly engine. The first
method is the web-based ActiveDocs Document Wizard which provides an interactive user
interface to elicit from an end user (Document Creator) the data required for any ActiveDocs
Template. The second method permits the unattended or Automated supply of data in an XML
stream called Job XML from another application via the ActiveDocs Solutions Studio integration
module.

This document outlines the use of ActiveDocs to create documents using the first method, in
User-Driven or Interactive mode. This document also covers the use of ActiveDocs in “Offline”
mode, and explores the use of ActiveDocs Snippets via the Research Service in Microsoft
Office.

Copyright © ActiveDocs™ Limited. All rights reserved. 1of34
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Templates

The use of ActiveDocs Designer to create and manage Templates and other Design Components
is well-documented elsewhere. For the purposes of this white paper itis necessary only to consider
the end product of the Template design process.

An ActiveDocs Template consists of fixed content and variable content. The variable content is a
collection of ActiveDocs markers representing Design Items like Snippet Links, Selection Lists,
Repeating Items, and Active Fields.

B - =[x
i File Edt View Insert Format Tooks  Table  Window Help Type a question For help = X0
HAR=A= RERE = N4 <Y BAl0. -8 30 [B]&81 o s - @) ceead
i 44 Normal - Avial -0 - B 7 U E] E Eaw-Al
S 1E FYIF Y Y00 : Marker Management A v X
[ 3-\2-\1:5-:1\-2 I R T IR R U TR [A‘ll 3 =
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1 Term 1 Posion
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FIGURE 2 AN EMPLOYMENT CONTRACT TEMPLATE AND MARKER MANAGEMENT PANE

Active Fields, shown as shaded markers above, are essentially placeholders for the data required
to create the finished document. Whether documents are created in User-Driven Mode or
Automated Mode, data needs to be supplied for the Active Fields.

In User-Driven mode, data is acquired from the Document Creator (or derived from other data) via
the ActiveDocs Document Wizard.

In Automated Mode, data is supplied in an XML stream called Job XML which is passed to
ActiveDocs Composition Server’'s Document Compiler via a web services interface.

Any ActiveDocs Template developed for User-Driven Mode canalso be used in Automated Mode.

Copyright © ActiveDocs™ Limited. All rights reserved. 20f34
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User-Driven Mode
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FIGURE 3 ACTIVEDOCS USER-DRIVEN EXAMPLES

There are two scenarios in which User-Driven mode is used. Both use the ActiveDocs Document
Wizard. In the first scenario the wizard is invoked from ActiveDocs Express Wizard which is
ActiveDocs Composition Server’s built-in browser-based interface (Example 1, abowe). In the
second scenario the wizard is invoked from another application like Microsoft SharePoint
(Example 2, above).

In both scenarios the ActiveDocs Document Wizard works the same way: by parsing a specified
ActiveDocs Template and prompting the user (the Document Creator) for the required information
(Answer data) to populate the Active Fields in the template.

The output document is assembled from the Template and Answer data by the ActiveDocs
Document Compiler.

From ActiveDocs Express Wizard

ActiveDocs Express Wizard is the built-in user interface for ActiveDocs Composition Server. It
provides access to Templates and Documents. ActiveDocs Composition Server may be
configured to store Templates and Documents in external locations — see the companion white
paper on ActiveDocs Integration for more information — while still retaining access via the
ActiveDocs Express Wizard.

Copyright © ActiveDocs™ Limited. All rights reserved. 30f34
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To use a Template, the ActiveDocs Express Wizard user navigates to the Templates page and
from there to the required Template folder. A list of the folder’s Templates is then displayed.

{2 Templates - Windows Internet Explorer [WEE

G@ v [ g Produ olderID=349D35E4AC: 52992ATF2E 3 [#2) [] [urve search 2]

W [ETemDhlES ]7| o - v [rpage - Teols -
ActiveDocs™ @ Qpeus
Gomposion Server

Templates
Click on a Template to create a single new document, or select two or more Templates then click
'Create Documents' to create multiple Documents.

[} create Documents KEYLOGDXniek (Production) (@)

Templates (2~ Template Sets (0)

[ Folders B> Human Rescurces

Name Description

O Ef Employment_Contract_ESLO Joi}

0] Ff Multi-language Employment Contract This is an example of an ActiveDacs Opus Emplayment Contract Template. It shows how ActiveDocs Opus can be used by an individual proficient in one  f5
gusge Emeley! language to create documents in another language.

% Local intranet: w100 v -

FIGURE 4 ACTIVEDOCS EXPRESS WIZARD TEMPLATES PAGE (HUMAN RESOURCES FOLDER)

The user clicks on a Template name to invoke the ActiveDocs Document Wizard.

{= ActiveDocs Document Wizard - Windows Internet Explorer,

G@ - |l e [Product TemplateID=E72CDE 39 99C4BBCICOCCBCS7ERS42F 3 [##] [3] [uve search J[2]-]
o & [gmwenu(; Bocument Wizard ]_l - @ - [ page - G Took -
ActiveDocs™ @ Qous

Gomposiion Server

' '+ Document Wizard
L

Complete each of the steps in the Document Wizard until you have finished.

Welcome to the ActiveDocs Opus Document Wizard ® e

Creating document using the ‘Employment_Contract_ESLO' Template.

@ Do not use Answers in Wizard
O Use previously saved Answers in Wizard

© Upload an Answer File to use in Wizard

@ You can reuse Answers from previously created documents with this new.
Document.

— « 2ace |[_mexi» | [ Ciose. |

%) Local intranet:

FIGURE 5 THE FIRST PAGE OF THE ACTIVEDOCS DOCUMENT WIZARD

The first page of the ActiveDocs Document Wizard allows the user to select whether or not to use
previously saved Answers. If ‘Use previously saved Answers’ is selected, the user is given a list
of previous Answer sets to choose from. The example will continue on the basis that this option
was not selected.

Copyright © ActiveDocs™ Limited. All rights reserved. 4 0f 34
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By pressing the Next button, the first group of required Active Fields is displayed. Grouping is
determined by the Template Designer and is usually done on the basis of keeping logically-related
fields together.

(= ActiveDocs Document Wizard - Windows Internet Explorer

G@ - |l feroduct TemplateID=E72CDE 33 99C4BECICOCCBCS47ERSAZF [ [#2] (] [ve search J[2]-
o & Jgamvemcs Document Wizard lil o - @ v [reage v (ool v

ActiveDocs™ €% Qous

Gomposition Server

[33 Document Wizard

Enter the following details about the employee.

Employee Details @6

Employee FirstName: | W
Employee Last Name: | ]

Employee Street Address:

Employee Suburb:

employee City:

() 'Employes First Name' is a required Text field.

[Fove to the next Wizard Step.

jawascript: __doPostBack{btnext’,") L Sdiccalintranet

FIGURE 6 ACTIVEDOCS EXPRESS WIZARD - EMPLOYEE DETAILS GROUP

The employee details fields are acquired from an external data source, signified by the ‘table’ icon
next to the first field. Clicking on the table icon invokes data selection.

{2 hitp:iiist-svr-01/Production/QuestionWizard.aspx?TemplatelD-E72CDE391 99C4BBCICOCCBC547EBS42F - Windows Internet Explorer [BEE
G@ v |&]mp [Producti TemplatelD=E72CDE 33 199C4EBCECOCCBCS4TERS 2 9] [#2] (] [urve search [E2E
w & @ Producs o [ - & oo - ook -

ActiveDocs % Qous

Gomposition Server

B Select Data

Select a row and click OK

Select Data Filter...

