Administrator Manual

The manual covers the topics that a person holding administrator rights comes across.

e Administrator levels

e Setup of the login window

e Adjustment of the settings of the opening page of the desktop
e Structure tree

e Data type management

e [mporting and exporting data types
= Print templates
= Possibility to associate contacts register with a document
= Adjustment of the settings of the third party signature solution
» [nforming a citizen of a registered document
» Adjustment of settings in Outlook
= Adjustment of default values in the Outlook plugin
= Registration of documents from the public web
= Determining the pdf-file name

e Menus

e Search system

e There are various search options in WebDesktop
e Counters

e Users

e Access rights system

e C(Classifiers

e Qutgoing e-mail

e E-mail signature

e Deleted items

e Publication of documents on the homepage

e Adjustment of the settings of the document exchange centre (DVK)
e Add-on modules

e Changing configuration



Administrator levels

There are five administrator levels and every following level has more rights compared to the
preceding level.

Unit administrator

The unit administrator (i.e. unit admin) can manager users, grant
access rights and perform simpler administrative actions within the
limits of their unit. The unit administrator is preferably a clerk (not
an IT specialist). In the case of using units, the unit administrator is s admin: No
a subunit’s first point of contact whom users contact in the case of
problems. A unit administrator can be appointed by the desktop , _
administrator. To appoint a unit administrator, the "Is unit admin" S unit news admin:
field must be activated in the user information of the user.

Access rights

|5 desktop admin: Yes

|5 unit admin: No

No

Actions of the unit administrator:

= adding unit users, changing data and passwords, closing user accounts upon job departure;

= insertion and management of the list of documents;

= binding data types to the list of documents;

= creation and changing of counters and binding them to data types;

= creation and management of groups;

= granting access rights.
Standard administrator
The standard administrator (i.e. admin) has the same rights as a unit administrator, but can perform
administration actions across the entire system, i.e. across units. The standard administrator can be
appointed by the desktop administrator. To appoint a unit administrator, the "Is admin" field must be
activated in the user information profile of the user.

Standard administrator’s actions
The same as those of a unit administrator.

Desktop administrator

The desktop administrator (i.e. desktop admin) can take all administrative steps throughout the
system. As arule, a clerk or one of the staff that runs errands is the desktop administrator. The desktop
administrator has all the rights of the lower-level administrators plus the permitted actions of the user
that holds the desktop administrator rights.

Actions of the desktop administrator:

. management of user accounts, incl. appointing users as standard and unit administrators;
. creation and administration of data types (i.e. screen forms);
. adding data fields to screen forms;

. restoration of deleted objects;

. adjustment of classifier settings;

. adjustment of the settings of various options;

. creation of connections between data types;

. using the archiving and destruction module;

. administration of the document exchange centre DVK;

. adjustment of desktop settings;

. administration of the LDAP interface;

. adjustment of menu settings;

. viewing of login history;

. adjustment of firewall settings;



creation of entries applicable across the desktop (in favourites, saved searches), which are
available to all users of the desktop.

Super administrator
The super administrator (i.e. super admin) can observe the server statuses (processes, hard disk

volumes, etc.), add new desktops and the first user, appoint users as desktop administrators and set
volume limits to desktops. No day-to-day work can be performed as the super administrator.

IT administrator

The IT administrator is an IT specialist who is responsible for the functioning of a server and for
making backup copies. As a rule, the IT administrator does not have special rights in WD, but holds
the rights of an ordinary user.

Setup of the login window

The settings of the login window concerning all users of the system are adjusted in the configuration
file. As the administrator, you can determine on the user map whether and with the help of which
identification tool (username, ID card, Mobile ID) the user can enter the system.

Login with an ID card

In order to enter the system using an ID card, the personal identification code field of the user map
of the user must be filled in.

Login using Mobile ID

To create the Mobile ID login option, the name of the service agreed with Sertifitseerimiskeskus,
which is specified in a respective contract, must be inserted in the WebDesktop configuration file. In
the hosting solution make certain that OSCP queries are permitted from the firewall.

The creation of the Mobile ID login option also gives the chance to use server-based signature,
because the service used is the same (OSCP queries).

The person who wishes to enter the system using Mobile 1D must fill in the personal identification
code and GSM fields in their user account map.

Adjustment of the settings of the opening page
of the desktop

You will find the general introduction of the opening page of the desktop in the ordinary user manual.
Next, we will give an overview of the possible administrative actions for the opening page of the
desktop.

Top bar

The desktop administrator can adjust the following settings with regard to the top bars of all users:
= add favourites to the top bar (see ‘Adjustment of the settings of add-on modules’);
= adjust the effectiveness of the search window or global search (see ‘Search system”).

Opening page of desktop
The location of the blocks of the opening page of the desktop has default settings and these can be
changed by the IT administrator.

Most of the information important to the user is located on the desktop. Data of different types are
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divided into respective blocks and these may be different for different users, depending on the
roles/rights attributed to them or the setup of the system of the entire institution. The currently active
location in the tree can be seen at the upper left-hand edge of the desktop (i.e. which tree directory is
currently active), while system menus are located at the right-hand edge (Search, Add new, Manage).

Possible blocks of the opening page of the desktop

Document exchange centre

The list of documents received via the DVK (document exchange centre) and of unregistered
documents. Displayed only to the users having the respective right (to users located in the DVK
registration group).

Tasks
One-off work tasks given to the user, which are not related to processing documents. For instance,
“adding paper to the printer”. Added from the menu “Add new” — “Task”.

Overdue tasks
The same as in the previous section, but overdue tasks (turns red).

Birthdays
Birthday-type events added to the calendar, which are displayed three days before the birthday.

Calendar events
All calendar events related to your user. Displayed one week before the occurrence.

Favourites
Links to frequently used websites. Can be intra-WD (e.g. saved searches) or external websites.

Recently added
The last 10 documents or objects added.

To me
Documents addressed to the user for processing.

Other routings

This block covers proceedings added by the user or which the user wishes to follow, e.g. monitoring
work tasks given to one's subordinates. These routings can be removed from the opening page using
a respective button (“Remove selected from opening page”).

Overdue documents
Documents with an execution date, which have not been replied to by the prescribed date.

News — Internal
Intra-institutional news.

News — Postimees
News from the Postimees daily newspaper.

Tree
Since the tree is not meant for daily use, but it rather constitutes a system administration tool, it may
be necessary to close the tree for ordinary users.

® Choose “Management” — “Desktop admin” — “Desktop” in the top menu.

® C(lick on the “Change” button.

® In the “Minimise tree” row, make the respective choice.

e Always minimised — the tree is always closed for the ordinary user and they do not see the
choice “Minimise tree upon booting” under the settings opened in the management menu.
Always open — the tree is always open for the ordinary user and they do not have the choice



“Minimise tree upon booting”.
e Determined by user settings — the ordinary user can decide whether they wish to have the tree
collapsed or not upon login (there is a choice “Minimise tree upon booting” in the settings).

Menus
The menus are gathered into the upper right-hand part of the desktop. Depending on the module used,
the composition of the menus may vary, but usually three main activity menus are displayed:

e Search — for data search;
e Add new — for adding data;
e Management — for management of data contained in the system.
For further information on the structure and adjustment of the menus see the chapter “Menus”.

List view (opens from the search and management menus)

Bottom | Next (12) »»» | Last
Pealkii4/ A /B C D E F G H I J K LM NOP QRIS T UV WXY.Z
Contracts A
Unit Ettevte  Jrknr Lepingu fail logoga Kuupdev Lepingu teine osapool Pealkiri
Testiiksus Maasikas 1-5.2/55
Qunake Maasikas 1-5.2/6
Ounake 1-5.2/28 Re: OLULINE! Tallink.
If you have filtered out the search results using the menu or opened a document register via the
management menu, the view is called the list view that can be opened from the menu. Compare also
with the List View (that can be opened from the structure tree).

Displaying objects/documents on the desktop (icon or list view)

lcon view
e Togoto the icon view, [, asutus» Gunake » Grupid View type v
click on any directory in lcon
the tree - o . . , List
. Personali osakond Sigridi grupp Suunamised_test Ounake ti6tajad

e The desktop browsing
view will be opened. Choose “View” — “Icon” from the top menu.
By default, objects are displayed as icons where the menu is opened upon a right-click of the mouse.

O » Asutus » Gunake » Grupid View type~ . Search~ LA
Explorer Archivation Destruction tcon
; ; - - List
LISt view (that can be Opened from AD Name [~ Type name Creator Create time Last modified * Actions

the structure
The list view is the most used. To
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WebDesktop will be switched to

the ||St VieW Delete selected Cut selected Copy folder-like items Export
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Structure tree

The purpose of creating the structure tree (hereinafter the tree) is the structuring of data inserted in
the system. The tree consists of directories and of directories of a special type (units, functions,
subfunctions, series and subseries) that all assist in data structuring. Access to directories is also
restricted in the tree. Upon creating the structure tree, objects are inserted in the following order:

€ desktop;

€ units;

@ directories, incl. the list of documents.

Desktop

Creating the desktop

The desktop is the first level in the tree, which is inserted upon putting the system into use. Only the
super administrator has the right to insert the desktop. Units and directories are inserted under the
desktop (users, counters, the list of documents, & roor

etc.). There can be multiple desktops in the System  adding of the new desktop

(if the same system is used by, for instance, a peskiop name:

subagency whose register cards are completely Description:

different from those of the main institution). If the

institution has multiple subagencies, it needs to be

decided whether to insert the subagencies under the .. ot veer: &

same desktop as units or insert each subagency asa  quotas

new desktop. NOTE: new desktop will be added to the root of the tree

To insert a desktop, choose the menu “Add new” — Sesd

“Desktop”.

- Desktop name — the name of the desktop (usually, the name of the institution itself or its
abbreviation).

- Description — additional information on the desktop.

- Add original user — after saving, the super administrator is taken to the user insertion map so that
the super administrator could insert the desktop administrator. Save the changes.

Please note: After the insertion of the desktop administrator, the desktop administrator
will continue inserting units, directories, users, etc.

Adjustment of desktop settings
e Choose “Management” — “Desktop admin” — “Desktop”.
e Click on the green “Change” button.

View the desktop
Name — the name of the desktop (usually, the name of the institution itself or its abbreviation).
Description — additional information on the desktop.
News editor group — a group whose members have the right to add and manage the news.
Unlocking group — a group whose members have the right to unlock documents.
DVK registrars — a group whose members have the right to register documents received via
DVK.
DVK recipients — a group whose members have the right to send documents via DVK.
Default unit — used by default for the establisher of a restriction, the institution acting as a sender
in DVK, etc.
Archiving managers group — a group entitled to use the archiving module.
Survey editor group — a group entitled to manage the survey module.



- Tree minimisation — the pre-setting of the tree for the ordinary user:

o Always minimised — the tree
is always closed for the
ordinary user and they do not
see the choice “Minimise tree
upon booting” wunder the
settings opened in the
management menu.

o Always open — the tree is
always open for the ordinary
user and they do not have the
choice “Minimise tree upon
booting”.

o Determined by user settings
— the ordinary user can decide
whether they wish to have the
tree collapsed or not upon
login (there is a choice
“Minimise tree upon booting”
in the settings).

Firewall — the settings of the firewall

functionality allow for restricting the login of

users from different computer networks based on

the pattern of the IP address (e.g. users can log

in only from the computer network of their

institution).

- Activated — the firewall is checked
upon the login of each user.

- Default policy

o Permit —the user is permitted
to log in if the rules of
exceptions (see the next
settings) do not preclude it.

W » Asutus

Viewing desktop (id: 57835)

Name:
Description:
E-mail signature:

News editor group:
Unlock privilege group:
DVK registreerijad:
DVK saatjad:

Default unit:

Jagajad:

Archive manager group:

Survey manager group:
Tree minimization:

Firewall
Edit firewall

Quotas

Max active users:
Current users count
Active users:
Inactive users:
Reports

Quota costs table

Refresh

o Prohibit — the user is not allowed to log in.
- Rules of exceptions — IP address patterns (rules of exceptions divided by the change of the row,
which override the default policy (see the previous row)). Example: 192.68.1*

Restrictions

Back

Asutus

[[user_first names]] [[user_last name]]
[[user_occupation]]

[[user_email]]

[[user_phone1]]

[[user_gsm]]

None

None

DVK haldurid

DVK haldurid

None

Jagajad

Arhiveerijad

Kdik téétajad

Depends on user settings

unlimited

30
3

Quota usage per type

« Max. no. of active users — the number of purchased licenses.

Number of users at the moment

- Active users — the number of logged-in users.
- Inactive users — the number of users whose status is ‘passive’.

Volume restrictions

= Restriction — a system cost factor (an additional opportunity for establishing restrictions in
order to limit the size of inserted objects and documents (O=unlimited)). Before the insertion
of a restriction, please consult Webware OU.
= Default user restriction — volume of objects and documents to be inserted per user. Before

the insertion of a restriction, please consult Webware OU.

= ‘Show user restrictions’ button — the table of restrictions that displays the restriction volume

and the amount (%) of used and unused volume per user.



Reports
- General table of restriction costs — prescribed volumes for types and cost amounts.
- Restrictions per type — the actual volumes of types and costs.

Units

In WebDesktop, a unit means a business belonging to a company or an agency governed by a ministry,
not the department of a company, even though the latter solution can be used, too. Rather, we assume
that a unit is a separate (sub)agency that has established its own list of documents.

Agencies (units) form a hierarchical tree in WebDesktop. The specific registers and data of the agency
are located in the tree under the respective agency.

Adding a new unit

To add a new agency or unit, open the desired level in the tree.

Choose “Add new” — “Admin” — “Unit” in the menu.

The unit addition map along with details describing the unit (agency/subagency) will be displayed:

o Name — the name is mandatory; Adding: Unit

o Registry code - the registry code of the Reg“;'::'
unit; Index:

o Index — the index of the unit. The index Street:
is displayed in the tree in front of the unit Zio o
name. Used if the agency indexes units State:
(not mandatory); e

o Street — the name of the street; Phonet:

o City —the name of the city; phone

o Postal code Homepage:

o County; I

o Country; Other info:

o E-mail —the e-mail address of the unit;

o Phone 1 —telephone 1 of the unit; _

o Phone 2 — telephone 2 of the unit; il st

o Fax — fax number;

o Website — the address of the homepage;

o Bank —the name of the bank used by the Ext ik
unit; Save and add new Cancel

o Current account — the current account number of the bank used in the unit;

o Other information — additional information on the unit.

Please note: After adding a unit, make certain that you have created it at the right level
in the tree.

Changing unit data
To cr%nge the data of a unit, click on a level higher than the desired unit in the tree (e.g. the desktop
icon ).
Depending on whether you have set the tree to the icon or list view, choose the following:
= in the icon view, make a right-click with the mouse and choose "Change";
= in the list view, click the “Change” button in the list of actions in the desired unit row.
Make a right-click with the mouse and choose “Change” from the menu on the unit icon (in the icon
view).
Save the changes.




Management of directories

The standard administrator and, within the unit, the unit administrator have the right to manage
directories.

Usually, the following directories are created under each desktop:

- Discussions; - Register/list of documents;
- Groups; - Users’ calendars;

- Users; - Counters;

- Print templates / Document templates; - Tasks

Insertion of directories
Move to the desired level in the tree.
Choose “Add new” — “Directory” in the menu.
The data map with the following blocks and fields will be opened for the addition of a new directory:
o Name — name of the directory; Adding of the new folder:
o Index — a directory index that is ™™

used for indexing a document

Extension name: Derive from name

inserted into the directory. Index:

o Preservation term - an Freseveionmee ~None - K
- - - Preservation schedule: -- None -- j
Informatlve fleld On the Preservation schedules: Kirjavahetgs (5.aastat) .
preservation term of documents foct (ol ekumendid (7 sasiad
- . - testikas (alaline)
inserted into the directory; testikas (Juta Jutukas) (alaline)

Restrictions:

o Restrictions — an informative
field on (access) restrictions

Reference to legal act:

established on documents; Format as number.
o Reference to legislation — an = None - -]
informative field on the legal basis  cue exa ront to document creator: = Nomae -
for the established access iﬁﬂ?f““e"am"e""’"e"“'“ee"““"""
restrictions;
o Format as a number — if you ESE:‘:’EW”‘
have ticked the box, the directory gifslﬁ:;msemeandmise- vastuvsimiss akid
index (see above) must contain Board decroe ety
numbers. If you untick the box, oo mecting minutes

the index may also contain letters;

o Has archiving value — an informative field,

o Give special right to document adder — on the functionality of the special right see the access
rights topic for further information;

o Types — data types based on which documents will be registered in the directory, i.e. the
connection between the directory and data type will be made here;

On how to set up the remaining blocks, see the sections on functions and addition of series.

Convert of directories

To change a directory, click on a level higher than the desired directory: { Subfunction
= in the icon view, right click on the respective directory and choose conw 5505
"Convert" from the menu; Type [Function 1~
= in the list view, click on the change icon E’(located in the “Actions”
column).

Make the changes and save.
On the directory change form you can change the name of the directory, the connection to data types
and convert the directory into a function, subfunction, series or subseries.
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Deletion of directories

Upon deletion of a directory, all the documents/objects under it are deleted as well. Thus, before
deleting a directory, check if anything has been registered under it and, if necessary, place them (using
the Copy-Paste function) in another directory.

To delete, click on a level above the desired directory:
= in the icon view, right click on the respective directory and choose "Delete” from the menu;
= in the list view, click on the delete icon [@/(located in the “Actions” column).

Creation of a hierarchical movement scheme

The work of an agency is closely related to various documents. Before putting WebDesktop into use,
it is advisable to establish a scheme for the movement of documents. Usually, the movement scheme
is a list of documents based on which documents are placed into (sub)functions / (sub)series.
Thereafter, the list of documents is also inserted into WebDesktop (usually, in the directory of the
register of documents). If the register of documents has been properly set up in advance, the
documents will be accumulated in the desired (sub)series.

In WebDesktop, it is presumed that the list of documents has up to four levels (function, subfunction,
series, subseries). The document number has the following format: “FunctionNO.SubfunctionNO-
SeriesNO.SubseriesNO/CounterNO”. For instance, the number of a registered incoming letter may
be “1.2-7.1/325”, which means that the letter has been registered in the first subseries of the seventh
series of the second subfunction of the first function and its registration number is 325. The number
may end with a dash and a number, which means that it is a reply, i.e. “1.2-7.1/325-1" is the first reply
to the letter. Usually, documents are managed using a 2-level or 3-level list. This is up to the agency
to decide. In addition to documents, you can also manage clients, contacts and other objects outside
the list of documents in WebDesktop.

Adjustment of settings of preservation terms

The settings of preservation terms can be adjusted only by the desktop administrator. In WebDesktop,

you can set a preservation term for every (sub)series. This takes place in the series addition/change

form field “Preservation term” where you can choose the term from among pre-adjusted terms in a

menu.

- To pre-adjust preservation terms, choose “Management” — “Desktop admin‘“ — “Choices* in the
top menu.

- In the opened choices window, open "Preservation term".

Management of functions and series
Functions and series are managed in the capacity of the standard administrator. All functions and
series and other directories are managed via the tree located on the left.

Functions and entry of series
Creation of the register of documents on the basis of the list of documents is an inevitable condition
for the correct registration of documents.

- First, create the directory of the register of

documents. Admin b
- Once the directory has been created, go inside the Group Calendar
directory and choose “Add new” — “Admin” — Reg_lster D_'SCUSSIOH
“Function”/“Subfunction”/*“Series”’/“Subseries” i e
from the top menu. e
Survey
Unit Task

User




The insertion form for functions, adding of the new series:

subfunctions, series, and subseries "™
as well as, in fact, the directory, is
the same:

Extension name:

Index:

o Name - the name of the Presenation mode:
function, subfunction, series or ~ Restrietens
subseries;

o Extension index — as a rule,
used for further developments;
Fill in/change only in the

Format as number:

event of a SpeCIfIC need The Give extra right to document creator:

existence of the field depends

on the configuration settings;  rypes:
o Index — the marking of the

function, subfunction, series or

subseries. Numbers smaller

than 10 must be given as 01,

02, 03, etc;

Reference to legal act:

Derive from name

-- None -- R

a
- None - ~|

Only member of group:

-- None --

EE Accounting

EE Administration Dep

EE Agreements Cooperation

Application

Application to change vacation
Appointment

Birthday

Business trip

Calendar

Contacts

Cooperation agreement

Deed of delivery

Discussion

O Preservation term - a menu of pre-set preservation terms;
o Restrictions — an informative field regarding (access) restrictions imposed on a function or series,

e.g. “For internal use”, “Restricted”, etc;

o Reference to legislation — an informative field regarding the legal ground for the established
access restriction, e.g. "clause 35 (1) 12) of the Public Information Act";
o Format as a number — if you have ticked the box, the index must contain numbers. If you untick

the box, the index may also contain letters;
o Has archiving value — an informative field;

o Give special right to document adder — on the functionality of the spemal right see the access

rights topic for further information;

o Types — data types based on which documents will be registered
in the series. To choose multiple data types, use the CTRL key. The type
selection made is indicated in the document registration form in the

choice of the location.
Event

Location: * i-- Select location -- j
= - Select location —
1 - Unit: Testlksus --
3-2 "Téolepingud (Ma)"
- Unit: Ounake -
3-2 "Tédlepingud (OU)"
3-2 "Téélepingud (OU)"

Switched off by default. Can be switched on in the configuration file.

For what?
The event may be of help in the following cases:

if a document is added to the directory, automatic routing with a specific role (e.g. signature)
should be created on the desktop of the designated user and/or a notification should be sent to the
e-mail address;

if a document is changed in or deleted from the directory, automatic routing with a specific role
(e.g. signature) should be created on the desktop of the designated user and/or a notification
should be sent to the e-mail address.



How to set up?

Event

- None --

i Via e-mail:

Event: Adqu Notification: . , .

Changing Routing @ For pickup: (] Display on actors front page:

Deleting
Role For whom
: M F Y
E-mail:
Event

= Addition — upon addition of a document, the system makes automated routing or sends an e-mail
notification;

= Alteration — upon addition of a document, the system makes automated routing or sends an e-mail
notification;

= Deletion — upon deletion of a document, the system makes automated routing or sends an e-mail
notification.

Notification

= By e-mail —a notification is sent to an e-mail address.

= Routing — the user is informed of an added, changed or deleted document via the routing block
on the desktop.

= For picking — if routing is chosen as the manner of notification and multiple users are or a group
is chosen in the "To" field and "For picking" is ticked in the settings block, the person who is the
first to pick up the task will be the executor of the routing task.

= Add to executor for monitoring — for a person who adds, changes or deletes a document, a
traceable routing will be created in the “Other routings” block on the opening page.

Role

The role of routing or processing, which must be done with the routed document.

For whom
The user to whom automated routing is made.

In addition to users, you can choose For whom

the group for the "To” field. It is X&&
practical to choose a group so that

event notifications will always reach the person occupying the respective position: when the
employee changes, the group member is changed. To cancel the user and group choice, use a cross.

E-mail
The e-mail address where a notice of an added, changed or deleted document is sent.

Access restrictions

For what?

If the agency uses an interface for publishing documents, it may be necessary in the case of some
series to pre-define the settings of the access restrictions either for the purpose of making the work of
the registrar of documents easier or reducing human errors. Let us assume that documents subject to
the access restriction arising from clause 35 (1) 12) of the Public Information Act are registered in
the same series. Here, the aforementioned block of restrictions may prove a good solution.



Restrictions

Default Nene () Hide from public () Restricted
Valid from Document date
Valid to - None -- -
Setter [Unit]
Restriction base -- None --
Save and add new Back

How to set up?
To set up restrictions, move to the document tree.
Click on the “Change” button in the actions column of the (sub)series/directory.
The desktop administrator has the right to set up the restrictions block. In the user view, the choices
in the restrictions block in the register card are as follows:
= None — there are no additional restrictions;
= Do not show in the public interface - the document is not shown in the public interface;
= Restricted — the document/object has a restriction to which a term of validity and scope can be
set;
= Valid as of — valid as of a particular date;
o Document saving date — upon registration of a document, the date of registration of the
document is specified as the start date of the access restriction;
o Valid until — valid until a particular date;
o Basis for the restriction — a pre-defined reason for establishing the restriction.

Change of functions and series

Changing the register of documents in the system is not a day-to-day activity and should happen only

if a new list of documents of the agency is approved.

- To make a change, click on a level right above the desired level in the tree, e.g. if you want to
change the series, click on the name of the function containing the series.

- On the name row of the (sub)function/(sub)series, click on the “Change” button in the “Actions”
column. In the case of the icon view, make a right-click of the mouse and choose "Change".

- Make the desired changes and save them.

Deletion of functions and series

(Sub)functions/(sub)series should be deleted only if they have been saved by mistake and no

document/object has been registered under them.

- To delete, click on the level right above the desired level of the list of documents in the tree.

- On the name row of the (sub)function/(sub)series to be deleted, click on the “Change” button in
the “Actions” column. In the case of the icon view, make a right-click of the mouse and choose
"Delete".

Termination of functions and series

For what? Ending
Active series are terminated or closed, which s ended:
means that no documents/objects can be Ending base:
registered in them anymore.




How to set up? Viewing of the series (id: 65800) SELEE

- To terminate, click on a level right above the ™™ avanetie
desired level of the list of documents in the tree, e 1
e.g. if you want to change the series, click on the  Femat as numeer. No
name of the function containing the series. e

- On the name row of the  Preservation scheduios:
(sub)function/(sub)series, click on the “Change”  "reseve e 5 aastal

Restrictions:

button in the “Actions” column. In the case of . i io 00 act

the icon view, make a right-click of the mouse  exrarins:

and choose "Change" in the menu. Trees: ustutatid
- In the “Termination” block, indicate the year of ™"

termination and insert the basis (reference to  Ending base: kicnr 125 (1201.2016)
legislation or another instrument regulating -

Event:

termination). Notfication:
- Save the changes. For whom:
In a terminated series, the status “ENDED” is zoljy
displayed. £ mail

Restrictions
Default: Is restricted

Valid from: Document date

Terminated (sub)functions/(sub)series are not e 5 aastat

indicated in the tree. These can be seen solely in the =" Ounake 00
list view (by clicking a level right above the desired
level of the list of documents in the tree). A grey

Ex

Restriction base: AvTS § 351g 1 p 11 (teave, mis sisaldab delikaatseid isikuandmeid)

Manage preservation schedules

frame is displayed around the icons of terminated (sub)functions/(sub)series.
Explorer
Name [~ Type name Creator Create time Last modified * Actions
= .
.
=] 1. Kirjavahetus) TYPE_EV_SERIES Sigrid Vosa 02.01.2014 14:30 06.06.2016 14:11 (7] E [m) 6§ v
Delete selected Cut selected Copy folder-like items Export
For what?

