Ordinary User Manual

As an ordinary user, you can send documents inside and from outside the system, use calendars for
time management, add tasks and adjust your front page, incl. desktop view.

e Login
e Everyday work in WebDesktop
o Adding a document
= (Creating a document for the print template
= Converting a document into pdf
= Registration of a document in Outlook
= Uploading multiple files at once
o Viewing a document
= File preview
o Changing the location of a document/object
o Changing a document
o Searching for a document
o Deletion of a document
o Relation
o Locking a document
o Moving a document to a private folder
o Data export
o Special rights
o Searching for user information
o Intra-organisation circulation of documents
o Routing
o Substitutions (as of WD 5.0.2)
o Intra-organisational circulation of documents
o Sending an e-mail message using the register of contacts solution
o Signature of a document
o Use of a third party signature solution
e Viewing / sharing a document
e Descriptions of icons and buttons
e Desktop
e User information and personal settings
e Time planning
e Favourites
e Creating a survey

e News



Login

The electronic records management Username:

system (DHS) environment is located at ...  Password:

You can log in to DHS using a username

and password, ID card or Mobile ID. The Log in with ID-card Log in with Mobile-ID

username and password are issued by the
desktop administrator of your organisation.
Please note: Do not disclose the username and password to anyone!

Everyday work in WebDesktop
Adding a document

There are various ways to add a new document (depends on the system settings).

Adding a document from the top menu “Add new”
1. Choose “Add new” from the top menu — respective document data type.

2. FIH il’l the data ﬁelds. Location: * :-- Select location - j

. . . -- Unit: Latvia --
* Choose the location or which series you  Regno: * 1-1.1 "Correspondence (overall)”

1-1.4 "Management correspondence”

wish to register the document. If it has 1-1.5 *Accounting correspondence”
been pre-selected, there is only one  RegistratiolEMS LT by

. . ? . 1-1.7 "Correspondence with FSA"
series in the selection. Way of dis| 1_1 g "Complaints”
* Choose the registration Sender: * | 2:4.1 "Reports i management®
number. If it has been pre- Reero” ° EE Correspondence (6
selected, there is only one EE Correspondence
1 1 1 LT Correspondence
counter in th'e selection (i.e. 1V Comempondenca-incoming
automatic issuer of a LV PRE-Complaints

registration number).
3. Ifnecessary, change the document’s publication restrictions and add routing.
4. Click on the “Save” button.

Adding a document via connections
For what?
If you add a document via the connections block, there will be two-way connection between the
existing document and the added document.
How to use?
1. Open a registered document to which you wish to add a new document in the connections.
2. There are two options in the system when it comes to adding a document via connections:
* Scroll down to the block of the respective connection in the document view form and click on
the “Add new” button.

[») Correspondence (2) [Top] Addnew [»)

* Add new documents via the connections list using the "Add new" button.



Adding a document in the list view via the “Add new” icon.

How to use?

1. Open the document list view. Choose “Management” — “Correspondence” — “Incoming
document”.

Table of contents
Routings
Contacts (1)

Cormespondence (2) [ 5

v v v v

Exfra rights
¥ Higtory
2. If the administrator has permitted the addition of a new document from the list view, click on the
“Add new” icon.

Incoming correspondence - |_ ,;

AD Unit Reg no

XX 333

Creating a document for the print template

On the basis of the filled-in data card and using the print template you can create a formalised
document.

1. To that end, open the registered document view form.
2. Scroll to the print block of the entry. The following options depend on the system settings.
a. Choose the printing ground. For example, an outgoing document may offer such choices as
"Outgoing initiating letter” and “Outgoing reply letter”.
b. Choose the file format (.doc, .odt, etc.) in which the document is created.
c. Choose the document’s target field where the document is saved in the data card. The most
frequent options are “Document file”, “Signed file”, etc.

File creation

EE Vastuskiri  +| pdf ~| iField: Signed document: =| Print

3. Click on “Create file” if you wish to simply create a document based on a data card.
4. Click on “Create file and sign” if you wish to create the document and sign it at once.

Converting a document into pdf

document into pdf may render an end result with distorted formatting. Reason: WD uses

You can only convert documents that are in .odt or .doc format. The conversion of a .doc
@ the Open Officer converter for converting files.

1. Click on the pdficon after the file in the file field.


http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:dokumendi_vaatamine

Signed document: Hydrangeas.jpg (581.3KB) & 8.

2. The pdf creation window will open. If you wish, change the target field (e.g. instead of the
draft field of the
document, choose the

Pdf composer

R Source item: |1 02.05.2016 SuperMuper SIA Parbaude
signed file field) [Fes
and/or change the Field File Action Into field File.pdf
document file name Signed document Hydrangeas.jpg will be replaced Signed document ~| Hydrangeas pdf
converted into the pdf
format. Cancel

3. Save the result. The
file is converted into the pdf format.

Registration of a document in Qutlook

In order to register letters right in Outlook, you need to install the respective plugin in your
@ computer. You will find the installation information at http://www.webware.ee/et/outlook-
plugin.

The WebDesktop URL must be written correctly in the settings window. An error may be
@ given by an excessive character (incl. a space) or a missing colon or dash.

Registration of an initiating letter (incoming document)
1. After logging in to Outlook, you will see the contents of your mailbox. Double click to open the
e-mail message that you wish to register in DHS via Outlook.

Home send / Receive Folder  ‘“iew =@
) "ﬁ‘ lanore x y ) Bl beeting || 23 Mo to:7 3 To Manager B (N j ? Find a Contact ~ ="
% Clean Up v « o3 5 Team E-mail G Reply & Delete L Y 84 [ Address Book =1
New  New Delete | Reply Reply Forward B, More - . | Move Rules OneMote  Unreads Follow | Send/Receive
Email Tems - | @ lunk - Al = 7 Create New = . - 7 Al Falders
New Delete Respond Quick Steps Move Tags Find Send/Receive
Favorites & >
search Inbox (Cirl+ £1 | dutlook on teemas 4 aprill 2014 »
4 My Outinak Data File(1) = |amange By Date| Newest on top * piret@webware.ce 8T KN R LR
: S ST
A Inbox + Toda ® Extraline breaks in this message were remaved. t[e] s wues
[ Drafts L ¥ = Ta04.2014 1237 14 15 16 17 18 19 20
[ sent ltems piret@webware ee 21022 23 24 25 26 27
%) Gy AMessage [Stest dok.odt (8 kB) d) 2 20
[ Outbox
B RS Feeds piretgnebwaress 133 ] | Outlook on nutidsest teemas ning hakkame selle kaudu kirju registreerima otse DHS-I.
L0 search Folders
Outlook on teemas LU
o piret@use tiiare e Piret
[ nbox (1]
[ senttems Na upcoming appointments.,
&) Deleted Items
o
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Tyne & new task
A 4 ¥ NoDate
) Mail Veateadete thlked S
Sensed %
] catendar o -
&1 EKIS kasutajate igust. \ of
8| contacts 4 Yesterday [T 1401] Triikimalli jérgi ge. e’
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/A Windows Desktop Search is not available |:| ~
= ir. ~
Filter applied | Sen /R ceive m— @ Connected [(O0] B3 100% (= 0 T

2. The message opens in a new window. Click on the “Send to DHS” button in the right corner.

3. Upon the first click on the “Send to DHS” button, the window “Settings” opens.

a. Enter the WebDesktop service URL in the following form:
https://webdesktopiaadress/?page=mail_service


http://www.webware.ee/et/outlook-plugin
http://www.webware.ee/et/outlook-plugin
https://webdesktopiaadress/?page=mail_service

For example, (= seadea |
https://test.webware.eg/ ?pqgezmail_se?rvice w op toomsse URL
b. Tick the row "Trust invalid SSL certificate". Hiipe.//iost ebware oo/ Fpagemai_serice]
c. Enter your WebDesktop username. 7] Usalds mittekehttivat SSL sertifikasti (¢i ole soovitatav)
d. Click "Confirm”. E—
4, In the new window, information on the Kasutajatunnus:  piret
sender’s e-mail address and subject is
displayed. [ Konia ] [ Kattesn ]
a. Choose the “Letter type” from the selection * g
“Initiating letter” or “Reply letter".
7 Saada DHS-i = | B S|
Kellelt P &= <pi e
Teema: Outlook on teemas

Kirja to0p
@) Algatav kiri

@) Vastuskiri

Versison: 10.5.0
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© Extra line breaks in this message were removed,

From: piret@webware 22
To: pirst@weebware, 2e
]

Subject Outlook on teemas

Sent: T8.04.2014 12:37

A Message | [=]test dok.odt (5 kB)
outlook on nuddsest teemas ning hakkame selle kaudu kiju registreerima otse DHS-1.

Piret

/B Windows Desktop Search is not available.