Applicant Number Title FirstName LastName Street Address H
O 12345678 Mr  Alex Jackson 10 Cory Road v
Q) 12345679 Ms  Sarah Smith 10 Harbutt Avenue 13
© 12345680 Mr  Craig Turner 154 Kohimarama Road &
@® 12345681 Mr  Joel Jones 2/5 Larchwood Avenue V
© 12345682 Mr Mark Dixon 27 Coyle Street £
© 12345683 Mr  Samuel Peterson 39 Pupuke Road T
) 12345684 Mr  Don Parker 50 Moore Street c
© 12345685 M Frank Hunt 6 Royston Street &
Q) 12345686 Mrs Sacha Bayley 6/22 Balfour Road F
© 12345687 Miss Meredith  Addison 94 Castor Bay Road  C
@i i [E]

R e o B

| & Localintranet

FIGURE 7 ACTIVEDOCS DOCUMENT WIZARD DATA SELECTION SHOWING ONE ROW SELECTED
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The user clicks on the selected row and clicks the OK button to populate the Active Fields.

(= ActiveDocs Document Wizard - Windows Internet Explorer

G@ [ ] htpyjtst-svr-01 Productionjuestionwizard. aspx ) [#7) (] [ure searcn | 2B
o & Jgamvemcs Document Wizard lil o - @ v [reage v (ool v
ActiveDocs @ Qous

Gomposition Server

Dﬂ Document Wizard

Enter the following details about the employee.

Employee Details @6
B

Employee First Name: oel

Employee Last Name:
Employee Street Address:

Employee Suburb:

B 5|8
H
g
:
§

employee City:

| %3 Localintranet | R0k -

FIGURE 8 ACTIVEDOCS DOCUMENT WIZARD SHOWING ACTIVE FIELDS POPULATED FROM SELECTED EXTERNAL DATA

By pressing the Next button, the data is accepted and the next group (Position Details) is
displayed.

¢ ActiveDocs Document Wizard - Windows Internet Explorer,

G@ ~ [ &) haputst-svr-01fproductioniuestionwizard.aspx ““5' ‘E‘ [uwve search 2]
& ngwenm Bocument Wizard lil - & - [rpage - Gf ook -

ActiveDocs” @ Qous
Gomposition Server

Eﬂ Document Wizard

Enter the following information about the position.

Position Details (X7)
Position: 1T Projects A
Company Location: Auckland v

Start Date: —
Solary: ——
J—
Mobile Phone [so0 ]
Internet Access [so0 ]

Will the employee participate in
the Retirement Scheme? Orves @no

(@ Select the position the employee will fill.

| — | fE | bouit | G|

FIGURE 9 ACTIVEDOCS EXPRESS WIZARD - POSITION DETAILS GROUP

The Position Details group is not populated from an external data source. Some of the fields use
drop-down lists; there is a date field which can be entered manually or populated from a date
picker (via the calendar icon); some fields clearly require currency values; and there is a Yes/No
field referring to the Retirement Scheme.

Copyright © ActiveDocs™ Limited. All rights reserved. 6 of 34
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Two other controls on the Document Wizard are of interest. The first is the Help icon which
invokes contextual help about the Document Wizard.

/= Express Wizard Short - Windows Internet Explorer

| Contents | @ Log Support Call @ Send Feedback @ Print |

J ﬂ Cor

Contents

@ Usng tepoamencuise | USING the Document Wizard

The Document Wizard guides you step-by-step through the document creation process.
You will be prompted to enter information such as entering text, selecting a date,
selecting an option from a list or selecting data from an external data source. When all
the information has been gathered, the Document Wizard will generate the final
document including any relevant content based on the answers given.

In This Section

Document Wizard Navigation
Common Document Wizard Elements
Using an Answer File

Active Fields

Repeating ltems

Selection Lists

The 'Navigate' Dialog Box

Einishing the Document Wizard
Creating the Document

: o

FIGURE 10 ACTIVEDOCS DOCUMENT WIZARD HELP WINDOW

The second is the Navigation control next to the Help button. This enables the user to navigate
through the field groups and other data requirements in the Template.

7 ActiveDocs Document Wizard - Windows Internet Explorer [BEE
G’é v [ htpsfsteswr-01 Productionjuestiorizard.aspx v||£| \z\ [cve Search [[2]-]
T @ | activeDocs Document Weard ] & - @ v rPage v ook«

Navigate Harn (3

Click on a step to display

M Subsits Profile Fields

b Employee Details

¥ Fosition Details
Retirement Scheme
Optional Benefits
Signature Details
Percentage...

Standard Special Leave
Options

Gther Special Leave Entitlem...

% Local intranet ,100%

FIGURE 11 ACTIVEDOCS DOCUMENT WIZARD NAVIGATION FORM

Copyright © ActiveDocs™ Limited. All rights reserved. 7 of34
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The Template Designer decides on the default order of the groups but the user can navigate
independently, provided that there are no uncompleted mandatory fields between the current
group and the desired destination group. The navigation form shows which groups are complete
(blue tick) and the current group (orange arrow). The navigation facility is especially useful when
reviewing a nearly completed session or when previous Answers have been selected and the user
wants to change a small number of them.

The user progresses through the various groups and reaches the final page of the wizard where
the document name is presented. If the ActiveDocs Composition Server is configured to create
documents in multiple output formats, the output format can also be chosen on this page.

{= ActiveDocs Document Wizard - Windows Internet Explorer,

@ v [ 2] htpsjpsteswr-01 Productionjuestiorizard.aspx ] (##] [3¢] [uve search |[2]-]

w & [?A:UVEDU(S Dacument Wizard ]7l & - @ - [rpage v (ool -
ActiveDocs™ Q/ Qous
GCompaosition Server

*, Document Wizard
|/l You have completed the ActiveDocs Document Wizard. Click Back to change
7" your answers.

ActiveDocs Document Wizard Steps Completed @6
Document Name: Joel Jones - Employment Contract
Document Formats [wodzmos ]

@  Select the format of the document.

— | d.Back | [l ) | _finish |

FIGURE 12 ACTIVEDOCS DOCUMENT WIZARD -FINAL PAGE

When the user clicks Finish, the ActiveDocs Document Wizard is complete and the document is
generated by the ActiveDocs Composition Server Document Compiler; the document is saved;
and the Answers are saved. While this short process completes, the animated compiler icon
displays on the screen.

Copyright © ActiveDocs™ Limited. All rights reserved. 8 of34
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/= Waiting - Windows Internet Explorer

G- [Em : = ‘ )X [rezeacn
w* & [gwaklng Ij o & ~ [rpage v FTools »
ActiveDocs @ Qpus
‘Composition Server

15 .
|45 J Document Creation
‘—' Please wait while your document is being created.

ActiveDocs"

-

CPUS VIPER

@ You may create another document at any time by clicking here
or view vour current documents

% Local intranet.

FIGURE 13 ACTIVEDOCS DOCUMENT COMPILER

The user is now directed automatically to the ActiveDocs Express Wizard's Documents page
where the list of the user’s documents is shown with the new document at the top of the list.

{= Documents - Windows Internet Explorer

G@ - &) hup: IProductionfDocuments, asp<DocID= FOCESIFEZ0 3 [#2) [] [urve search 2]
& [gnummems ]7| - & - [rpage - Gf ook -

ActiveDocs™ @ Qpeus

Gomposition Server

D Documents (enter document list fiter) | Q)

Click on the document you wish to download or click New Document to create a new document.

Advanced filter options...
3 Upload Document | X Dclete | 8 Restore

My Production Deleted

KEYLOGDXniek (Production) (@)

] Date Created Subsite Assigned Status

[0 ® loel Jones - Employment Contract 2007/11/20 08:42 Production KEYLOGIX\nick Complete =

Done % Local intranet H100% - -

FIGURE 14 ACTIVEDOCS EXPRESSWIZARD DOCUMENT PAGE

By clicking on the document's entry in the list, the user opens the document directly in Microsoft
Word (or in Adobe Reader if the document was generated in PDF).

If the document is opened in Microsoft Word, it can be modified and saved back to ActiveDocs
Express Wizard if the user is a Template Designer or has the ActiveDocs Client software installed
and licensed on the local machine. This feature is covered in more detail in the Post Creation
section of this white paper.

Copyright © ActiveDocs™ Limited. All rights reserved. 90f34
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From another application

ActiveDocs Express Wizard is a simple and easy product to use, but many organizations prefer
not to ask their Document Creators to learn and use yet another interface. In this case, ActiveDocs
provides the ability to run the ActiveDocs Document Wizard from almost anywhere — in fact,
anywhere that a URL can be specified.