In order to register documents (contracts, directives, etc.) and insert information (e.g. on contact
agencies), data types need to be created.
There are two different data types in WebDesktop:

= static data types (in the system by default);

= dynamic data types (data types added by the desktop administrator based on the agency’s

needs).

Static data types are, for instance, the user map, document register classification unit (function,
subfunction, series...), calendar, etc. The desktop administrator cannot change the composition of the
data fields of static data types.
Dynamic data types are, for instance, document registration forms (correspondence, contract,
instrument), registration forms of contact agencies and all kinds of other data forms the creation of
which is deemed necessary by the agency.
Subtypes can be created for data types (see below).



How to set up?

- To open the data type settings window, move the cursor to the “Management” menu in the upper
right-hand corner — “Desktop admin” — and click on “Types”.

- To add the data type, choose the “Actions” upper menu — “Add new type”.

There are 12 settings blocks in the opened type settings:

= “General”;

= “Routing”;

= “Duplicating”;

= “Archiving”;

= “Versioning settings”;
= “Fields™;

= Dynamic name rules;
= “Printing grounds”;

= Adding a new ground;
=  “Connections”;

= “Notices”;

= “Addition/change of new additional information”.

III

“Genera

Please note: The overall view depends on the configuration settings. If a functionality is missing in your
system, it has probably not been activated. To activate a functionality, contact the user support of

WebDesktop.

= Name — the name of a data type in different languages.

= Subtype — allows for moving from a data type at the main level to a subdata type.

= |con —to visualise the data type, you can pick an icon that will be displayed in three main menus
(“Search”, “Find new”, “Management”) before the name of the data type. You can display a
respective icon before the respective object (if the “Show in tree” field is ticked).

= Extension name — the field is visible if the extensions are permitted in the configuration and it
ids filled in if some further development (incl. the new contacts register of the standard) is in use.

Editing subtype (ID: 58203)
Global

Name: Incoming correspondence
Name: Dokument sisse

Name: Gaunamoji kerespondencija
Name: lendko8a korespondence

Name: Incoming correspondence
Base type: Correspondence

lcon: |Unknown | I+

Extension name:

Is active:

Is folder-like:

Is strictly restricted:
By default on click:
Text color:

Show top buttons:
Show insert icon:
Comments enabled:
Is read-only:

Is shareable:
Appearents in menus:

Groups

Show menu icons:
Default sort field:

Public restrictions expiration notification e-mails:

incoming_document

Open: View:

Create time™

&

Show in tree:
Keep history:
Is publishable: Public user interface of the type

Background color: |
Show lock info in list:

Show printing section:

Relations locking:

Private folder:

Az

= |s active — displayed in submenus “Search”, “Find new” and “Management”.
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Show in tree — the data type is displayed in the tree.

Is of directory type — the object functions as a container, i.e. the object may contain subobjects
and access rights can be granted to the objects. If, for instance, the contract type is of the directory
type and an annex to the contract is registered for it as a reply and at least one location has been
set for it, the rights will not transfer from the original. However, if no location has been set for the
annex to the contract, the rights will also be inherited from the original of the directory type by
the reply (i.e. the annex to the contract).

Keep history — the gy ®
“History” block is Shown  who: rina Raju Time: 02.06.2016 09:24 IP: 90.190.179.146
in the entry view form.
Strictly limited — creates wn:;. Riinad }:ale; Time: 02.06.2016 09:22 — IP: 80.190.179.146 ——
- - anged fielas value ew value
a reStrICtlons bIOCk for a Reg nr lalg-5-3/52/16pp! lalg-23-0/52/16pp/
document entl’y SO that Location 03 - 1lahetuskorraldus A - Aprill
undesired information is "= Nore

not displayed in the public interface.

Can be published — the data type is displayed in the public interface.

By default upon clicking — can be adjusted if the field “Is of directory type” has been ticked.
Determines whether the contents of the directory or the directory data view is opened upon
clicking on the (sub)type link given in the tree. The choice is active only if “Is of directory type”
has been switched on.

Text colour — determines the colour of the text displayed in the list view of the documents/objects
registered under the (sub)type.

Background colour — determines the colour of the background of the text displayed in the list
view of the documents/objects registered under the (sub)type.

Show top buttons — the activity buttons "Change”, "Add comment”, etc. are displayed in the
upper edge of the document entry. It is practical to display the top buttons at the upper edge of the
entry if the entry form has many data fields.

Show lock information in list — in the list view of the (sub)type, the lock information related to
the entry is displayed (the name of the locker and the date of locking). If lock information is
indicated in the list view, searches in the detailed search form can also be made based on the lock
information.

Show addition icon — determines whether the addition icon is
displayed at the top of the list view of the (sub)type or not.
Please note: if the (sub)type is “Read only”, the icon will not be displayed.

Show print block — determines whether print templates can be used in the document entry
(“Print” block) with the help of which a document can be created from register data.

Comments activated — determines whether any additional buttons "Add comment™ and "View
comments (number)" are displayed in the register card of the saved entry/document of the
respective (sub)type (the last button is active in the case a comment has been added).

Move to private directory —the application of a private directory can be considered, for instance,
if the documents are located in a series that is either public or accessible to a larger number of
users, but whereby exceptions should be made to single documents (mark the as private), so that
they would be visible only to the person who moved the documents to the private directory or to
a group holding the respective rights.

Can be shared — allows for sharing documents by e-mail to an external party (client, contractual
partner, contractor, etc.); thereby determining whether the external party can merely read the
document or also sign it.

Locking connections — if an entry that has entries in connections is locked, the entries in
connections will be locked as well.

DVK type — the document exchange centre can be used by public sector authorities (ministries,

Incoming correspondence ' C_:
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local authorities, health care and child care institutions, etc.) in order to exchange documents,
letters and e-mail messages between themselves.

= Read only — determines whether a specific (sub)type can be added or not via the “Add new”
menu. Advisable to set to an underlying type that has subtypes (e.g. you could designate the
correspondence data type as “Read only”, so that the user could not register documents for the
correspondence data type. The user must choose the suitable one from among the subtypes, i.e.
either an incoming or outgoing document.

= Appearance in menus — you can determine in which upper menu the (sub)type is displayed.
Usually, the (sub)type should be marked as visible in all the three menus. Exceptionally, there
may be situations where a new document should be registered right from the register card of
another document and does not need to be displayed in the menu directly.

= Groups — the possibility to set groups to a data type, which allows for filtering out the given type
in different views based on user groups. By default, the type is visible to everyone. Upon selecting
the group, the type will be visible only to the chosen groups and the group membership is also
taken into account in desktop administrator rights. To make the adjustments, 1) tick "Groups™ and
2) find the desired groups.

Groups @: « LV Users
= Display icons in menu — determines < Search v | [ Add new v | 2 Management ~
whether the icon chosen in the “Icon” field :E:E R
is displayed in top menus. Aprill 1 | April ’
= Default sorting field — determines based '[JAprili2 Board decree (Naide 1)

on which condition the documents/objects
are displayed in the list view (by default, they are set based on the time of creation).

= E-mail messages informing of expiry of publication restriction — once the date of expiry of the
restriction established on documents is about to arrive, a notice will be sent to the inserted e-mail
address(es). The frequency of notification is, by default, once a week (the IT administrator can
change it, where necessary). The notification contains the document's 1D, name (based on the
dynamic name rules) and details on restrictions. If multiple e-mail addresses are inserted, the
addresses are separated by a comma.

“Routing”

Routing
Routing enabled: (/] Display help text: Help text

Routing means the processing of documents. With the help of the routing functionality you can

compile a workflow whereby the order of the people and their roles (e.g. formaliser, coordinator,

approver) are established.

= Routing activated — you can determine whether documents registered from the data type can be
aimed or not (if routing is activated, the routing block will be displayed on the document
registration form).

= Display helptext — the helptext inserted by the desktop administrator is displayed to the router of
the document.

“Duplicating”

Duplication

Duplicate relations: Relate with original:
Duplication allows for quickly registering many documents with the same content by creating a new
duplicate (counterpart) of a saved document. The contents of the fields indicated as fields that can be
duplicated are copied to the new counterpart. For further information on the duplication of fields see
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here. The “Duplicate” button is created in the screen form of a document if at least one field has been

marked as one that can be duplicated (i.e. “Copy on duplication” has been chosen in the settings form

of the field). You can also choose between the following functionalities:

= Duplicate connections — upon duplicating the document, also the connected documents are
duplicated.

= Upon duplication of a document, the document will always be connected to the document from
where the duplication started.

“Archiving”

All data types of a document based on which Archivation

documents must be archived have to be adjusted !s active:

for archiving in data type management. It is a one- Reg- date field: — None - 5

.. .. Destruction date field: -- None -- ~
off activity. In the “Archiving” block, the field “Is : a
Show destruction schedule:

active” must be ticked and three prescribed fields Reg. idx field: - None - <]

must be set: “Reg. date field”, “Counter indeX Tiye field: - None - E
field” and “Title field”.

“Fields”

List of fields saved as a table, which is used by a (sub)type.

Fields
Name Is base field Base field name Type  Extension name Is required Is searchable Detail Show in listing Is publishable Group JS [-| Actions
Reg no Yes Reg no regindex reg_no Yes Yes Yes Yes No Yes [ (B
Registration date Yes Registration date date registration_date Yes Yes Yes Yes No No [@ sk

Way of dispatch Yes ‘Way of dispatch selection way_of_dispatch Yes No Yes No No No [ (&)
Sender Yes Sender/Receiver contacts sender Yes Yes Yes Yes No No [ [
Sender’s reg number No text senders_reg_number No Yes Yes |Yes No No [# i
Sender’s document date No date senders_document_date No Yes Yes |Yes No No [#° (M
Title Yes Title text title Yes Yes Yes Yes No No [ [
Author No text author No Yes Yes Yes No No [# (w)
Signed by No text signed_by No Yes Yes |Yes No No | [ (i)
Content Yes Content mitext  content No No Yes No No No [ [
Document Yes Signed document file document No Yes Yes | Yes No No [ [
List of appendixes Yes List of appendixes text list_of_appendixes No No Yes No No No [ (4]
Appendixes Yes Appendixes mifiles  appendixes No Yes Yes Yes No No [ [
Answer required/Not required Yes Answer required/Not required sysfld  answer_required_not_required No No Yes No No No [ (&
Deadline date Yes Deadline date date deadline_date No Yes Yes No No No [@ (&

Add base fields Delete selected Change fields order

= Name — the name of the field.

= Type — the type of the field.

= Name of extension — used for special developments.

= Required — mandatoriness of the field.

= Searchable — the searchability of the field in the simple search form.

= Detailed — the searchability of the field in the detailed search form.

= Show in list — the displaying of the field in the list view.

= Publishable — the displaying of the field in the public register of documents.

= Group — groups with access to the given field. If some rights L:d |  Adding Viewing
have been set to a field, the “&icon will be displayed. Upon
moving the cursor on the icon, the attributed rights will be
shown.

= JS — information on whether the field contains JavaScript or not. The column is displayed only
on the main type, not on a subtype.

'[Avalikustamine Jagajad

= Actions.
o [ Opens the field settings adjustment form. Add new field ~ | L Search «
o [#— Upon disconnecting the underlying field, the field address
is removed among the fields of the subtype. Boolean

You can add fields if you choose “Add new field” from the top Contacts

menu located right below the top bar. g:::s e
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The field types used are as follows:

- Address - Invoice rows

- E-malil - File

- Group - Yes/No

- Homepage - Contacts

- Date - Date and time

- Counter index - Multiple file field

- Multiple user choice - Multiple value choice
- Multiple-row text - Keywords

- Number - Picture

- Cross-table - Systemic field

- Text - Choice

- Single user choice - Choice of one object

For further information on field settings see the chapter "Fields".

Dynamic name rules
Dynamic name

rules determine in Dynamic name rules
which form the WNo dynamicname rules set!

data of a Change Regenerate all dynamic names (may be slow proccess)
document/object is

displayed in, for instance, on the opening page in the routing block, in the list view, in the object
selection, etc. The dynamic name rule also influences the effectiveness of the global search window,
because global search is made from among fields added to the dynamic name rules.

Adjustment of the dynamic name rule

To set the dynamic name rule, click on the “Change” button of the dynamic name rules block in data
type management.

A window will be opened where you can create the displayed name of the document/object, which
may consist of fields added to the data type and the punctuation marks and symbols available on the
computer’s keyboal‘d- Changing dynamic name rules

Source

To create the dynamic [Erom where Max lengih
name rU|e |nd|Cated in --- Choose field to append --- j Append
- Old result
the p_|cture, do the . e iouna:
following: New result
g

- click on the drop- [146266|loendur (regindex)|0], [146198|e-post (email)|0]

down menu Reset Cancel

“Choose field to be

added” — choose “Reg. code (counter index)”; """ "Choose fieid to append - |
- click on the “Add” button;
- to add the punctuation mark “,” and a space, use the keyboard;  |Registration date (date)
- click on the drop-down menu “Choose field to be added” — | &ay.2r{eraiy (setection)

choose “Title (text)”; | Sender’s reg number (text)

Sender’s document date (date)

- if necessary, limit the length of the text displayed in the reg. code “nt\e (text)

H H 1 "o n " Author (text)
field. To do so, insert character number 25" in the "Max. length™ | ono0 =

field; Content (mitext)
. « 9 . List of appendixes (text)
- click on the “Add button; Answe_zr required/MNot required (sysfld)
- click on the drop-down menu “Choose field to be added” — |Deadiine date (date)
choose “Reg. date (date)”; D

Unit

- click on the “Save” button.
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Type ID and unit name
In the dynamic name rule, you can add the type ID and the name of the unit.

Readjustment of the dynamic name rule, incl. in old entries

At one point it may become evident that the top bar search does not render the desired results in the

case of a data type and that the dynamic name rule should be adjusted. To that end:

- the dynamic name rule must be inserted from scratch (see the previous section);

- once the dynamic name rule has been updated, the button "Regenerate all dynamic names (may
be a slow activity)" must be clicked on.

“Printing grounds”

Printing templates

AD Type Name Extension name File Language Module Output formats Default format File field  File name s active (-] Actions
Deed of delivery Akt UV_Véline akt yv valine  Template Akt UV Valine.odt et ww_Xp_oogen doc,pdf,docx  docx Signed document Yes 74
Outgoeing correspondence EE Vastuskiri  ee_vastuskiri seesam_vastuskiri.odt ww_xp_cogen doc,pdf,odt,docx pdf Signed document Yes 74
Qutgoing correspondence EE algatuskiri ee_algatuskii  seesam_algatuskiri.odt et ww_xp_oogen doc,pdf,odt,docx pdf Signed document Yes &

The list of print templates added to the (sub)type in the form of a table.

The printing grounds are meant for the automatic creation of documents for a
N document template. For further information see “Print templates”.

Addlng a new grOUﬂd Adding new template

= Name — the name of the printing ype: — Select type — R
ground is displayed in the view form  Name:
of the registered document entry in Extension name: Derive from name
the printing grounds block. File:

= File—binding the print template to the ~‘tenguage:  ~Al- -|*

Output formats: doc

printing grounds block; f
= Language — the language of the print pdt
template. odt [7]*
= OQutput formats — possible file formats  Default format: . Noe -- -|
in which a document can be created.  File field: = None - -|
= Default format — the file format in :I""d"?“_‘e’ e oo Of ot 3
which the document is created if the [\, oo o seneEerERaesed

user has not made a format choice.

= File field — you can set up whether the
user can choose in which registered entry field the file is saved.

= File name — you can pre-define the file name of the document to be created and add the date and
time at the end (if the file name is not set, the file will get a name based on the dynamic name rule
and the date and time will be added at the end).

= Module —the newer versions of WebDesktop use the printing grounds module of Webware's Open
Office generator (XPath-based), which has been pre-defined by default for the desktop
administrator.

= Active — if ticked, the printing ground is active.

“Connections”
To add a new connection, click on “Change”. The connections adjustment

window will be displayed. It allows for associating one data type with other data  * Name -
types. [] Contacts

&4 Correspondence

Relations
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Changing relations
Left side type

Incoming correspondence j
Right side types (4)
Right type Role type Role name Is global FR IH AE EE UE DE ARE SDW Actions
Contacts Regular relation No No No Yes Yes No No Yes Yes (=B @
=
Correspondence Regular relation No No No Yes Yes No No Yes Yes E“:
; ) ===
Outgoing cormrespondence Answer relation No No Yes Yes Yes No No Yes Yes
Incoming comrespondence Answer relation No No Yes Yes Yes No No Yes Yes (B
Adding of new relation
Right type: =
Role type: Regular relation j
Role name: Use type name:
* = |
ol - L
ol - L
d -
- =
Filter by role: Is hidden:
Add enabled: Edit enabled:
Unbind enabled: Delete enabled:
Add relations enabled: Show detailed list:
Expanded by default: Sorting enabled:

Export enabled:

Back

“Left-side type”

With the help of this block you can adjust which data type you will add connections to other data
types.

“Right-side types”

If connections are added to the data type, these will rather be displayed in the list of right-side types.

Abbreviations in the list of associated data types and their meanings:

Abbreviati Meaning
on

FR Filter by role

OP Hidden

LL Allow to add

LM Allow to change

LLS Allow to disconnect

LK Allow to delete

LSO Allow to bind to the existing
NDV Show in detailed view

“Adding new connection”

To add a new connection, the following choices must be made:

= Right-side type — selection of additional data types that can possibly be associated with;
* Role type — settings determining how data type entries will be associated:

o Ordinary connection — no special characteristics;

o Reply connection — involved in enumeration of a connected object, e.g. in the case of
correspondence, the automatic enumeration of reply letters (the reply letter gets the
number of the opening letter and order number -1, etc. is added to it). In such an event the
types can be, for instance, “Incoming document” and “Outgoing document". In the case
of a reply connection, the addition of a reply document using the document view form is



indicated separately.

o Connected document — an ordinary connection in the case of which the quick addition of
a connected document in the document view form is indicated as a separate choice. The
document obtains a new independent registration number upon registration.

o Signed document - converted into the .bdoc format for the purpose of connecting
documents.

0 Owner’s connection — a historic quality that is preserved for the purposes of
compatibility. It is advisable not to use it.

* Role name — the name that is displayed in the register card in the titles of connection blocks.
= Use type name — by default, it is set so that the type name is used as the role name.

The following choice of settings depends on the wishes and needs.

= Filter by role — if the field is ticked, only connection documents connected to the respective role
will be displayed in the block of the connections of the entry. If the field is not ticked, all the
documents of the given data type will be displayed in one block.

= Hidden — the connections block is not shown.

= Allow to add — the button “Add new” is displayed in the connections block, which allows for
adding new entries via the connection.

= Allow to change — creates the “Change” button in the connections block with the help of which
the associated document can be changed.

= Allow to disconnect — creates the connections block button “Disconnect selected”, which can be
used to disconnected previously connected entries.

= Allow to delete — creates the “Delete” button in the activities column in the connections block.
The button can be used for deleting previous connected entries.

= Allow to connect to existing — creates the button “Add connections” to the connections block.

= Show in detailed view — all the fields of the data type indicated in the “Show in list” are displayed.

“Notices”

Notifications

Values Condition E-mail Routings Sent mails Created routings Actions
Vastamise tdhtaeg = 3 month earlier And  trin@webware.ee 1 Q B
Add new
For what?

The notices block allows for drawing up automatic notices that are sent to the user on the right day
based on the pre-defined conditions. In practice, notices are used, for instance, in the case of contracts
if an automatic notice of the expiry of the validity of a contract is requested.

How to set up?

As arule, it is set up in such a manner that notices are sent once a day and usually early in the morning
(e.g. at 5:00 a.m.). The notice time and the frequency of sending them can be changed. Upon changing
the time (e.g. making it much later), you should take into account when the users may most easily
learn of the due dates of the documents or other notices.

One notice is sent per document. If the notification rule is changed or a previous rule, according to
which a notice has already been sent, is overridden, the document will be covered by the same rules
again.

To create a new notice, click on the “Add new” button. A window for drawing up a notice will be
opened.



Notification

. . . . Adding: Notification rule
E-mail — a notice on the document is sent by e-mail. o

Notification: * E-mail: @
Routing — the document is routed. Routing:

“E-mail” E-mail
The block appears if e-mail is chosen as the manner ~ E-mail* -~ None - |
of notification.

= E-mail: = Nane - |
1. an e-mail address type of field can be set up and ~ SU0ect”
a notice is sent to the e-mail address specified Body:”
therein. In the notification settings, only fields of
E-mail
E-mail: * - None - -| Publiclink: No -
| Conditions
Responsible person ~| Condition: And @ Or
the e-mail address type are displayed in the field Registration date: — None - -
and provided that a field of such type has been  way of dispateh: ~None— -
added to the data type. Sender’s document date: - None - -

2. E-mail addresses where notices are always sent  Answer required/Not required: | -- None -- j --None -- j
can be specified in the field. The e-mail peagine gate: — None — |
addresses must be separated by commas. Loomise asg alates: X

3. Afield of the single user type can be set up in the

Save Back

field and a notice is sent to the user account
located therein. In the notification settings, only
fields of the single user type are displayed in the field and provided that (a) field(s) of such type
has (have) been added to the data type.

= Subject - the subject of the notice sent by e-mail.

= Content - the content of the notice sent by e-mail.

= Public link — the notice link refers to a public interface (for further information, see here).

“Routing”

The block appears if routing is chosen as the manner of notification.

Role — the routing role.

Who — by whom the routing is executed.

Content — additional information on the routing task.

For picking — the task is sent for execution to multiple people and only one will execute it, i.e. the
first one to pick the task.

“Conditions”

Condition — you can determine whether to send a notice once all the conditions have been fulfilled
(select “Yes”) or if one of the conditions has been fulfilled (select "Or").

The following choices of the fields in the conditions block depend on the composition of the fields of
the data type.

For instance, it may be necessary for the system to send an automatic e-mail notification if the entry

calls for a reply, but it has not been replied to.

- To that end, select "Yes” in the condition row.

- Inthe cell “Reply term”, choose how many days before the closing date an e-mail notice will be
sent.

- Inthefield “Calls/does not call for a reply", leave the status as “None” in the first cell and choose
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"Calls for a reply" in the second.

- In the field “Creation time as of” you can set up as of which date the created documents are
involved in the notification rules. If you do not set a date, all the documents of the data type will
be included in the rules.

- The conditions must be saved.

“Addition/change of new additional information”
A chance to insert an additional tip.

- Tip —text that is displayed as a tip at the top of the register card next to the name of the (sub)type.
If the address has been inserted in the URL row, the text will act as a link as well.

- URL - the address of the tip link (e.g. a link to a directive registered in WD or an external web
address). The URL is inserted in the following form: External address — e.g.
http://www.postimees.ee.

WD internal file: e.g. https://kov.webware.ee/?page=pub_dynobj_file&pid=23247&fileid=23248. To

get the file link, right-click on the file name and choose “Properties” from the menu. In the opened

window, copy the URL to the field from the “Address: (URL) link". WD internal register card: e.g.

https://kov.webware.ee/? wdsturi=page%3Dview_dynobj%26pid=23247. In the list view, mark the

document/object with a tick and click on “Send link”, after which the e-mail sending window will be
opened. From the content field, copy a link to the URL field.

- Action — possible to choose on which activity form and in which language user interface to display
the help information. You can choose multiple actions by holding down the Ctrl key.

- Help information is displayed to the user based on the settings (either on the addition, change,
view form) at the beginning of the register card after the name of the (sub)type (keeping the cursor
on the question mark, help information is displayed in a yellow box; if the URL has been inserted
as well, the text will act as a link).

Addition and setup of a subtype

For what?

Subtypes allow for categorising information to be inserted. In this way, it will be easier to search for
and manage existing information. There are many categorisation opportunities. Categorisation by
document types is widespread:

= Directives

= Business trip directives

= Staff directives

= Holiday directives

= Principal activity directives

By default, subdata types are indicated in the menu a level below the main type from which the
subdata type was added.

be used on the subdata type later. Thereafter the desired fields can also be

It is advisable to add to the main data type all possible data fields that are to
) easily derived for the subdata type.



http://www.postimees.ee/
https://kov.webware.ee/

Editing type (ID: 57929)

How to set up? Global

Go to the settings of the data type to which you wish to Name: Correspondence - =
add a subdata type. For instance, choose “Management” Name: Kifavahetus ==
— “Data type X — click on the “Change type” button. Neme: [Korospondencie ="
- - Name: Korespondence = @
Type change window will be opened. To add a new .
R " " Name: Correspondence = .
SUbtype there, CI'Ck on the Add new SUbtype bUtton- CJbtypes (4): Correspondence (internal), Incoming correspondence, Outgoing correspondemj
Add new subtype

In the “Add new subtype” window, give the subtype a
name. If you wish, add a translation. Click "Save”.

Add base fields
Awindow for the addition of underlying fields will be opened and it will, name

Passport/ID card number

by default, transpose all the data fields of the main type. To cancel adata g«
field in the selection, hold down the Ctrl key and click on the field name.  Traveler

: 7] 9 Nationality
Click on the “Save” button. Project no
Adding new subtype Reg no
Base type: Cormrespondence ~|* Project lead
N : ~ - @ Reg date
ame: = age
Position
Name: | =M. Branch
Name: * = =
Name: o — |-
Name: *| = |
Back
If you wish, you can remove the data field derived from the main type.
To that end, move to the list of saved fields and click on the “Disconnect” &
button in the column of activities. Cancel
Fields
Name Is base field Base field name Type  Extension name Is required Is searchable Detail Show in listing Is publishable Group JS [-12~tions
Reg no Yes Reg no regindex reg_no Yes Yes Yes Yes No Yes |
Registration date Yes Registration date date  registration_date Yes Yes Yes Yes No Disconnect No & fw
Way of dispatch Yes Way of dispatch selection way_of_dispatch Yes Yes No No No @[

Adjustment of the settings of flelds

Upon insertion of all field types (text field, single user field, etc.), the fields have similar settings
opportunities, except for the “Look” block that depends on a specific field type.

How to set up?

Adding a new field

Open the settings of a data type. Choose “Management” — “Desktop admin” — “Types” — “Data
type X”.

Click on the “Add new field” button in the right-hand corner directly under the top bar.