¥ IER

b. Click on the “Next” button.


https://test.webware.ee/?page=mail_service

c. Ifyou click on the “Cancel” button, the “Send to DHS” window will be closed and the sending

of the document to DHS is aborted.

5. If you have not promised to remember the Outlook
password, the window "Login" may be opened.
You need to enter your password there and, if you
want, tick the row "Remember password". Confirm

the changes.

6. Inthe window “Send to DHS”, choose “Data type”,

“Counter” and “Location”.

-

.

Sisselogimine

[

Server: test webware ee

Kasutajatunnus: piret

Parool: sesssnenne

J&ta parocl meelde

[ Kinnita | | Katkesta |

S

a. Ifin the “Data type” selection cell there is only one option, it is selected automatically (pre-
defined by the administrator). If there are many options, you can choose the suitable data type
for registering the incoming document from among them. In the case of multiple options, you
can find the suitable counter.

b. After you have selected the data type, you will be offered respective counters and the right
locations (series). If there is one choice in the counter cell, it is chosen automatically. If there
are many choices, you should enter the word based on which to search for the counter.
c. Choose the location of the series where to register the incoming document.

-
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Saabunud dokument

Tadlepingud
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o i

7 Saada DHS-i = | B |,
Kellelt piret@webware.ee <piret@webware ee>
Teema: Outlook on teemas
Andmetaop Loendur Asukooht
Osi P| | Otsi P| | Ots R
Avaldus Kirjad 1-1.1 - "Todlepingud”
Garantiikiri ifavahetus (Fir} 1-2 - "Kijavahetus oo juhtimise kisimustes”
Koostadlepingud Kirfavahetus (M} 16 - "Kifad"
Kaskkin Kiriavahetus (&) 16 - "Kijavahetus (Ma)"
Lepingu lisa 16
1-
2-

2-3 - "Kijavahetus asjagjamisega sectud kisimustes (Ma)"
2-3 - "Kifjavahetus asjaajamisega seotud kisimustes ()"

2-4 - "Kijavahetus valjastatud tendite ja diendite kisimustes (Ma)"
2-4 - "Kifjavahetus valjastatud téendite ja diendite kisimustes (OU)"
2-5 - "Kijavahetus arhivesrmise kisimustes (Ma)"

31 - "Kijavahetus personali kisimustes (Ma)"

31 - "Kijavahetus personali kiisimustes (51U}

35 - "Kijavahetus todtajate koolituse kisimustes (Ma)"

35 - "Kijavahetus todtajate koolituse kisimustes (GU)"

37 - "Labor"

4 L} 2

Versioon: 1.0.5.0

[ <Tagesi | [ Edasi> |

[ Kathests |

7L. Click on “Next”.

a. If you click on "<Back", you will be taken back to the "Send to DHS" window where you
need to choose "Initiating letter" or "Reply letter" again.
b. If you click on the “Cancel” button, the “Send to DHS”” window will be closed and the

sending of the document to DHS is aborted.



c. Ifno selection between “Counter” or “Location” has been made from among the options
of “Send to DHS”, a warning will be displayed with a red question mark next to the
selection cell where no selection has been made.

Ossi o]

Kijad
Kiiavahetus (Pir}
Kiiavahetus (M)
Kijavahetas (OU)

The “Bind files to file fields” window will open if the letter has attachments. Please note: If the
file field is pre-selected by default, the default value must be set to the file field. See the
Administrator Manual “15. Files from message attachment in Outlook™. The drop-down menu
displays the names of all fields where files can be saved. In the case of each file the file field must
be chosen separately. If file locations have been chosen, click on the "Next" — button.

a. If you click on the “<Back” button, you will be taken back to the previous window where
you need to make a choice from among such options as “Data type”, “Counter” and
“Location”.

b. If you click on the “Cancel” button, the “Send to DHS”” window will be closed and the
sending of the document to DHS is aborted.

C. If the location of the file is not determined (no choice is made in the drop-down menu),
the file will not be registered together with the letter.

In the case of the successful sending of a document, a notice and a link will be displayed. If you
click on the link, you will be taken to the records management system’s login window (if you are
not logged in to the system) or to the registered entry (if you are logged in to the system).

7 Saada DHS-i = | B S
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Registration of a reply letter (outgoing letter)

1.

2.

In order to register a reply letter, open the incoming letter and click on the “Send to DHS” button
in the opened letter window.
In the opened window, select letter type “Reply letter” and click “Next”


http://support.webware.ee/doc/doku.php?id=wd:administraatorile:andmetüübihaldus:outlooki_seadistamine:vaikimisi_väärtused
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:andmetüübihaldus:outlooki_seadistamine:vaikimisi_väärtused
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Agstav kiri
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3. Choose the data type (the one to which the reply is registered) and the counter. Click on the “Next”
button.
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4. In the opened window, take the following steps:
a. If you want, find the previous letter from the cell “Find by title”. A reply is registered to
the letter.
b. If the letter cannot be found based on the title, you can use the ID. To that end, insert the
ID in the “ID of original document” cell.



c. Click on the “Next” button.

Kellelt ‘webDesktopi kasutzjatugi - Firet Palgi <support@webware ee>
Teema: Re: Outlook on teemas

Oisi voi sisesta originaaldokument

Leiz pealkirja jargi: Re: Outlook on teemas

Uhtegi tulemust ei letud!

Originaaldokumendi ID: | 79047

Versioon: 1.05.0 [[<Tegmsi | [ Edasi> | [ Katkesn |

5. In the case of the successful sending of a document, a notice and a link will be displayed. If yo
click on the link, you will be taken to the records management system’s login window (if you are
not logged in to the system) or to the registered entry (if you are logged in to the system).

Uploading multiple files at once

Appendixes: © | Browse.. | Nofile selected.

SN

Nc— files selected.

1. You can upload the desired files to the multiple files field at once. To that end, click on the
“Choose files”/”Browse” button.

2. The folder from where you can choose the files to upload will be opened in your computer.

Choose “Open”.
. The file field shows information on the number of selected files.
Appendixes: [+ ] Browse... | No file selected.
XX
Browse... 3 files selected.

Viewing a document (incl. the “Management”
menu)

1. The document meta data view (list view) is shown if you choose "Management" the desired
— document data type. Next, the document list view is opened to you.


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

Outgoing document X [
" 4 Regno Regdate Receiver Title  Document file(s) Document annexes Demands / Does not demand an answer Answering deadline [*] Actions
T 234 20.01.2015 Webware OU Oluline info Requires answer, Answered, 21.01.2015 PR (@

2. If you click on the title of a document, the document view form will be opened.

Viewing: Outgoing correspondence) ((id: 64048))(2] [ X & [#]

Unit: Estonia Document ID
Reg no: * 1-1.4/211
Register answer document: j

Original document: 1-1.4/21
Change location &

* Using the document ID you can search for documents in the search window. For further
information on the search window, see here.

File preview

Due to the need to see the preview of the invoice file next to a purchase invoice, WD allows for
opening the pdf preview on the single file field without loading the file onto the user's computer. You

» Company » Estonia » EE Document Registry / Dokumendiloetelu » 01 - Ettevate Glene dokumentatsioon / G..» Y s B o P 4 ¥ e Rt e T
01 - Kirjavahetus / Correspondence » 01 - Ettevdtte iilene kirjavahetus / Corr.. » 1-1.1/26-1 24.05.2016 Triin Versis Search v o Management v =
(webw. ' !
= ) = Plokk “Valimus" Veamos
Viewing: Outgoing correspondence (id: 64649) (2} 1) A & [4) Tablo of contents Sisestamise tiip andmekaardil: Sisestamise tulp:Vallc * Rssdo
Unit Estonia R Valik e - 0
Y Contacts2) -
Regno:* 11128 Y Comesgondance 2) oy
Original document: 1-1.1/26 e —
Change location N S
xra it .
Registration date: * 24052016 by Rasdio: | wne
Receiver: * Triin Versis <trii .ee>, webware ee>
Way of dispatch: * regular post Koduleht Viline
Milleks? ”
Title: * test ; . . ’ S 35
Kodulehe viili on moeldud kodulcheaadressi sisestamiscks. Maks. pikdkus: 1000
Content: Kodulehe viljale sisestatud aadressit kuvatakse lingina, onLoad:
Signed document 1_1.1.26_1_24_05_2016_Triin_Versis_webware_test 24_05_2016_1.bdoc (32.2B) ¥ Koupievavili :
VERSIS, TRIIN, 48911155746 24,05.2016 13:53 Milleks? e ALl e |
RS 4o ilo Kuupieva sisestamiscks. T e
Add signature
e Vaikimisi vaartus AR L O
List of appendixes: Voikimisi vabrtus: 0 :
Appendixes: administraator_juhend_12_04_16.pdf (3.8M8) ¥ @ Tanase kuupeva vaikimisi vasrtus ; V: A ‘: ‘j ’: ‘:
testodt(7.3k8) ¥ R Viljale on voimalik scadistada ® 7 1B 1NN 2
vaikimisi vidrtust. Naiteks voib olla P S
Deadline date 24.05.2016 tarvidus, et automaatsclt kuvatakse 3
Answer required/Not required:  None, Answered, 24.05.2016 dokumendi/objekti lisamisel tinane .
kuupicv vi alates tinasest 30 pieva hilisem kuupdev.
Signed by: Triin Veersis WebWare
+ 5 Vaikimisi Tulem
Author: Triin Versis WebWare viiiirtuseid |
+10 day Viiljale pannakse 10 picva hilisem kuupicv alates
Send Back inases
-2 years Vili tiidetakse kahe aasta taguse kuupéevaga
File creation 0 Téanane kuupdev
EE Vastuskiii ~| pdf | Field: Signed document ~| Print today Tanin® kuupf“
tomorrow Homne kuupéev
Plokk "Valimus"
Valimus
Aktione hsamisel: ¢
[ Routings (6) Show mine ~| Order by role | ® Auiione mudtmise: ¢
onl oad:
Sulge raam >>