The URL typically specifies the name of the ActiveDocs Composition Server site and the name or
ID of the required template. It may also contain optional information such as the web page to go
to on completion of the ActiveDocs Document Wizard, and even the name of an Answer file which

can be pre-populated with some or all of the Answers required to populate and produce the
finished document.

This style of integration allows the power and flexibility of ActiveDocs Templates to be used to
create documents via the ActiveDocs Document Wizard from just about any application in the
organization’s Information Technology suite.

Allowing the Document Wizard to be invoked from another application, and/or programmatic
creation of Answer files, requires a licensed copy of ActiveDocs Solutions Studio and some

customization of the other application. The degree of such customization depends on the required
functionality.

In this example, an ActiveDocs template folder has been mapped to a SharePoint Document
Library so any ActiveDocs Templates will appear as entries in the Document Library. The
Document Library’s Context Menus have been customized so each Template can used via the
ActiveDocs Document Wizard.

{2 Opus Templales - Windows Internet Explorer E@E‘
@ﬁ v @] http:jL72.16.0.2/0pus%20 Templates/Forms/llitems. aspx v [ 42| x ol
U | @ ops Templates [ B - B - # - [Drage - GTock -
Team Site Welcome Nick Chivers ~ | (@
gl Team Site This List % L

Home

[SSrc Ao

- Team Site > Opus Templates
ST Opus Templates

view Al Site Content Templates created and managed by ActiveDocs Opus Designer
Documents

« Shared Documents Upioad - | Actions = | Settings ~ View: | All Documents
* Opus Documents Type  Name odified odified

= Gpus Templates i5]  Direct Debit Form 7/26/2007 11:25 AM Test Administrator

= Sales Proposals &) |Employment_Contract ESLO ~| 10/3/2007 2:00 PM Nick Chivers

Lists ] Tnsurance Appli[anur{ . Create a New document with ActveDacs Opus 7/26/2007 11:25 AM Test Administrator

= Calendar W] Tnsurance Policy Letter 7/26/2007 11:25 AM Test Administrator

= Tasks
Discussions

= Team Discussion
Sites

People and Groups

8] Recycle Bin

Done J Trusted sites F100% -

FIGURE 15 ACTIVEDOCS TEMPLATES INA MICROSOFT SHAREPOINT DOCUMENT LIBRARYWITH MODIFIED CONTEXT MENUS
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The ActiveDocs Document Wizard has in this case been set up to run in its own window.

£2 hip:A112.16.0.2:81 - Activeocs Document Wizard - Windows Int... [= )

|+ Document Wizard ~+ Document Wizard —j Document Wizard

14 Erer the followng details 300ut the smaloves fd Erner tha follomng aformaton sbout the postar bl Eraer the totowng eformaton about the sgnatoruss ta the cortrad.
Employee Details ition Detaits Signature Details
Employes First Name: = T ition: For the company - First
Employes Last Name: Janes : For the compeny - Last
Employes Street Address: Name:
Witness Name: (B0 Andrems
Contract Date: /8 Oetober 2007
Cocumers Name: Jones - Em

HOS 8D BB D

wil the employee par aomn s sy
the keiires s

mant Sche IR
456738 9w

Todsy: Octobsr 9, 207

(@ Selact the positon the emoloves il fil,

— ws _Mexi) s

£ hitp:01172.16.0.2:811 - ActiveDoes Document Wizard - Windows Int... [ = 5] [l 7 butp-11172.16.0.2:817 - Repeating step - Windows Internet Explorer [ = 5] l 7 oy

Other Special Leave Entitlement Ttems - 1 of 1 ActiveDocs Dacument Wizard Steps Completed

Specity amy other Special Document Name: el 3ones - Employment Contract

O a family bersavement which requires leave

(@ Selsct ane or more standard Special Leave entilements. (@ “Seecity any other Special Lasve entlement’is 3 required Text feld. @ Erter  descriptrve nameto save your document. The ram must o conin
any of the following characters:
Arertes

— 4 fack Neslb  Ciowe A Lot e || amcel, | — e R

FIGURE 16 THE EMPLOYMENT CONTRACT TEMPLATE IN THE ACTIVEDOCS DOCUMENT WIZARD INVOKED FROM A MICROSOFT SHAREPOINT
DOCUMENT LIBRARY

At the completion of the wizard, the document is created and the user is redirected to the
completion page specified in the URL, or the wizard window simply closes.

The above example is just one of many possible integration scenarios for the ActiveDocs
Document Wizard. Further integration possibilities are discussed in a companion white paper,
“ActiveDocs Integration”.
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Additional Server Features

ActiveDocs Composition Server supports progressive completion of documents and a range of
actions on documents through the ActiveDocs Express Wizard and ActiveDocs Document
Wizard browser interfaces.

Progressive Completion of Documents

ActiveDocs supports a common scenario in which a Document Creator cannot complete a
document during a single session of the ActiveDocs Document Wizard.

As an example, the Document Creator gets to the “Position Details” stage of the ESLO
Employment Contract:

{= ActiveDocs Document Wizard - Windows Internet Explorer EEX

@ [ ] hitpytst-svr-01 Productionjuestionizard.aspx "||5| E\ [uive sesrch HEE‘
& [gr.mvenm Document Wizard ]7| - - [rpage - (G Tosk »

ActiveDocs™ @ Qous

Composition Server

4 Document Wi
L

Enter the following information about the position.

Position Details ® 6
Position: IT Network Engineer v
Company Location: Christchurch v

Start Date: 2007/12/06 =

Salary:
Payday: Monday

L ]
Mobile Phone $0.00
o ]

Internet Access 0.00

Wil the employee participate in
the Retirement Scheme? Oves  @no

@ Enter the employee's annual salary.

% Local intranet

FIGURE 17 ESLO EMPLOYMENT CONTRACT, POSITION DETAILS GROUP

The Document Creator realizes that the Salary information isn’'t available until tomorrow. The
session will have to be closed until then, by clicking the Close button:
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7= ActiveDocs Document Wizard - Windows Internet Explorer [WEE

00 - [Ersisromo )] e o &8

w &

& ActiveDocs Document Wizard

) B - - [ poge - G Teok v 7

Confirm Close Wizard

Please choose from one of the following options:

@ Return to the Wizard

O Close Wizard and resume later

© Close Wizard and assign to another user

O Cancel Wizard do not save Answers

Dane | | & Local intranet | Hiok v

FIGURE 18 CLOSE WIZARD OPTIONS

The Document Creator may resume the wizard session, close the wizard and resume later,
close the wizard and assign the document to another user, or cancel the session. The first option
is ruled out by circumstances and the fourth will mean discarding all of the work done so far. The
Document Creator elects the second option to allow the work to resume later.

On the ActiveDocs Express Wizard’s Documents page, the partially completed document is
shown in the Document Creator’s “My Documents” tab, with a different icon:

/= Documents - Windows Internet Explorer

~ | 2] http:ftst-swr-01 fProductionfDocuments. aspx (| [#2] [ %] |Live search P~
) (2]

w & JQDncuments lil - # v [Srpage - (FTook - 7

ActiveDocs” % Qpus &
Comy

wosition Server

a Documents )

Click on the document you wish to download or click New Document to create a new document.

Advanced filter options...