Changing field settings

Option 1. Choose “Management” — “Desktop admin” — “Types” — click on the name desired type
and in the opened data type settings move to the block “Fields”. Click on an added field.

Option 2. Choose ‘“Management” — click on the button “Change type” and move to the block
“Fields”. Click on an added field.



Fields

Name Is base field Base field name Type Extension name Is required Is searchable Detail Show in listing Is publishable Group JS [-] Actions
Reg no Yes Reg no regindex reg_no Yes Yes Yes Yes No Yes (B
Registration date Yes Registration date date registration_date Yes Yes Yes Yes No No [
Way of dispatch Yes Way of dispatch selection way_of_dispatch Yes No Yes No No No &[]
Sender Yes Sender/Receiver contacts sender Yes Yes Yes Yes No No [k
Sender’s reg number No text senders_reg_number No Yes Yes Yes No No B (@
Sender’s document date No date senders_document_date No Yes Yes Yes No No (@
Title Yes Title text title Yes Yes Yes Yes No No [ ()
Author No text author No Yes Yes Yes No No (@
Signed by No text signed_by No Yes Yes Yes No No & (@
Content Yes Content mitext  content No No Yes No No No [
Document Yes Signed document file document No Yes Yes Yes No No [
List of appendixes Yes List of appendixes text list_of_appendixes No No Yes No No No [
Appendixes Yes Appendixes mifles appendixes No Yes Yes Yes No No &[]
Answer required/Not required Yes Answer required/Not required sysfld answer_required_not_required No No Yes No No No
Deadline date Yes Deadline date date deadline_date No Yes Yes No No No B[]
Add base fields Delete selected Change fields order

Summary table of fields

The following information is displayed in the summary table of fields (see the screenshot above).

= Name — the name of the field.

=  Type — the type of the field.

= Name of extension — used for special developments.

= Required — mandatoriness of the field.

= Searchable — the searchability of the field in the simple search form.

= Detailed — the searchability of the field in the detailed search form.

= Show in list — the displaying of the field in the list view.

= Publishable — the displaying of the field in the public register of documents.

= Group — groups with access to the given field.

= JS — information on whether the field contains JavaScript or not. The column is displayed only
on the main type, not on a subtype.

Deriving a field located on a subtype from the main type

For what? Fields

If the system has an underlying type or base type that may get relatively many e

subtypes with quite similar data fields in the future, it is wise to create as many —
data fields as possible for the base type. From the base type you can easily add Sender

fields for subtypes. Somiers o e
How to set up? :.i::ﬂor

Open the settings of the data type of a subtype and scroll to the “Fields” block. oonee

Click on the button “Add base fields”. e
Choose the fields that you want to transfer to the subtype. To choose multiple Pt—

Deadline date

fields, hold down the Ctrl button. — ( _ )
ase fields Add base fields
If the choices have been made, click on f2me

Passport/ID card number

13 29

Save”. Ranic

Traveler
Mationality
Project no
Reg no
Project lead
Reg date
Position
Branch

Cancel
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Next, we will list all the similar settings options available in the form for insertion of all field
types (block by block in the order of appearance).
“Global”

Global settings of the fields.

Name — the name of the field displayed on the register card.

Name of extension — filled in if the field is related to some further development.

Default value — determines the value of the field filled in by default (pre-defined), e.g. “+372” in
the case of a telephone number, so that you do not need to add this country code upon adding a
number. See the section on default settings of the date field and the date and time field.

Export name - determines the
export name of a field, which is
used in WD’s internal exports
(XML and Excel) for identifying
data. This is necessary, for instance,
upon making templates as well as
upon exporting lists to Excel.

DVK type — a selection of fields
transmitted via DVK. Determines
whether the field is transmitted via
DVK.

Required — determines whether the
field must be filled in or not upon
addition/change. Mandatory fields
are displayed with a red asterisk for
the user.

Exceptions to the mandatoriness of fields

Not required upon addition -
adjustable if the “Required” field is
ticked. The field is mandatory, but
not upon adding a document.

Not required upon changing -
adjustable if the “Required” field is
ticked. The field is mandatory, but
not upon changing a document.

Searchability of fields
Searchable — determines whether the user can search in the simple search form or not based on

the field.

Global

Name:
Name:
Name:
Name:
Name:

Extension name:
Default value:
Export name:

Is required:

Not required on add:
MNot required on edit:
Is searchable:

Is searchable (detailed):
Show in listing:

Is publishable:

Is shareable:

Is restrictable:

Is read-only:

Wrap:

Copy on duplicate:
Is mobile:

Unique:

Hint:

Hint:

Hint:

Hint:

Hint:

Description:

Role:

Title

Pealkiri

Pavadinimas

Title
Title

title

title
]

Derive from name

= Extension name

DooDmE

B

Cancel History

Searchable (detailed) — determines whether the user can search in the detailed search form or not

based on the field.

Display of a field in the list view
Show in list — determines whether the field appears in the (sub)type list view.

Publication of a field
Publishable — determines whether the field can be published. See also the settings of the
“Restrictable” field. Also read on publication.
Restrictable — determines whether the field can be restricted. This setting is related to the setting
"Publishable”. If “Publishable” and “Restrictable” are switched on, the contents of the field are
not displayed upon publication, provided that the object has been restricted.
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Field automation

- Read only — determines whether the field can be manually filled in and changed. If it has been
ticked, the field can be changed only with the help of internal tools (e.g. by an extension, etc.).

- Field name wrapping — determines whether the names of the field can be automatically wrapped
or not. Useful especially in the case of longer field names.

- Copy upon duplication — determines whether the information contained in the field is transferred
upon duplication to the created duplicate (i.e. counterpart). For further information on duplication,
see here.

- Unique — determines that information entered in the field in the framework of the (sub)type may
exist only once (e.g. used in the registry code fields of clients so that there would not be duplicate
entries per client).

- Tip —tips in the given languages for filling the field. Attributes a tip for the field, which will later
be displayed in the document/object addition/change form behind the respective field as a
question mark "?" and a tip will be displayed if you move the cursor on the question mark.

- Description — an informative field only for the desktop administrator (which field, etc.). Not
indicated in the ordinary user views.

- Role - determines the role of the field. Via the roles of the field it is possible to bind "similar”
fields and, through that, automatically fill in fields (e.g. in the case of correspondence the data of
the sender can be automatically transferred from the initiating letter to a reply letter).

“Connected fields” or mirroring

. . Related fields
Connected fields determine the SO- oo —moo oo B —nestionroie— B}
called mirror field source. Upon Update all related fields of this type (may be slow!):
determining a re'ated f|e|d’ data iS taken Update mode: All values: @ Last added value: Last updated value:
from a connected field. The field is not displayed in the addition/change form, but filled in
automatically and displayed only in the view form.
Role of connection — the chance to additionally filter which object with a role of connection is

mirrored on the map.

“Update all the related fields of the type (may be a slow activity!)” - Upon determining the connected
field (according to the chosen renewal regime), updates the values of the mirror fields of the objects.

Update regime:

- All values — all data of the documents/objects in the connections are updated (default settings).
Please note: You cannot use it in the case of a date!

- Recently added value - the data of the connected field are taken from the connection that was
created in and added to the system the most recently.

- Recently changed value - the data of the connected field are taken from the most recently changed
connection.

Please note: The registry code field can be mirrored only in the case of an
@ ordinary connection.

“E-mail fields (incoming)” E-mail ields (incoming)

In order to register letters received by e-mail S BDefaultsaveocalon N

directly from, for instance, Outlook to WD, it should be determined which fields of the incoming e-
mail message are transferred to the respective (sub)type fields.

Open the desired data type management (“Change type”).
Scroll to the “Fields” block.
Open the field to which the data should be transferred.
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Click on the selected field “Select field”. The following table indicates how the WD fields could
correspond to the traditional e-mail fields.

Sub-type “Received document” fields in WD E-mail fields (incoming)
Title Subject

Content Content

Sender’s e-mail From

“Default saving location” — the possibility to determine in which directory in the tree (incl. list of
documents) the received e-mail will be saved by default.

“E-mail fields (outgoing)” E-mail fields {outcoming)

You can adjust from which WD data fields the information is taken and  Subject [~
automatically transferred to the fields of an outgoing e-mail message. You can add multiple WD data
fields to one e-mail message field (e.g. in the content field of the e-mail message you can add the
registration date, registration number, title, content, etc.). Each data field starts from a new row.

Open the desired data type management (“Change type”).

Scroll to the “Fields” block.

Open the field from which the data should transfer to the WD e-mail message window.

Click on the selected field “Select field”. The following table indicates how the WD fields could
correspond to the traditional e-mail fields.

Title Subject
Content Content
Recipient’s e-mail To:
Digitally signed file File 1

Upon selection of data fields in the content cell, they are displayed in the e-mail window in the same
order as set up in the data type.

“Group filter”
The chance to determine field-

based rights through which you e fifer . |
can grant the right to Oninsert On view: On edit:
EE Accounting EE Accounting EE Accounting

See/Change/deIEte the fields Oﬂ|y EE Administration Dep EE Administration Dep EE Administration Dep
to selected groups. To grant the EE Agreements Cooperation = EE Agreements Cooperation  EE Agreements Cooperation
rights the groups h0|dmg the EE Agreements Employment  EE Agreements Employment = EE Agreements Employment

right must be selected in the box of the respective right (Addition, Viewing, Changing). To choose
multiple groups, hold down the Ctrl button. To remove all groups from the selection, hold down the
Ctrl key.

“Outlook”
The settings of the look depend on the field type.

E-mail field

For what?

The e-mail field is meant for inserting an e-mail address. The address inserted in the e-mail field is
displayed as a link and the link leads to the e-mail software installed on a computer. It may be
necessary to use the e-mail field for complying with the  g_,4i. support@webware.ee
general instructions of the Public Information Act.

Default values
A default value can be set to the field. For instance, it may be necessary that a respective e-mail
address is displayed automatically upon adding a document/object.
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“Outlook”

Outlook
Size: 35 =
Max length: 1000 2]
onlLoad:

= Size — the size of the text box displayed to the user.
= Max. length — the maximum permitted number of characters.

= The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

File field

For what?

The file field is meant for keeping as file.
Document: © Browse..

Place of saving: Field

You can determine the default field as the place of

saving an envelope in the data field if you

designate Signed_file as the export name. In such

an event two saving places are no longer offered
upon creating an envelope (in connections or the
fields).

Default value
A default value can be set to the field. For

instance, it may be necessary that a respective file

No file selected.

A

DigiDoc composer

Source item: |[1-1.4/23 2016-05-24 Triin Versis (webware) test
File name: ldministraatori_juhend_12_04_16 .bdoc ~|
Saving target:| Into field: @ Document j
Files
Field File
Document Administraateri_juhend .bdoc
Appendixes  administraatori_junend 12_04.16 .pdf

Cancel

is displayed automatically upon adding a document/object.

“Outlook”
= Sijze — the size of the file field.

= Set as icon — the file extension icon added to the field is displayed in the directory view (by

clicking on the name of the series in the tree).

= Default file — upon adding a new object/document, the designated file is added to the field by
default; to select the file, click on the magnifying glass.

Outlook
Size: 35 [zl
Override icon: [ [Z]
Display file change form fields: [z
Default file:
Default search folder:

onlLoad:

2 [Clear]
X, [Clear]

= Default search directory — a pre-defined location in the tree from where files can be searched.
= The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.



Group
For what?
Creates a data separation strip in the register card.

|//

“Genera
= Name — the name of the field displayed
on the register card.

Global

5]
sl

Name: Group - =

= Name of extension — filled in if the field rame: S "
is related to some further development. Name: Group " —
= Publishable — determines whether the Name: Group - = =
field Can be pUb"Shed. Extension name:
= Tip — tips in the given languages for o coarchan e
filling the field. Attributes a tip for the Is publishable:
field, which will later be displayed in the Hint: - =
document/object addition/change form Hint T
behind the respective field as a question _
mark "?" and a tip will be displayed if Hine ™
you move the cursor on the question Hint: -
mark Description:
= Description — an informative field only
for the desktop administrator (which field, etc.). Not indicated in the ordinary user views.
“Outlook” Outlook
= Open by default — data following the separation strip are not Expanded by defat:
disp|ayed. Save Cancel
Field “Yes/No”
For what?
Choice field “Yes/No”
“Outlook” Outlook
Insertion type on the data map: Input type: Selection: @ Radio:
] Termless: .
Choice: Radio:  YesiNo: Yes: () No:
No
Outlook
Homepage Size: 35 [2J
For what? Max length: 1000 [Z]
The homepage field is meant for inserting the homepage address. onLoad:
The address inserted in the homepage field is displayed as a link.
Date field ielndfr'sdocumemdate: | [TODAY]E(] _
Hle: Jun 2016 [
For What? :;;t::;by: Mo Tu We Th Fr Sa Su
For inserting a date. Contnt 12 3 4 s
Default value 13 14 15 16 17 18 19
Default value' 0 Bocument 20 2 22 23 24 25 26

27 28 29 30

A default value can be set to the field. For instance, it may

be necessary to automatically display the current date or a date 30 days later from the current date
upon adding a document/object.



Default values Result
+10 days A date 10 days after the current date is attributed to the
field.
-2 years The field is filled with a date dating back two years.
0 The current date
Today The current date
Tomorrow Tomorrow’s date
“Outlook”
. Outlook
b ACtlve Upon Is activated on insert:
addition — the Is activated on edit:
field is active (can onkoad:

be filled in) in the
entry addition
form.
e Active upon changing — the field is active (can be filled in) in the entry change form.

Date and time

For what?
To add a date and time.

Default value

A default value can be set to the field. For instance
it may be necessary to fill the field with a date two
years ago and a certain time “-2 years 18:00” — it automatically fills the field with the date two years
ago and a time of 6:00 p.m.

Default value: -2 years 18:00]|

Outlook
See also the default values of the date field. Show seconds:
//Outlookn onlLoad:
= Size —the size of the text box displayed to the user.

= Max. length — the maximum permitted number of
characters.

=  The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

Counter index

For what?
In order to automatically give a document a registration number. For further information on the
registration of documents, see the topic on counters. Outlook

D f | | By default: Register: Do not register: @
efault value Show reg. name in lists:

A default value cannot be inserted in the field. Use short form:

onLoad:
“Outlook”
= By default
o Counter — the document/object receives a registration number immediately after saving.
o Do not register — the document/object will not receive a registration number immediately after
saving (used when the document needs to be approved before giving a registration number).
= Show reg. index in list - the document reference (i.e. the marking of the series along with the
order number are displayed in the list view and on the register card).
= Use short name — only the order number and a prefix and/or suffix (if set) are displayed in the list
view and on the register card — the marking of the series is not displayed.
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Multiple files field

For What? Appendixes: [-] Browse... No file selected.
The multiple files field e
iS meant for keeping Browse... No files selected.
multiple files. DigiDoc composer
H 5 Source item: |[L&T, saadetud dokument nr: 2-5/42, Merve proowv
ow to set Up. File name: toomase_test .bdoc j

Place of SaVing: Field Iéaving target: | Into field: © Dal-(umend|fa|lj
You can determine the default field as [Files
the place of saving an envelope in the Field File
data field if you designate Signed_file Dokumendi fail(ml) Miinimumn&uded_w01_WWebware .ddoc
as the eXport name. In SUCh an event Dokumend: fa:l(fd) MiinimumnBuded_vO1_Webware .ddoc
two SaVln Iaces are no |0n er Oﬁered Dokumendi fail(id) |toomase_test xls

g p g 3 Dokumendi fail toomase_test .bdoc
upon creating an envelope (in
connections or the field). I
“Outlook”
The  fields  onLoad, D‘?”"l“”';l e
onSubmit, onChange, = oY iecnange °”:nl'_°°a::
onFocus, onBlur, onKeyUp '
and HTML attributes —

onSubmit:

defining JavaScript events
for special developments.

Selection of multiple users

For what?

The multiple users selection field is related to the static data type of the user, i.e. the choices of the
multiple users selection field are taken from among the system users.

Default value

A default value can be set to the field. For instance, it may be necessary that group members are
displayed automatically upon adding a document/object. For further information, see the block
“Selectable users in groups”.

“Outlook”

Size — the size of the field.

Create owner connection. It is advisable not to use it. The functionality has
been preserved for the purposes of the compatibility of the system.

Other:

o Filter:
o Disabled — users are not displayed in the selection window.
o Filter mode — in the name field, a search is made from among all the information contained

in the field (contains) or based on the start of the data contained in the field (starts).

e Group filter
o Disabled — the group selection menu is not displayed in the field.
o Group — only one determined group is set by default in the group selection menu.

e Selectable groups



o Group — in the user selection guook

window, it is possible to, in Size: 8
addition to users, also select Create owner relation:
determined groups (in the user Other:  Filter
list, groups can be distinguished Disabled:
with an asterisk). To determine Filter mode: contains: @ starts with:
multiple groups, hold down the Group fter
. Disabled:
Ctrl button. The respective -
: . roup: - None - -
variable (Enabl_es groups in Selectable groups
Ml_JSEL se_lectlon) r_nust _be Grow |- Noro -
switched on in the conflguratlon 2011§suvepéevade projektimeeskond
file (the IT administrator takes admnid
care of it). April
e Selectable users in groups — the Selectable users in groups
determined groups are displayed in Group: ;Uf;ljne-- I
. a suvepéevade projekfimeeskon
the group selection menu and gnly i
the members of the determined alliksus
groups are displayed in the user _ April
selection. To determine multiple Visible buttons
groups, hold down the Ctrl button. > > « <
The respective variable (Enables —
in MUSEL selection) must onlnt
groups In Selectusers:|

be switched on in the configuration

file (the IT administrator takes care of it). To change the settings of the default value, choose

the desired group from which all the users will be transferred and tick the field “Select users”.
e Visible buttons — the selected buttons are displayed upon selection of members of the group.
e On init — Select users — group members determined by default have been chosen by default

(right-hand window). If no group has been selected, all users of the system will be selected.

@ The multiple users selection field does not currently have duplication
support.

Selection of multiple values
For what?
A field with a selection menu where you can select multiple values.

Outlook
Size: 4
Qutlook: ) Only values )Only codes (Value (code) @Code - Value 12

Use codes:
Values: 2
NrCode Value Value Value Value Text color Background color From To Example Actions

0 2 - B = i [
1 8 =B = # [
Bind with classifier: 2 @

Selection type: Regular: @ AJAX2:

“Outlook”
= Size —the size of the field.
= Look — you can determine the look of the selection field.
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Only values — only values are displayed in the selection field.

Only codes — only codes are displayed in the selection field.

Value (code) — the value and after that (in brackets) the code are displayed in the selection
field.

Code — Value — the code and after that the value are displayed in the selection field.

= Use codes — if ticked, the column “Code” will be displayed in front of the values.
= Values — values displayed in the selection field:

NrCode  Value Value Value Value Text color Background color From To Example Actions
0123 Bvale = & value = = value = mvalue = HFFFFFF  #00CC66 W L

Code — numerical code;

Value — textual value;

Text colour — to determine the colour of the text, enter the colour code on the basis of the
colour table (available on the Internet) in the form of #FFFFFF;

Background colour — to set the background, use the colour codes in the same way in the
form of #0033FF;

From — the date field in order to indicate as of what time the value is displayed in the
selection field (fill it in if you want to determine a period during which a value is offered
for selection);

To — the date field in order to indicate the date up to which the value is displayed in the
selection field;

Example — the stylised value is displayed.

Activities — using the [~ - Ibuttons you can change the order of the values displayed in the
selection.

= Tie to classifier — you can take the values displayed in the selection field right from the classifier.
= Selection type — the look of the selection field.

Ordinary — in the selection field, the values are displayed in a drop-down list.

AJAX?2 - values are displayed in the selection field only if something has been entered in
the field. For instance, in the case of using codes and values, it is possible to enter the start
of the code, e.g. 111, after which values the start of the code will be displayed. Usually, it
is used if there is a large number of values.

= The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

Text of multiple rows Global

For what? Name: [-kirja kaaskiri v s

For inserting a long text. Name: E-kirja kaaskiri v = m
Adjustment and use of a default value Name: =]

In the field of a multiple-row text, you Name: - [=

can adeSt: for instance, a data type' Extension name: e_kirja_kaaskiri Derive from name

based e-mail cover letter, which can be

Default value: Tere!

used for sending e-mail messages
directly from DHS. As of WD 5.1.1 Teile on saadetud Eriline OU dokumendihaldussiisteemi
(18.06.2015) it is possible to set up a kaudu dokument

multiple-row text field so that the

default value changes the row.

Add a multiple-row text field / open the settings of a multiple-row text field and enter the cover letter
of the e-mail in the “Default value”.

The cover letter of an e-mail message may be placed in the first position in the order of the fields. In
such an event, the field is displayed first in the outgoing e-mail window.



Save and add new Save and edit Back

Location: * 1-2 "Kirjavahetus xxx juhtimise klsimustes" j
Is private:
E-kirja kaaskiri: Tere!

Teile on saadetud Eriline OU dokumendihaldussiisteemi
kaudu dokument.

The e-mail cover letter _
field is generated in the =™
document addition

. Ce:
form, but it can be _"
hidden entirely, so that _ _ -
. . R rom: riina@webware.ee u
it will not constitute gec. et 2
excessive information “Kira kaaskir Tere!
upon registration of the Teile on saadetud Eriine OU dokumendihaldussisteemi kaudu dokument.
document. It can be Reg kuupaev: 31.05.2016
adj usted usi ng the Reg nr: 4545/44523-0/157/545/666/777

“Read only” setting or
field-based rights.

Upon drawing up an e-mail message, the text of the e-mail cover letter is shown in the content field.

“Outlook” Outlook
= Width - the width of the displayed field. Width: 55 (2]
= Number of rows — the number of the rows of the Number of rows: 5 |2
f|e|d HTML format: ~) NB! Existing data will not be converted.
= HTML format — the text inserted in the field can Enable marking:

Enable images:
onLoad:

be formatted. Please note: The HTML format can
be used only if no print templates are used in the
type.

= Marking.

= The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

Ta.gS Mérksdinad: jubend x W&petus = [resglistik x KKK x

For what?

With the help of keywords, all users of the system can mark the desired entries with suitable words
in order to make them easier to find. Keywords can be used in document type searches as well as in
general object searches.

How to set up?

Add the field “Tags” to the data type.

Check if there are “Marksonad” among the classifiers. If not, consult the user support of WebDesktop.
The administrator can add keywords to the classifier and remove them from there. Usually, keywords
are created on a day-to-day basis (for further information see the description below).

“Outlook”
None.
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How to use?

Adding/changing a keyword

The keywords are saved in the system as the classifier “Keywords”, which means that they can be
added and changed via the classifier management interface. A new keyword can be added directly
from the document addition or changing form — the system searches for the keyword based on the
inserted characters upon insertion and if no match is found, you can add a new keyword. To that end,

a comma (“,”) needs to be put after the word. To delete the keyword from the data field, it must be
removed by clicking on the cross or deleted from the keyboard using the backspace key.

Searching in the top bar using a keyword
To search for a keyworded document, enter ! in the search field in the top bar and, for instance, the
keyword *” after it.

Number Outlook

For what? Size:35 [
A field where you can insert only numbers. If you insert Max length: 1000 (2]
text in the number field, the WD will display an alert Number of decimal places: ¢ H|
"Incorrect field content™ upon saving the entry. Separate thousands: (] 2
“Outlook” onLoad:

= Size — the size of the text box displayed to the user.

= Max. length — the maximum permitted number of characters.

=  Number of decimals — the prescribed number of decimals; excessive decimals are rounded if
more decimals that prescribed in the interface are entered in the field.

= Separate thousands — separating thousands by a space.

=  The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

Picture

For what? o B webc=elieps

To display a picture file. Iog0_IAD_S pngt (4 3HE)

"Out|00k" Outlook

= Size — the size of the field. Size: 0 H

. W_id_th — t_he width of the picture (to_retain the Width: [ H
original width of the picture, leave the field empty Height: 3
or enter 0). ) E'_‘c" 0

* Height — the height of the picture (to retain the Display on view: -
original width of the picture, leave the field empty Display on edit: [ [ZJ
or enter 0). Override icon: [ (2]

= Show upon viewing — the picture is shown upon opening the register card.

= Show upon changing — the picture is shown upon changing the register card.

= Set as icon — the file extension icon added to the field is displayed in the directory view (by
clicking on the name of the series in the tree).

Cross-table field

For what?

The cross-table allows for creating data compositions based on multiple specifiers. The cross-table is
used, for instance, in the case of business trips where different cost types must be recognised along



with costs. In the cross-table, the calculation functionality is often used to make the work of the data
insertion staff easier.

“Outlook”

Outlook
Table definition: |{
"colNames": [
"Id","Nimi","Sugulusaste”, "Sinniaasta"],
"colModel": [

"name":"id", "index":"id", "sortable":false, "editable":false, "hidden":true},
"name":"nimi", "index":"nimi", "width":210, "sortable":false,
"editable”:true,"align":"center", "ajax":true, "sosel" : 2},

"name":"sugulus", "index":"sugulus”, "width":150, "sortable”:true,
"editable”:true, "align":"center"},

"name":"synd", "index":"synd", "width":100, "sortable":false, "editable":true,
"align":"center"}

1

"caption": "Risttabeli pealkiri"

}

Table rows: |[
"nimi":" "},
IlnimiII:II rl}

]

Table definition
The field is prescribed for creating a cross-table. To that end, enter the definitions of the columns,
their properties and formulas.