can open the preview by clicking on the eye icon in the file field. The file preview opens in a separate
frame and you can browse through the entire file. The text can be copied from the file preview.

The file preview must be enabled from the configuration file. This is performed by WD
@ user support. The file preview is missing in the field of multiple files.
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http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:dokumendi_otsimine#otsinguaken

Changing the location of a document/object

The location of a document / object (folder, function, series, etc.) can be changed. Thereby the data
type of the document does not change.

Changing the location of a document
There are two options for changing the location of a document:

* from the document view form using the “Change location” button;

* relocate the document by using the “Cut selected” and “Paste” buttons in the view
opened from the structure tree.

Changing the location of a document using the “Change location” button
It is practical to use the “Change location” button if the location of one document or a few documents
needs to be changed.

1. Click on the magnifying glass icon in the registration number row.
Viewing: Outgoing correspondence (id: 64649) Q2
Unit: Estonia
Reg no: * 1-1.1/26-1

Original document: 1-1.1/26
i,' Change location Q)

2. The tree opens in a popup window. Scroll the tree open by clicking on plus signs and if you are
at the desired level in the tree, click on the name.

Tree (290)
3. Thereafter the popup window will close and the location field . @ Company

is filled in the document view form. E- ¢} Estonia

i EE Appendixes
-7 EE Calendars
i EE Contacts

Cut-and-paste of a document / object .~ [0 EE Counters

1. Open the structure tree ... EE Discussions

. . =- [~ EE Document Registry .
(-] » Company * Estonia * EE Document Registry & [ 01 - Ettevatte lene ¢

! m-[Fy 02 - Juhtimistegevus

4. Click on the “Change location” button. Location changes
leave a trace in the history of changes of the document.

2. Put a tick before the document / object that you wish to - JEVLE
relocate. Click on the “Cut selected” button. The “Paste” - B 303 - Raamatupidamit
button will emerge automatically.

3. In the structure tree, move to the catalogue where ) Ounake 3-2/1 Tésleping Tébleping!
you wish to put the document and click on the ] Bunake 3-2/7
“Paste" button.

Todlepingt

Delete selected Cut selected

Changing a document

Changing a registered document
1. Open the document.

11



2. Click on the “Edit” button.

Changing the document file using the direct editing functionality

For what?

With the help of direct editing (hereinafter OR) you can change the content of the files contained in
WebDesktop and save the changed file back to WebDesktop (WebDesktop preserves all the versions
of changed files).

Environment. If necessary, contact your IT specialist. For further information on the

@ To use OR you need to configure the computer once, i.e. install Java Runtime
technical nuances of OR, see here.

How to use?
1. Fund a file or entry whose file you wish to change.

2. In the meta data card, click on the change icon ""Change or open for changing" in the file field.

Signed agresment: Proforma_2100077644.pdf (95.4}(5@3 ®

3. OR el -

automatically loads the file in your ,, DeYeuwanttorunthisapplication?

computer and opens it in the software p R ]

installed on the computer. Upon first e =] M- e

editing, WD asks to run Java. Choose | e e

“Run” and have the browser remember | Jesmesm s e e o

the action.

Lan

4. The document is opened in the word €Y o momon Run

processing program. Make the desired

changes, save the result and close the

word processing program. The edited file is loaded back into the server and the document form is
refreshed, Faili serverisse laadimine

| [ _Tanista |

lahetustaotlus_juta_jutukas doc (9KB) = B

Faili serverisse laadimine

& Faili ei muudetud (lisa1.doc)!

‘ Kustuta ajutine fail ja katkesta | | Awva Taili sisaldav kataloog | Katkesta ‘

If you do not make any changes to the document, the window where you need to make a
choice will be displayed so that the same document can still be opened from the computer
in the future and it will not remain locked.

,@ Antud faili kasitlev programm juba Kais faili avamise hetkel (MS Office), mis juhtub naiteks siis, kui teil on sama tiilipi dokument juba anattis avatud vims.

4 Sellest tul it ei saa p b faili i P
m Kui Te olete faili ise I d, siis vaj nupule Lae fail serverisse tagasi'
Tuhistorms ; ” .

| Lae fail serverisse tagasi | Katkesta |

If software that is able to process the respective document already runs in the computer,
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you will get a warning with options whereby you must make a choice.

Searching for a document

Search window

For what?

With the help of the search window or global search you can make a search within the limits of the
system's access rights.

How to use?

1. Enter the search word in the search window and click on the l Ordor n
magnifying glass located right of the search window.

* If you wish to send anyone a direct reference to a document, it is practical to use the
document ID for that purpose, which you will find in the document view and change form.
For instance, if the document ID is 67442, you should insert #67442 in the search window.
For further information on document ID see here. For further information on document ID
see here.

2. The list view displays search results that you are entitled to access.

Global search [*]; Filters [Clear]: Archive state: ALL, Name (contains): 'Order’ [Clear]
Name [/ Type name Creator Create time Last modified * Actions
=,
..
[/ TDY Order Ants Kaval TDY Order Riina Raju 18.12.2015 10:05 21.04.2016 09:11 [ &
(] TDY Order Ants Kaval TDY Order Riina Raju 10.09.2015 10:41 02.03.2016 21:24 [~ &
[ TDY Order Aprilli Test TDY Order Riina Raju 13.04.2016 13:36 13.04.2016 13:36 [ &7
[/ TDY Order Aprilli Test TDY Order Riina Raju 13.04.2016 13:20 13.04.2016 13:20 [ &7

“Search” menu

For what?

With the help of the “Search” menu you can search for a document using meta data fields. To that end
you must certainly know whether it was an incoming document or, for instance, a general directive.
If the document type is unknown, you should use a search window or object search. On the detailed
search form you can search for information in connection with routing, locking, publication
restrictions and connected documents.

How to use?
1. Choose the “Search” menu — click on the data type of the respective document.

2. A simple search form will be opened. The composition of the data fields depends on the
administrator’s settings. If possible, you can eliminate excessive fields and, where necessary, also
add fields if the respective data field exists in the document registration form. For further
information, see also "Detailed search".
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Searching: Incoming correspondence

2 Detail search Back
(Count result: )

Archive state: - None -- R

Destruction state: -- None -- |
Unit: Al |
Reg no: contains |
Registration date: | Range j [TODAY] [X] - [TODAY] [X]
Sender: DWEKG: ) ADIT: ) E-post: ) Muu:

Sender’s reg number: contains j

Sender’s document date: | Range j [TODAY] [X] - [TODAY] [X]

(Title: ‘contains -] test ) 1

Author: Starts with

Signed by: contains not

Document: equals

not equals
is empty

is not empty

~| starts with |
| starts with ~|
~| [TODAY] [X] - [TODAY] [X]

Appendixes:
Deadline date:

3. Fill in the desired search fields. The filters in front of the search fields also provide an additional
chance to tell the system whether the search result must contain the word “test” or must start with
the word “test”.

4. 1If you wish to count search results, tick in "Count results”.

If the search fields are filled in, click on “Search”.

The search results will be displayed in the list view. The search result will be displayed above the
header of the table (Found: x) and the search filters will be shown.