4 Upload Document ‘ XK oelete ‘ & Restare KEYLOGIX\nick (Production) (&)
My Production Deleted

[m] Date Created Subsite Assigned Status

[m] @) Employment_Contract_ESLO 2007/11/21 11:21 Production KEYLOGIX\nick Incemplete =
O ) Meredith Addison - Employment Contract 2007/11/20 03:5¢ Production KEYLOGIX\nick Complete =
O @ Samuel Peterson - Employment Contract 2007/11/20 03:36 Production KEYLOGIX\nick Complete A
[m] ) Employment Contract 2007/11/20 02:28 Production KEYLOGIX\nick Complete @
[m] ) Employment Contract 2007/11/20 11:36 Production KEYLOGIX\nick Complete bez)
o ) Joel Jones - Employment Contract 2007/11/20 11:27 Production KEYLOGIX\nick Complete =

| SJiccalinranet | Haome v

FIGURE 19 DOCUMENTS PAGE SHOWING A PARTIALLY COMPLETED DOCUMENT
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Simply clicking on the icon will restart the wizard — at the group where the previous session was
stopped:

/= ActiveDocs Document Wizard - Windows Internet Explorer

G@ - (el Produ 3518400 0B4CEIODZ2CASFOD7HAFDC 2 [#) (%] [cve search (2]

& [gAcmeDmDnmmemw\zayd ]7} [ 2 - [Sreage - Gf ook -
ActiveDocs™ @ Qous
Gamposition Server

Eﬁ Document Wizard

Enter the following information about the position.

Position Details ®

Position: IT Network Enagineer. v
Company Location:
@
Salary: 0.00

Payday: Monday

Mobile Phone 0.00

Start Date:

Internet Access 0.00

Will the employee participate in
the Retirement Scheme? Orves ®no

FIGURE 20 DOCUMENT WIZARD RESTARTED AT POSITION DETAILS GROUP

Suspending and restarting the ActiveDocs Document Wizard in this way can be repeated any
number of times. If the “assign to another user” option is chosen, a user must be nominated and
the partially completed document appears in the same way in that user’s “My Documents” tab on
the ActiveDocs Express Wizard’s Documents page.
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Other Document Actions

On the ActiveDocs Express Wizard’s Documents page there is an Upload Document control
which allows other documents to be uploaded by the user. This allows ActiveDocs to be a
repository for more documents than are created through the ActiveDocs Composition Server.

/5 File Upload - Windows Internet Explorer [BEE]
G0 - e Procction/FeLpiosd ST— B[] (] [cre Searcn |E2E
o B | @rie tiond = - - e - ook - 7

ActiveDocs e Qous
Composition Server

a Upload Document

Browse to a folder and select a document to upload.

Upload Document @

Select File: 1 |(Bowse. ]

(@) Documents located on your local computer or network can be uploaded into
the ActiveDocs Document Stors and made available to other users of the
system.

ﬂ

| S Localintranet

FIGURE 21 UPLOAD DOCUMENT DIALOG

The Upload Document dialog allows the document to be selected via the Browse button.

72 File Upload - Windows Internet Explorer [HEE
G@ ~ | &) htpustst-svr-01fProductionifieLipload. aspx7doctype=1aaction=add .““9 ‘E [Lve search 2]
W & JEF\\EUp\uad lil - - resas - ook -

ActiveDocs™ €4 Qous
P Sl

a Upload Document

Browse to a folder and select a document to upload.

Upload Document @

Select File: [\my D omparison.doc | [Browse... ]

rk can be uploaded into
the ActiveDocs Document Store and made available to other users of the
system.

ﬂ

Documents located on your local computer or network

FIGURE 22 UPLOAD DOCUMENT
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{= Documents - Windows Internet Explorer,

O+ [El st aveoprodusonidomments 2

VHEHE\ |L|ve Search

|IE28

w R [ & Documents ]7}

& - & - e -

oo - 7

ActiveDocs™ o/ Qous

Gomposition Server

3 Upload Document | X Delete | @irestore

Production Deleted

H
5

Document Name
[ suitesComparisen

& Employment_Contract_ESLO

) Meredith Addison - Employment Contract
[ samuel Peterson - Employment Contract
¥ Employment Contract

[ Employment Contract

oooooooo

[ 1ol Jones - Employment Contract

Documents
Click an the document you wish to download or click New Document to create a new document.

Date Created

2007/11/21 11:35

2007/11/21 11:21

2007/11/20 03:54

2007/11/20 03:36

2007/11/20 02:28

2007/11/20 11:36

2007/11/20 11:27

Site

Production

Production

Production

Production

Production

Production

Production

Assigned
KEYLOGDX\nick
KEYLOGIX\nick
KEYLOGDX\nick
KEYLOGDX\nick
KEYLOGIX\nick
KEYLOGIX\nick

KEYLOGDX\nick

Advanced filter options...

|Home | [sites | | Templates | TS [Cusers | [ Reports | | MailMerse | [ signow |

Q@

KEYLOGIX\nick (Production) (&)

Status
Complete
Incomplete
Complete
Complete
Complete
Complete

Complete

Bi BSOS BB S

& Local intranet.

H100% v

FIGURE 23 DOCUMENTS PAGE SHOWING UPLOADED DOCUMENT

On each document’s entry on the Documents page there is a Document Actions button on the

right, which invokes a page for the document:

/= Document Actions - Windows Internet Explorer

G- [em Praductiano CCapisED

ESA

VHEHE\ |L|ve Search

228

w o [ {@ Document Actions ]_}

BB - ee-

ool - 7

ActiveDocs™ G/ Qous

Composiion Server

D Document Actions
on your Computer.
[§Download | [§Donnload Answers | “§Update | [T Recreate | o Reassian | X Delete

Properties | Deliveries

Name value
Name Meredith Addison - Employment Contract
Assigned To KEYLOGIX\nick
¥ status Complete
Format Word 2003
File Size 186 KB

Click 'Download' to save a copy of the Document 'Meredith Addison - Employment Contract’ to a folder

Dane

& Local intranet.

Ho0% v -

FIGURE 24 DOCUMENT ACTIONS PAGE

From the Document Actions page, the document and/or its Answers can be downloaded. The
document can also be updated (overwritten) by a selected file, recreated using the original

answers via the Document Wizard, reassigned to another user, or deleted. ActiveDocs employs

a two-stage deletion mechanism, whereby deleted documents are moved to the Deleted

Documents tab of the Documents page from where they can be restored or purged completely.

!
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B

Post Creation on the Client
After the document has been created, and depending on the features specified in the ActiveDocs
Template, ActiveDocs supports a range of operations through the licensed ActiveDocs Client.

The post-creation operations featured here depend on the user’s client machine having Microsoft
Word Professional 2007 installed, together with a copy of ActiveDocs Client or ActiveDocs
Designer which must be appropriately licensed. The Document Updater does not require a license.

Edit and Save (Document Updater)

Any Word document listed on the ActiveDocs Express Wizard Documents page can be edited
directly in Microsoft Word simply by clicking on the document name.

{2 Documents - Windows Internet Explorer.

3‘\:} =[] htpitst-svr-01 Production/Diocuments. aspxPDiocID=4FAGBOAABAF 246850231 SDFDCBSF 623 ) (42 [ %] [iive search IE2E
W $ | Eocaments = B B - @ - [BPages + (Took -

ActiveDocs’ @

Camposition Server

D Documents (enter document list filter) @l

Click on the document you wish to download or click New Document to create a new document. Advanced filter options...

[4 Upload Document | X Delete | @i Resiore KEYLOGIX\nick (Production) @)
my Production Deleted

O Date Created Subsite Assigned Status

O [ Joel Jones - Employment Contract 2007/11/20 08:42 Production KEYLOGIX\nick Complete A

IProduction/Document o 4B6ER37ACT & Local intranet # 100% v

FIGURE 25 ACTIVEDOCS EXPRESSWIZARD DOCUMENTS PAGE SHOWING THE DOCUMENT LIST

File Download 3]

Do you want to open or save this file?
@ Mame: Joel Jones_-_Employment_Contract,xml

Type: XML Document, 167KE
From: tst-swe-01

Open ][ Save ]L Cancel J

l-" ‘while files from the Intemnet can be uzeful, some files can potentially
harm pour computer. [f pou do not trust the source, do not open or
save this file. What's the risk?