"colNames":[
"No","Date","Explanation”
1
"colModel":[

{"name":"id","index":"id", "width":30, "sortable":false, "editable":false, "hidden":false},
{"name":"date","index":"name", "width":150, "sortable":false, "editable":true},
{"name":"explanation","index":"explanation", "width":100, "sortable":false, "editable":true}

]

"

caption”: "Payment for work services"

Table rows
Definitions inserted in the field give an additional opportunity to pre-define the selected table rows

upon addition of

a new document. Table definition: [{
"colNames": [
In the neXt "Id", "Nimi", "Sugulusaste”, "Siinniaasta"],
"colModel"
Sample, Oﬂe I’OW {"name":"id", "index":"id", "sortable":false, "editable":false, "hidden":true},
. {"name":"nimi", "index":"nimi", "width":210, "sortable":false,
IS addEd tO the editable :true,"align":"center", "ajax":true, "sosel" : 2},
{"name":"sugulus", "index":"sugulus”, "width":150, "sortable":true,
CrOSS'tabIe by "editable":true, "align":"center"},
{"name":"synd", "index":"synd", "width":100, "sortable":false, "editable":true,
default and "align":"center"}
. . 1.
therein the da||y ;caption"= "Risttabeli pealkiri”
allowance IS
Table rows: . i
32.00 euros. JEmE L Krasti)

Sample 1 table definition:

"colNames":[
"Id","No of days","Allowance","Sum"



I
"colModel":[

{"name":"id","index":"id","width":150, "sortable":false, "editable":true, "hidden":true},
{"name":"days","index":"days", "width":175, "sortable":false, "editable":true},
{"name":"allowance","index":"allowance", "width":150, "sortable":false, "editable":true},

{"name":"sum","index":"sum", "width":150, "sortable":false, "editable":true}

]

formulas” : {

"expr(days:1*allowance:1)" : "sum:1",

"sum(sum:first..sum:last)" : "crstbl_setExpFieldValue(\"sum_total_b\",result);"
}

}
Sample 1 table rows:

aption": zero

[

{allowance":"32.00 €"}

]

Table rows definition sample if desire to add n-rows
The table rows must be separated by commas.
Sample 2 table rows

[
{allowance":"32.00 €"}
{allowance":"32.00 €"}

]
Empty table row
Put a space between the quotation marks in order to create an empty table row. {,,allowance*:“*}

Sample 3 table rows
[

{"allowance":" "}

]

Mandatoriness of a table row or column

To make a table row mandatory, add the parameter “required”:true.

Separation of the decimals of a number field with a comma instead of a full stop and determining the number
of decimal places

"editable":true, "formatter": "number", “formatoptions":{"decimalSeparator":",", "decimalPlaces": 2}},

More about filling in the “Table definition” field
First, determine the names of columns (attribute colNames). “Id” must always be the first column
and the rest must be between quotation marks and separated by a comma.

Upon adjusting the settings of the columns (attribute colModel), there are multiple options, e.g.
hiding the column, which is usually made in the case of the Id column, tying to a classifier (the second
column Cost type in the “name” column given in the example).

Possible attributes of the cross-table
- name - the name derived by the administrator (mandatory) — must not contain any non-English
letters or spaces.

- sortable — sortable — can be sorted (options: ,,sortable“:true;

- editable — can be edited (choices: true, false);

- width — the width of the field.

- hidden - concealed (choices: true, false);

- align — alignment (possible choices: left, center, right);

- classifier — classifier (the name of the classifier determined in WD).
o ajax —the classifier is indicated as an ajax-choice (choices: true, false) e.g. ,,ajax“:true;
o combo — the classifier is displayed as a drop-down list (choices: true, false) e.g.

,»~combo“:true,



- sosel — SOSEL field or the field of selection of one object.

- required — the column must be filled in.

- formulas — formulas;

- caption — title of the table.

- formatter: number — number formatting is used.

- formatoptions: {,,decimalSeparator<:«,“, ,,decimalPlaces*: 2} — a decimal separator is used
and there are two decimals (used together formatter:number

Cross-table column field types

Date field

To adjust the date field, date must be used in the name of the extension.

Example: ,,name*:,,x_date“,“index“:,,x_date*

In the case of multiple date fields, the name of the extension of the first row may be, for instance,
“x_date” and the name of the extension of the second row may be, for instance, “y date”.

SOSEL field or the field of selection of one object
To adjust the settings of the field of selection of one object, the parameter *'sosel**: 59277 must be
added, where 59277 refers to the data type id.

Field of selection of one value
To adjust the settings of the field of selection of one value, the parameter **classifier': “Cost type”
must be added, where “Cost type” refers to the name of the classifier.

Field of selection of one user
To adjust the settings of the field of selection of one user, the parameter **sosel"": 2.

Simpler calculation formula
It is possible to define formulas. See also the “formulas” attribute in sample A.

Adding, subtracting, multiplying, dividing

In the following example, the Price and Rate in the first row are multiplied and the sum is entered in
the “Sum (EEK)” field at the end of the respective row of the cross-table.

Lexpr(price:1*rate:1)* : ,,sum_eek:1%, (in this field, the calculation operation is defined)

expr — refers to a calculation operation after which the operation is defined in brackets.
(price:1*rate:1) — price and rate denote column names and the first row of table no. 1.

After the colon, the result is displayed in the formula (i.e. to which table column the calculation result
is transferred).

Sum of all rows

The sums of the rows of the cross-table are added and summarised in a separate field (export name
“costs_total”).

“sum(sum_eur:first..sum_eur:last)” : “crstbl_setExpFieldValue(\“costs_total\”,result);”
sum(sum_eur:first..sum_eur:last) — the “sum_eur” columns of the entire table (from first to last)
are added.

After the colon it is determined where the result is displayed (using definition of JavaScript events).
To calculate the number of rows, a number field must be added to the form. The number field must
have the same export name as “crstbl_setExpFieldValue(\*“\*“, result);”

Decimals in calculation operations and end result

wdecimalPlaces* : { (for defining decimals)

“expr” : “2”, - decimals in calculation operations

“sum” : “2”, - decimals in the end result



Sample A

Please note: The index attribute must certainly be added to the definitions of the columns of
@ the cross-table (colModel).
{ ,

"colNames":[
"Id","Cost type","Price","No VAT","VAT","Currency","Rate","Sum (EEK)"

"colModel":[

"name":"id","index":"id", "sortable":false, "editable":false, "hidden":true},
{"name":"name","index":"name", "width":150, "sortable":false, "editable":true},
{"name":"price","index":"price", "width":100, "sortable":false, "editable":true},
{"name":"no_vat","index":"no_vat", "width":100, "sortable":false, "editable":true},

{"name":"vat", "width":75, "sortable":false, "editable":true, "align":"right", "sorttype":"float"},
{"name":"currency","index":"currency", "width":75, "sortable":false, "editable":true},

"name":"rate","index":"rate", "width":75, "sortable":false, "editable":true, "align":"right", "sorttype":"float"},
{"name":"sum_eur","index":"sum_eur", "width":100, "sortable":false, "editable":true, "align":"right", "sorttype":"float"}

]

D

ormulas” : {
"expr(price:1*rate:1)" : "sum_eur:1",
"sum(sum_eur:first..sum_eur:last)" : "crstbl_setExpFieldValue(\"costs_total\",result);"

b

"decimalPlaces" : {
"expr" : "2",

"sum"” : "2"

}

aption": "Payment for work services"

More complex calculation formulas

Adding and multiplying in one operation
sexpr(amount:1* (price:1+add:1))* : ,,sum:1¢
amount:1* must be followed by a space
(price:1+add:1))must use double brackets

Sample B

"colNames":[
"Id","Room","m2","EUR/m2","Collateral costs","Sum","Notes"

1

"colModel":[

{"name":"id","index":"id", "sortable":false, "editable":false, "hidden":true},
{"name":"objekt","index":"object", "width":300, "sortable":false, "editable":true, "sosel" : 59277},
{"name":"amount”,"index":"amount", "width":175, "sortable":false, "editable":true},
{"name":"price","index":"price", "width":175, "sortable":false, "editable":true},
{"name":"add","index":"add", "width":175, "sortable":false, "editable":true},
{"name":"sum","index":"sum", "width":175, "sortable":false, "editable":false},
{"name":"notes","index":"notes", "width":175, "sortable":false, "editable":true}

1
"formulas" : {

"expr(amount:1* (price:1+add:1))" : "sum:1",

"sum(sum:first..sum:last)" : "crstbl_setExpFieldValue(\"total cost\",result);"

}

"

ecimalPlaces" : {
"expr” : "2",
"sum® : "2

2

"caption™: zero

}

SyStemiC field Answer required/Not required:
For what? ]
Used in the registration cards of,

for instance, an initiating letter and a reply letter. An initiating letter received by an agency may need
a reply and in such an event s systemic field is used, indicating “Needs a reply” in the status of the
initiating letter. If a reply letter is registered as a follow-up to the initiating letter, the status will be

~| Answered -] 02.06.2016  [TODAY] [X]




indicated as “Replied”. Automatically, the status of the initiating letter changes to “Replied” and the
date of reply is added.
“Outlook”

®  Field — selection of systemic fields (currently the only option used is “Status”).
= Status — the status indicates whether the

letter has been resolved or not. Choices: Outlook _
None, Replied, Done. Field: Status ~|
= Substatus — indicates whether the letter Status: None A

calls for a reply or not. Choices: None, swer | -| Disabled
Needs a reply.

= Not activated — if switched on, it is not displayed to the users of the sub-status field.

Text

For what?
For insertion of a shorter text.

“Outook”
. . . Outlook
= Size —the size of the text box displayed to the Size: 35 |7
user.

Max length: 1000 |[Z]

onlLoad:

= Max. length — the maximum permitted
number of characters.

= The fields onLoad, onSubmit, onChange,
onFocus, onBlur, onKeyUp and HTML attributes — defining JavaScript events for special
developments.

Insert

For what?

The insert field allows for inserting additional information that may need to be displayed to, for
instance, the person who registers / creates a document. Different practices are used, e.g. the insert
can be added before the field on which additional information is to be given to the person who fills
in the document form, so that they would take it into account upon filling in the form. The next sample
is of an insert field that has been added as the last field immediately before the routing block.

How to set up?

Suunamise info!
1. Lahetatu suunab lahetustaotluse kooskélastamiseks oma otsesele juhile.
2. Pérast lahetustaotluse kooskdélastamist suunab otsene juht ldhetustaotluse kooskdlastamiseks juhatuse litkmele.

(*) Suunamiste lisamine ™
Suunamise tliip: Paralleelsuunamine: ® Jarjestiksuunamine:
Salvestatud suunamised: -- Puudub - v

The overall settings window of the interim text field differs from the settings of other data fields.



Notes text is required —
depending on the language of the
system, the insert can be inserted in
the respective languages (in
addition, Finnish can be used). The
layout of the text can be made in,
for example, OpenOffice Writer
first and thereafter be pasted to the
notes fields. In addition, the text
can be formatted using WD tools.
Name of extension — filled in upon
using special developments.
Publishable — the field is
published in the user interface if
“Do not show in public interface”
has not been marked as the
restriction of the entry.
Description — as additional
information to the administrators
as to why the field has been
created.

Selection field

For what?

“Outlook”

Size — the size of the field.

Outlook

Size: 4

Outlook: ") Only values ()Only codes " Value (code) @Code - Value |2

Adding new field: Remark
Global

Comment text is required :

Comment text is required = :

Comment text is required i :

Comment text is required &= :

Is publishable:
Description:

Allows for creating a field with selectable values.

B I U i i= em
B 7 U = = wm
B 7 U = i= wm

Save Cancel

Use codes:
Values: |2

NrCode  Value Value
0 L =@
1 s = @

Text color Background color From To Example Actions

&[5

B (<[]

Bind with classifier: 2, @)
Selection type: Regular: @ AJAX2:

Outlook — you can determine the look of the selection field.

o Only values — only values are displayed in the selection field.
o Only codes — only codes are displayed in the selection field.
o Value (code) — the value and after that (in brackets) the code are displayed in the selection

field.

o Code — Value — the code and after that the value are displayed in the selection field.
Use codes — if ticked, the column “Code” will be displayed in front of the values.
Values — values displayed in the selection field:

o Code — numerical code;
o Value — textual value;

o Text colour — to determine the colour of the text, enter the colour code on the basis of the
colour table (available on the Internet) in the form of #FFFFFF;
o Background colour — to set the background, use the colour codes in the same way in the



form of #0033FF;

o From — the date field in order to indicate as of what time the value is displayed in the
selection field (fill it in if you want to determine a period during which a value is offered
for selection);

o To —the date field in order to indicate the date up to which the value is displayed in the
selection field;

o Example — the stylised value is displayed.

o Activities — using the [~ I~ Ibuttons you can change the order of the values displayed in the
selection.

Please note: The colours, codes and dates are not mandatory.

Bind with classifier — you can take the values displayed in the selection field right from the classifier.
= Selection type — the look of the selection field.

o Regular —in the selection field, the values are displayed in a drop-down list.

o AJAX2 - values are displayed in the selection field only if something has been entered in the
field. For instance, in the case of using codes and values, it is possible to enter the start of the
code, e.g. 111, after which values the start of the code will be displayed. Usually, it is used if
there is a large number of values.

If 1) the section type is ... and 2) the look is ..., both are not supported as
default values: Code and value, but only code, i.e. if the code and value are
or only the value is inserted as the default value, WD will give the following
error: "Unexpected exception:

=  The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

Field of selection of one user

For what?
The single user selection field is related to the static data type of the user, i.e. the choices of the user
selection field are taken from among the system users.

“Outlook” Qutlook

= Selected active user — the user account of  Defaults to current user:
the person who has opened some data type  Create owner relation:
addition form is automatically selected for  Duplicate info relafions: &

the field. Is activated on insert: §
= Create owner connection. It is advisable Is activated on edit: §

not to use it. The functionality has been Size: 35 [7

preserv_ed_ ) for the purposes of the Selection type: Popup window: ) AJAX: @

compatibility of the system. onLoad: Swd get/ield_"rexp2ic[isi+ dv) setAferSelectAutofiiMapping(
®=  Duplicate to connections — the user ‘occupation': field_'"+exp2fid'ametinimetus),

account that has been selected is also 'user_bank_account': 'field_‘+exp2fid|'arvelduskonto_nr

automatically  duplicated into  the } e

connections block.

= Active upon addition — if the field is ticked, you can see a user account for the field if you are on
the data type addition form.

= Active upon changing — you can choose a user account for the field if you are on the data type
change form.

= Size —the size of the field.




= Selection type — the look of the field.

Popup window — the field is opened in a popup window & [Clear]

Ly

JOri Juurikas
Luule Raamat

AJAX — the field is opened with an AJAX solution, 4= Fasitaia

= The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.

Transfer of data from a user card to a text field

. Lock View Back
Data on a user card can be automatically
transferred to the text field, e.g. transferring the
user’s job title to the text field. If the user chooses ~ Regnr:* 0 1210
the user, the job title field in the addition form is 1210 H
gutomatl_cally filled with the user card Reg kuupaev: * 18.05.2016 | [TODAY][X]
information.

R . . Isik: Luule Raamat
Before adjusting the settings make certain that

you have a field of the single user selection type ~ Occupation:
in the data card and that the field for the insertion of the job title is of text type. The fields must have

export names.

To adjust the settings, open the settings of the field of a single user type and put the following
JavaScript in the onLoad field (see Sample A),

consultant

where define based on what data is to be enquired from the wuser card
$wd.get(‘field_'+exp2fid['esitaja’]+'_div");

and the field’s export name whose result is output .setAfterSelectAutofillMapping({'occupation’ :
'field_'+exp2fid['jobtitle"]

Sample A

$wd.get(‘field_'+exp2fid['esitaja’]+'_div').setAfterSelectAutofillMapping({

‘occupation’ : field_'+exp2fid[jobtitle’]

}, true);

Sample B

$wd.get(‘field_'+exp2fid['nimil+'_div').setAfterSelectAutofillMapping

({ 'structure_unit' : field_'+exp2fid['structuralunit],

‘occupation’ : ‘field_'+exp2fid['occupation’]

}, true);

The currently supported fields are: ,,id*, ,,name®, ,,is_away®, ,,is_passive®, ,,occupation®, ,,email®,
,occupation®, ,,phonel®, ,,phone2“, ,,gsm*, ,estidcode®, ,,division®, ,division id*, ,,sms_email®,
»fax®, ,,is_desktop admin®, ,,is admin®.

Single object selection
(SOSEL = Single Object Selection)

For what?
Obiject (e.g. topical letter or contact person) selection field.



“Outlook”

Outlook
Duplicate into relations: @
Update relations (may be slow):
Type: Lahetuskorraldus 4
Extra params: (6]
Size: 35 =
Max length: 255 [Z]

onLoad: $wd.get('field_'+exp2fid[lahetuskorraldus']+'_div').setAfterSelectAutofillMapping({
'occupation’ : 'field_'+exp2fid[‘avanss'];
‘jah’ : "field_'+exp2fid[jah’]
1. true):

= Duplicate into connections — the chosen object is automatically duplicated in the respective
connection block if a connection has been created between the data type and the data type of the
selected object.

= Renew connections (may be a slow activity) — retroactively, all the existing connections are
updated according to the change of the object in the field “Type” or if a new field is created in the
register card.

= Type — the choice of the data type of the object.

= Additional parameter — giving additional parameters to the object link.

= Size —the size of the text box displayed to the user.

= Max. length — the maximum permitted number of characters.

= The fields onLoad, onSubmit, onChange, onFocus, onBlur, onKeyUp and HTML attributes —
defining JavaScript events for special developments.



Importing and exporting data types

Importing data types

For what?
With the data type importer you can import finished data types from one system to another or from
one desktop to another.

1. Creation of data type export file
r~h In the menu, mark the name(s) of the respective type in "Management" - “Desktop
admin” ->“Types” and click on “Export selected”.

BaD In the opened additional window you can enter an additional description, but it is not
Other agreement Agreement Yes No E
Other application pplication Yes No =
( Cutgoing corresponden 1 rrespondence Yes No =
Power of attorney orrespondence Yes No =

Top | Next (3) »»» | Last

Delete selected ( Export selected @ack

mandatory. Save the file (.exp) in the computer.

2. Importing data type
1. Inthe menu, open “Management” - “Desktop admin” >“Types”.

2. Inthe “Actions” menu above on the right, choose “Type importer”.
3. Upload the previously saved export file (.exp) from the computer and click on “Import”.
Types importer

File: Browse... No file selected.

Back

Data (document meta data) export
For what?
The data of inserted documents/objects can be exported into the desired format, e.g. Excel.

How to set up?
In order to be able to export data in the fields in Excel, the field must be adjusted with the export
name, i.e. the “Export name” field must be filled in the settings.

For further information on the use of the export functionality, see the Ordinary User Manual.



Print templates

For what?
Print templates allow for creating a document on a pre-formatted template.

How to set up?

The desktop administrator, the standard administrator and, within the unit,
the unit administrator have the right to manage print templates. An overview
\) of inserted print templates in given in the print templates management
module where you can change templates and their settings and add new

templates.

MS Word word processing programs, because the end result may be

We do not advise creating and editing print templates using LibreOffice or
@ unpredictable.

To use a print template, you need to complete the following setup stages.

Using the word processing program (preferably, OpenOffice Writer or, in certain events, MS
Word), create a document file. Upon creating print templates, the Webware Open Office
generator is used and therefore the document file must be saved in the odt format.

In the case of WebDesktop templates, Smarty language is used as the syntax. For the Smarty language,
the special characters are brackets { } (without quotation marks). For further information on the
Smarty language, see here. Let us assume that we wish to automatically create an outgoing document
that has information on the title of a registered document, the registration number and the registration
date.

To that end it should be checked whether there are export names in the respective fields of the
outgoing document data type. Open the settings of the data type.

Next, open the settings. You should see an adjustment window with the export name field.

In the export name used in print templates no numbers can be used. For
instance, “myfield2" cannot be found, while "myfield b" can.

In order to use pictures on a print template, use a picture file in the .jpg
format. The use of .png-files is not supported.

Insert the document file in the form of the export name of the field {gv p=exportname}. For
instance, in the case of a title field the export name can be “title”. Then the result would be {gv
p=title}.

Load the print template file to WD in the odt format. Choose “Add new” — “File”.

The file addition window will be opened and, if possible, choose the location where the file will be
saved. If a location is missing, you can adjust it in the directory settings form by binding the directory
to the data type “File”.

To upload the file, click on the button “Choose File” / “Load File”.



Adding: File

Location: "EE Templates” i~|

-] File: Browse... = No file selected. *
Is template:
OR
URL: *
Save and add new Cancel

If you wish to use the same file as the underlying document on next occasions (e.g. as the underlying
file for creating next print template files), tick “Is template”.

OR

Template: ‘travel order.odt |
Open locally: @ *
On the subsequent occasions, you will be able to use the marked files as the underlying document.
You can remove the underlying document status from the file viewing form using the button “Mark
as non-underlying document”.

Viewing: File
MName: travel order.odt
Size: 242 9KB
Create time: 10.08.2015 10:11
Is template: No
Open file Convert to Digidoc Copy Lock Back
( Set as template )
Versions
A D Name Size Creator Create time [~] Actions

In order to add a file from a URL address, choose the URL field and add the URL address.
In order to add a file, click on “Save” or, in order to add a new file, click on “Save and add new”.
Samples of print templates
Content of print template Print template
file (in odt-
format)

Simple template, e.g. {gv p=reg_date},{gv p=reg_no}; use of a picture file; free-
format text e.g. “Kind regards,”

The template of an outgoing initiating letter related to the contact register solution.
If the value of the selection field “Data medium” (exp. name = datamedium)
equals “digital”, it will be marked (the date in the digital signature), otherwise it
will be the registration date.

The template of an outgoing reply letter related to the contact register solution
with the “You/We” part (always put on the template)

The user does not have to make a choice from among initiation and reply
letters, but choose one letter print template. If the user is the same as the
undersigned, only the telephone number of the author or the undersigned is
put in the author part (without repeating the name). If the author is not the
same as the undersigned, the author’s given name and surname are placed in the
author part along with the author’s telephone number. The author and the
undersigned must be located in the single user selection field to that end.
Enquiring data from a related data type



http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kontaktiregister_seadistamine#kontakti_saatja_saaja_kuvamine_trükimallil
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kontaktiregister_seadistamine#kontakti_saatja_saaja_kuvamine_trükimallil

Transfer of the data of the cross-table to the template

Ticking in values on a document on the basis of a selection of multiple values
Unit info to the template

In order to add structural unit information to the document, put the following syntax in the
template:{gv p=item_unit_name}

Date and time to the template in the Estonian format
Displaying the date and time in the Estonian format, e.g. 28. aprill 2015. Add t=est_named_date,
e.g. {gv p=reg_kpkell } to the export name.

Changing the print template file
Open the print template catalogue from the left side of the tree.

Explorer
- Name [ Type name Creator Create time Last modified * Actions
=,
..
- [ algatuskiri_ounake.odt TYPE_FILE Sigrid Vésa 17.10.2012 15:43 14.04.2016 09:14 (71 B [ =@
| ] demo volitus.doc TYPE_FILE Sigrid Vésa  26.09.2012 14:08 26.09.2012 14:08 [~ & @
7 [ ikoonid_puudu_magus_apelsin_suur.bmp TYPE_FILE Luule Raamat 18.09.2012 12:17 18.09.2012 12:17 [7] B/ [@ w@
~ [ mitme_vaartuse_valik_mall.odt TYPE_FILE Test Asendaja 12.04.2016 15:27 12.04.2016 15:27 (71 B [ =@
- [) roboto_alagatuskiri.odt TYPE_FILE Sigrid Vésa  19.02.2014 12:39 19.02.2014 13:25 (7 B [T =@
Delete selected Cut selected Copy folder-like items Export

On the row of the respective template click on the icon “View”

The file viewing form will be Viewine: File

Name: (ksus.odt

opened. Size: 9.5KB
R Create time: 29.12.2015 14:16
In the template file, changes Is template: No
can be made in tWO WaySZ Edi Open file Convert to Digidoc Copy Lock Back
o fil oL Set as template
" putton  initiates
the direct changing (editing) versiens
of the flle The document |S A D Name Size Creator Create time [=] Actions
iiksus.odt 87KB Riina Raju 29.12.2015 15:23
Opened and the Changes are iiksus.odt 92KB  Riina Raju 29.12.2015 15:20
saved directly in the system iiksus.odt 88KB  Riina Raju 29.12.2015 15:18

without loading the document into the user’s computer.

button allows for opening the changed file from the computer.

 Browse.. ) you can choose the file from the computer.

Make a new version — creates a list of old versions, which can be restored later.

Editing: File
(-] File: || Browse... | No file selected. *
OR
URL: *

Create new version:
Name: (ksus.odt
Size: 9.5KB
Create time: 29.12.2015 14:16

Back


http://support.webware.ee/doc/doku.php?id=wd:administraatorile:andmetüübihaldus:risttabel

Changing print template settings

For what?

If file formats (e.g. docx, pdf, etc.) in which a document file is created need to be added or if the name
of the printing ground needs to be changed, you can do it via the "Printing grounds" module.

How to set up?

Choose “Management” — “Printing grounds” from the top menu.

At the end of the respective print template row (in the “Actions” column), click on the "Change"
button.

Change
Type: Outgoing document (EHK) j *
Name: Test (EHK) *
Extension name: Derive from name
File: 130227 *Q
Language: ~ Al ~|*
Output formats: doc
rtf
pdf
SXW
odt [Z]*
Default format: | doc j
File field: Document's worksheet ~|
File name:
Module: Webware's Open Office generator (XPath-based) j *
Is active: [«]

Make the required changes and click on "Change" to save the changes.

Deletion of a print template

Print templates can be deleted in two ways:

1. Choose “Management” — “Printing grounds” from the top menu. At the end of the respective
print template row (in the “Actions” column), click on the "Delete" button [,

2. Choose “Management” — “Desktop admin” — “Types”. On the card of the respective (sub)type
in the “Printing grounds” block, click on “Delete” button.

Finally, you have to delete the file also from the “Printing grounds” directory in the tree on the left.

To delete it, tick the respective template and click on “Delete selected”.

Instructions on making print templates based on the
Webware Open Office generator (X-path)

General

The Smarty language is used in WebDesktop in print templates.

If the characters of the Smarty language { } are to be used inside the text, they must first be
replaced with “{” = “{{” “}” = “}}”, respectively. In addition, characters " (three single quotation
marks) must be used instead of quotation marks (without quotation marks). To obtain the individual
quotation mark, the characters " (two individual quotation marks) must be used (without quotation
marks).



Example:

Input

This here is a row of numbers {ldelim}l,2,3{rdelim}
Output

This here is a row of numbers {1,2,3}

For further information on the standard Smarty syntax, see here: http://smarty.net.

Path

Path is the path to an element in the XML tree. In addition to the traditional X-Path syntax, sub-
paths can be used by separating them using characters “«” and “»”. For instance, “«objekt id»”. In
sub-paths, special functions can be used in addition to the regular path:

@ glv:ireference to sequence:name of the field

’ type_ename:type extension name
Samples:
In the given sample, the person going on a business trip (lhv) is given a value via an id
(lahetatav_id) read from the business trip (Ih).
I/l Parameter "0" is a freely chosen name and must overlap with the name given in the sub-path.
/I The only rule is that the parameter must not overlap with any built-in parameter.
{sle n=1lhv
p=""''webdk relations/webdk relation/webdk slave item/webdk item[item id=''<<glv:
o:lahetatav_id>>'"']"'"!’
0=$1h}
/' In the given example, all related business trips are found using the name of the extension for
identifying the type.
/'t is a more universal approach and allows for transferring templates more easily from one system
to another.