Incoming correspondence A0 3 ; Filters [Clear]: Title (contains): ‘test'
i . Registration
AD Unit [~ Reg no ke Sender
-~ Estonia 1-1.4/21 20.05.2016 webware, Triin Versis
B Estonia 1-1.1/26-2 24.05.2016 webware <triin@webware.ee>, Triin Versis <triin@webware.ee>
- Estonia 1-1.1/26 24.05.2016 webware, Triin Versis
Options of searching by file Document: i Word in content +| starts with |
The options for searching for a ‘:OFd in content
ame
document file are as follows: is emply
*  Word in the contents - is not empty
a match to an inserted 9°° 3""9’
. . igidoc role
word is searched for in Digidoc sign date
the contents of a file, Contains signature
e Name — entries are Does not contain signatures

searched for by the

title of the file;

empty — entries whose file field is empty are searched for;

not empty — entries whose file field is not empty are searched for;

DigiDoc signatory — search by DDOC signatory;

DigiDoc role — search by DDOC signing role (resolution);

DigiDoc signature date - search by date of signing DDOC;

Contains signature — search for digitally signed file entries that contain the desired number of
signatures;

Document: Contains signature ~|3 kuni 5| allkirja
no signature - search for entries where files do not have any signature.
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For what and how to use the detailed search?

In the detailed search window you will find search opportunities within the limits of various WD
functionalities, e.g. routing, locking, publishing, etc.

1. Choose the “Search” menu — click on the data type of the respective document.

2. A simple search form will be opened by default. To open the detailed search form, click on the
“Detailed search” button in the upper or lower part of the search window.

() Routing

Routing: Contains no single routing:

Status: NOT VIEWED
VIEWED
COMPLETED
Last modified: Range ~| [TODAY] [X] -
Due date: Range B [TODAY] [X] -
From: contains j
Roles: For signing / Allikirjastamiseks
For controlling / Kontrollimiseks
For approval / Kinnitamiseks
For information / Informatsiooniks
To: contains -
Groups: EE Agreements Employment
LT Lawyer Corporate
EE Agreements Rental
LT Complaint handlers
(®) Creation
Creator name: contains  ~|
Create time: Range - [TODAY][X] 00 ~| 00 ~| -
(») Relations
— Type —
Contacts (Regular relation)
Relations: Correspondence (Regular relation)
Incoming correspondence (Regular relation)
ignore j Outgoing correspondence (Regular relation) ltem:

Simple search Back

Routing block: “From” field
In the detailed search form in the routing block you can also search using the “From” field in addition

to the “To” field.

From:

Roles:

To:

Object search
For what?

contains j

For signing / Allikirjastamiseks
For controlling / Kontrollimiseks

For approval / Kinnitamiseks

For information / Informatsioconiks

contains |

=
[TODAY] [X]
[TODAY] [X]
=
[TODAY][X] 23 -| 59 ~|
=

If it is not known under which document data type a document has been registered or if the quantity
of various registered documents is to be established over a certain period of time, the object search
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should be used. On the object search page there is a keyword search cell. If the organisation
introduced document keywords, you can also search for documents based on keywords.

How to use?
1. Choose “Search” — “Object”.

2. The object search page opens.

Searching: ltem

Detail search Back

Count result:

Archive state: -- None -- j
Destruction state: -- None -- j
Starting from active folder:
Unit: All ~|
Default save location: [
Name: contains |

Type: Add menu
Agreement
1 Application
Application to change vacation
Appointment

Tags: contains  ~+|

[¥) Extrarights
Extra rights: (™) Contains extra rights @ Does not contain extra rights

Has granted to user:

Read

Contains rights: Write
Delete

[¥) Creation

Creator name: contains j

has

=

2@reate time: Range ~| 01.01.2016  [TODAY][X] 00 ~-| 00 -| - 02.06.2016  [TODAY][X] 12 -| 05 ;’D

3. Fill in the desired data fields and click on the “Search” button.
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Deletion of a document

Deleting using the recycle bin icon
1. Open the document that you wish to delete.

2. In the location line, click on the folder where the document to be deleted is located.

(-] » Company » Estonia » EE Document Registry / Dokumendiloetelu » 01 - Ettevotte {ilene

dokumentatsioon 01 - +(04 - Juhtkonna kirjavahetus /)
Management.. W 1-1.4/21 20.05.2016 Triin Veersis {(webwar..

Viewing: Incoming corresnnndepf!(id: 64039) Qa In the location line,

- S Document click on the folder
{ — J oe Saun where the document to
be deleted is located

Unit: Estonia
Reg no: * 1-1.4/21
Change location Q
Registration date: * 20.05.2016
Way of dispatch: * e-mail

3. The folder (series) list view opens. There are two options for deleting:

a. Find the document to be deleted and click on the “Delete” icon in the actions column.

» Company * Estonia » EE Document Registry / Dokumendiloetelu » 01 - Ettevétte llene dokumentatsioon / G.. » 01 - Kirjavahetus / Correspondence | View type | 4 Search

+ 04 - Juhtkonna kirfjavahetus / Management.. v

Explorer Archivation ..  Destruction ..

“1AD Name Type name Creator Create time  Last modified -] * Actions
- “Delete” icon
-
(] [-]1-1.4/21 20.05.2016 Triin Versis (webware) test Incoming correspondence Triin Versis WebWare 20.05.2016 10:28 20.05.2016 10:28
(] [-]1-1.4/22 23.05.2016 Arja de la Capelle (OP Insurance Ltd) Pr.. Incoming correspondence Maive Tomson 23.05.2016 16:08 23.05.2016 16:08 (7] & (@ w@

b. Tick the document(s) to be deleted and click on the "Delete selected" button at the bottom
of the list view.

[]1-1.4/22 23.05.2016 Arja de la Capelle (OP Insurance Ltd) Pr.. Incoming corresp
[ 1-1.4/21 20.05.2016 Triin Versis (webware) test Incoming corresp

Cut selected Copy folder-like items Export
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Relation

For what?
Relations allow for binding documents/objects, as result of which a case-based dossier can be created.
A few examples of case-based dossiers:
» correspondence on a certain topic where the initiating letter is related to a reply letter;
* acontract along with correspondence certifying the process of conclusion of the contract;
* adecision of the management board and drafts of a decision of the management board.
It is common practice to relate, for instance, the register of contacts to documents.

How to use?
1. Open the document that you wish to relate to another registered document.

2. Scroll to the block of the respective relation and if it is not open, click on the down-pointing arrow

.

Click on the "Add relations" button. e it

4. The document list view opens. Tick the document that you wish to relate. Click on the “Relate
selected” button.

e Ifthe list view is long and you cannot see the document that you are
looking for, use the search icon\. If you have found the document
using the search card, click on the “Relate selected” button.

Locking a document

For what?

In order to prevent unauthorised changes, documents can be locked. A locked document cannot be
changed (i.e. the “Change” and “Add new” buttons are not displayed to the user). All users have the
right to lock. The user has the right to unlock the documents that the user has locked. The desktop
administrator, unit administrator and users belonging to the unlocking group have the right to unlock
any document.

How to use?
1. To lock an entry, click on the “Lock™ button.

2. Once the entry is locked, the following information will be ::sor::; ML
displayed to other system users: Hide empty
[ Edit type

* in the entry view form
Ty T Merge into PDF

Q = | Lock
Locked for editing f Download files
Locked b‘_f: Piret Pﬂ'ﬂi WebWare Create and sign digicontainer

Locked at: 02.06.2016 13:09
* and, if the respective settings have been made,  |,coming correspondence . [ [#;

also in the list view.
Registration

A D & Unit -] Reg no sarhe

Estonia 1-1.4/23 24.05.2016 web

Locked for editing
Locked by: Piret Palgi WebWare
Locked at: 02.06.2016 13:09
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Moving a document to a private folder

For what?

The document can be moved to a private folder, which means that the document will remain in the
same series, but it can be accessed only by the person who moved the document to the private folder.
You can only move a document that you created to a private folder. The desktop administrator can
move any document created by users to a private folder.

How to use?

1. To move a document to a private folder, click on the button. Move to private folder
PLEASE NOTE: Only the creator of the document sees the
button.

) Lo Document moved to private folder
2. The following message is displayed:

3. In the document
structure tree, the folder ~Explorer

“private” appears ] Name Type name [~/

(depending on  the =3

system settings) and the )

?}?Cumem is  moved (" privaatne TYPE_FOLDER
ere.

Data export

1. To export data, open the (sub)type list view in the management menu.
a. Let us suppose that you wish to export correspondence. For that purpose, you can filter out
correspondence that took place within a certain period.
b. The other option is to open correspondence from the management menu.