FIGURE 26 FILE DOWNLOAD DIALOG
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T Joel_Jones_-_Employment_Contraci[1].xml - Microsoft Word

i Fle Edt Yew Insert Fomat Took Table Window Help Type a question for help  [+] %

NN~ NERETT= NNk A=W WEEN . W A R RN N Ne: -
: A4 Normal + Tahor = Tahoma -l - \1 u \* ==
CRBRCENRR o @dRRO OCH

R L D R A S R e R R R e T R R =R AR TR - I SR

s

: Employment Contract
: Details
%’ Employee Name Position

Joel Jones IT Projects -
: :
% HEEEE g ®
iraw s |awoshapes N NCIO M Al @E - L-A-===adfl

Fage 1 Sec | 17 At Zhm Ln6  Col 1 Engish {115

FIGURE 27 EMPLOYMENT CONTRACT DOCUMENT OPENED IN MICROSOFT WORD

The edited document can be saved back to ActiveDocs Express Wizard.

ActiveDocs Opus Save

(® Save this document back to ActiveDocs Dpus
() Save this document back to the Fils System
O Save this document ta the File System and to ActiveDocs Opus

() Do hot save this document

FIGURE 28 ACTIVEDOCS SAVE DIALOG (MICROSOFT WORD)

The updated document is then available directly from the ActiveDocs Express Wizard.

Refreshable Snippets

An ActiveDocs Snippet is much like a Template, with fixed and variable content. Snippets are
intended to be used in multiple Templates to ensure that standard clauses and other standard or
repetitive content are used wherever they are applicable while only needing to be changed in
one place if such a requirement arises.

Naturally, standard clauses and other standard content may change with time, and the need
may arise to update an existing document to reflect those changes. If the document was created
with a suitably-designed ActiveDocs Template then such an update might be achieved with little
more than a couple of mouse-clicks.
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B

The process starts with the design of the Template. In this example, the Designer has decided
that the “whereas” paragraph of the ESLO Employment Contract Template (as used above) will
work better as a Snippet. The paragraph has been reproduced, complete with its Active Fields,
as a Snippet called “ESLO Whereas Clause”:

I ESLO Whereas Clause. xml - Microsoft Word

Table window Help

i Fle Edt Yew Insert Format Took

NN NERETT= NNk AN WEEN . W AR K3

| &1 1 150% - @) | diread B

i A4 Mormal + Tahoi » Tahoma -10 -|B Z U | :‘Dvayviv!
i~y ] LR Y Y-
[x] R e R R R e e

[The employer desires to contract the services of the employee in various facets of the business
situated in Company Location, in the particular role of Position.

N C]
" .
, °
B =
=sE=w< &
ioraws Ls |adoshapes~ N\ N[O A Az @&l H-Z-A-=S=254d ﬂ!

Page 1 Sec 1 i1 At 25cm Lo 1 Cal 1 RECOTRE BT OWE Englieh (LS

FIGURE 29 THE WHEREAS CLAUSE AS A SNIPPET

The Template Designer then replaces the paragraph in the Template with a Snippet Link to
ensure that the paragraph, contained in the Linked Snippet, is included in the output document.

T Employment_Contract_ESLO.xml - Microsoft Word

P Fle Edt Wew Inset Format Took  Table Window  Help Type a question For help =/ 5

HEN=A" NERETIE NN A YN N A R RN - @ | diread [
: 44 niormal - Tahoma -A-J

Ay ]
o

CEFFET YA
T R S TR S g -

O B O B N R R R B R O SR B S I T PR NI - B S A

[E3]

Between
Dalmore Corporation (“the employer”)
and

Employee_First Name Employee Last Name (“the employee”), of
Employee_Street Address, Employee_Suburb, Employee_City.

Whereas

! ActiveDocsMarker hereas_Clause_Active_Snippe ActiveCocsMarker ™

Now therefore it is agreed as follows:
1 Term

1.1 Subject to any specific term in the letter of appointment, the employee is
employed for a ‘probationary period’ of three (3) months from the

- rammancamant nf amnlavmant an Skark Naka
=sElzw ¢ |

ipaw~ s | Ausshapes~ N\ N 1O A Al @Q\&'ﬁ'A'Ezﬁaﬂ!

Page 2 Sec 2 217 At 76em Ln7  Cd 2 REC [TRK| [EXT | /O¥R  English (U.5

“e ot

FIGURE 30 ESLO EMPLOYMENT CONTRACT TEMPLATE SHOWING ‘WHEREAS CLAUSE’ SNIPPET LINK

Copyright © ActiveDocs™ Limited. All rights reserved. 190f 34



ACTIVEDOCS OPUS: USING ACTIVEDOCS OPUS IN USER-DRIVEN MODE POST CREATION ON THE CLIENTﬁ;gIy

The Template Designer specifies that the Snippet Link is refreshable.

Name:

Description:

|
|

Prompt: IWhereas Clause (Active Snippet)

Tnstruction:

|
|

User tip:

d selacti ti

™ Required ™ Allow free text entry Options

 Userselects Snippet from filtered list
@ Filterby Category. | = ilil
€ Filter by Name [ illl

I~ | Readlonly.

& Use this Snippet or free text entry

[ESLO Whereas Clause _Iil

[¥ Keep Refreshable in Created Document

[ok | oo |

FIGURE 31 SNIPPET LINK SPECIFICATION INCLUDING 'REFRESHABLE' OPTION SWITCHED ON

When the Template is used to create a document, the current version of the Linked Snippet is
used. Because the Active Fields inthe Snippet belong to a Group that also exists in the
Template, the appearance of the relevant Document Wizard page doesn’t change.

/> ActiveDocs Document Wizard - Windows Internet Explorer,

G@ =[] htpitst-svr-01 ProductionjQuestiontiizard aspx 9 (%) ] [cve sesrch |E2E
W & [gActweDucs Document Weard ]71 & - - roaoe - Gk - 7
ActiveDocs" @ Qpus

‘Gamposition Server

'+ Document Wizard
A

Enter the following information about the position.

Position Details @ O
Position: &
Company Location:
Start Date: fwogmm 1@
Satary:
Payday:

Mobile Phone [so0 ]
Internet Access [so00 ]

will the employee participate in
the Retirement Scheme? Oves ®no

(@ select the position the employee wil fill.

777 dBack | Mexth | Ciose |

&4 Local intranet:

FIGURE 32 ACTIVEDOCS DOCUMENT WIZARD PROMPTING FOR THE SNIPPET'SACTIVE FIELDS AS PART OF A GROUP.
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The created document contains the text of the Snippet with the relevant Answer data
incorporated.

2 Joel_Jones_-_Employment._Contract[1].xm! - Microsoft Word

i fle Edt Wew Inset Format Tools Table  Window  Help Typs a question Forhelp v | X
INEEHRAGRIVE $EBE S 9- o - 8O R -@\Jiaeaa!

i Ay Normal - Tahoma -uw-|B 7 uE] ;IDviPivAvl

CRRERERASSBO QCE

I R R S AR SRR AR AR BRI T AR T AEE TN A REE AT NEE - S TR I - ey
- Dalmore Corporation (“the employer”)

z and B
N Joel Jones ("the employee™), of 2/5 Larchwood Avenue, Westmere, Auckland.

% Whereas

B Now therefore it is agreed as follows:

B 1 Term

' 1.1 Subject to any specific term in the letter of appointment, the employee is -
- employed for a ‘probationary period” of three (3) months from the :
N commencement of employment on Friday 30 November 2007. .
=mE=w< |
ipraws i |auoshapes~ N\ N IO A Al @l ld| & - Z-A-==2 4@ ﬂ!

Page 2 Sec 2 217 At TAem Ln 6 Col | English (1.5

FIGURE 33 COMPLETED DOCUMENT, SNIPPET-ORIGINATED PARAGRAPH HIGHLIGHTED

A few days later, a revised Whereas paragraph is decided on and the Snippet is updated as
shown:

D} ESLO Whereas Clause.xmL - Microsoft Word
P Fle Edt Vew Insert Format Tools Table Window Help Type a question Forhelp 1+ | X

NN REREIT= RN A N NN A R R | NE? N
i A4 Hormal + Tahor - Tahoma -0 -|B I U \
DREaskasando ocl
M R

| & a7 1o -@\-uaeau!
=n-v-A-f

The employer desires to contract the services of the employee in various facets of the business
e SRR i oE A Ko eliand in other locations on a temporary basis as may be determined
R R R NN R RNNs 052, in the particular role of Position.