{sle n=lhs

p=""'webdk relations/webdk relation/webdk slave item/webdk item[item type id=''<
<type ename:Lahetus>

>' '] 'T'}

Tags

opt

This tag is meant for optimising. The program needs “hints” as to what types and fields (that fall
within the if sentence) are to be used in the template. This will greatly reduce the size of input
XML. By default, the system uses the ID type on which printing is commenced,; i.e. if you want
data only directly from the same data card, you do not need to use the opt tag. However, if you want
to also take data from connections, you need to define the IDs of the respective connected types.
Parameters

Name Description
tids List of type IDs separated by commas
enames List of type export names separated by commas
The maximum depth in XML. By default, it is 2. If you want to go deeper into the
max_depth . .
connections, the maximum depth should be 3, etc.

Example:
{opt tids=27992,28007,34111}


http://smarty.net/

sb

This tag is meant for determining the base path. The latter is needed, above all, for shortening the
descriptions of the paths of the location. If no sb tag can be found in the document,
“/webdk_data/webdk item” is automatically designated as such.

Parameters
Name Description
p path. Determines the location in the XML tree.
Example:

{sb p='"'"'webdk item[item id='"'45676'']"'"'"'}
Determines that the following journeys are as of item id=4676.
gv (get value)

This tag is used for displaying the content of fields.

Parameters
Name Description
path. Determines the location in the XML tree.
C context. Determines the context as of which the value search is conducted. See the sample.
\ type. Determines the field type. If not specified, it is displayed exactly as in the input. See the part
on types.
req Is required. Determines whether the respective variable is required. By default, the setting is
“true”.
empty If the vaI_ue is missing or empty (in the latter event, the setEin.g must be req=false), the value of the
variable is returned. E.g. {gv p=myvalue req=false empty=tihi}.
Types
Name Description
date Date and/or time. Determines the date type based on which the input dates can be

presented in different forms. The shape can be determined by the parameter fmt.

est_ named date [The date in Estonian. E.g. “30. oktoober 2008”. See the sample.

Determines that it is a musel value that is formatted in accordance with the
musel parameters “musel_sep”, “musel_val”. E.g. {gv p=MVV t=musel musel_sep=,

empty=tihi musel_val=« code »: «value» req=false}

IM

Example:

Type: {gv p=../webdk item type/item type name translation/et}

Title: {gv p=pealkiri}

Date in format YYYY-MM-DD: {gv p=reg date t=date fmt=''Y-m-d''}

Date in the said format: {gv p=reg date t=est named date}

{sle n=a p=webdk relations/webdk relation/webdk slave item/webdk item}
Title of the first connection: {gv p=pealkiri c=$a.0}

sle (set get value)
This tag is used for drawing up so-called internal discussions so that they can be displayed later
using the Smarty foreach construction.

Name Description
n name. Determines with which name the list is saved.
p path. Determines the location in the XML tree.
C used, above all, in foreach, etc. cycles upon displaying sub-elements
Example:

{sle n=a p=webdk relations/webdk relation/webdk slave item/webdk item}


http://www.php.net/date

sl (sort list)
This tag is used for sorting the so-called internal discussions (made with “sle”).

Name Description
n name. A name made using the “sle” function.
p path. Determines the location in the XML tree.
Example:

{sle n=a p=webdk relations/webdk relation/webdk slave item/webdk item}
{sl n=a p=pealkiri}

table
This tag is used for creating tables.
Name Description

p path. Determines the location of the values of the table.

. context. Determines the starting point as of which the path is resolved. This is necessary, for
instance, upon generation of tables in the “context” inside a cycle (see the sample).

sort sorting path. Determines the journey to the value that serves as the basis for sorting. The path
must be relative to the table row.

tgv (table get value)

This tag is used for displaying the values within the table.

Parameters

The parameters are the same as that of the gv function, but the difference is that the context is a
specific table row.

Types

Name Description

Date and/or time. Determines the date type based on which the input dates can be presented in

dat
ate different forms. The shape can be determined by the parameter fmt.

Example:

{table p=webdk routing}

"Roll"Kes"Ulesanne”

| {tgv n=rt role name}|{tgv n=rt perf name}|{tgv n=rt task}|
{/table}

Global functions
Global functions can be used in conditionals, etc.

Parameters
Name Description
name The name of the calling function. Typically “gv”.
paraml.. Parameters transmitted to the calling function. In the case of "gv", can be merely an x-path
paramN journey. See the sample.

Other notes

In the export name used in print templates no numbers can be used. For instance,
“webdk _item/myfield2" cannot be found, while "webdk item/myfield b" can.

Samples:

{opt tids=27992,28007,34111}{sb p=/webdk data/webdk item}
Type: {gv p=../webdk item type/item type name translation/et}
Title: {gv p=pealkiri}

Our no: {gv p=reg nr}
Your date: {gv
p='"''webdk relations/webdk relation/webdk slave item/webdk item[item id=''<<reg nr_ odid>>

vl]/regikpvlv}



Your no: {gv

p="'"''webdk relations/webdk relation/webdk slave item/webdk item[item id=''<<reg nr odid>>
"}/reg_nr"'}

Date: {gv p=reg date}

Content: {gv p=summary}

Nonexistent variable: {gv p=minu muutuja reg=''false''}

Connected field of one object (e.g. data from the personal card):

{sle n=1h

p='"''webdk relations/webdk relation/webdk slave item/webdk item[item id=''<<lahetatav_id>
>|']'|'}

{glv i=$1h.0 n=Isik}

{table p=webdk_routing}
Role Who Task

{tgv n=rt_role_name} {tgv n=rt_perf_name} {tgv n=rt_task}
{/table}

Displaying values of a cross-table in a table
{table p=kaubad/rows/row}

‘{tgv n=nimetus} ‘{tgv n=kogus} ‘{tgv n=summa} ‘

{/table}

* Connected outgoing letters (type 1D=28007):

{sle n=a

p='"''webdk relations/webdk relation/webdk slave item/webdk item[item type id=''28007"'']""

'}

{foreach from=$a item=1 name=testloop2}
{$smarty.foreach.testloop2.iteration}.

- ID: {glv i=$i n=item id}

- Type ID: {glv i=$i n=item type id}

- Name: {glv i=$i n=item name}

- Creator: {glv i=$i n=item creator name}

- Created: {glv i=$i n=item create time t=date}
{/foreach}

* All connected documents:

{sle n=a p=webdk relations/webdk relation/webdk slave item/webdk item}
{foreach from=$a item=1 name=testloop3}
{$smarty.foreach.testloop3.iteration}.

- ID: {glv i=$i n=item id}

- Type ID: {glv i=$i n=item type id}

- Name: {glv i=$i n=item name}

- Creator: {glv i=$i n=item creator name}

- Created: {glv i=$i n=item create time t=date}
{/foreach}

* Displaying multiple-value selection field:

{sle n=a p=MVV/selection}

{foreach from=$a item=1i name=mvvl}
{$smarty.foreach.mvvl.iteration}.

- Code: {glv i=$%$i n=code}{if xpc(“glv”,$i,”item id”) eg “K2”} (Special code) {/if}
- Value: {glv i=$i n=value}
{/foreach}

* Displaying multiple-user selection field:

{sle n=b p=MUSEL/record}

{foreach from=$b item=i name=musell}

{$smarty.foreach.musell.iteration}. {glv i=$i n=name}{if !$smarty.foreach.musell.last},
{/if})

{/foreach}

* A complex option where the card has a single object selection that is mirrored into connections

(duplicate connections).

In the given example, the field export name is “object”, i.e. its ID is actually in the
field “object id”.

Here is an example on how to display information from among connected objects by using
the ID in the object field.

{gv


http://www.php.net/date
http://www.php.net/date

p='"''webdk relations/webdk relation/webdk slave item/webdk item[item id=''<<objekt id>>'"
]/item name'''}

Routing info
{table p=webdk_routing}
Stat f
Role Execution time To: Resolution a u.s (o Note / response
routing)
{tgv
t t t t t
tgv tgv . {tgv {tgv n=rt_task} {tgv (tgv n=rt_answer_com
n=rt_role_name} |n=rt_status_time} |n=rt_perf_name} n=rt_status_tr} |n=rt_task_answer} ment}

JZ2E\

€ Conditional sentence: {if xpc(“gv”,“arv”) eq 77}JAH ON 77{else}EI OLE
77{/1f}

@ CGeneration of context-based tables:
{sle n=lvvphk
p='webdk relations/webdk relation/webdk slave item/webdk item[item type id=2177]
"}
{foreach from=$lvvphk item=i}

* Name: {glv i=$i n=nimetus}

e Code: {glv i=$i n=kood}

¢ Subtable: {table c=$i
p='webdk relations/webdk relation/webdk slave item/webdk item[item type id=2359]
"}

Subname Description
{tgv n=nimetus} {tgv n=kirjeldus}
{/table}{/foreach}
Output

Type: Incoming letter

Title: Letter from Webware 0OU-

Our no: 1.2/11

Date: 15.11.2007

Content: Notice of regular server maintenance

Nonexistent variable:

Connected field of one object (e.g. data from the personal card): Andres
Maasikas

Role Who ‘ Task
For inf i
information purposes to be sent Mait Kauss
also to:
Person in charge Eero Pealis ‘Please specify the date

Displaying values of a cross-table in a table:

Name Quantity Amount
ID card reader 5 500
Keyboard 2 300
@ Connected outgoing letters (type ID=28007):
- ID: 34555

- Type ID: 28007

- Name: 4.11/68-1 test letter
- Creator: Erki Kaldjarv

- Created: 03.12.2007

® All connected documents:

- ID: 34248

- Type ID: 34111

- Name: document 1

- Creator: Erki Kaldjarv
- Created: 03.10.2007



- ID: 34255

- Type ID: 34111

- Name: document 2

- Creator: Erki Kaldjarv
Created: 06.10.2007

ID: 34262

- Type ID: 34111

- Name: document 3

- Creator: Erki Kaldjarv
- Created: 06.10.2007

® Displaying multiple-value selection field:

- Code: K1
Value: AAA

Code: K2 (Special code)
- Value: BBB

® Displaying multiple-user selection field:

- ID: 123
- Name: Erki Kaldjarv

- ID: 2345
- Name: Ants Kalda
® A complex option where the card has a single object selection that is mirrored into
connections (duplicate connections).
In the given example, the field export name is “object”, i.e. its ID is actually
in the field “object id”.
Here is an example on how to display information from among connected objects by
using the ID in the object field.
My object name
* Conditional sentence: YES

* Generation of context-based tables in a cycle:
Ordinary values:
Name: Product name Code: Product code

Subtable:
Subname Description
Subproduct 1 Long description 1
Subproduct 2 Long description 2




Possibility to associate contacts register with a
document

For what?

The more dynamic contacts register allows for, with the help of the contact data field, adding an
unlimited number of contacts to a document (e.g. multiple addressees to an outgoing letter) and
send the document to multiple addressees in the same sending window. A document can be
submitted to multiple different e-mail addresses at once.

Based on the inserted characters, the system automatically offers contacts from the register. In the
add contact window, the data is grouped based on the organisation, its contact person and address.
The composition of the address data fields is predefined: country, city, county, rural municipality,
street, house no, flat no, farmstead, postal code. The composition of the address field is compatible
with the address data system ADS.

How to set up?

If your organisation has put a contacts register into use before the fifth version of WebDesktop and
you are interested in putting the new contacts register solution into use, we advise consulting the
user support of Webware OU in the matter of data migration.

Setup of the contacts data type

1. To manage contact data, the data type extension name must be “kontakt”.

2. Inthe new contact addition window you can display the following data fields regarding the organi-
sation and the contact person:

Add fields to the contact type.

Name Field type| Extension name
Dé?seo(,:?gal person/natural selection type
Agency text org_name
Reg. code text org_code
Agency’s e-mail e-mail org_mail
Name of the person text per_name
Personal identification code text per_code
Peron’s e-mail e-mail per_mail
Address address  |address

Adding organisation-specific data fields

(WD 5.2.1 - 22.09.2015) To insert specific data fields (e.g. a current account) directly from the
contact card, add the data field and set “ctm” in the beginning of the name of the extension of the
field. e.g. “ctm_currentaccount”.

Make certain that the contact data type is related to a directory where contacts will be gathered
further. If the unit solution has not been activated in WebDesktop, i.e. the variable
"WEBDK_UNITS_ENABLED" is not active, the contact type must not be connected to multiple



http://support.webware.ee/doc/doku.php?id=wd:administraatorile:konf#üksused_aktiveeritud

catalogues. (WD 5.2.0 - 22.12.2015) If in WebDesktop units are activated or the variable
“WEBDK_UNITS ENABLED” is active, the contact type may be related to multiple directories.

_ﬁ

Organization Address*
Name: | Country:
Reg. code: City:
E-mail: County:
Person Parish:
Name: Street:
ID-code: House / Apartment no: /
E-mail: Farmstead:
Sending option: j ZIP:

Extra fields

Arvelduskonto:

Telefoninumber:

Markused:

| | Cancel

Manners of sending documents

Set the manners of sending a document in the classifier. To that end you need to create a classifier
titled “Manner of sending of document”. Possible manners of sending include e-mail, DVK, hand
delivery, courier, etc.

Binding document data type (e.g. incoming document, outgoing document, contract) to the register
of contacts

In order to connect the registration form of a document data type to the register of contacts, the
following adjustments need to be made:

1. Set the extension name to the subtype (main type) of the document, e.g. "Correspondence" or "Con-
tracts". The name of the extension can be freely chosen, but it must not contain non-English charac-
ters, numbers or spaces.

2. Add the “Contacts” field to the main data type of the document (in the look block, set “OUT” as the
direction).

3. If the main data type has subtypes, add the “Contacts” field to them as well and set the direction of
the field type (in the look block). For instance, in the outgoing document, the direction is “OUT” and
in the incoming document the direction is “IN”".

4. Create a connection between the data type of the contact and the contact itself.

Make certain that the document data type is related to a directory in the tree where data will be gath-
ered further.



How to use?

For further information, see the standard user manual.
Displaying the contact (Sender/Recipient) in the print mall
To display data from the contact field, use the following:

{sle n=c p=saaja/contact}
{foreach from=$c item=i name=contacts}
{$smarty.foreach.contacts.iteration}.

Organisation names :{gv c=$i p=organization/name}
Organisation Reg.. code: : {gv c=$i p=organization/code}
Organisation e-mail : {gv c=$1i p=organization/mail}
Name of the person : {gv c=$i p=person/name}
Personal ID code: {gv c=$i p=person/code}
Personal e-mail : {gv c=$i p=person/mail}
Country : {gv c=$1i p=address/country}
City : {gv c=$i p=address/city}
County : {gv c=$i p=address/state}
Rural municipality : {gv c=$i p=address/parish}
Street : {gv c=$1 p=address/street}
House number : {gv c=$i p=address/house nr}
Flat number : {gv c=$i p=address/appartment nr}
Farmstead : {gv c=$i p=address/household}
Postal code : {gv c=3%i p=address/zip code}

{if !S$smarty.foreach.contacts.last} {/

if}

{/foreach}

See also sample print templates

Contact order number

- . If you want to make certain that the contact does not display its ordinal number,
Webware OU  remove the following from the template:

Vadna 7 5
11612 Tallinn

{$smarty.foreach.contacts.iteration}

Displaying a certain (the first, second, etc.) contact in the print template
Tarty Ulikool  V€XL, you can choose which contact (ordinal number) you wish to display in the

Ulikooli 18 template:

20090 Tartu {sle n=a p=saaja/contact}
Only the first name of the organisation is shown here:: {gv

p=organization/name c=$a.0}


http://www.php.net/mail
http://www.php.net/mail
http://www.php.net/mail
http://www.php.net/mail

Adjustment of the settings of the third party
signature solution

For what?

In WebDesktop it is possible to share each document by e-mail to an external party (client, contractual
partner, contractor, etc.), thereby determining whether the external party can merely read the
document or also sign it.

The adjustment possibility regarding whether the ID card/Mobile ID is required for access (in such
an event, the personal ID code of the party must be inserted) or whether a universal access key is
generated (no personal ID is asked, everyone with a link can sign).

You can limit the meta data fields to be shared.

You can establish restrictions to a party's IP address.

You can set a general temporal restriction on access.

You cannot change past sharing, but you can delete them.

The person who shares a document receives an e-mail notification on all the activities of the party.

How to set up?

configuration file first. The user support of WebDesktop performs the

Please note: The sharing functionality must be switched in from the
@ activity.

3]
ik

Name: pooperation agreement * =
Name: Koostédleping * =
Name: Bendradarbiavimo sutartys =
Name: Sadarbibas ligums =
Name: Cooperation agreement = =
Base type: Agreement
lcon: Im ==

Extension name:

Is active:

Is folder-like: =

Is strictly restricted:
By default on click: Open: View:

Text color: hd|

Show top buttons:

Show insert icon:
Comments enabled:

Is read-only:

Is shareable:

1. The data type must first be marked as shared. To that end tick "is shareable".

Editing field: file (ID: 58632 / 58502)
Global

Name: Signed agreement * o=
Name: Allkirjastatud leping = =
Name: PasiraSyta sutartis = =

Name: Signed agreement * o=

CoomH

Name: Signed agreement * o=
Extension name: signed_agreement Derive from name
Default value:
Export name: Allkirjastatud_fail = Extension name
Is required:
Not required on add:
Mot required on edit:
Is searchable:
Is searchable (detailed):
Show in listing:
Is publishable:

Is shareable:



Next to the fields you need to determine separately which fields are to be shared. To that end you
need to tick the field “Shareable”. For instance, if you want to share a signed file, you need to tick
"Shareable™ in the settings.

How to use?
See the reqular user manual.

Informing a citizen of a registered document

For what?

The general guideline of the Public Information Act makes the following recommendations.

2. Itis advisable to respond to a digitally received enquiry with an automatic notice of the receipt
of the document. This precludes citizens’ additional enquiries/questions about whether the
document arrived.

3. Itis especially advisable to use an IT solution that allows for communicating to the enquirer
their matter number based on which the person can observer the progress of the proceedings
in the register of documents or another procedural register.

(Source: General guidelines of the Public Information Act, “§ 11. How to ensure that a request for
information and a request for clarification are not mixed up?”, Tallinn 2010-2014)

To follow this recommendation, you can set in the data type notifications in WD that the notification
link refers to the public interface. Using the public link, local authorities can create a notification rule
where after receiving a document from a citizen they send the citizen an automatic notification on
registration along with a link to the public interface of WebDesktop.

How to set up?
- Open the settings of the respective data type management, e.g. “Management” —

“Correspondence” - “Incoming Adding: Notification rule
2 (13 2
dOCUment - C_hangt_e type : . MNotification: * E-mail: @
- Scroll to the “Notifications” block. Click Routing:

on the "Add new" button.

- A window for adding a notification rule : ::”':I. st ]
will open. For general information on
notifications see here. ~ None — <]

- The data type must contain the e-mail S
address type field and it must be chosen 5"
in the notification rules. Each document ~ 5°%¥*"
register entry must also contain the e-
mail address where the system should
automatically send an  e-mail Bublic link No -

notification.

- Adjust the subject of the notice and the content before moving to the public interface link. A link
to the access restriction of the register entry will be added to the e-mail notification. If the status
of the document access restriction is “Do not show in the public interface”, no link will be added
to the e-mail notification.

- Choose “Public link” — “Yes”.

- Adjust the notification condition as to when the automatic notification will be sent, e.g. on the
same day as the registration date of the document.

Document: 2-14/18, request for information on xxx, J.J (74936)

J) Example of a non-published document: Your letter has been registered. ID: 74936
b
There is no link, because the entry is not visible in the public interface!



http://www.aki.ee/sites/www.aki.ee/files/elfinder/article_files/Avalku%20teabe%20seaduse%20üldjuhend%20(22.10.2014)_2.pdf

Adjustment of settings in Outlook

In order to ensure that the OL plugin registers the required data in the case of the desired data type
directly from the mailbox to DHS, the settings of DHS should be checked.

e The registrar must have writing rights regarding the series related to the data type and
the counter.

e The system must have at least one data type that has a reply connection to some other
data type. For instance, if an incoming document already has a reply connection to an out-
going document, the requirement is fulfilled.

e The possible settings of data fields are as follows.

The name of the field in WD (the name Adjustment in the WD block E-mail fields

Field type in
WD depends on the environment) (incoming)
Text Title Subject
text Content Body
date Date of sending Date
file File Attachment 1
files Files Files

As of plugin version 1.0.5, the OL plugin can register default values if they have been set.

Adjustment of default values in the Outlook
plugin

Default values (VV) can be adjusted for the data field in order to fill the field when a document is

registered in WD or via the OL plugin.

The following table compares data fields, describes the adjustment of default values and in the case
of which data fields and manners of registration (WD/OL plugin) you can use default values.

Does it work| Does it work
when upon
Field Adjustment of default value (VV) e . P ) Additional notes
registering in| registration
DHS? via Outlook?
1. e-mail Field “Default value”: e-mail address  |yes yes
2. yes/no - no no
3. homepage |URL yes yes
4. date 0 or today (=registration date) yes yes
5 18:00: fills | -
5 date and years '8 00; fl!|S in the field
hime automatically with the date two years |yes no
ago and the time of 18:00




In the look block “Counter” / “Do not

A counter must have

e.g. "Done".

6. counter
indexu register" - with the help of "Counter" |yes yes been created for the
the type is tied to a specific counter type
1) In the look block, the desired group
. must be selected in the sub-block
7. selection of |, . ”
multiole users Selectable users in groups” from yes no -
P which all users will be transferred; 2)
tick the field “Select users”
If the HTML format is
switched in the look
block and format
The field ,VV multi-row text (also with a
8. mrttekst line spacing it is fine) yes yes mrttekst (e.g. add
pacing bold, italic), the
contents of the field
will become illegible.
9. number The field ,VV“: number yes yes -
10. text The field “VV”: text yes yes -
1) In the look block you must enter the
11. selection |classifiers. 2) In the "VV” field you must|yes yes -
fill in with the value of one option.
In OL, only “u” is
12. selection transferred, even
| 1) The field “VV”: username yes no though “new.user” has
of one user .
been designated as
the username.
13. file from |In the look block “Default file” - click o o
WD* on the magnifying glass Y
14. file from
an Outlook  |E-mail fields (incoming) = File 1 X no -
attachment
15. files from E-mail fields |(Iin“coming) - files. By
default, add "1" to the default value
an Outlook . yes -
field. Please note: the default value can
attachment . o
be set only for a multiple-file field.
In the look block “Table rows”: the
16. cross-table ) . yes no -
respective JavaScript code
. In the look block, choose some status,
17. syst. field yes yes -

* Default value attributed to the file or multiple-file field may give an error message in the plugin.




Registration of documents from the public web

For what?

Via the public web or a website it is possible to guide persons who do not use WD to register
document rights into WD. This functionality can be used for the submission of, for instance,
applications, requests for information or other document types.

Dokumendi saatmine dokumendihaldussiisteemi

Dokumendi pealKiri:*
Dokumendi liik:*
Saatja_asutus:

Saatja nimi:*
Kontaktandmed:*
Dokument: Choose File | No file chosen

Ak

Dokumendi sisu:

Dokumendi failid: Cheose File | Mo file chosen

Saada dokument Tihjenda vorm

* - mirgitud andmeviljad on kohustuslikud.

How to set up?

e Contact the WebDesktop user support who will active in the configuration file the functionality of
addition of a document from the public web.

e After that you can create a respective form in WD and in the general settings of the data type you
can adjust whether the data type / subtype can be added from the public web.

e If the data type / subtype is adjusted so that it can be added from the public web, there will be a
"Can be added from the public web" field in the settings of data fields (text, number, mrtekst, selec-
tion, file and multiple-file field).

e Thereafter create yourself or have your IT staff create a website that, among other things, sets out
the WD data type ID and the names of compliant data field extensions.

e If the public web document form has been created, inform the WebDesktop user support of the lo-
cation of the public web document form so that it would be specified in the configuration file.

e Finally, create the group “Registrars of public web documents” extension titled “public_web_docu-
ments”.

How to use in WD

On the opening page, the block of incoming / non-registered documents submitted via the public
web is displayed to the members of the group “Registrars of public web documents”. If there are
multiple public web document types and these are in multiple series, the registrar of a public web
document will only see the documents of the series that the registrar is authorised to see.



Temporary received public web documents or existing entries in WD can be adjusted for further
registration under other desired data types. A person who makes re-registrations must belong to the
group “Registrars of public web documents” whose extension name is “public web_documents”;
otherwise the data fields are not filled upon transfer. Adjust the data types as follows: * on the type
from which you wish to transfer data, put a tick in the “Can be added from public web” box and
thereafter you can put a tick in the type “Can be added from public web”* to which you wish to
transfer data; you need to set the suitable type in the selection "Public web document™ and thereafter
you can choose the "Public web document field" from the fields.

PLEASE NOTE: The data fields must overlap (there can be more data fields, but not less). - Make
certain that the dynamic name rule is the same as that of the type from which you wish to transfer
data.

Determining the pdf-file name

On the merger of files see the standard user manual.

By default, the user must add the name to the uniform pdf file. However, it is possible to use the
name of the document title field upon creating a uniform pdf file. To that end you need to specify
“title” as the name of the extension in the text field of the data type (the field type is a one-line text).
First, WebDesktop tries to find the name of the "title" extension from the main type and thereafter
from the subtype, i.e. if a text field has been derived for subtypes from the main type and the main
type specifies “title” as the name of the extension, "title” is defined as the name of the extension of
all subtypes of type x.



Menus

Structure of menus

Menu “Search”

In the search menu, the specific dynamic data types of the organisation are displayed and static data
types follow:

- discussion;

- User;

- Object;

- unit;

- task.
Menu “Add new”
In the addition menu, the specific dynamic data types of the organisation are displayed and static data
types follow:

- admin;

o Subfunction;
Subseries;
Function;
Group;
User;
Counter;
Series;

o Unit;

- discussion;
- file;

- Calendar;
- Catalogue;
- survey;

- Tasks.

Menu “Management”
In the management menu, the specific dynamic data types of the organisation are displayed and static
data types follow:

- Discussions;

- e-mail;

- Groups;

- Calendars;

- Users;

- surveys;

- Counters;

- User information [My information];
- unsent e-mail;

- Printing grounds;
- desktop admin;

- News;

- units;

- Tasks.