2. Click on the “Export” button.

. . Exporting
3. The export window opens. Make the required Include I field:
selections there. Include type name:

a. AddID field — the document/object ID is added to ~ 'mc!ude file D fleld:

Include headline:

an Excel table. Charset: |S0O-8859-15 |
b. Add title — column titles are added to an Excel Type: Excel (.xls) -
table (field export name). Fields: Unit
. . Reg no
c. Format — text coding options. Registration date
* UTEF8 - for Cyrillic letters. ooy ordispateh
* ISO-8850-15 — for older Excel versions and Sender’s reg number
. Sender’s document date
Estonian characters. Title
Auth
d. Type ‘ Signed by
. Excel (.xls) —an Excel file is made. Content
Document
° Separated by a tab (tXt) —a CSV- List of appendixes
liked file separated by tabs (tabulators) is Enp:;f'%suiredmomquimd i}
made. eadline date
. Separated by a comma (.csv) — a Back
CSV file (values separated by commas)
is made.

. Separated by a semi-colon (.csv) — a CSV file (values separated by semi-
colons) is made.
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e. Fields — fields enter to an Excel table. By default, all fields are selected. To choose multiple
fields, hold down the Ctrl button.
4. If the choices have been made, click on the “Export” button.

Exporting a tree

The structure tree can be exported as a whole to a spreadsheet file in xIx format. Administrators can
export the structure tree of only one unit at a time.

Upon exporting the tree, the following data is gathered into a single file:

* type — desktop, unit, folder, function, series, etc.;

* marking — the index of the classification unit, e.g. 1 in the case of a function, 1-2 in the
case of a series;

* name;

* index — the number of the folder, e.g. 01;

e archive value — for further information on the archive value term see ...;

* preservation timetable - for further information on preservation see...;

* restriction — by default, an access restriction has been imposed on the folder;

* restriction valid until — by default, an access restriction has been imposed on the folder;

» ground for restriction — by default, an access restriction has been imposed on the folder;

* document types — data types to which the folder is connected;

* special right to adder of document — special rights set to the folder, which are granted
to the person who added the entry;

* preview right — groups that have preview rights to entries contained in a folder;

* reading right — groups that have reading rights regarding entries contained in a folder;

* writing right — groups that have writing rights regarding entries contained in a folder;

* deletion right — groups that have deletion rights regarding entries contained in a folder.

Explorer
1. To export a tree, tick the tree level as Name (-] Type name
of which the export is commenced. o

F 1 t b t [ EE Appendixes TYPE_FOLDER
or examplc, 1t may be nccessary to 0 EE Calendars TYPE_FOLDER
get a more detailed overview of the (1 EE Contacts TYPE_FOLDER
list of documents. [ EE Counters TYPE_FOLDER
[ EE Discussions TYPE_FOLDER
2. Click on the “Export” button. [ EE Document Registry / Dokumendiloetelu TYPE_FOLDER

3. Anxls file is uploaded to the computer.

Special rights
Special rights are created in two ways:

* upon routing a document (if such settings have been made in the system);

* upon granting a separate special right.

Searching for user information

1. To search for user-related information, choose “Search” — “User”.
2. The search form opens. Fill in the search cells with respective search values and click on “Search”.
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Searching: User

Search J Back
Count result: —
Archive state: -- None - |
Destruction state: — None — |
Starting from active folder: [
Unit: Al ~|
Is desktop admin:  --- All ---
Is admin: --- All ---
Is unit admin: --- All -
Only passive users: --- All -

First names: contains

Last name: contains
Username: contains
ID-code: contains
E-mail: contains

SMS e-mail: contains
Phone1: contains
Phone2: contains
GSM: contains

Lo Lo be Lo Lo b be e e Lo bl Lo be

Fax: contains
Valid from: Range j [TODAY] [X] - [TODAY] [X]

EE Accounting

EE Administration Dep

EE Agreements Cooperation
EE Agreements Employment

Groups:

Division: contains |
Occupation: contains j
Other info: contains |
Direct superior group: j
Out of office: — All—  ~|

Away from: Range j [TODAY] [X] - [TODAY] [X]
Away until: Range j [TODAY] [X] - [TODAY] [X]
Substitute: contains  -|

{ Search J Back

Searching for an absent user and their substitute
An absent user can be searched for using the following criteria:
1. Absent — yes/no;
2. Absent as of — date;
3. Absent until — date.
To search for a substitute, i.e. the replacement of an absent user, enter the name of the substitute.

Out of office: — All - |
Away from: Range j [TODAY] [X] - [TODAY] [X]

Away until: Range j [TODAY] [X] - [TODAY] [X]
Substitute: contains |
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Intra-organisation circulation of documents

WebDesktop allows system users to forward intra-organisational documents between themselves.

Routing

For what?

Routing allows for creating document-related work tasks (e.g. forwarding a document for signature)
and observing whether a task has been fulfilled.

Adding new routing

Open the document that you wish to route. & Routings (0) Show mine +|  Order by rle B
In the document window, scroll down to the

routing block and click on the “Add new routing”

6.
7.

9.

button.

The new routing window opens.

Routing type:

o Parallel routing — all persons receive the document simultaneously. Suitable for
forwarding information;

o Sequential routing — the parties involved get the document one after another. Suitable
in the case of a round of approval.

Saved routing — you can opt for pre-defined saved routing, i.e. a ready-to-use round of

approval.

o Tick in the “Save routing” box.

o Give the routing a name.

o If you have ordinary user’s rights, you can set the routing to be visible only to you, i.e.
your can save only personal routing circles.

o Choose data types next to which routing circles are displayed.

o Ifyoutick “This type”, routing is saved only regarding the type from where you started
adding the new routing. For further information see here.

Show on my front page — you can observe routing on your desktop in the "Other routing"

block.

For picking — using parallel routing, you can send the task for execution to multiple

people at once and only one will execute it, i.e. the first one to pick up the task.

Notification

o Immediately by e-mail — an immediate e-mail routing notification is sent to the person
selected in the “To” field.

o Bye-mail ... before closing date - if you set a closing date to the routing activity, you
can adjust how much time in advance an e-mail notification is sent regarding routing.

o Immediately by SMS — an immediate SMS about routing is sent to the person selected
in the “To” field.

o By SMS ... before closing date - if you set a closing date to the routing activity, you
can adjust how much time in advance an SMS notification is sent regarding routing.

Role — an activity that needs to be performed with a document.

To — the person or group to whom you route the document.

Closing date and time — you can adjust the time limit so that a notification is sent if the

routing activity has not been performed. For further information, see the information on

notification above.

If you have made the choices, click "Save”.
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Adding new routing
Name: 1-1.1/40 02.06.2016 uus nimi (muidus6djate as) hhh

Routing type: Parallel routing: ) Contineous routing: @
Save as a template:
Name: *

Visibility: Desktop: @ Personal:

Types:  Agreement
Application
Application to change vacation
Internal mailing

Current type: [
Display on my front page:
Notification: Via e-mail: now & and/or - None - ~|before deadline

Via SMS: now [ and/or —None - ~|before deadline

Role For whom Deadline (date, time)
For approval / Kinnitamiseks ~| Triin Versis WebWare & & [TODAY][X] =]~
™
]
For signing / Allikirjastamiseks  +| Piret Palgi WebWare &2 [robAYl Xl <} -
™
[
- & & [TODAY][X] -} -
™
[]
Back

Creation of saved routing
For what?
Saved routing is a ready-to-use workflow with the help of which you can immediately forward a
document into circulation.
How to set up?
You can create saved routing in two ways:
* upon adding new routing;
* in the “Management” menu.

Creating saved routing in the “Management” menu

1. Choose “Management” — “Saved routing”.

2. Click on “Add new”.

3. The new saved routing addition window opens.

* Name — the name of the saved routing that is to be displayed upon adding routing.
* Routing type:
o Parallel routing — all persons receive the document simultaneously. Suitable for
forwarding information;

o Sequential routing — the parties involved get the document one after another. Suitable
in the case of a round of approval.
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* Visibility:
o Desktop — routing is saved for all users;
o Personal — routing is saved for personal use, i.e. only for oneself;

Add new routing template

Name: * Name
Routing type: * Parallel routing: @ Contineous routing:
Visibility: Desktop: Personal: ©

Types: Organization guidelines
Other agreement
Other application
QOutgoing correspondence

Display on front page:

Via e-mail: now and / or  -- None -- j before deadline

MNotification:
Via SMS: now and f/ or | -- None -- j before deadline
Role For whom Deadline [7]

For approval / Kinnitamiseks ~| Kersti Treulich WebWare &8 ~| |
=]
=]

For information / Informatsiooniks =| Triin Versis WebWare && A |
=]
=]

E] aa E
=]
=]
Cancel

* Types —saved routing is displayed next to these data types.

* Show on the front page — routing is shown on the router's front page in the "Other routing"
block (i.e. the router can follow the performance of the routing activities).

* For picking — the task is sent for execution to two people at once and only one will execute
it, i.e. the first one to pick up the task.