N ]
; 2
: .
s .
ELIE EEES L
ioraw- L; [aoshapess N N O A @l &-Z-A-===adff

Page 1 Sec 1 11 At 2.9m  Ln2  Col 30 English {U.5

FIGURE 34 MODIFIED SNIPPET

At this stage none of the documents created with that Snippet are updated. It is not always
appropriate to do so as the documents may have already been sent to customers or other
recipients.

An ActiveDocs Express Wizard user identifies that the document created above can be updated,
and opens it from the Documents page as described above. In Microsoft Word, the user clicks
the Refresh Snippet Regions button on the ActiveDocs Toolbar.
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A

2§ Joel _lones - Employment_Contract[1].xml - Microsoft Word.

! Fle Edt Wew Inset Format Tools Table Window  Help Type 5 question for help = | X
05 G D B S0 o8 R[] § N 5@ dieead [
i A4 Hormal + Tahoi » Tahoma -10 -|B Z U = iEID"P’vAv!

== 1=

Dalmore Corporation (“the employer”) I
FIGURE 35'REFRESH SNIPPET REGIONS'BUTTON ON THE ACTIVEDOCS TOOLBAR INMICROSOFT WORD

The ‘Refresh Document Regions’ dialog appears, showing the list of refreshable regions; in this
case, the ‘ESLO Whereas Clause’ clause Snippet.

Refresh Document Regions | X\

Filter by Category: Praduction - (All Categaries) v |

Selsct Document Regions to Refrssh:

Mame Description Last Refreshed Cater Select All
ESLO whereas Clause
Desslect Al

i >

&p Refrashable
Refresh using Wizard
Show Tags in document

FIGURE 36 REFRESH DOCUMENT REGIONS DIALOG WITH'ESLO WHEREAS CLAUSE' CHECKED ON

When the user clicks the OK button to close the Refresh Document Regions dialog, the
ActiveDocs Document Wizardis invoked automatically to enable the Active parts of the Snippet
to be refreshed along with the new text.

®

| sl -
+ Document Wizard
I—.J Enter the following information about the position.

Position Details ™ \;
Position: 1T Projects m“
Company Location: [ Auckiand v

@ Select the position the employee will fill.

I —

FIGURE 37 ACTIVEDOCS DOCUMENT WIZARD INVOKED FOR REFRESHABLE SNIPPET
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In this example, the answers are not changed, but the document is updated in place with the
revised text from the Snippet.

T Joel_Jones_-_Employment_Contraci[1].xml - Microsoft Word

i Fle Edt View Insert Format Tools Table  Window Help
NEHE RS VR & BT
: 44 Normal - sl -0 -|B I ulE
DRBRENERE0 R0 G

23 0 R[S E o - @) dread |

- Dalmore Corporation (“the employer”)
and
Joel Jones (“the employee”), of 2/5 Larchwood Avenue, Westmere, Auckland.

- Whereas

N The employer desires to contract the services of the employee in

- various facets of the business situated in Auckland e EIREGEEILE T ERT |
emporary basis as may be determined from time to time by the employe rBliRE

z particular role of IT Projects J ActiveDocsMarker v,

R Now therefore it is agreed as follows:

. 1 Term

B 1.1 Subject to any specific term in the letter of appointment, the employee is

employed for a ‘probationary period’ of three (3) months from the

commencement of employment on Friday 30 November 2007.

=oE=zw< |
ipans [ [awsshapes- N N OOl A @ - L-A-=s==aafl

Page 2 Sec 7 207 At 78m  Ln 7 Col 53 Englich {5

o me

FIGURE 38 DOCUMENT WITHWHEREAS CLAUSE UPDATED FROM THE SNIPPET
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Snippet Research

The most common uses of ActiveDocs Snippets are to contain standard text — like clauses,
terms & conditions, and disclaimers — and standard formatting requirements — for example,
customer name and address presentation — that are common to many documents throughout
the organization.

ActiveDocs Design Tools provide the facility to deploy Snippets in Templates, but Snippets may
be useful to the organization beyond those documents created with ActiveDocs Templates. If an
organization’s standard texts are captured and managed in Snippets then it makes sense to be

able to use Snippets when creating other documents.

To support the wider use of Snippets, the ActiveDocs Client provides the ability to use
ActiveDocs Snippets via the Research Service. This enables users of the ActiveDocs Designer
and Client suites to find and use ActiveDocs Snippets when using products such as Microsoft
Outlook, Microsoft PowerPoint, and even Microsoft Word.

A simple but useful example might be a standard paragraph requesting that some documents
need to be signed and dated, and returned within a given number of working days (which must
be within a standard range of values). Such a paragraph could be used in a Word document or
an email. A suitable Snippet might look something like this:

2§ Sign and Date documents clause.xm| - Microsoft Word [BEE]
i Fle Edt Vew Insert Format Tools Table Window Help Type a question for help %] X
N EEHB SR TE S B s8R EB S e - @ G [l

: A4 Normal - Tahoma -0 - B LU [E]= 2= = O-v-A-F

DQRCENREARROC OCH
gg‘.‘._z‘3.,‘s-‘-s-‘-:.a.a‘-m-‘-u-‘u.u.«‘-‘sa‘-uﬁ

[Once you have read the documents, please sign at the bottom of each page to confirm that the
" details supplied are truthful and correct and that you agree to the terms and conditions set out,
and return the documents to us within Number_of_working_days working days of receipt.

e owz

.
=sE=ux >
ipan- e |aueshapes~ N N OO MA@l d-2-A-===adf

Page 1 Sec 1 11 At2sm 2 Col1 Englsh (e

FIGURE 39 SNIPPET "SIGN AND DATE DOCUMENTS CLAUSE"
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The shaded region labeled “Number of working days” represents an Active Field of the same
name with the following validation specified, making it suitable for enforcing organizational
standards.

Active Field - Number_of_working_days

General | Validation | value List

Walidation
Require a value (field cannot be left: blank)
(%) llow direct entry (user can typs in a value)
(O Limit to listed values anly

() Use default only {lack for edi)

(=) (@
e

Select Format

visibliy @ visible ) Hidden

Cancel

FIGURE 40 NUMBER OF WORKING DAYS - VALIDATION

A client user manually creates a Word document intended as a cover page for some documents
being sent to a customer to be signed.

2l Document? - Microsoft Word

i Fle Edt Yew Insert Formak  Jools  Table  Window  Help Type a quastion for help |« X
R N2 NERE = RNk A -RRREER - A RN 03 o= @ | digesd [
i A4 normal - TimesWewRoman - 12 < | B I O \g

TS LT R Y YR

IO A SR SR A N R
: Dear Mr Jones,
7 Please find enclosed your revised loan documentation which we have amended after
" receiving your recent change of address advice. In addition, following your
” conversation with our service advisor, Jane Freeman, we have extended the loan 1
. period by a further 12 months and will waive any adjustment charges in view of your
" good payment record.
T You should read the enclosed documents carefully and if necessary seek qualified
©advice on their contents.

Yours sincerely, a
- 5
=a@=vg > ’
ppan: by [agoshapes- N NOOE A& @A S - A-=S=2@adf
Page 1 Sec 1 11 At 78m  Ln 12 Col 1 English (Ne

FIGURE 41 SAMPLE LETTER REQUIRING "SIGN AND DATE DOCUMENTS CLAUSE"

Copyright © ActiveDocs™ Limited. All rights reserved. 250f34



[
ACTIVEDOCS OPUS: USING ACTIVEDOCS OPUS IN USER-DRIVEN MODE SNIPPET RESEARCH.;g

The document requires the organization’s standard “Sign and Date documents clause” so the
user invokes the Research service through Research option on the Tools menu.