O O O O O O




Adjustment of menu settings

@ The settings of menus must be adjusted very carefully so that they will not
bring about unwanted consequences.

For what?

There can be various reasons for adjusting menu settings:

- there are many menu items and they should be gathered or restructured somehow;
- certain data types should not be visible to all users;

- the data type could be searchable for users, but not addable.

How to set up?
Let us assume that in the “Add new” menu it is necessary to structure contracts so that they will be
divided into general contracts and human resources management-related contracts.

1. Choose “Management” — “Desktop admin” — “Menus”.
2. The menu management window will open. Menu management
3. Click on “Add new”.

Menu management (L Search (level: 1, ST):

[ Add new (level: 1, ST):

{2, Search (level: 1, ST);

[21 Management (level: 1, ST):

{JD Add new (level: 1, ST)
N, o

Management (ievel: 1, ST) Admin classifiers (adm_clsf):

4. The “Add new” menu will open. To add menu item ; Add new classifier (level: 1, ST);

“General contracts”, «click on the Dbutton

DDS stats (adm_dds_stats):

Add : : :
"™ in the window. on the right. CFilter (lavel 1. ST)1

5. On the right, the window for adding a new menu
item will open and there you can adjust the following  Admin deleted items (adm_delitems):
fields:

. Name - the name of the menu;

" Type (cannot be adjusted); Admin tasks {(adm_tasks):
0 St (standard), i.e. the built-in type;

0 Dt (dynamic type);

Search deleted items (level: 1, 5T}§

| Filter (level: 1, ST):

0 Ud (user defined); "Actions (level 1, ST}
. Key (cannot be adjusted);
] Is active — determines whether the menu is active.
] Extra check

0 SSO enabled —is Single Sign-On activated;
0 Asterisk enabled — is compatibility with IP telephone activated,
0 SquirrelMail enabled — is the e-mail module set up and activated;
0 DVKenabled - is the DVK module set up and activated;
0 Active X editor activated — direct editor based on Active X.
. Open in new window — opens the menu in a new window;
" Is separator — a separator in the menu which is a separating line that consists of dashes;



= Icon — selection of

icons. The selected icon is General contracts g ——
displayed in the menu General contracts N P
before the name. Name:
" ) Access  level - General contracts . = -
selection of the user level
in terms of who is IGeneral contracts d = =
authorised to see the menu
item; Type: ST (Standard)
. Permission for ¥ add
) Is active:
current item — the level of — Extra check — -
granting rights to an active  gpep in new window:
object; Is separator:
. Page — the list of |con: [ [ selecticon ] [ X ]
pages for reference; Access level: -- None - ~|
- URL - link  permission for current item: |- None — ~|
insertion field; Page: .- None - -
" URL is full; URL:
. Filter —name - ygiisfun:
chance to filter based on Ejer name: ~None— -
page, Filter options:
. Filter options;
" Groups — the possibility to set groups who are authorised to see the menu item;
= Index.
. Usually, “Name” (name of the menu item) and “Groups” (the right to see the menu item) are
adjusted. Finally, click “Save”.
= A new menu item is created in the “Add new” menu. In order to move the menu item to the

right location, put a tick before it. [ General conraisfieve: 3, UD)

. In the window on the right, click on the button .

. Determine the location where you want to put the menu item.

To that end, click on the higher-level menu item "Contracts" so that a _
black frame is created around it.

Paste

. In the window on the right, click on the button :
. The menu item “General contracts” is now in the right place. In order to make certain that
staff-related contracts have their own menu item, repeat the aforementioned actions.



Search system

There are various search options in
WebDesktop

Global search

For what?
With the help of the global search window you can search for documents/objects throughout the
system within the limits of your access rights.

= See also the standard user manual.

How to set up?
In order to ensure that the global search is as effective as possible, the respective adjustments must
be made in the data type management block “Dynamic name rules”.

Search form

How to set up?
The composition of the search words in the search form depends on the settings of the fields and you
can do it using the cells "Searchable™ and "Detailed searchable™ in data type management.

Saved searches

For what?

The saved search functionality allows for saving searches with the most frequently used search criteria
and reusing them later. Each user can save their necessary searches using the detailed search form.
The desktop administrator can add saved searched to all users of the desktop.

= See also the standard user manual.

How to set up?
Go to the detailed search form and insert the search criteria.

Saved searches

Desktop: Personal: ©

Search name:
Save & search

At the bottom of the search form there is the “Saved searches” block where you can choose whether
the saved search is displayed to all users (select “Desktop”) or just to you (“Personal”).

Give the saved search a name and click “Save and search”.

Detail search: Saabunud dokument

Saved search: Kirjavahetus ministeeriumitega H Search Delete

Searches are saved using the detailed search form. In the drop-down menu you can choose the
required search; to run the search click on “Search”.

Object search

Object search allows for searching based on the dynamic name rules of data types in the system. In
addition to types and subtypes added in type management, you can search from among the names of
all internal objects (directories, functions, subfunctions, series, subseries, calendars, calendar events,
groups, counters, tasks, desktops, users, files, discussions, units).

= See also the standard user manual.




Counters

For what?

Counters give a document the last (list) part of the registration number. A registration number is given
to a document automatically and, as a rule, the counters do not need to be changed, but by way of
exception it may be necessary to reset the counter at the beginning of the year or when the records
management procedure of the organisation changes. Upon the first introduction of the system, data
types must be bound to the counters. Right can be attributed to counters. The registration number of
a document can be attributed prefixes and suffixes.

How to set up?

Adding a new counter
<@ Choose “Add new” — “Admin” — “Register” in the menu.

B«@  According to need, fill in the following fields:

" Location — location in the tree; Adding of new register
. Counter name — the name of the | ocation: i’
counter (preferably in the form of the Register name: .
data type counter, e.g.
« s Count:
Correspondence”);
. List — the number of the counter Prefix: B
value (in the case of commencement of
records management insert “0” (zero)). Suffix: @
" Prefix — a prefix attributed to a —

. . Types: Application
reglstrat|0n number, €.g. to get the Internal mailing
registration number -3.2-1/3, *** must be S et
written in the "Prefix" row. Employment agreement

. . . Correspondence (internal)

. Suffix — a suffix attributed to a incoming correspondence
registration number, e.g. to get the Orermediaton sgreement
registration number 3.2-1/3, ™" must be Business trip

. . " - n Meeting minutes
written in the "Suffix" row. Other agreement
- Types __ data types that use the gzr::;ianpgp!g:rtula::onderce
counter. Multiple types can be selected Application to change vacation | 2]
by holding down the Ctrl key. e e —

S« After filling in the fields, click
on “Save” or “Save and add new” until all the counters have been created.

Change of counters
1. To change the counter name, suffix, prefix or data type, choose “Management” — “Registers” or
find the counter from the tree.
2. In the counter name row in column “Actions” click on “Change”.
3. Make the required changes in the fields (see the instructions on how to add a counter).
4. Save the changes.
Resetting counters
At the beginning of the year, most counters are usually reset in order to start the numbering of
documents from number "1" in the new year of records management.
Counters can be reset:
¢ individually — see the resetting of a counter;
e all selected counters at once. For that purpose choose “Management” — “Registers”, tick all
the counters that need to be reset and click on “Set selected registers to null” at the bottom of



the page. The resetting of counters does not change documents that have already been
registered in the system, but upon registration of new documents (in a new year of records
management) the registration number starts from one. Documents registered in different years
of records management, which have the same registration number, are distinguished based on
the registration or creation date.
Deletion of counters
Before deleting counters, make certain that the counter is not associated with a data type that is in
use. To delete a counter, choose “Management” — “Registers” or click on the counter directory in
the tree and find the counter that needs to be deleted. In the counter name row in the "Actions” column
click on “Delete” or tick the required groups and click on “Delete selected”.

Users

A user account is created for each WebDesktop user. The number of users of the system is regulated
by the number of purchased licenses. Licenses are used-based.

Adding a user
Choose “Add new” — “Admin” — “User” in the menu. User account card is opened with the
following blocks:

Adding new user
Location: "Users" j
First names:

Last name:

Location — the location in the tree (usually the catalogue titled "Users");

0 First names — the given name(s) of the user;
0 Surname — the user’s family name.

Identification

Identification

Usemame: 2]
ID-code:
Password: * 2]

Password confirmation:

Require password renewal: @

Username — the name with which the user logs in the system (preferably in the form of
givenname.surname or personal identification code).

0 Personal identification code — the user’s personal identification code. It needs to be entered if
you want to enter the system using an 1D card or Mobile ID.

0 Password — the user’s password. The password must be at least 8 characters long and contain
uppercase and lowercase letters and numbers. If the user enters the system using their username
and password, they must insert their old password to change the password. Upon entering the
system using an ID card or Mobile ID, the old password is not asked.

0 Password again — enter the password again;



0 Demand that the password be changed.

Access rights
0 Is desktop admin —granting the ~ Access rights

desktop administrator rights (the field is s desktop admin:

displayed only to the user in the super Is admin:

administrator rights). Is unit admin:

0 Is admin — granting the rights of s unit news admin:

the regular administrator. Is disabled:

0 Is unit admin — granting the Is selectable:

rights of the unit administrator. Groups:

a Is unit’s news admin — granting EE Accounting

the rights of the wunit’s news EE Administration Dep
adminstrator 5 reomens Comtormen

a Is passive — the user cannot log EE Agreements Intermediation | [Z]
into the system. Usually, it is marked Valid from: [TODAY] [X]

when the user leaves the organisation. g to: [TODAY] [X]

0 Selectable — the user can be

selected via a single user field and via a multiple-user field and routing can be set to the user.

i Groups — the user’s group membership (at least "Organisation name employees"). Users who

do not belong to any group do not have any rights in the system. To choose multiple groups, hold
down the Ctrl button.

a Valid as of — you can adjust as of what date the user can log into the system.

i Valid until — you can adjust until what date the user can log into the system.

Contact info

0 E-mail — the user’s e-mail address Contact info
(routing reminders and other system notices g.maik

are sent to the address). Please note: It is
important to specify the e-mail address of each
user, because only then will the user get FPhonet:
reminders and other system messages to their Phone 2:
e-mail. GSM:

SMS e-mail:

0 SMS e-mail — the mobile service pgy

provider must have activated the respective

service that allows a GSM phone to receive reminders and other system messages from WD.

O Telephone 1 — the user’s telephone number.

a Telephone 2 — the user’s additional telephone number.

O GSM - the user’s mobile telephone number (required for entering using the Mobile ID);
a Fax — the user's fax number.



Other info

Other information Photo: Browse... No file selected.
i Photo — you can add the user’s
photo (all formats that the web browser
used is able to display are suitable).

a Job title — the user's job title.
a0 Other information — additional
information in connection with the user.

Default root directory Bank Arernt-

The default root directory gives an Default root

additional chance to mark “Starting @ None

from default root directory” in the Current root (Kasutajad)
search terms using an additional tick Other root:
in the detailed search card option;

after that, documents below the

selected directory will be displayed in the search.

Occupation:
Direct superior group: -- None -- j

Other info;

(m]

Save & add new Cancel

0 None — there is no default root directory (always chosen by default).

0 Active catalogue — the active directory displayed above in the location bar at the moment is set
as the default root directory.

0 Other directory — possible to choose as the default root directory from among all directories
entered in the system.

Change of the user

To change the data of a user, find the user either in “Management” — “Users” or in “Search” —
“User”. At the end of the user data row (in the "Actions™ column) or on the user card click on the
"Change" button and make and save the required changes.

Change of the user unit

If you have taken a user account from under one unit and placed it under another then, in order to
display the right unit in the list view, choose “Management” — “Users” and click on the “Update
units” button in the list view.

Deletion of users

PLEASE NOTE: Users are not deleted, but marked as passive. Passive users cannot enter the
system, but all the information related to them is preserved. To mark a user as passive, find the user
either in “Management” — “Users” or in “Search” — “User”. At the end of the user data row (in the
"Actions" column) or on the user card click on the "Change" button, tick the box “Is passive” and
save. You can only delete users who have not taken any step in the system (i.e. registered, routed,
etc.).

Viewing active users
The desktop administrator has the right to view active users. In order to view the list of users currently
active in the system, choose “Management” — “Desktop admin” — “Active users”.



Login history

Username Name Status Time - 1P
triinversis Triin Veersis WebWare Bf  16.06.2016 14:54 90.190.179.146
piretpalgi Piret Palgi WebWare O  16.06.2016 14:51 90.190.179.146
triinversis Triin Versis WebWare O1  16.06.2016 13:40 90.190.179.146
triinversis Triin Versis WebWare Of  16.06.2016 13:38 90.190.179.146
kerstitreulich  Kersti Treulich WebWare [8J{  16.06.2016 13:36 90.190.179.146
triinversis Triin Versis WebWare OK| 16.06.2016 12:44 90.190.179.146

The desktop administrator has the right to view active users. To view the login history, choose
“Management” — “Desktop admin” — “User logins” from the menu. To search the login history,
there is an additional “Actions” menu in the upper right, which is divided into “Search” and "Stats”.

Through “Search” you can search for logins based on the username, name (given name and surname
of the user), period and IP address. “Statistics” shows the number of logins per user and in brackets
the % it accounts for the total number of logins.

Delegation of user routing

The standard administrator and the unit administrator (to the extent of the users of the unit) have the
right to delegate user routing. Delegation of user routing is used, for instance, when the user falls ill
and their routing is pending or the user leaves the organisation and has forgotten to cancel or delegate
their routing.

To delegate user routing, find the user either in “Management” — “Users” or in “Search” — “User”
and open the user card. In the user card, click on “User routings” after which the user’s statistics map
will open.

Active routings (14)

Hem Create time Status
15.04.2016 13:46 VIEWED
15.04.2016 13:29 VIEWED
15.04.2016 13:02 VIEWED Yes
Edasi suunamiseks 22.02.2016 15:01 NOT VIEWED Yes
ID-kaardiga allkirjastamiseks (koostaja) 22.02.2016 15:00 NOT VIEWED Yes
22.02.2016 14:51 FEEDBACK No
22.02.2016 14:46 NOT VIEWED Yes
22.02.2016 14:45 NOT VIEWED Yes
09.02.2016 12:54 NOT VIEWED Yes

09.02.2016 12:49 NOT VIEWED Yes

Role name Due date Task Display on front page
Yes

Yes

Teadmiseks
Kooskélastamiseks
Riina Raju Kooskolastamiseks
, saadetud dokument nr: 1-1/89, VOLIKIRI
, saadetud dokument nr: 1-1/89, VOLIKIRI
, saadetud dokument nr: 1-1/90, VOLIKIRI
, saadetud dokument nr: 1-1/96, VOLIKIRI
5-3/20;Liisu Usin

5-2/9Mihkel Mutt{{104027}}1/2Kuld Lokike
5-3/15;Liisu Usin

Eridigusi ei saa

Kaspari suunamised kontrollimiseks
Taitmiseks

Kooskdlastamiseks
Vormistamiseks

5-3/17;Riina Raju ID-kaardiga allkirjastamiseks (koostaja) 09.02.2016 12:48 FEEDBACK No
Maasikas t6dleping nr 1-5.2/9 - Taitmiseks 25.01.2016 12:59 VIEWED Yes
1 AB/2;Miisu Kiisu ID-kaardiga allkirjastamiseks (koostaja) 056.01.2016 12:52 VIEWED No

1 5-2/11Luule Raamat{{104027}}5/3Ants Kaval Taitmiseks 17.12.2015 12:42 VIEWED Yes
F-3 Delegate selected routings

All routings
Status Count
VIEWED (5]
COMPLETED &
NOT VIEWED &
CANCELED 5
FEEDBACK 2
WAITING 1

Cancel

1. Putatick in front of the routing that you wish to delegate.

2. Click on the yellow figure icon behind the cell in order to choose the user whom you will delegate
the routing.
3. Click on the button “Delegate selected routing”.

Access rights system

Access to data kept in the system and to various intra-system actions may depend on:



- the user’s level;

- group membership;

- the unit;

- the adjusted special rights solution.
See also the administrator levels in order to get an overview of the access rights of system users, incl.
administrators.

Groups

For what?

In WebDesktop, rights are granted on a group basis. The standard administrator and, within the
unit, the unit administrator have the right to manage groups. All rights are realised based on group
membership. In every organisation there is at least the group of the organisation’s employees
“[Organisation name] employees” where all the users belong. The group membership of the
employees of the organisation provides the user with minimum rights required for using the system.
It is advisable to create, for instance, departmental groups, the management group and the office
group (since documents move via the office, their employees usually have more rights), when
necessary.

Groups are, in turn, related to directories in the tree. Thus, group rights apply only to a directory
related to it (and to everything that is in the given directory).

Please note: All users (incl. desktop administrators) must be divided into groups. 1. If
rights have been established on group basis to documents displayed in the menu (for
further information see Menus), the documents will not be displayed to the desktop
administrator either if the desktop administrator does not belong to the respective
groups. 2. If an employee is deprived of the rights of a desktop administrator for some
reason, the employee will not see any document upon absence of group rights.

How to add a new group?
Choose “Add new” — “Admin” — “Group” in the menu.

- Location — the location of Adding of the new group

the group in the tree | o cation: "Grupid” B
(usually the catalogue titled
" " Group name: *
Groups"). ) =
- Group name — the name Is public:
given to a group (e.g. Users: Name: Clear
management, department Group: .
name). . Admin Teine ..  Ants Kaval
- Is public — used only for Ami Leibovits Aprill Test
publishing the required Asutus Admin <<
series of the register of El?(?:(l-?d?g <
documents. irbtcoal S
. Harles Luts (Passive)
- Users — selection of users Jana Jauram
belonging to the group. Juta Jutukas H|
o Name - searching Description:
for a user based on
the name.

o Group — searching
for a user based on
the group.

- Description — additional Save and add new Back

Extension name:



information about the group.
- Extension name- the field is filled in if a specific special solution is used (the field is visible if
extensions are allowed).

Division of group-based rights

The standard administrator and, within the unit, the unit administrator have
the right to divide group-based rights.

As arule, all the employees of the organisation (i.e. the group “[Organisation name] employees) are
given the writing right (incl. the reading right) throughout the tree and in the lower branches of the
tree access to specific data (e.g. employment contracts, staff information, etc.) is limited. The users
who do not have reading rights cannot see directories/(sub)functions/(sub)series/units in the tree
either. The right to write is, however, an exceptional right and, as a rule, should not be granted.

Types of rights:

= Preview — the ordinary user only sees the list view (all entries in the same view), but the meta
data card of a specific document cannot be opened;

= Reading — the ordinary user can view the document but cannot change or delete it.

= Writing — the ordinary user can add and change a document;

= Deletion — the ordinary user can add, change and delete a document.

Icons related to the division of rights:

= Create rights E3- the icon depicting determining access rights;

= Find rights ¥ the icon of viewing access rights shows the rights that have been established in
the structural tree next to aforementioned catalogues and that transfer further to the catalogue that
displays the key icon.

@ Please note: You cannot determine the rights by pressing the key icon.

e Go to the respective level in the tree.
a . If you use the tree in the list view, click on a level higher than the desired level in the tree
and on the change of rights icon "Create rights"E3.
EI02- Sari 1 Sari Erki Kaldjar 18.02.2007 23:21 19.02 2007 2321 71 B (@ LY e
b. If you use the tree in the icon view, click
on the desktop on the desired catalogue
icon (in the icon view) and choose
“Create sharepoint” from the menu.

Create sharepoint

Find sharepoint




e The window of division of rights is opened.

Sharing

Groups: Search..

Preview groups: Read groups:

Write groups:

Delete groups:

EE Accounting EE Users
EE Administration Dep

EE Agreements Cooperation
EE Agreements Employment
EE Agreements Intermediation
EE Agreements Other

EE Agreements Rental

EE Agreements Service

EE Claims Department

EE Complaint handlers

EE Direct Managers

EE Lawyer Corporate

EE Management team

LT Accounting

LT Admininistration

<< >> << + - >> =<

Comment:

Empty groups Back

(») History

>>

EE Development Dep

<< +

>>

<<

Name: 08 - Arendustegevusega seotud dokumentatsicon / Development

>>

®

e In the left column of the table there is a list of all groups, which is followed by rights columns
“Reading right”, “Writing right” and “Deletion right”. Click on the desired group (turns active)

and with the help of the buttons ==
with the suitable right.

== you can move the group to the column

e Inthe comments cell you can add clarifying information on granted rights The added comment is
later found in the history of creating the respective series/directory rights.

Publication is also implemented via group rights.

Viewing groups

= To view groups, choose “Management” — “Groups”.

= Click on the desired group name.



In the user rights block, you see group members and their user rights to directories.

Viewing of the group (id: 66862)

Group name: adminid
Is public: No
Extension name:
Description:

Members of the group
Name

Erki Kaldjarv

Kaspar Kallasmaa
Katrin Kase

Kersti Treulich
Kristi Madismée
Margot Kass
Triin Versis

Back

Access rights

Name Location Access rights Actions
AK » Asutus » Ounake » Dokumentide loetelu » 04 - Finantsjuhtimine » 01 - Majandusaasta aruanne (OU) » AK Read
01 - Lahetuskorraldused + Asutus » Ounake » Loendurid » Dokumentide loetelu » 05 - Léhetusdokumendid » 01 - Lahetuskorraldused Read
Grupid » Asutus » Triin » Grupid Delete
(») History ®

Changing groups
You can change users' group membership:

1.

N

on the user card, and

on the group change form.

To change a group, open the group directory in the tree or choose “Management” — “Groups” in
the menu.

A D Group name [ -| Is public Description Unit Actions
EE Accounting MNo Estonia i
EE Administration Dep MNo Estonia = |

Click on the “Change” button next to the respective group.

The group change card is opened where on the right persons belonging to the group are displayed
and on the left all WD users are displayed. To put a user in a group, choose the user from the left
and using the arrow to move the user account to the left (to relocate multiple users at a time, hold
down the Ctrl key).

Good to know! If you make a change in group X, i.e. you relocate a person or
resave the group and “Selectable” — “No” is indicated in the user cards, all the
non-selectable users will be removed from the group upon changing the group.

Deletion of groups

To delete a group, open the group directory in the tree or choose “Management” — “Groups” from
the menu and find the group that you wish to delete. At the end of the group name row there is the
deletion icon in the “Actions” column [T/, To delete multiple groups, tick in the desired groups and

click on the button

Adjustment of the settings of desktop groups
On the desktop, you can adjust the settings of groups that determine ordinary users who can use


http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kasutajaõigused

certain functionalities without being desktop administrators. These groups are:

- News editors group;

- Unlocking group;

- DVK regqistrars;

- DVK senders;

- archiving managers group;

- Survey editors group;

- distribution group.

The settings of the groups can be adjusted by the desktop administrator. For further information see
Adjustment of the settings of the desktop.

Private rights

Switched off by default. Can be switched on in the configuration file.

For what?

Special rights can be of help in the following events:

- inthe case of a series/directory it is important that the ordinary users can add new documents and
see their own documents, but the ordinary user should not see documents added by others;

- the ordinary user must be able to grant access to a specific document that they have access rights
to.

The easiest example this is staff documents, for instance, applications. Let us suppose that we have a

series of applications under the staff function (e.g. holiday applications or the like ). Since, by default,

only human resource employees can see the applications and the applications of all different people

are together under one series, we cannot grant the reading right there, because otherwise all of the

people will be able to see everyone else's applications. The best way to resolve such a situation is the

system of special rights regarding the (sub)function/(sub)series.

If the special rights system is switched on, there is a selection box “Grant special right to adder of
document” in the (sub)function/(sub)series addition/change form. From there you can choose a
special right that is granted to the user, e.g. a specific series, at the moment of adding the document
(reading, writing or deletion). With the granted special right, the user can choose the required
(sub)function/(sub)series from the “Location” selection in the respective register card without having
the actual reading right regarding it. In such an event you cannot start addition from the tree, because
the user does not have a real reading right to the given (sub)function/(sub)series.

Aspecial right is not granted if the user already has an equal right to the directory. E.g. if the document
is added by a human resources employee who holds the writing right to the series via groups, they
will not get a special right. Through this system it is possible to adjust the settings so that users have
the reading right to a series and the adder of every document obtains the writing right, i.e. the special
right “Writing” is granted to the series.

How to set up? ""“None |
If special rights are switched on from the
configuration file, the field “Give extra right to Reading
document creator” will appear in the series/directory ~Cive extra right to document creator: | Writing
changing window. Delating

Types of special rights:

Reading — the ordinary user can view the document but cannot change or delete it.

Writing — the ordinary user can add and change a document;

Deletion — the ordinary user can add, change and delete a document.
Upon adjustment of a type of special rights (reading, writing, deletion), you must be aware of the fact
that an ordinary user can delegate special rights of the same and lower level with regard to a special




document. For instance, if special rights to a series have been granted to an ordinary user, the ordinary
user will be able to forward the document added by them only for viewing (“Reading”), but also for
changing (“Writing”), where necessary.

Field-based rights

For what?

Field-based rights can be granted only by a desktop administrator. You can set groups of rights for
such activities as viewing, adding and changing for each meta data field. For instance, in the case of
invoices, business trips, etc. to designate some fields as fields that can be filled in by and are visible
only to the management.

How to set up?
To grant a field-based right move to the “Group filter” block in the settings of the field.

Private catalogue

For what?

The application of a private directory can be considered, for instance, if the documents are located in
a series that is either public or accessible to a larger number of users, but whereby exceptions should
be made to single documents (mark the as private), so that they would be visible only to the person
who moved the documents to the private directory or to a group holding the respective rights.

In type management, tick in “Move to private directory” in the data type. This will create the button
“Move to private directory” for the creator of the document and the desktop administrator in the entry
view form. If you press it, the entry will be moved to a private catalogue under the series (the program
will automatically create the respective directory) and you obtain a special right to the document and
are able to delegate the right, if necessary. “Private group” is automatically added to the writing
groups of the private catalogue. If necessary, you can also determine ordinary group rights to a private
catalogue.

How to set up?

Please note: The private directory functionality must be switched on from the
configuration file first. The user support of WebDesktop performs the activity. In the

@ case of a private directory you can have the name of the directory and the name of the
private group adjusted from the configuration file. By default, the name of the directory
is “private” and the name of the group is “Private group”.

1. Tick "Move to private directory" in the desired data type, which will create the button "Move to
private directory” in the entry view form. PLEASE NOTE: The “Move to private directory”
button will be displayed only to the desktop administrator and document creator.