* Notification

o Immediately by e-mail — an immediate e-mail routing notification is sent to the person
selected in the “To” field.

o Bye-mail ... before closing date - if you set a closing date to the routing activity, you
can adjust how much time in advance an e-mail notification is sent regarding routing.

o Immediately by SMS — an immediate SMS about routing is sent to the person selected
in the “To” field.

o By SMS ... before closing date - if you set a closing date to the routing activity, you
can adjust how much time in advance an SMS notification is sent regarding routing.

* Role — an activity that needs to be performed with a document.

* To — the person to whom you route a document.

* Closing date and time — you can adjust the time limit so that a notification is sent if the
routing activity has not been performed. For further information, see the information on
notification above.

4. 1If you have made the choices, click "Save”.

Additional routing e-mail notification
1. To additionally send a routing reminder, open the document to which routing has already been
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added.

For signing / Allikirjastamiseks:
* Piret Palgi WebWare - Diverter: Piret Palgi WebWare - Time: 02.06.2016 13:45 - Status: VIEWED - Display on front page: Yes - Parallel routing &=

2. In the course of routing, a small yellow envelope is displayed. When it is clicked, an additional
reminder will be sent by e-mail.

For further information, see the routing process status C.

Deletion of saved routing
1. Choose “Management” — “Saved routing”.

2. In the saved routing list view, click on the recycle bin icon [@lin the “Activities” column.

Following routing

The routing added by you will be displayed in the “Other routing” block if you have ticked in the
“Show on my front page” box. See above “Adding new routing”. If you do not wish to follow the
routing any more,

tick in the box of R AN Order by role A-Z ~| ]
the respective
routing and click
on “Remove
selected from front page”.

» For signing / Allikirjastamiseks (1)
—11-1.4/21 20.05.2016 Triin Versis (webware) test Kersti Treulich WebWare

You can also remove the routing that you no longer want to follow on your front page from next to
the entry in the routing block using the “Do not show on my front page” button.

If there are many routings on the front page, you can sort the routings. Possible routing options are as
follows:
* Sort by category — routings are sorted based on the routing role (for approval, signature, etc.),

For signing / Allikirjastamiseks:

+ Piret Palgi WebWare - Diverter: Piret Palgi WebWare - Time: 02.06.2016 13:45 - Status: VIEWED - Display on front page: Yes - Parallel routing &4
+ Kersti Treulich WebWare, Display on front page, Time: 02.06.2016 13:48, Status: VIEWED

@0 not show on my front page)

1.e. on the basis of the order of the routing roles displayed in the new routing addition window;

* Sort by categories A-Z — routings are sorted based on routing roles in alphabetical order;

* Sort by document — routings are sorted based on the document name, e.g. a document titled
"Conclusion of an employment contract" is displayed before a document titled "Instrument of
delivery and receipt of assets".

* Sort by time (decreasing) — most recent routings are displayed first;

* Sort by time (increasing) — mist recent routings are displayed last, i.e. older tasks are
displayed first.

Change of routing

Routing can be changed until the person who performs the routing activities has not marked it as
completed or asked for feedback. It is possible to change the routing role, the executor of the routing
role and the closing date of the routing task.

If you delete an active routing from a chain of sequential routing that has the status
ﬁ “Unseen” or “Seen”, the chain must be restarted manually by clicking on the button
“Cancel confirmation”.

led

In order to change routing tasks and the order of their executors, use the arrows =/ on the right. The
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routing type (parallel or sequential) cannot be changed. After changing the executor of the routing
role, the names of the previous executors of routing activities ("To") and their task statuses ("Seen",
"Unseen") are logged (recorded).

Edit routing
Name: 1-1.4/21 20.05.2016 Triin Versis (webware) test
Diverter: Piret Palgi WebWare

Routing type: Contineous routing

Via e-mail: now
Via SMS: now [ and/or -- None - j before deadline

and / or | -- None -- j before deadline
Notification:

Role For whom Deadline (date, time)

For controlling / Kontrollimiseks  ~| Piret Palgi WebWare & [TODAY] [X] -~
=]
=

For signing / Allikirfjiastamiseks ~ ~| Kersti Treulich WebWare & [TODAY] [X] ~ -
=
=

| & [TODAY] [X] R A |
=
=
Cancel

Performance of a routing activity

Documents routed to you are displayed on the front page in the “Routed to me” block. The name of
the entry, the activity task, the closing date of the task (future closing date in black, expired date in
red along with information on how many days it is overdue) and the status (SEEN, UNSEEN) are
displayed regarding routing.

My routings (2) f §o

+ For controlling / Kontrollimiseks (1)
1-1.4/21 20.05.2016 Triin Versis (webware) test VIEWED
+ For signing / Allikirjastamiseks (1)
1-1.4/21 20.05.2016 Triin Versis (webware) test VIEWED forwarded (3)

1. You can sort routings on the opening page.

e Sort by category — routings are sorted based on the routing role (for approval, signature, etc.),
1.e. on the basis of the order of the routing roles displayed in the new routing addition window;

e Sort by categories A-Z — routings are sorted based on routing roles in alphabetical order;

e Sort by document — routings are sorted based on the document name, e.g. a document titled
"Conclusion of an employment contract" is displayed before a document titled "Instrument of
delivery and receipt of assets".

e Sort by time (decreasing) — most recent routings are displayed first;

e Sort by time (increasing) — mist recent routings are displayed last, i.e. older tasks are
displayed first.

2. Click on the desired routing.

3. You will be directed right to the document guidance block along with the following choices.
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(v) Routings(2) Showall % Order by role

=

For signing / Allikirjastamiseks:

« Piret Palgi WebWare - Diverter: Piret Palgi WebWare - Time: 02.06.2016 13:45 - Status: VIEWED - Display on front page: Yes - Parallel routing =
« Kersti Treulich WebWare, Display on front page, Time: 02.06.2016 13:48, Status: VIEWED

Do not show on my front page

« Kersti Treulich WebWare - Diverter: Piret Palgi WebWare - Time: 02.06.2016 13:47 - Status: VIEWED - Display on front page: Yes - Parallel routing &
» Kersti Treulich WebWare, Time: 02.06.2016 13:48, Display on front page: Yes, Status: VIEWED

Display on front page Save Route forward Delegate

Routing block filters
By default, the routing filters are set to “Show all” (the entire routing circle is displayed) and “Order

(*) Routings (2) Showall 4% Orderbyrole

by role” (routings are ordered based on
the logics of the specific routing circle,

e.g. the router has chosen "For approval" as the first role, followed by "For signature"). Routings can
also be filtered:

Routing block closed/open

Show mine — only the task aimed at you is shown from the routing chain;

Show all — all routings of the routing chain are shown;

Sort by role — routings are sorted based on the routing role (for approval, signature, etc.), i.e.
on the basis of the order of the routing roles displayed in the new routing addition window.
For further information on the new routing addition window see here;

Sort by categories A-Z — routings are sorted based on routing roles in the alphabetical order;
Sort by time (increasing) — most recent routings are displayed first;

Sort by time (decreasing) — missed recent routings are displayed last, i.e. older tasks are

displayed first.
@Ruutings(z) Show all 5 Order by role v

The routing block can be closed completely. To that end, click on the right-pointing arrow icon >.

The following options are displayed to the executor of a routing activity

Digpiay on front page _ you can follow the routing also after you have marked it as completed.

- every routing activity must achieve the status [EEEE] . Thereafter routing
will also vanish from the front page from the “Routed to me” block. In the case of sequential
routing, the next user can attend to the document further and until they have completed their
part and the preceding user’s status is anything but “Done”, the routing status of the next user
remains ‘“Pending”. Upon routing whereby the status is “Done”, the confirmation can be
cancelled and thereafter the routing will be indicated on the user’s front pages with the status

~/—to cancel a routing, e.g. if the document has been routed to the wrong person, etc.
In such an event the document is shown on the front page of the router where they see that the
user has cancelled the routing. It is not shown on the user’s own front page, unless they have
specifically requested it by ticking in "Show on front page". Upon routing whereby the status
is “Cancelled”, the confirmation can be cancelled and thereafter the routing will be indicated
on the user’s front pages with the status “Not viewed”.
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. — for asking for feedback. In such an event it is displayed on the front page of the
router of the document in the “Feedback asked from me” block where they see that the
executor of the routing task has marked feedback on the routing. The executor sees the routing
in the "Routed to me" block as having the status "FEEDBACK".

Feedback routings (1) Crder by role A-Z j Hide selected routings [i&]

* For controlling / Kontrollimiseks (1)
—11-1.4/21 20.05.2016 Triin Versis (webware) test Response: wierye

o Feedback routings move to a separate block “Feedback asked from me” on the router’s
front page. If the router asks for feedback, the routing will move from the “Other routings”
block (if "Show on my front page” has been selected) to the block "Feedback asked from
me".

. (“Reply to feedback’) —used in order to reply to feedback. The person from
whom a reply is expected cannot lose the entry from their front page before they have pressed
the button "Reply to feedback" (depends on the ...?).