Zh Document? - Microsoft Word

i Fle Edt Wew Insert Format Tools Table window Help
PN EEH B S FE s B 980 RE DS e - @ ) dkesd
i 44 Normal - TimesHewRoman < 12 - | B Z U |[E]
gersY I LT I Y YT

[

Type a question for

o=

RIEg oo e AR RN SRR SRR NN AN SRR SN~ .
- Dear Mr Jones, @18 | A

- Search for:

'

Please find enclosed your revised loan documentation which we have amendec :t "l z “:5 ’

Lt " . e . =4 2
receiving your recent change of address advice. In addition, following your et
conversation with our service advisor, Jane Freeman. we have extended the los— “@oszns

period by a further 12 months and will waive any adjustment charges in View ¢ | aisasnssman.
good payment record.

You should read the enclosed documents carefully and if necessary seek qualif
advice on their contents.

Yours sincerely,

@ et updates to your services.

%) Get services on Office
Marketplace

“« ot

ENEEEE s [}, Research options. .,
ipens s agsshpess N N DO Ao @E H-Z-A-=S=Eadf
Page 1 Sec 1 1 At 7.8m  Ln12 Col 1 English (Ne

FIGURE 42 WORD DOCUMENT AND RESEARCH PANE

The user enters “sign and date” in the Search box, selects the ActiveDocs Snippet Search in the
drop-down list, and presses the search button.

Zh Document1 - Micrasaft Word

i Fle Edt ¥ew Insert Format Took Table window Help

RN RERE T NN A RN - AN e M a1 Y 5 K N AR |
: 44 niormal - Tmesnewroman < 1z - | B 7 U [E]= == i i

Type a question for help  [+] %

o LT %0 NY YT |
[l B - v -t oo 3w e s oo - -7 6 - o3 oMo R 1D A iResearch ==
- Dear Mr Jones,
- Search for:
: a
Please find enclosed your revised loan documentation which we have amendec = DI = P;T :
- P M . R . o 2
- receiving vour recent change of address advice. In addition, following vour - pcteocssnmet
- conversation with our service advisor, Jane Freeman, we have extended the lo: | | e
- . . . . . . documents clause
period by a further 12 months and will waive any adjustment charges in View ¢ | feeioanda
- - - b patagraph b includs
- good payment record. e e 05 3
.
T You should read the enclosed documents carefully and if necessary seek qualif = =ctmae
- . . Try one of these alternatives or
advice on their contents. SR s i
w Other places to search
Search for ‘Sign and date in;
- [, Al Reference Books
. {5, Al Research Sites
- Yours Sincerel\." ;i @ et updates to your services.
) - o | Get services on Office
-~ Marketplace
a5 < 5 &, Research options. .,
o s lawses N SNOOS A @l S S-A=s==aafl
Page 1 Sec 1 11 At 78m  Ln12 Col 1 English (He

FIGURE 43 WORD DOCUMENT WITH SNIPPET RESEARCHRESULT
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The Snippet Actions button provides a variety of options:

e Insert Snippet using Wizard: the ActiveDocs Document Wizard will be run automatically to
prompt the user for any Answers required to populate the Snippet before it is incorporated
into the document at the insertion point

e Insert Snippet: the ActiveDocs Document Wizard will not run and the Snippet will be
incorporated into the document “as is”.

e Insert as Refreshable Snippet: the user will be prompted to ask if the Document Wizard
should be used — see the previous two options. The Snippet will be refreshable if the
document is opened again after saving. An earlier section of this White Paper explains the
functionality of Refreshable Snippets.

e  Preview Snippet: the preview pane shows the basic content of the Snippet:

ActiveDocs Previewing Snippet 'Sign and Date documents clause'

Once you have read the documents, please sign at the
bottom of each page to confirm that the details supplied
are truthful and correct and that you agree to the terms
and conditions set out, and return the documents to us
within working days of receipt.

In this case it clearly makes sense to use the Document Wizard, which appears as a pop-up
when invoked:

+ Document Wizard 'i. Document Wizard
=i o oo the st e cment Wisant sl v harve fri Camples the Acie Fekds for the S

Welcome 1o the ActiveDocs Opies Document Wizaed

@ Wamber of warking days" & 3 raquirad Aumaric fald
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i Fle Edt Yew Insert Fomat Took Table Window Help Type a question for help  [+] %

BRN=A" NERETT= NNk A= S NN W AR EX RN NS NN | 31 01 0% - @ | diresd [

i A4 Normal - TimesHewRoman = 12 «|B 1 U \ggg:;v\ g;\Dvﬂwvﬁv!

CAREENRsa Anac acl

E O R SRR A SR SR S RN R R R R R R R R R TR S e

receiving your recent change of address advice. In addition, following your
conversation with our service advisor, Jane Freeman, we have extended the loan
period by a further 12 months and will waive any adjustment charges in view of your
good payment record.

You should read the enclosed documents carefully and if necessary seek qualified
advice on their contents.

Once you have read the documents, please sign at the bottom of each page to confirm
that the details supplied are truthful and correct and that you agree to the terms and

conditions set out, and return the documents to us within 4 working days of receipt]

Yours sincerely,

2
- +
°
, .
=s@E=w< 3
ipens s agsshpess N N DO Ao @E H-Z-A-=S=Eadf
Page 1 Sec 1 1 At 88m  Ln 14 Col 85 English (LLK

FIGURE 44 DOCUMENT WITH CLAUSE INSERTED (RESEARCH PANE CLOSED FOR CLARITY)

ActiveDocs Snippets can be used in this way wherever a suitable Research function is available.
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Working Offline

Document Creators may need to create documents at times when they cannot connect to an
ActiveDocs server, for example when connectivity is limited for reasons of security or lack of
infrastructure. Site visits, travel, and home working are typical situations where the ability to
create documents should not be limited by lack of connectivity.

ActiveDocs allows users with appropriate rights and licensing to continue to use it to create
documents while not connected to their usual ActiveDocs Composition Server. This is called
Working Offline, and has three simple elements:

e  Prior to disconnecting from the network, the user selects their ActiveDocs Composition
Server and synchronizes a local copy.

e  While not connected, the user runs the local copy which provides the same familiar
Templates and Document Wizard to allow Document Creation.

¢  Whenreconnected to the network, the user resynchronizes so that any documents created
while in Offline mode are copied to the main server.

Licensing and rights: Working Offline requires the user’s client machine to have a licensed copy
of the ActiveDocs Client installed. The user must be an ActiveDocs Express Wizard user with
Working Offline rights. By its nature, User-Driven Mode requires an Express Wizard license.

Synchronization

The user opens the Manage Offline dialog from the ActiveDocs Desktop WebServer icon in the
task tray.

# ActiveDocs: Opus Manage Offline @E‘ # ActiveDocs: Opus Manage Offline @El

> Ensure you have the most current ActiveDocs data when warking offline. > Ensure you have the most current ActiveDocs data when warking offline,
)_g ‘You can synchronize your kemplates, documents, and site configuration )_g ‘You can synchronize your kemplates, documents, and site configuration
= withthe online server so that both are up to date. = with the online server so that both are up to date,
| Offline Site setup || synchranize | Errors Offlne Site setup || Synchronizs | Errars
Select & Site to use offline: OFfline Site: httpftst-svr-01 fPraduction
FitpJfest-svr-01 Production £ Synchronization Tasks Site Last Updated
Upload
Production’ Offline Site s avalable |—HELED
Synchronize Documents 20/11/2007 15:37
Delete Dacuments once Synchranized 20/11/2007 15:37
Downloads
Download Templates and Site Configuration 20f11/2007 15:37
Create Site Delete Site Synchranize Kow

FIGURE 45 OFFLINE SETUP AND SYNCHRONIZATION

The “Synchronize Now” function works automatically in the required direction (local with main
server, or main server with local). Synchronization is limited to the user’s documents and any
other documents to which they have access rights on the relevant server.
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An existing Composition Server Express Wizard site is replicated from the server...

{2 Templates - Windows Internet Explorer,

G@ ~ |i2] hipytst-sur-01 eroductionTemplates. sspx

] [2] [%] [irve seerch HTH
e g (]| @rerpies * | @renpltes [

\ Bv B B e Gk e 7

ActiveDocs™ @ Qpous

Gempesition Server

Templates
Click on a Template to create a single new document, or select two or more Templates then click
Create Documents' to create multiple Documents.