2. If necessary, determine members of the private group.

How to use?
See the use of a private directory from the standard user manual.



Classifiers

The desktop administrator has the right to manager classifiers. Classifiers in WD are divided into two
groups:

= classifiers that can be used in metadata fields;
Way of dispatch: *

(e-mail
regular post
' registered mail

. handpost
courier
(fax
= Selections related to the program logic.
e Role ™ For whom
5 j F -1
For signing / Allikirjastamiseks
For controlling / Kontrollimiseks
For approval / Kinnitamiseks
For information / Informatsiooniks .
For handling / Kasitlemiseks j Save and edit Back
e =

They are managed accordingly:

=  “Management” — “Desktop admin” — “Classifiers”
=  “Management” — “Desktop admin” — “Selections”

In WD, there are currently the following selections:
= default routings;
= discussion reply types;
= dynamic object field roles;
= event categories;
= event responses;
= preserve time;
= restriction bases;
= routing roles;
= task categories;
= task priorities;
= task responses;
= task statuses.
Since the choices are related to the program logic, they should not be changed without a valid reason.

Adding a classifier

Inserted classifiers can be bound to the meta data fields of the types “Selection” and “Multiple
selection”. In such an event the values do not need to be inserted separately, but the values of already
inserted classifiers are used.

@ » Company Add new classifier ) Search v () Addnew v ) Management v
Classifiers
AD Name Values Related types - | Action:
N Glasses compensation, Fuel and transportation compensation, Advance salary payment, Other application, LT Bank account change, LT Residence . 2|
ppEsceioDipes change, LT Dismissal, LT Change exempt amount of income of child, LT Extra day off for trainii iness trip on LT Job position change Other application ®e

1. To add classifiers, choose “Management” — “Desktop admin” — “Classifiers”.
2. Left of the "Search” menu in upper right click on “Add new classifier”.



If you have decided to create a new classifier, the window "Add classifier" will be opened.

Add classifier
Classifier name:

Use codes:

New values
Background

Value Text color e Valid from  Valid to
| = | - m =8 = u = N | L]
- - - = - = - = = | - []

Add new values to a row:
Back

= Classifier name;

= Use codes — the possibility to code the values.

= Values — list of values. Upon displaying each value, a new row is displayed automatically.

= Add new values to row no. — you can determine to which row in the selection a new value is
added.

Save the changes after adding the values (and, where necessary, coding).

Upon saving values with the same code, the system alerts that values with the same codes
are used in multiple places in the list of classifiers. The warning will vanish once the
codes have been fixed and there is no more overlapping. Example

| Klassifikaatorite nimekirjas on mitmekordselt kasutusel klassfikaator koodiga trt ning véértusega Tartu. Samad koodid ja vaértused on
— ridadel 3, 1.

Binding classifiers to a selection field
For further information on binding to a classifier see ‘Data type management’.

Change of a classifier
1. Choose “Management” — “Desktop admin” — “Classifiers”. You will see a list view of
classifier names, values and related data types.

Classifiers

AD Name - Values Related types * Actions
Vacation types Main, Addmona_\/winter vacat!on. Additional chi!d care leave, Other leave, Study leave, Payless vacation, 2nd or 3rd child leave (LV/LT), Not paid Vacation appllca_(ion, %@
educational holidays, Maternity leave, Paternity leave, ... Puhkuse muutmise avaldus
Payment source  Cash, Bank transfer, Company credit card Lahetus
Firmasisene kirjavahetus,
Dokaimendi e-mail, regular post, registered mail, handpost, courier, fax g:;%?g%g%?fs"dence' 4l ]

saatmisviis
siuntos/korespondencija...

2. In the classifier list, click on the “Change” button after the classifier that you wish to change.

Classifier statistics

Classifier statistics allows for getting an overview of the classifier values in documents.

1. Choose “Management” — “Desktop admin” — “Classifiers”. To see classifier statistics, open
the existing classifier.

2. Click on the “Statistics” button.

3. On the right side of the window, the frame "Classifier statistics" will open.

4. On the statistics page you will see a summary of the usability of the classifier values and two
entries corresponding to the values are indicated. The number of entries displayed by default
cannot be configured. To see more entries, click on the button “Show all”. To hide entries, click
on the button “Hide all” or click on the entry row.

5. If the classifier contains many values and you scroll down the classifier statistics in the right-hand



frame, at one point you will see Classifier statistics
the button "Back to top" and if
you click on it, you will be taken
back to the stat of the classifier
values.

6. You can sort entries based on the Sortby code:
classifier code and the start of Sortbyvalue:
values. Upon using filtering, if
the classifier is voluminous and  Cede  Value  Usage Records

Refresh data (may take some time)

it takes time to search for the
respective entries, you will be

2

shown the search icon “ *
If you wish to adjust the values
of the classifiers right away, you

1.8.1-1/469-2 11.04.2016 Tartu Hansakeskus OU TEST: Kodukord

e-post 20 2. 12345 16.06.2016 Tartu Hansakeskus OU test kiri
Néita kiki

tavapost 0

tahitud post 0

1-11/3 2016-04-12 Seesam Insurance AS TEST: Volituste andmine

1.
1.1-11/3 2016-04-12 Seesam Insurance AS TEST: Volituste andmine
Naita koiki

1.
can do so on the left side of the kasipost 7 2.
frame. To refresh the adjusted
classifier statistics, click on the
button on the right side of the
frame “Refresh data (may take some time)”.

8. To close classifier statistics, click on "Close frame" in the left frame.

Adding/changing selections

All “Selection” type classifiers are added and changed similarly in the menu “Management” —
“Desktop admin” — “Selections”. If you click on the name of the respective choice, the selection
view form will be opened. The “Change” button opens the form for adding/changing choices. If there
are more than five choices, the first five should be inserted and then saved. After saving, five new
rows will be displayed and after inserting them, save them as well.

kullerpost 0
faks 0

By ticking in the default choice at the end of the row (under the question mark) you can set the value
as always chosen by default (e.g. upon addition of an event or giving a task). You can change the
order of the choices using arrows and with the help of the "Delete" icon you can delete the desired
selection value.

Translation of classifiers

Validity: v

Invalid

Save and Project d

Classifier values can be translated in the languages activated in WebDesktop. As of 30 March 2016,
WebDesktop supports six languages: Estonian, English, Russian, Finnish, Latvian and Lithuanian.

2 If only Estonian is active in the configuration, i.e. WEBDK_ACTIVE_LANGUAGES
H = ‘et’, the translation fields of the classifier are not displayed.

e To translate the classifier, move to the classifiers interface. For that purpose choose
“Management” — “Desktop admin” — “Classifiers” and click on the desired classifier.

e The classifier changing window will open and there you can insert the translation on the
respective language field.



Edit classifier (id: 58405)
Classifier name: Correspondence type
Use codes:

Nr Value
1 Complaints = ! Kaebused = E Complaints = = Complaints = E Skundai =

2 Correspondence B Kirjavahetus = i Correspondence = = Correspondence i Korespondencija =

Outgoing e-mail

For what?

The outgoing e-mail module allows for getting an overview of all e-mail messages sent from WD in
the past and to be sent in the future. E-mail messages to be sent in the future are, for instance,
reminders of routing tasks related to a specific date. All administrators can use the outgoing e-mail
module. The outgoing e-mail module is not displayed to an ordinary user.

How to use?

1. Choose “Management” — “Outgoing e-mails”.
@ » Contact Filter v  Actions v |\ Search ~ | [ Add new Management +
All e-mails
Bottom | First | ««« Previous (40) | Next (40) »»» | Last

A D Sender To Subject [ - Created Item * Status
Meie kasutajatoele teavitus tédhtaja

Sigrid Vosa triin@webware.ee e 68708 Sent
:ngﬁich trin@webware.ee zdai:isukrifslgal{zrt:le tonvitus tihteje 72580 Sent
Piret Palgi  piret@webware.ee Meeldetuletus: leping vajab ilevaatamist 77751 Sent
Piret Palgi  piret@webware.ee Isijdffd 32_1:3{__;%10‘ L 134146 Sent
Piret Palgi  piret@webware.ee Lepingu |6ppemine 69108 Sent
2. By default, all sent and outgoing e-mail messages are displayed. If necessary,
you can filter e-mail messages as follows: Filter v ' Actions »
= All sent and outgoing messages — e-mail messages sent and to be sent Alle-mails
from the system; Outgoing e-mails
Sent e-mails

= Sent messages — only sent e-mail messages;

= QOutgoing messages — e-mail messages to be sent in the future.
3. In the “Actions” menu, you can search for e-mail based on the following search parameters:

= Sender — e-mail sender, a WD user; , .

L . . Filterv Actionsv '\ Search v

= To - the recipient of the e-mail message; ,

= Subject — the topic of the e-mail message; m'

= Made — the time of writing the e-mail message;

= Sent - the time of sending the e-mail message.


http://support.webware.ee/doc/doku.php?id=wd:administraatorile:administraatorite_tasemed

E-mail signature

For what?

E-mail signature is a pre-defined e-mail message signature whose content can be determined at the
level of the desktop, unit and user. Thereby the so-called ultimate signature is taken into account,
I.e. if a signature has been set for the desktop, the same signature will be displayed to all the users
of the desktop. If the user has made their own signature, the signature set by the user will be
displayed. If the signature has been set up, it will, by default, be added to the end of e-mail
messages sent from WD and to the end of shared e-mail messages.

If the unit solution has been activated (it is usually executed by the WD user support), unit signature can be
set.

If the option of the setup of the personal signature of a user has been activated by the WD user support,
the user can set their own personal signature.

How to set up?
e To set up an e-mail signature:

o for all users of the desktop, choose “Management” - “Desktop admin” - “Desktop”. En-
ter the signature in the cell “E-mail signature”.

o for all users within the unit, choose “Management” - “Units”. Enter the signature in the
cell “E-mail signature”. The data field is not displayed if the unit solution has not been
switched on from the configuration file.

o for personal use, choose “Management” - “Settings”. Enter the signature in the cell “E-
mail signature”.

e You can write free-format text in the cell and use row changes. To set up universal signatures (e.g.
for all employees), use the following tags:

o0 [[user_first_names]] — the user’s given names;

o [[user_last_name]] — the user’s surname;

o [[user_occupation]] —the user’s job title;

o [[user_email]] — the user’s e-mail address;

o0 [[user_gsm]] —the user’s mobile telephone number;

o [[user_phonel]] — the user’s telephone number;

o [[user_phone2]] — the user’s additional telephone number.

How does the transition from the former signature solution to the new signature solution work?

If the user of signatures was allowed previously in the configuration file, the PHP scrip is activated
upon a version update and it makes the former signature solution compatible with the new one, i.e.
there will be an e-mail signature field in the settings of the desktop where the signature used earlier
will be automatically set up for all desktop users and tags are used upon transferring the solution
(see above).

See the use of signatures at the level of ordinary users.



http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:väline_dokumendiringlus#e-postimoodul
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:väline_dokumendiringlus#e-postimoodul
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:kolmanda_osapoole_allkirjastamise_lahendus_kasutamine
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kasutaja_lisamine
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kasutaja_lisamine
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#muu_info
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kontaktinfo
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kontaktinfo
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kontaktinfo
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kasutajad#kontaktinfo
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:signatuur#kuidas_seadistada
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:kasutajainfo_ja_seaded#e-posti_signatuur

Deleted 1tems

For what?

If necessary, it is possible to get an overview of deleted objects and, if necessary, you can restore
almost any type of deleted objects.

How to use?
1. To open the module of deleted objects, choose “Management” - “Desktop admin” - “Deleted
objects”.

2. The list view of deleted objects will be displayed.

O » Asutus » Ounake » Kasutajad
Bottom | First | ««« Previous (40) | Next (40) »»» | Last

AD Name Type Deleter  Delete time [ Create time IP * Actions
) keegi Birthday Riina Raju | 21.08.2015 08:54 2015-09-21 08:52:53.862332 90.190.179.146
(] 5-3/10;Admin Teine 1_léhetuskorraldus Riina Raju 11.09.2015 10:13 2015-09-11 09:55:44.630507 90.190.179.146
[]5-3/4;Liisu Usin 1_lahetuskorraldus Riina Raju 08.09.2015 14:46 2015-06-12 15:42:39.115404 90.190.179.146
Ctest Folder Riina Raju 26.08.2015 13:51 2015-08-26 13:51:35.042402 90.190.179.146
@ Hankelepingud Dynamic subebject Piret Palgi 10.08.2015 10:06 2014-12-09 10:40:36.705469 90.190.179.146
[] Juriidiline isik Reede AS KONTAKT Piret Palgi 10.07.2015 14:11 2015-06-26 13:26:11.077468 90.190.179.146

3. Restoration of an object. From the same list view, you can restore objects from the last action col-
umn using the restoration button 7], Before deleting, you are also asked “Do you really want to
restore the object?”

4. Searching for an object. To find a deleted object, choose “Search for deleted objects” in the menu
bar.

5. You will be taken to the simple object search form where the following search fields are displayed:

o Count result — for counting search results;

o Name - details of the deleted object/document, which are specified in the dynamic name
rules;

o Deleter —the given names and surname of the person who deleted it;

o Delete time — the date and time of deletion;

o Create time- the date and time of insertion of the deleted object/document in the system;

o Type —the name of the data type.

6. By clicking on detailed search, the user is taken to the object search form where a search is per-
formed among all undeleted objects.



Publication of documents on the homepage

For what? Vaatamine: Ministri tldkaskkiri 4
Via the puinC Number: 1.3-1/155
. f f h Akti liik: Gldkaskkiri
mte_r ace 0 the Pealkiri: Konkursi ,Blrooruumide ddrimine Tartu linnas" tulemuse kinnitamine
reg|ster of Failid (sisaldab AK): Ministri_kk_155_2014.pdf (1.1MB)
Koostaja: Kaja Roosipuu
documents all web Allkirjastaja(d): Ivari Padar
users Can access minister
public  documents Niita tiihjasid Loo fail

contained in the

register. The WD’s  Piirangud

public interface  Avalik

complies with the

requirements of the Public Information Act.

The following is displayed regarding a document:
= selected data fields;
= the restrictions block (if there are no restrictions, the word “Public” is indicated. If there is a
restriction, the term of validity of the restriction, the ground for establishing the restriction
and the establisher of the restriction are indicated);
= documents related to the document.
The connections block can be adjusted in such a manner that it is not displayed in the public interface
(for that purpose contact the IT administrator). Series, types/subtypes and fields needs to be adjusted
separately in order to publish a document.

How to set up?
The following steps need to be taken in order to public a document:
1. Create a new group, for instance, called “Myorganisationname public”. Upon creating the group,
you must certainly tick the “Public” field. For further information on adding a new group see here.
2. Next to each series that is subject to publication add the publication group (“Myorganisationname
public”) to the reading rights of the series.
3. Open type management. Choose the submenu “Management” — “Desktop admin” —“Types”. In
the main types and their subtypes to be published, tick in the “Publishable” field. For further
information on type management see here.
4. Under each specific type and subtype, define which underlying fields and other fields are to be
published on the homepage. Next to data fields that need to be published, tick in “Publishable”.
For further information on field settings see here.
5. The register of documents along with a user manual must be available on the homepage of
the organisation. To that end, put the following link of the website
http://test.webware.ee/?page=pub_startup&desktop=1020&tid=1&u=20101006132412=200901
15080707 &desktop=1020, where the desktop id (in the given example, 1020) and the WD address
(test.webware.ee) must be replaced, respectively.
= Adirect link to the search form of the published data type:
http://test.webware.ee/?page=pub_search_dynobj&desktop=1020&tid=99051, WD address (99051),
dektop id (1020) and data type id (test.webware.ee) must be replaced accordingly.
= A direct link to the list view of the published data type:
http://test.webware.ee/?page=pub_list dynobj&desktop=57835&tid=99051, WD address
(test.webware.ee), dektop id (1020) and data type id (99051) must be replaced accordingly.

= The next link displays in a filtered manner the list view of a published data type, e.g. in the
given example, e.g. in the given example, all entries registered on the data type of
guidelines the value of which is "Treatment guidelines™ are displayed:



http://support.webware.ee/doc/doku.php?id=wd:administraatorile:juurdepääsuõiguste_süsteem#kuidas_lisada_uut_gruppi
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:andmetüübihaldus#üldine
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:andmetüübihaldus:väljad#plokk_üldine
http://test.webware.ee/?page=pub_startup&desktop=1020&tid=1&u=20101006132412=20090115080707&desktop=1020
http://test.webware.ee/?page=pub_startup&desktop=1020&tid=1&u=20101006132412=20090115080707&desktop=1020
http://test.webware.ee/?page=pub_search_dynobj&desktop=1020&tid=99051
http://test.webware.ee/?page=pub_list_dynobj&desktop=57835&tid=99051

http://test.webware.ee/?page=pub_list_dynobj&desktop=1017&tid=304881&data_only=true
&search=0tsi&field 306995 search type=CO&field 306995 search_value=Ravijuhendid.
To use the link in your organisation’s intranet / DHS, the domain name of the environment
along with respective IDs and values must be replaced.

Hide subtypes in the public interface menu v Kirjavahetus (tavaline)

In the public interface menu, all main types with their subtypes, which » Saabunud dokument
are marked as “Publishable” are displayed. » Viljasaadetav dokument

If you wish to display only the main type in the public interface so that it will be possible to search
for registered documents for the

subtype via the main type, you need Is publishable: Public user interface of the type
to tick the "Hide subtypes in the yige subtypes in public menu:

public interface menu™.

Hiding a file on a restricted document

Additionally, you can mark a field as “Restrictable”, which means that if the document has a
restriction in the restrictions block upon registration, the field will not be displayed on the homepage.
This modification is the most frequently used upon restricting file fields. As of 1 January 2009, the
Public Information Act has obligated state authorities to publish electronic documents that do
not have access restrictions. Therefore, if a restriction is not indicated in the document, the file
will be public on the homepage and if a restriction is indicated, the file will not be displayed on
the homepage (i.e. the file is restricted).

Check the public interface before making a document available on the homepage. You
can do so in the data type management where you will find the link “Public user
@ interface of the type” next to the "Publishable" field.

Is publishable: Public user interface of the type

You will find more information on the publication of documents:
= On the homepage of the Data Protection Inspectorate;
= |n the Public Information Act;
= |n the Personal Data Protection Act.

Restrictions
= For further information on pre-defining the restrictions block, see the chapter ‘Access
restrictions’.
= See the standard user manual on filling in the restrictions block.

Displaying a contact in the public interface

In accordance with the requirements of the Data Protection Inspectorate, initials of natural persons
must be displayed in the public document register instead of their full names, i.e. if only the person
part has been filled in the contact window, the name of the natural person will be displayed in the
form of initials in the public register of documents. If the blocks of the organisation and person are
filled in the contact card, WD will consider the contact person to be a legal person’s contact person
and the full name of the contact person will be displayed in the public register of documents. The
name of the contact person of the organisation as well as the name of a natural person were displayed
as initials in the public register of documents.
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Adjustment of the settings of the document
exchange centre (DVK)

For what?

The document exchange centre can be used by public sector authorities (ministries, local
authorities, health care and child care institutions, etc.) in order to exchange documents, letters and
e-mail messages between themselves.

Some advantages of DVK over e-mail:

*  Unlimited size - the number and size of documents is not limited. Through DVK you can send thou-
sands of large documents. Only the recipient may have a restriction, but it can easily be increased
by simple means. Through DVK documents with a size of over 100 MB have been sent and they
have arrived without any problems.

* Spam-free —the circle of recipients is closed and organisations are added via the Information Sys-
tem Authority. This precludes the possibility that advertisements or other unwanted messages are
sent via DVK.

* Less manual work —the nationwide message XML is used. No need to perform any manual work
upon receiving the document, because all required meta data fields are already filled in.

See also the DVK module of WebDesktop in the WD standard used manual.

How to set up?
In order to introduce the DVK and X-road service, the organisation must first be registered in the
administration system of the State Information System.

Registration of the organisation in the State Information System administration
system

The submitter of a subscription application must have authorisation to represent the organisation (e.g. an
entry on the B card in the commercial register, a power of attorney signed by the chief executive of the
organisation).

1. Enter the state information system management system https://riha.eesti.ee.

2. Click on the link “Organisation/undertaking’s SISAS subscription application” on the opening page or
the link “Join SISAS” on the left side of the bottom bar of the SISAS application.

3. Fillin the opened subscription application form where you can designate the organisation's CIO or
yourself as the SISMS administrator. The administrator should certainly be a representative of the
organisation. If you submit the application based on a power of attorney, add the digitally signed
power of attorney to the application.

4. Click on the button “Sign application with Digi ID/ID card”.
The organisation is deemed as registered in the SISAS once the application has been granted by the
Information System Authority (a respective notice is sent to the applicant by e-mail).

Appointment of a contact person

The authorised person designated as the contact person has the right to fill in and submit an
application for subscription to X-Road and to adjust the settings of the X-Road server. As a rule, the
authorised person is an employee of Webware OU, unless the security server is located on your
premises and your organisation administers it yourself.

To designate the authorised person:


http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:väline_dokumendiringlus#dvk
https://riha.eesti.ee/

1. Enter the state information system management system https://riha.eesti.ee.

2. The role of using the SISAS is displayed on the right side in the top bar of the application. Upon first
entry to the SISAS, your role is “yourname (personal ID code)”. Click on the name of the role and in
the opened top window choose the role with regard to which you have been given the rights of the
SISAS administrator of your organisation.

3. On the desktop click on the link “Organisations” and thereafter on the name of the represented or-
ganisation.

4. Click on the link “Contact persons” (upon absence of the link, choose the right role).

5. Click on the button “Add contact person” (upon absence of the button, choose the right role).

6. Inthe field “Position (search by person's name)" enter "klemens-augustinus kasemaa" and click on
"Search" (if your organisation administers the security server on its own, enter its name).

7. Choose "Application administrator — osalihing Webware (Klemens-Augustinus Kasemaa)”.

Choose “Operative” as the level of the contact person and click on the “Save” button.

9. Scroll down to the division “Rights” where next to the roles “Organisation’s X-road system chief”
and “Security server administrator” click on the “+” sign and on the button “Save”.

10. Inform the user support of WebDesktop (support@webware.ee) when you have completed the
stage.

Please note: Webware OU cannot take the following steps before you have completed the former ones.

%

Subscription to DVK (Please note: This stage is usually completed by a representative of

Webware)
To subscribe, fill in a DVK subscription application in the state portal.
1. Open the link https://www.eesti.ee/portaal/evormid.naitaa=152&saaja=14222&caseid=&do-
cid=&tegevus=UT
2. Login with the ID card, fill in the form and submit the application.
If you want, you can complete this stage on your own as well.

Adjustment of the settings of WD

Upon adjustment of the settings of WebDesktop, you are assisted and guided by our user support
who will contact you once you have completed all the aforementioned steps.
Designation of DVK registrars and senders

® You can register various user groups as registrars and senders of DVK documents. The group can be
common, e.g. “DVK administrators”, and be used for sending as well as registration. To add a group,
choose “Add new” - “Admin” = “Group”. Name the group, for instance, “DVK administrators”,
choose the members and click on “Save”. For further information on adding a group see the chapter
"Access rights system".

® |nthe desktop settings set the DVK registrar and sender groups. For that purpose choose “Manage-
ment” - “Desktop”. To change the settings, click on the green “Change” button. In the opened
form in the field “DVK registrars”, choose the respective group and click on “Save”. For further infor-
mation on desktop settings see the chapter “Structure tree”.

DVK organisation list and general settings

1. Choose “Management” - “DVK admin”.

2. Determine the registration code of the organisation. This action is necessary because DHS can con-
tain various organisations and on the basis thereof the interface knows which desktop to send the
documents to. To set the registry code, the server must be in the DVK adjustment regime, i.e. in the
ordinary situation the administrator cannot change it. In addition, the page has a list of organisa-
tions that have joined DVK and to whom you can send and from whom you can get documents via
DVK. This organisation is indicated in the list in bold.

To refresh the organisation list, click on “Refresh organisations from DVK”".


https://riha.eesti.ee/
https://www.eesti.ee/portaal/evormid.naitaa=152&saaja=14222&caseid=&docid=&tegevus=UT
https://www.eesti.ee/portaal/evormid.naitaa=152&saaja=14222&caseid=&docid=&tegevus=UT

Adjustment of data types and fields

DVK uses the nationwide letter XML. If the desired data types and meta data fields have been set up in WD,
it allows for quickly and easily including the document in the document management system: all required
meta data fields have already been filled in.

® Set the data type DVK type and its meta data fields.

o Enter the incoming document type - “DVK type”: IN.
o Outgoing document type - OUT.

e Adjust the meta data fields (see the part on adjustment of the settings of incoming documents and
outgoing documents).

e If a type has a contacts field, the “Send” button will be displayed in the entry. If the addressee is an
organisation that has subscribed to DVK, i.e. the field of the registry code has been filled in on its
contact card, the possibility to send via DVK will be displayed after clicking on the "Send" button.

e If the type has the single object selection field, the "Send via DVK" button will be displayed.

Adjustment of the incoming document type and data fields

The name of the field in WD (the

Field type in WD
P name depends on the environment)

Adjustment in WD field settings “DVK type”

Incoming document registration

text number Document no

text / mrtext Title Title

text / mrtext Comments Comments

text / mrtext Document type Document type

text / mrttext Sender organisation’s registry code Sender: Organisation code
text / mrtext Sender organisation Sender: Organisation name
text / mrtext Sender’s contact person’s e-mail Sender: Person’s e-mail

Sender's contact person’s personal ID

Sender: Personal identification code
code

text / mrttext

text / mrttext Sender’s contact person Sender: Name of the person

Sender’s contact person’s department

Sender: Person’s department code
code

text / mrttext

text / mrttext Sender’s contact person’s department [Sender: Person’s department code

Sender’s contact person’s position

text / mrttext
code

Sender: Person’s position code

“General” blocks (located under the group
files Files filter block) - tick “For registration of DVK
files”

Adjustment of the outgoing document type and data fields

The name of the field in WD (the

choice .
name depends on the environment)

Adjustment in WD field settings “DVK type”

counter index  |Reg. no Document no (author)
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date

Reg. date

Document reg. date (author)

text / mrtext

Title

Title (author)

choice / text /
mrtext

Document type

Document type (author)

text / mrtext

Brief content

Brief content (author)

text / mrtext

Comments

Comments (author)

text / mrtext

Connection reference

Connection reference (author)

text / mrttext

Recipient organisation’s registry code

Recipient:organisation code

text / mrtext

Recipient’s organisation

Recipient:organisation name

text / mrtext

Recipient’s contact person’s e-mail

Recipient:person’s e-mail

text / mrttext

Recipient’s contact person’s personal
ID code

Recipient:personal identification code

text / mrttext

Recipient’s contact person

Recipient:name of the person

text / mrttext

Recipient’s contact person’s
department code

Recipient:person’s department code

text / mrttext

Recipient’s contact person’s
department

Recipient:person’s department code

text / mrttext

Recipient’s contact person’s position
code

Recipient:person’s position code

files

Files

“General” blocks (located under the group filter
block) - tick “For registration of DVK files”




Add-on modules

In addition to the main document management module, the following modules can be used in

WebDesktop:
= Calendars;
= Tasks;
= Favourites;
=  News;
= Discussions.
Calendars

See the use of calendars in the standard user manual.