* Delete — to delete a routing made by oneself. Routings made by others can be deleted by the

administrator.

- 25 ir necessary, you can save interim comments without changing the routing status.
In such an event there will be a respective row in the information, which contains recorded
information.

. GiEheery necessary, you can route the document further. This is so also if you merely

have the right to read (view) the document. Upon selecting the new executor of a routing task,
the task is automatically marked as done (in the box titled "Mark my task as done" a tick must
remain by default). On the opening page, the router and the person monitoring routing are
shown that the document has been routed further (e.g. re-routed (3)).

ey you can delegate routing under the same or another role so that it will move to
another employee and it is not marked as done. After confirming delegation, the routing will
vanish from your front page. If you click on the “Delegate” button, the window “Delegate to
another user” will be displayed. There, you need to enter the user's name and, if you wish, add
a resolution, i.e. additional information about the task. An e-mail notification is sent on a
delegated work task.

If you have marked a routing as done, your routing will become inactive (the text is in grey) and the
routing will move to the next employee, provided that the routing circle has been made respectively.

() Routings (4) Showmine4 Order by role v ®

For signing / Allikirjastamiseks:

Display on my front page
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The router is displayed the following options during the period of performance of a routing activity:
1. Routing process status A — the routing activity has not been marked as done yet.

Display on front page Delete Save Route forward Delegate Edit

Display on my front page  Set status to WAITING

The buttons “Display on front page", "Mark completed", "Cancel", "Ask feedback", "Save", "Route
forward" and, if the routing has not been marked as done yet, the following buttons are displayed to
the router:

Delete _ you can delete one part of the routing chain;
Delegate _ . opportunity to delegate;
Edit

— you can change one part of the routing chain (the routing role, the executor of the routing
role, etc.). For further information, see here.

Set status to WAITING . .. .
——— — the router can put a work task on hold. During this time the work task is not

displayed in the executor’s front page. A document having the status “Waiting” can be submitted for
execution using the “Cancel confirmation” button.

2. Routing process status B — routing is marked as done.

Cancel confimation Do not show on my front page  Set status to WAITING

The following buttons are displayed to the router:
Coc i the document execution confirmation is cancelled and the document moves back
to the front page of the employee to whom the document was routed.

il the document is no longer shown to the router in the “My routings” block,

1.e. the following of the routing is terminated. For further information, see here.

Selstalis OWATNG. _ he router can put a work task on hold. During this time the work task is not

displayed in the executor’s front page. A document having the status “Pending” can be submitted for
execution using the “Cancel confirmation” button.

3. Routing process status C - routing has not been attended to. An additional reminder about
the routing should be sent.

For signing / Allikirjastamiseks:

+ Kersti Treulich WebWare - Diverter: Piret Palgi WebWare - Time: 02.06.2016 13:47 - Status: - Display on front page: Yes - Parallel rou!ing
To additionally send a routing reminder, a small yellow envelope is displayed. When it is clicked, an
additional reminder will be sent by e-mail.

The following information is displayed in the upper part of the
window.

E-mail sent to Kersti Treulich WebWare
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Combining routing

Sequential routing and parallel routing can be combined. For instance, it may be practical to have
sequential circulation of the document first and to activate parallel routing thereafter automatically.
Routings can be combined any number of times, i.e. the combined routing chain may consist of any
number of routings.

1. To draw up a combined routing circle, click on “Add new routing” and fill in the routing form.

2. Click '

3. You will be taken to the new routing addition window where the first part of the routing chain is
displayed in the upper part of the window. Add the second part of the routing chain. If you wish
to make the routing chain longer, click the respective number of times on “Save and add new”.
Once the combined routing chain is ready, Adding new routing
click “Save”. Name: 1-1.4/21 20.05.2016 Triin Versis (webware) test

4. You will be taken to the routing block 1. Contineous routing

where you will see the initiated routing For approval / Kinnitamiseks  Triin Versis WebWare
chain For signing / Allikirjastamiseks Piret Palgi WebWare

5. The combined routing chain can be changed to the extent of only one chain part, i.e. if the chain
consists of two parts a) sequential routing and b) parallel routing, then for changing the chain
(adding and removing users) changes need to be made in both parts of the chain. Thereby in the
parallel routing part changes must, in turn, be made separately as well.

(® Routings (4) Showall | Order by time (increasing) ~| Showl 0

\:'- Diverter: Piret Palgi WebWare - Time: 02.06.2016 14:49 - Type: Contineous routing (2) \

« Triin Versis WebWare - Role: For approval / Kinnitamiseks - Diverter: Piret Palgi WebWare - Time: 02.06.2016 14:49 - Status: - Display on front page: Yes - Contineous routing &

Show ..

Cancel confirmation ~ Display on my front page ~ Edit

\ # Diverter, Piret Palgi WebWare - Time: 02.06.2016 14:50 - Type: Parallel routing (2)

[

Cancel confirmation  Display on my front page

Cancel confirmation ~ Display on my front page

View mode
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Substitutions (as of WD 5.0.2)

A substitute can be appointed in two ways:
1. using the opening page icon in the “Routed to me” block B;
2. in the user card.

Appointing a substitute on the front page
3. Fill in the substitute, the substitute’s routing roles, away as of, and away until. All the fields are
mandatory.

4. Click on “Set” if you wish to confirm the substitute or “Cancel” if you wish to abort the
substitution. In WD, the yellow button "You have marked yourself as away from office. To remove
the notice, click on this button.” is shown throughout the system in order to remind you in the
system that you have marked yourself as absent.

Assign substitute x|

Substitute: Triin Versis WebWare ]

All roles

For signing / Allikirjastamiseks
For controlling / Kontrollimiseks
For approval / Kinnitamiseks

Away from: 01.06.2016 |
Away until: 03.06.2016 |

Invoices: [

5. The substitute is added automatically to the timetable in the user card (see the user card).

Substitute routings roles:

6. If you go to add a new substitute via the front page, the previously appointed substitutes will be
displayed in the substitute appointment window.

Assign substitute

Routing

Substitute: Duration: .
roles:

Invoices:

Triin Versis 01.06.2016 -

T~ WebWware 03.06.2016

All roles No ®

Substitute: |

All roles

For signing / Allikirjastamiseks
For controlling / Kontrollimiseks
For approval / Kinnitamiseks

Invoices:

Substitute routings roles:
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Appointment of a substitute in the user card

7. Open your user card. For that purpose choose “Management” — “My info”.

8. Scroll to the block “Substitution” and tick in the “Absent” field if you wish to mark yourself as
absent.

9. The following fields “Absent as of”’, “Absent until”, “Substitute” and “Substitute’s routing roles”
cannot be filled in. The system fills these fields in automatically and they reflect the substitute
who is currently active in the substitution timetable or whose substitution period has arrived.

10. Fill in the substitution timetable. All the fields are mandatory.

e Add the substitute.

e The start date of substitution.

e The end date of substitution.

e The substitution role. Routings with the selected role reach the substitute.

e If you wish to add the following substitutes, click on “Add new”. If you add more than one
substitute to the timetable, the start and end dates of substitution must not overlap.

11. Next, click "Save”.

Substitution

Qut of office:
Away from:
Away until:
Substitute:
Substitute routings roles:
Invoices: No
Substitution schedule:  gpstitute: Triin Versis WebWare a
From : 01.06.2016
To: 03.06.2016
Roles: For signing ! AIIikirjastarr_'.is‘eks
For controlling / Kontrollimiseks
For approval / Kinnitamiseks
Invoices:
Add new

Changing the data of the appointed substitute and deletion of the substitute
If the substitute has been appointed and you wish to change the data, you can do so in the timetable
of substitution in the user card.

You can delete the substitute in the user card in the substitution block using the recycle bin icon.

Substitution schedule: Substitute: Triin Versis WebWare &
From : 01.06.2016
To: 03.06.2016

For signing / Allikirjastamiseks
For controlling / Kontrollimiseks
For approval [ Kinnitamiseks

Roles:

Invoices:
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Transfer of document-related rights to the substitute

PLEASE NOTE: The transfer of rights can be configured and, as a rule, the WebDesktop
user support does it. By default, the rights do not transfer to the substitute.

1. Rights move to the substitute via routing. If an employee has marked themselves as absent and
appointed a substitute, the substitute will get documents with the routing roles that the substitute
is authorised to execute.

2. During absence, the substitute is given the right of the same level regarding new routings, so that
all activities required for substitution can be performed equally.

3. During substitution, the substitute gets special rights for working with the documents of the person
who is being substituted. After the end of the substitution, temporary special rights are removed,
except on the documents whose statuses have been marked as done, cancelled or feedback.