[} create Documents KEYLOGDXnick (Production) (@)

Templates (2) ~ Template Sets (0)

[7 Folders B Human Resources

Name Description
[0 £ Employment_Contract_ESLO ol
O FY Multi-language Employment Contract This is an example of an ActiveDecs Opus Employment Contract Template. It shows how ActiveDocs Opus can be used by an individual proficient in one B
=) guage Employr language to create documents in another language.

% Localintranet: # 100% -

FIGURE 46 SERVER SITE, SHOWING TEMPLATES

... to the local site (the only differenceis the URL in the browser header):

{= Templates jows Internet Explorer X
G@ ~ |i2] hipifocalhost:zsajeroducton|remplates.aspc 3 [##] [3¢] [urve search B8
o (|- | @renpites | @ enpiares & - & - (e - ook - 7

ActiveDocs™ @ Qpous

Gempesition Server

Templates
Click on a Template to create a single new document, or select two or more Templates then click
Create Documents' to create multiple Documents.

[} create Documents KEYLOGIX\Nick (Production) (@)

Templates (2) ~ Template Sets (0)

[7 Folders B Human Resources

Name Description
[0 £ Employment_Contract_ESLO ol
O FY Multi-language Employment Contract This is an example of an ActiveDecs Opus Employment Contract Template. It shows how ActiveDocs Opus can be used by an individual proficient in one B
=) guage Employr language to create documents in another language.

% Local intranet H100% -

FIGURE 47 LOCAL SITE, SHOWING TEMPLATES
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Using the Local Copy

The local copy looks exactly like the main site, as shown above. Templates are selected in the
same way and the Document Wizard runs the same way. Completed documents are stored on
and accessed from the local copy.

/% ActiveDocs Document Wizard - Windows Internet Explorer FEx

6o - E s o % %)x] [z |2

* & [%F{mephtes ‘gActweDacsDacumentWh.. x [7‘ - o v hpage v (3T«
ActiveDocs @ pus
‘Campesition Server

Eﬁ Document Wizard

Enter the following details about the employee.

Employee Details ® O
Employee First Name: Meredith B
Employee Last Name: [addison

Employee Street Address. 52 Castor Bay Road

Employee Suburb: Castor Bay

Employee City: Auckland

Fove to the next Wizard Step.

javascripti__doPostBack{btnhext’,") | | 4 Local intranet:

FIGURE 48 RUNNING THE DOCUMENT WIZARD LOCALLY

/= Documents - Windows Internet Explorer, &)k
@ - [l 2460 Product i DoCID=SFE AD4334ED 442 CABTROCSD3CEDSC L EF ) [#2][ %] [iive search (2]
W S0 [BE[- | @renpetes | @vocunents x[ | [ i~ [ Bage v () Tooks -
ActiveDocs’ @ Qpus
Composition Server
Documents
Documents (enter document st filter) Q
Click on the decument you wish to download or dick New Document to create a new document. Advanced filer options...
[4 upload Document | X Delete | @i Resiore KEYLOGIX\Nick (Production) @)
y Production Deleted
O Date Created Subsite Assigned Status
[0 @) Meredith Addison - Employment Contract 20 Nov 2007 15:54 eroduction KEYLOGIX\nick Complete Fiz|

Dane | | & Local intranet ,100%

FIGURE 49 DOCUMENT CREATED LOCALLY
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Resynchronization

When the user is connected to the main network, the Synchronize Now function is used again.
Any new documents are removed from the local copy to the main ActiveDocs Composition
Server.

{= Documents - Windows Internet Explorer

G“'ﬁ; =[] htpitst-svr-01Production/Coruments, spx ] \5\ \Z\ [lve search HE]
* & [ﬁﬂeoacumems | @vouments = H - v [reage - T v 7
ActiveDocs @ pus

Composition Server

B Documents (enter document list filter) @l

Click on the document you wish to download or click New Document to create a new document. Advanced filter options...

[4 Upload Document | X Delete | @i Resiore KEYLOGIX\nick (Production) @)
My Production Deleted

O Date Created Subsite Assigned Status

[0  ® Meredith Addison - Employment Contract 2007/11/20 03:54 Production KEYLOGIX\nick Complete Fi
0  ®) Samuel Peterson - Employment Contract 2007/11/20 03:36 Production KEYLOGIX\nick Complete )
[0 &) Employment Contract 2007/11/20 02:28 Praduction KEYLOGIX\nick Complete pral
O ) Employment Contract 2007/11/20 11:36 Production KEYLOGIX\nick Complete A
O 9 Joel Jones - Employment Contract 2007/11/20 11:27 Production KEYLOGIX\nick Complete pral

Done: & Local intranet

FIGURE 50 MAIN SERVER SHOWING SYNCHRONISED OFFLINE DOCUMENT

{= Documents - Windows Internet Explorer

Gg; = [Ie] htpiflocathost:2460 Production/Documents. aspx "HE\ \Z\ [uive sesrcn HEE‘

% & [ @ommes s = B8 8B Q-
ActiveDocs @ pus
Camposition Server

B Documents (enter document list filter) @l

Click on the document you wish to download or click New Document to create a new document. Advanced filter options...

[4 upload Document | X oelete | gr

My Production Deleted

KEYLOGIX\Nick (Production) @)

No Documents

hittp:localhost:2460/Production/Doacuments. aspi & Local intranet #,100%

FIGURE 51 LOCAL COPY SHOWING NO DOCUMENTS (REMOVED TO MAIN SITE)
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8.2

Workflow for Approval and Finalization

Document Approval

Document Approval is a switchable feature that allows a nominated group of users, called
Document Approvers, to be alerted by email when a document is created within their jurisdiction.
Individual Approvers then log on to the system and give their approval, or disapproval, to the
document. The original creator of the document can be automatically emailed about these
responses.

The feature can be further configured so that approval must be given by all Approvers, or by just
one Approver, before the document is considered approved. Documents which are pending
approval, or for which approval is not granted, cannot be further processed in the system.

ActiveDocs server-based document automation solutions have always supported post-creation
Approval processing of documents, whether generated in User-Driven Mode or Automated
Mode. ActiveDocs Opus Viper significantly enhances the Document Approval feature providing
options for:

e Nominating sub groups of Approvers

e Allowing the document creator to control the email notification to Approvers
e Allowing the document creator to choose the Approver

¢ Identifying a default Approver

A separate whitepaper, available on request, provides extended information about Document
Approval and its optional integration with Document Finalization (see below) in ActiveDocs Opus
Viper.

Document Finalization

Document Finalization is an ActiveDocs Opus Viper feature which optionally integrates with
Document Approval (see above) and works with document creation in both User-Driven Mode
and Automated Mode.

Briefly, Document Finalization allows documents to be automatically or manually finalized with a
variety of options:

e Document Save locations
e Document Save formats
e Reassignment

¢ Notification

Finalization is integrated with new Draft options which allow selection of the Draft format,
document versioning for recreation, selection and specification of a document property for the
draft status, and Draft/Final watermarking.

A separate whitepaper, available on request, provides extended information about Document
Finalization and its optional integration with Document Approval in ActiveDocs Opus Viper.
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Conclusion

ActiveDocs User-Driven Mode is designed for enterprise-wide interactive document creation. By
using ActiveDocs, the organization ensures that Document Creators have simple and direct
access to the correct Templates.

The use of ActiveDocs Templates allows the organization to take full advantage of features like
enterprise-wide standardized formatting and content, controlled access to data sources, and
dynamic customization and personalization of documents.

Beyond creation of the document, ActiveDocs provides the Updater and Refreshable Snippet
features to help ensure that document changes are shared and controlled. The Snippet
Research feature allows the wider deployment of standard content, both active and passive.
Away from the office, ActiveDocs in Offline Mode allows document creation without a connection
to Composition Server.

ActiveDocs, used in User-Driven or Automated mode or a combination of both, provides the
ideal enterprise-wide platform for document creation.
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