What can administrators adjust in calendars?

Event categorisation and usage report

Upon insertion of each calendar event, you can determine its category. The desktop administrator can
determine and adjust categories on its own.

- Choose “Management” — “Desktop admin” — “Selections”— “Event categories” in the top
menu.

Time usage report Calendar
By categories, you can create time usage e celen
reports that display the number of hours in

Detail search Back

Archive state: -- None -- j

the respective category per participant (e.g. Archivation year: [~ None — 3]
how many hours a month the employee has Destruction state: [~ Nono - E A
A .« . Unit: All >
been attending training courses). All USErs e merged calendars: ves: @ no
have the right to generate time usage ey saneuih j
reports within the limits of non-private Start time: Range - [TODAY] [X] - [TODAY] [X]
CalendarS End time: Range j [TODAY] [X] - [TODAY] [X]
Category: — None —
e To create a report, open the calendar
view.
. . Body:  starts with j
e Click on the “Time usage” button. P, S—
e A search window will open. In the c...icearches
window, insert the title, period, = sewen  ciose
category and other criteriaand click on
“Search”.
Management of event responses
Participants: Nr Name -] Division Response Response time * Viewed
1. Aprili Test Ounake v -- None -- oK 20.06.2016 10:10
2. Liisu Usin Ounake
ecline
3. Riina Raju Ounake 20.06.2016 10:09

If the user is noted as a participant in a calendar event, the user will be able to accept or decline their

participation. This is done in the “Reply” column of the participants table in the event card. By default,

the options “Accept” and “Decline” are set up by the system.

1. If you have desktop administrator rights, you can change the reply options by choosing
“Management” — “Desktop admin” — “Selections” — “Event responses”.

2. Values in the “Status” column indicate whether the reply is positive or not.
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Tasks
See the use of tasks in the standard user manual.

What can administrators adjust in the case of tasks?

Task categories
- To add a task category, choose ‘“Management” — “Desktop admin” — “Selections”— “Task
categories” in the menu.

Favourites
Regarding adding a new favourite, see the standard user manual.

As the administrator, you can set that a favourite is displayed to all users in the favourites block and,
if necessary, in the top bar as well. You can also determine the group to which a favourite is displayed.

Favorites 3]
Adding new link
Name: Webware OU *

URL: http:/iwww.webware.ee *

Password:
Text color: j
Background color: -~

Open in new window:
Desktop: © Personal:

Groups: 2014 a suvepdevade projektimeeskond
adminid
alliiksus
Aprill
Arhiveerijad
Avalikustamine
Demo
Dokumentide registreerijad
DVK haldurid
Eelvaatajad
Jagajad
Juta ja Jana
Kasutajad
Kokutajad
Koik tottajad
Maasikas t6otajad
miisu
Ostuarvete jagajad
Ostuarvete kinnitajad
Ostuarvete kooskolastajad

lcon: | Unknown ED *

Save Save and add new Load current page Cancel

News
The desktop administrator can appoint news administrators. A unit’s news administrators can also be
appointed by the unit administrator.
e To appoint a news administrator, create a group called “News administrators” and add
users who attend to news to this group.
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® Choose “Management” — “Desktop admin” — “Desktop” and add the newly created
“News administrators” group to the field “News administrators group”.

e To appoint a news administrator of a unit, activate the field "Is unit's news admin™ in the
user card (for further information on sharing user rights see here). Certainly, the user must
be created in a directory located under the right organisation/unit.

Discussions
The desktop administrator can adjust replies to discussions. To that end choose “Management” —
“Desktop admin” — “Selections”— "“Discussion reply types”.

Changing configuration

For what?

In WebDesktop, many developments can be adjusted in the configuration file as variables, e.g. to set
up the third party signature solution you must activate it in the configuration file. The most frequent
settings of the configuration file are gathered in the configuration adjustment module and the module
can be used by a user who has desktop administrator rights.

THE VERSION HAS BEEN UPDATED AFTER 30.10.2015. We have detected

@ Please note: USE THE CONFIGURATION ADJUSTMENT MODULE ONLY IF
bugs in the module and will eliminate them in a version update.

How to set up?
1. Choose “Management” — “Desktop admin” — “Manage config”.
2. A configuration adjustment window will open. In the window, the settings are divided between
the following subject blocks:
= general settings;
= matters related to dynamic objects;
= routing settings;
= settings related to rights;
= settings related to e-mail;
= DigiDoc service.
3. When you move the cursor over the name of the configuration setting, the name of the variable
to be changed in the configuration file will be displayed.

General settings

Manage config
Global settings

Debug is enabled :

WEBDK_DEBUG_ENABLED

Debug information enabled

WEBDK_DEBUG_ENABLED

Debug information shows the capacity of the system and is of assistance in localising program bugs.
If debug information is enabled, the respective box will be displayed in every window. Enabled by
default.

Systemic e-mail

WEBDK_EMAIL_ADDRESS
E-mail

General e-mail address that is shown as the sender’s address in  To:
the case of outgoing e-mail messages in WebDesktop. The cc:
default address is webdesktop@webware.ee. Bee:

From: support@webware.ee d
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Session duration in seconds

WEBDK_SESSION_EXPIRATION

The duration of the session as of the moment when the form was saved in the system for the last time.
By default, the session length is 7200 seconds, i.e. 2 hours.

Units enabled
WEBDK_UNITS_ENABLED

Merely shows units in different views: in the document search
form and, for instance, in the document register view:

TDY Order A [ [* Archivation .. [

AD[Unit*]| Regno Regdate
13.04.2016
02.03.2016

To enable the solution of units, see the variable
WEBDK_STRUCT _UNIT_ENABLED

For further information on units, see the chapter “Structure tree”.

Language selection disabled in the top bar

WEBDK_TBAR_LANG_SELECTION_DISABLED

By default, the top bar has three languages: Estonian, English and Russian. In addition, Finnish can
be displayed. If you disable the language choice, WD will use the language set in the configuration
file by default.

Number of recently added documents

WEBDK_MAX_RECENT_ITEMS_TO_DISPLAY

Number of documents displayed on the opening page, which have been recently
added by all users and me.

For further information, see the chapter “Desktop” in the standard user manual.

Show recent items on front page

WEBDK_SHOW_RECENT_ITEMS_ON_FRONT_PAGE
Enabling / disabling the displaying of recently added documents on the opening page.
For further information, see the chapter “Desktop” in the standard user manual.

E-mail from

WEBDK_EMAIL_FROM_NAME

The name of the sender of an e-mail message,
which is displayed in the “From” field of the message sent from WD. As a rule, the name of the
organisation should be given here (e.g. Webware).

From Webware <kersti@webware.eex

subject Webware saadab dokumends: Teile on saadetud suunamine

Special rights enables
WEBDK_EXTRA_RIGHTS_ENABLED
Special rights can be of help in the following events:
 inthe case of a series/directory it is important that the ordinary users can add new documents
and see their own documents, but the ordinary user should not see documents added by others;
« the ordinary user must be able to grant access to a specific document that they have access
rights to.
If you enable special rights, you can adjust from the configuration file when the special rights are
granted, whether upon adding or, for instance, routing a document. You can also further configure
which special rights are granted (e.g. either the right of reading or deleting).
For further information, see the chapter “System of access rights”.
Special rights upon addition
WEBDK_EXTRA_RIGHTS_AUTO_ADD_ENABLED


http://support.webware.ee/doc/doku.php?id=wd:administraatorile:struktuuripuu#üksused
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:töölaud#avaleht
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:töölaud#avaleht
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:juurdepääsuõiguste_süsteem#eriõigused

The user who starts adding a document to which they have no right via the group gets a special right
after the registration of the entry. This means that only the adder and also persons related to groups
and the admins have the right to access the entry. You can determine which special right is granted to
the person who adds the entry. The selection includes the special rights of reading, writing and
deletion.

Grant special rights upon addition

WEBDK_EXTRA_RIGHTS_AUTO_ADD_RIGHT

If the variable is ticked, the special rights block will be displayed next to document entries. If the
given variable has not been ticked, the adder of the document is granted a special right, but it is not
shown next to the document entry, i.e. a special right that has already been granted cannot be removed
either.

Users entitled to grant special rights

WEBDK_EXTRA_RIGHTS_MIN_ACCESS_LEVEL

The minimum user level as of which special rights can be granted to documents. By default, the
minimum user level is the standard (ordinary) user who has authenticated themselves in the system
using a username and password or an ID card/ Mobile ID, l.e. if "Authenticated user" is selected,
all users can share special rights. If “Admin” is selected, all administrators (incl. unit administrators,
ordinary administrators and desktop administrators) can share special rights. In the case of “Desktop
admin”, special rights can be shared only by standard administrators and desktop administrators.
Saving a public document is enabled

WEBDK_PUBLIC_DOCUMENT_SAVE ENABLED

Viathe public web or a website it is possible to guide persons who do not use WD to register document
rights into WD. This functionality can be used for the submission of, for instance, applications,
requests for information or other document types.

Global search enabled

WEBDK_GLOBAL_SEARCH_ENABLED

You can adjust in the public register of documents whether the global search field is displayed.

For further information on the public register of documents see the chapter “Publication of
documents”.

EKIS infostisteem |globaa\otsmg\ w

Hoolekogu koosoleku Kirjavahetus Q
protokoll Alla | Jargmine (20) »» | Viimane
v Kirjavahetus Saatja
» Saabunud dokument Reg.  Red. o aa/Sazja dokumendi  Dokumendilik Pealkiri
nr  kuupéev
v Véljasaadetav dokument reg nr
b Kaskkir / otsus Taotlus
v Direktori kaskkiri 1-8/22 18.08.2015 SA Innove Vélja saadetud keelekimblusprogrammiga

v Direktori otsus litumisest

Number of classifier values

WEBDK_CRSTBL_CLSF_SELECTION_AUTO_LIMIT

Setting the classifier value limit in a cross-table, i.e. until which value number values are displayed
in a drop-down menu and when will values be displayed as an AJAX selection.

For further information, see the chapter “Classifiers”.

Tree enabled for everyone

WEBDK_TREE_FRAME_ENABLED_FOR_EVERYONE

You can determine whether the tree is displayed to all users or only to administrators. If the tree is
prohibited, the tree cannot be switched on in the ordinary user's settings, while the unit administrator
and other higher-level administrators can still use the tree.

For further information, see the chapter “Desktop” in the standard user manual.
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Folder events enabled
WEBDK_EV_SERIES_EVENTS_ENABLED
The event may be of help in the following cases:

« if adocument is added to the directory, automatic routing with a specific role (e.g. signature)
should be created on the desktop of the designated user and/or a notification should be sent to
the e-mail address;

» if a document is changed in or deleted from the directory, automatic routing with a specific
role (e.g. signature) should be created on the desktop of the designated user and/or a
notification should be sent to the e-mail address.

See also the chapter “Structure tree”.

Global search title

WEBDK_GLOBAL_SEARCH_HELP_TITLE

You can add a title to the global search. - n
Global search text

WEBDK_GLOBAL_SEARCH_HELP_CONTENT

Enter text in the search window — n

If you move the cursor to the global search title, the content related to the title will be displayed.
Mobile number is private

WEBDK_GSM_IS_PRIVATE

A mobile telephone number or the GSM field can be hidden from other ordinary users in the user
card. Administrators still see the GSM field. See also the chapter “Users”.

Structural units enabled

WEBDK_STRUCT_UNIT_ENABLED

In order to enable the structural units solution.

For further information on units, see the chapter “Structure tree”.

Structural unit classifier name

WEBDK_STRUCT_UNIT_CLSF_NAME

To determine the classifier of structural units on the user card from among whose values the names
of the structural units are displayed.

The name of the classifier must not contain such non-English characters as “3”, “4”, “6” and “0”.
For further information, see the chapter “Users”.

Matters related to dynamic objects
History block is open by default
WEBDK_DEFAULT_LOGGING_EXPANDED

=] History =
Whe: Triin Versis Time: 29.10.2014 15:18 IP: 193.40.244.196

You can determine whether the log of document changes, or the viewings (history block) is closed or

open.

View logs enabled @ History
WEBDK_VIEW_LOG Who: Riina Raju 1
The view log preserves information on document viewings and file openings.

The view log is not retroactive. Access history

Sharing enabled

WEBDK_SHARING_ENABLED

In WebDesktop it is possible to share each document by e-mail to an external party (client, contractual
partner, contractor, etc.), thereby determining whether the external party can merely read the
document or also sign it.

For further information, see the chapter “Third party signature”.
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Sharing e-mail subject
WEBDK_SHARING_EMAIL_SUBJECT
Sharing e-mail body
WEBDK_SHARING_EMAIL _BODY
Grant right upon adding
WEBDK_SHARING_ADD_RIGHT

The minimum right that the user needs for sharing an entry. By default, the writing right is set as the
minimum right in the configuration.

Warn upon publication of document

WEBDK _DYNOBJ_CHECK PUBLIC_LOCATION_ENABLED

If the document does not have an access

restriction and it is published in the

pUinC register Of documentS, the This item will be public visible. Press Cancel if you want to correct data or OK to continue
following warning will be displayed to

the user: ...
See also the chapter “Publication of Cancel oK
documents”.

Warn if the user downloads a file on a locked entry
WEBDK_LOCKED_ITEM_FILE_DOWNLOAD_CONFIRM_ENABLED

If the entry (document) is locked by another user and you click on the file name, the respective
message will be displayed.

Multiple user search based on the beginning

Upon selecting a user in a multiple user selection field, the given names are displayed first.
WEBDK_DYNAMIC_OBJECT_MUSEL_SEARCH_BY_START

true = users are displayed “given names + surname”; false = disabled.

Displaying a user in a multiple user search field: surname first

Upon selecting a user in a multiple user selection field, the surname is displayed first.
WEBDK_DYNAMIC_OBJECT_MUSEL_FAMILY_NAME_FIRST

true = users are displayed “surname + given names”; false = disabled, users are displayed “given
names + surname”.

Date of publication of dynamic object

WEBDK_PUBLIC_DYNOBJ_PUBLICH_DATE

The date as of which documents are displayed in the public module. Documents earlier than this date
are not displayed in the public interface.

Save generated ddoc files only in the field
WEBDK_DYNOBJ_DDOC_DISABLE_RELATIONS_IF_FIELD_FOUND

If ticked, ddoc files are saved only in the data _DigiPec composer

- - - - S i : |15.04.2016 Pi Palgi (Web ou
field and ddoc file generation is no longer ———=" 2016 Plret Palgl (Webware OF)
. A ile name: ambria .bdoc ~|
Oﬁ:ered In the connections. (Saving target: | Into field: @ Document file(s) j)
See also “Data type management”. e
Field File
Document annexes | cambria .odt
Document annexes cambria pdf
Minimum right to change the counter field manually Cancel

WEBDK_REGIDX_MANUAL_NUMBER_MIN_ACCESS
The minimum right with which it is possible to change the counter field manually. The rights of
reading, writing and deletion can be set as the rights of the counter field.
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Maximum file name length in the list view

WEBDK_FILENAME_LISTING_LENGHT

In the list view you can set the maximum number of characters of a file name to be displayed.
Unique field warning enabled

WEBDK_DYNAMIC_OBJECT_UNIQUE_FIELD WARN_ONLY

If the field is indicated as unique, you can adjust whether the data field Field contains duplicate value
is allowed to save with a repeat value. Uniqueness is used, for
instance, in the register code field in the contact register in order to
prevent the insertion of multiple contacts with the same registry code.
For further information on uniqueness see the chapter on automatics.
Related entry restrictions are copied from the original
WEBDK_AUTOFILL_RELATED_PUBLIC_RESTRICTIONS
Upon registration of a related document (reply connection, related document), the access rights of the
public register of documents set out in the Public Information Act are copied from the original entry.
Thereby the restrictions of the pre-defined series are not used.

Defined location is required upon adding a new document
WEBDK_DYNOBJ_NO_LOCATIONS_ENABLED

If the given variable is enabled, you can register the document to the default directory, i.e. the
directory opened in the structure tree. If the variable is not ticked, the objects (documents) can be
registered only in the directories related to the data types.

Copy SOSEL values of the cross-table to the connections

WEBDK_CRSTBL_SOSEL_VALUES_TO_RELATIONS

In the cross-table in the SOSEL field, enable duplicate connections. If the selected object is in the
cross-table column, the object is automatically also duplicated in connections.

0K

Public URLs

REFERERS

The address of a website related to WebDesktop through which data is inserted into WD.

For further information on enabling the functionality of registration from the public web see here.
For further information on the functionality of registration from the public web, see the chapter
“Registration from the public web”.

File field restrictions valid as of

WEBDK_PUBLIC_FIELD_TYPE_VALID FROM_RESTRICTIONS

In the file field and_in the multiple file field you can set the date as of which the files are restricted in
the public document register.

Routing settings

Upon routing, choose e-mail by default

WEBDK_ROUTING_EMAIL_NOTIFICATION

Upon enabling the given variable, the message "By e-mail: now” is ticked by default, i.e. by default
an e-mail notification is immediately sent to the person performing the routing task.

Ask for comments upon cancellation of routing
WEBDK_ROUTING_REQUIRE_COMMENT_ON_CANCEL

Comments are required upon declining routing.

Ask for comments upon giving feedback on routing
WEBDK_ROUTING_REQUIRE_COMMENT_ON_FEEDBACK

Comments are required upon giving feedback on routing.

Routing feedback disabled

WEBDK_ROUTING_DISABLE_FEEDBACK

If you tick the variable, the feedback button can be removed.
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Mark routing as completed following signature
WEBDK_DYNOBJ_DDOC_ON_UPDATE_MARK_COMPLETED

If a signature is added to the file, the selected routing roles are marked as performed.

Pickup enabled

WEBDK_ROUTING_PICKUP_ENABLED

The pickup functionality allows for delegating a task for execution to multiple people and only one
will execute it, i.e. the first one to pick the task.

Show selection on front page

WEBDK_DEFAULT _SHOW_ON_MY_FRONT_PAGE

Upon enabling the given variable, “Show on my front page” is ticked by default, i.e. the task initiated
(routed) by me is shown by default on my front page.

Default type

WEBDK_DEFAULT _ROUTING_TYPE

You can choose whether by default parallel routing or sequential routing is ticked upon adding
routing.

‘Show my routings’ block is open

WEBDK_SHOW_MY_ROUTINGS_BY DEFAULT
(®) Routings (2) Showall ~| Order by role ~|

m E-mail (1) Routing block closed
The routing block can be adjusted to be open or closed by default.
Send e-mail notification if the status changes to the following
WEBDK_ROUTING_STATUS_CHANGE_NOTIFICATIONS
You can adjust in the case of which routing statuses a notification is sent. In the section, there are the
following routing statuses: Done; Cancelled; Feedback; Pending; Viewed.
For further information on routing statuses see the Ordinary User Manual.
E-mail sender is an active user
WEBDK_ROUTING_FROM_CURRENT_USER
The address of the sender of a routing notification is the router’s e-mail address. By default, the sender
of the routing notification is WebDesktop.
Send e-mail upon cancellation
WEBDK_SEND_ROUTING_EMAIL_BY_UNCONFIRM
If routing is cancelled (by clicking on "Cancel” / “Decline”, depending on the name of the button),
WD will send an e-mail notice to the router.

Group selection enabled

WEBDK_ROUTING_GROUP_SELECTION_ENABLED

In routing, it is possible to enable or disable the routing of a document to a group.

Default types of continuous routing

WEBDK_CONTINUES_ROUTING_DEFAULT_TYPES

You can choose the document data type(s) in the case of which the default continuous routing is used.
Grant special right based on the role

WEBDK_EXTRA_RIGHTS_AUTO ADD RIGHT BY_ROLE
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Add extra rights by rale : Read Write Delete

For signing / Allikirjastamiseks For signing / Allikirjastamiseks For signing / Allikirjastamiseks
For controlling / Kontrollimiseks | For controlling / Kontrollimiseks  For controlling / Kontrollimiseks
For approval / Kinnitamiseks For approval / Kinnitamiseks For approval / Kinnitamiseks

For information / Informatsiooniks | For information / Informatsiooniks | For information / Informatsiooniks
For handling / Kasitlemiseks For handling / Kasitlemiseks For handling / Késitlemiseks

You can adjust the routing roles and the special rights granted upon using them. E.g. if the document
is routed to a user "For digital signature” and the user does not have the right to write via the group,
the role "For digital signature” must be selected from the writing group.

Button names and statuses based on the role

WEBDK_ROUTING_ACTION_NAMES

You can adjust the titles of routing buttons and statuses displayed upon marking the routing task as
completed. Adjustments can be made, depending on the language used in WD and on the routing role.
Settings related to rights

Group’s special rights are activated

WEBDK_GROUP_EXTRA_RIGHTS_ENABLED

You can determine whether upon choosing the group in routing the automatic granting of special
rights can be used.

Copy special rights upon duplication of the entry
WEBDK_COPY_EXTRA_RIGHTS_ON_DUPLICATION

You can determine whether upon duplication of the entry the special rights are copied from the
duplicated entry.

Private directories enabled

WEBDK_PRIVATE_FOLDER_ENABLED

The application of a private directory can be considered, for instance, if the documents are located in
a series that is either public or accessible to a larger number of users, but whereby exceptions should
be made to single documents (mark the as private), so that they would be visible only to the person
who moved the documents to the private directory or to a group holding the respective rights.

For further information on the functionality of a private director see the chapter “System of access
rights”.

Disable password login

WEBDK_DISABLE_LOGIN_BY_PASSWORD

Prohibiting login using a username and password.

Creator of a calendar even has the right to delete the event
WEBDK_CALENDAR_ENABLE_DELETE_BY_CREATOR

You can determine whether the person who added a calendar event has the right to delete the events
added by them.

For further information on the calendar functionality see the Ordinary User Manual.

Minimum right to add

WEBDK_ROUTING_MIN_RIGHT_FOR_ADD

The minimum right with which a user can add new routing.

Minimum right to grant special rights

WEBDK_MIN_RIGHT_TO_GIVE_EXTRA _RIGHTS

The minimum right with which the user can grant special rights to an entry.

Grant special rights to the substitute

WEBDK_ADD_EXTRA_RIGHTS_TO_SUBSTITUTE

You can determine whether upon using substitutes the substitute is granted the required special rights
to access a document.
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Settings related to e-mail

Send error messages by e-mail

WEBDK_EMAIL_ERRMSG_ENABLED

Error messages displayed to users are sent by e-mail in WebDesktop.

Send error messages by e-mail from a public interface
WEBDK_ENABLE_EMAIL_ERRMSG_FROM_PUBLIC

Sending public user interface (e.g. published register of documents) error messages by e-mail.
Send information of slow queries by e-mail

WEBDK_EMAIL_SLOW_QUERY_ENABLED

Sending information of slow queries by e-mail.

E-mail signature enabled

WEBDK_EMAIL_SIGNATURE_ENABLED

Adding a signature to the end of the e-mail messages of all users of the desktop, i.e. in the entire
desktop the same rule of generation of the signature is used.

The unit-based e-mail signature can be examined here.

For further information on using the e-mail signature functionality see the chapter “Signature”.
Adding a structural unit to the e-mail signature

WEBDK_MAIL_SIGNATURE_DIVISION

Every structural unit can add a separate e-mail signature.

For further information on using the e-mail signature functionality see the chapter “Signature”.
Squirrelmail enabled

WEBDK_SQUIRRELMAIL_ENABLED

Enabling the Squirrel Mail e-mail module.

Add mobile telephone number to the e-mail signature

WEBDK_MAIL_SIGNATURE_GSM

The possibility to add a mobile telephone number to the e-mail signature.

E-mail is sent from under an active user

WEBDK_EMAIL_PERSONAL_ADDRESS_ONLY

Upon sending an e-mail message, it is enabled to use only the e-mail address indicated in the user
card as the sender's address.

Manner of sending e-mail by a substitute

WEBDK_SUBSTITUTION_EMAIL_SENDING_MODE

If you go on holiday or you are away from the office for another reason, you can appoint a person to
whose front page document routing is executed. In the case of substitution, it is possible to adjust
routing notifications to both persons (the one who is away and the substitute), only to the one who is
away and only to the substitute.

For further information on substitution, see the Ordinary User Manual.

E-mail default subject profix

WEBDK_EMAIL_DEFAULT_SUBJECT_PREFIX

By default, [WebDesktop: type name] is added to the subject of e-mail messages. It can be changed
and disabled.

Routing e-mail subject

WEBDK_EMAIL_ROUTING_SUBJECT_APPEARANCE

That is, the title of the routing e-mail notification. Possible to display the routing role (for approval,
signature, etc.) and/or the dynamic name rule.

Calendar event e-mail subject

WEBDK_EMAIL_ROUTING_SUBJECT_APPEARANCE

Title of the e-mail notification of calendar events.

For further information on the calendar functionality, see the Ordinary User Manual.


http://support.webware.ee/doc/doku.php?id=wd:administraatorile:signatuur
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:signatuur
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:asendamised:alates_5.0.2
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:ajaplaneerimine#kalendrid

DigiDoc service.

Digidoc service enabled

WEBDK_DIGIDOC_SERVICE_ENABLED

It is necessary for using server-based digital signature.

Disable login using Mobile ID

WEBDK_DISABLE_MOBID_LOGIN

Disables login using Mobile ID. However, digital signing using Mobile 1D remains available.
On login using Mobile ID, see also the chapter "Login window".

Disable mobile-sensitive interface

WEBDK_DISABLE_MOBILE_DETECTION

Disables mobile-detecting interfaces. A mobile-detecting interface works only with Internet Explorer
and runs once WD identifies a mobile-detecting device.
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