4. Upon granting a special right, the routing role attributed upon substitution is also taken into
account.

Notification of the substitute

At the moment of sending a notification it is verified whether there is a substitute, who it is and a
notice is sent accordingly. It can be configured from the configuration file and it is possible to send a
notice to both (the one who is absent and the substitute), only to the one who is absent and only to the
substitute. By default, the configuration file provides that an e-mail notice is sent only to the one
whom the document was routed, i.e. to the one who is absent.

What happens when the substitution period ends?

If the date arrives in the substitution timetable for which no substitute has been appointed, the absence
will be automatically removed. The yellow button of absence will vanish from the front page of the
absent person.

Intra-organisational circulation of documents

There are three options in WebDesktop when it comes to the manner of sending documents outside

the system:
* the e-mail module;
* DVK;

* sharing a document with outsiders.
E-mail module
Whether you can use the e-mail module of WebDesktop in the case of one or another type of document
depends on the settings adjusted by the administrator.
How to use?

1. Sending a document by e-mail using the register of contacts solution (as of 5.0.0).
2. Sending a document using the “Send by e-mail” button (traditional solution).

Sending an e-mail message using the register
of contacts solution

Adding a contact
1. Click on the "Add recipient" button. / “Add sender” (depends on the name of the field in the
system).

Receiver: * Add
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2. The contact addition window opens. Fill in the organisation, contact person and the organisation’s
postal address data fields and, if you want, insert information on how the document reached the
organisation or how it was sent to the other organisation.

* Ifyou add a completely new contact and fill in only the organisation part, one entry will
be created in the register of contacts.

* Ifyou add a new contact and fill in the organisation and person parts, two entries will be
added to the register of contacts. One entry will be created regarding the organisation’s
general details. The other entry contains the organisation’s general details and the details
of the contact person.

_d

Organization Address

Name: Webware 00 Country:

Reg. code: | City:

E-mail: County:

Person Parish:

Name: Street:

ID-code: House / Apartment no: /

E-mail: Farmstead:

Sending option: 4 2P

‘ Add ‘ Cancel

3. Click on “Add”.

4. Until the document has been sent to the recipient, a red border is displayed around the sender's
block. After submission the border vanishes.

5. If you wish, you can remove a contact ®, change a contact Cf or duplicate a contact Oin the

document change form. If you have inserted more than one contact, you can change"I" their
order .
Contacts are registered in the contact data type where you can change added and saved contacts.
Changing a contact
You can change contacts in the register of contacts (“Management” — “Contact”) or next to the
document if you associate a = gontacts CL

contact with the document. - Unit Type Organization name (=]
The right to delete a contact (| Latvia  jur-- Juriidiline isik Vinijs Piks

depends on the settings of the | Estonia jur - Juriidiline isik uus firma

system. System | — Estonia jur -- Juriidiline isik uus firma

administrators always have -

. . Latvia  jur-- Juriidiline isik Tinkijs Vinkijs
the right of deletion. .

Latvia  jur-- Juriidiline isik tinkijs test

Contacts register view | Lithuania jur - Juriidiline isik test baltnet

Contacts register view in the Lithuania jur -- Juriidiline isik test baltnet

management menu, i.e. list | Latvia  jur-- Juriidiline isik SuperMuper SIA

view -

1. If only the person part of
a contact card is filled in,
the contact is

Estonia jur -- Juriidiline isik Seesam Insuranse AS
Estonia jur -- Juriidiline isik Seesam Insuranse AS
Estonia jur-- Juriidiline isik Seesam Insurance AS Tartu
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automatically registered as a natural person (see the screenshot).
2. The contact card of the organisation.
* General contact card + contact person.
* General contact card.

Contacts register view in the structure tree
Contacts are displayed in the structure tree on the basis of the dynamic name rule.

(3 » Estonia » EE Contacts View
Bottom | Next (8) »»» | Last
Explorer
- Name - Type name  Creator Createtime  Last modified * Actions
o,
.
7 [ uus firma uus nimi Contacts  Tina-Kai Vilrst 27.05.2016 03:18 27.05.2016 09:18 [/ E/ @
7 [ uus firma Contacts  Tiina-Kai Viirst 27.05.2016 09:18 27.05.2016 09:18 [/ &/
7 [ Tiina-Kai Viirst Contacts  Made Lilleberg 24.05.2016 09:50 24.05.2016 09:50 [ &
71 [) seesam Tiina-Kai Viirst Contacts  Tina-Kai Viirst 24.05.2016 13:23 24.05.2016 13:23 [2/&¥
7 [] Seesam Insuranse AS Tina-Kai Vilrst Contacts  Made Lilleberg 02.06.2016 10:47 02.06.2016 10:47 [2/E/
" [ Seesam Insuranse AS Contacts  Made Lilleberg 02.06.2016 10:47 02.06.2016 10:47 [ & @
~ [J Seesam Insurance AS Tartu Contacts  Heidi Lillemets 26.05.2016 10:00 26.05.2016 10:00 [2/E#

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.

Sending a document to a contact organisation/person
1. Click “Send”. The sending

window opens, dis pl ayi ng, E-post: info@webwar.ee - SAATMISEKS J
depending on the contact and EPost piret@webware.ce i
your WD settings, e-mail, DVK,  Send type: v| Margi saadetuks

ADIT and other sendmg options. Saada DVK/ADI[T-iga Saada e-postiga

2. Possible sending manners, incl. e-
mail and use thereof: Send type: | Mérgi saadetuks

2 DVK - by default. the status is Saada DVK/ADI[T-iga Saada e-postiga
“TO BE SENT” (provided that
the organisation has joined
DVK).

Tagasi

Saada DYIE S ADIT-iga

To send a document to DVK, choose if you wish to send it to one

recipient or if you wish to send it to multiple recipients. For further
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information on sending a document via DVK see here.

b. ADIT - by default, the status is ,,TO BE SENT” (provided that the contact person has joined
ADIT). Choose “Send by DVK/ADIT”.

c. E-mail — by default, the status has not been chosen. If you wish to send the document by e-
mail, you must choose “TO BE SENT" and the status and click on the “Send” button.

If you wish to send the document to one recipient, click on Saara eposioa m order to send

a document to multiple e-mail addresses at once, choose

d. Manner of sending — if a document is sent via another information channel (fax hand delivery,
post), you can indicate it and click on the "Mark as |exa
sent" button. - i eied

3. If you have chosen “Send e-mail”, the e-mail window |s...

will open. From: wigwebwareee [
Subject: test

4. After sending the document, the status will change to
"SENT”.

5. 1If the document has been sent to the sender via DVK
and/or by e-mail, the following is displayed in the
document view and list view: Body:

Wyehware OU <DvK= )
Jdana Jauram <jana jauram@weblane ee=, Weblane QLU
The e-mail address where it was sent and/or DVK
IS/ arc dlSplayed between the <> CharaCterS‘ The 1. 7 Signed document: 1_1_1_26_1_24_05_2016_Triin_Versis_webware_test_24_05_2016_1.bdoc
respective notation is generated in the “Sent e-mail” [ ossendbes:  aeminstaston jnenc_12.04 16
. . 3. © Appendixes: test.odt
block in the document entry regarding documents
sent by e-mail.

Back

Searching for a document based on the contact organisation and contact person

In the document search form, you can search for a document based on the name of the organisation
and the name of the contact person. In addition, you can search for a document based on the manners
of sending (DVK, ADIT, e-mail, other). The manner of sending “Other” contains all other manners
of sending, which have been added to the classifier “Manner of sending of document” and are
displayed in the selection of manners of sending upon adding a contact.

Adding a contact in the list view

For what?

Using the contacts merger functionality, you can adjust the register of contacts, i.e. delete double
contacts (excessive contacts). Thereby related entries (documents and other objects) are taken from
deleted contacts and connected to the retained contact.

Contacts can be merged at all administrator levels and by ordinary users who are
authorised to delete the folder of contacts.

How to use?
1. Open the contacts list view (e.g. from the “Management” menu) and tick the contacts that you
wish to merge.

2. Click on “Merge”/”Liida kokku”.
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Contacts L

Unit Type Organization name [-| Registration code Corporate e-mail Person name * Actions
| Latvia jur -- Juriidiline isik Vinijs Pioks E
F_ snia jur -- Juriidiline isik uus firma =
E..onia jur -- Juriidiline isik uus firma uus nimi B
—| Latvia jur -- Juriidiline isik Tinkijs Vinkijs [7] &7 (@
- [~ & (@)

Latvia |jur -- Juriidiline isik tinkijs test
Next (5) »»» | Last
Back Delete selected Send URL Export Liida kokku 2

3. The contact merger window opens. There, choose the contact to be retained. Duplicate contacts
are deleted and the documents and other objects connected to them are connected to the selected
contact.

Sendlng using the “Send by e-mail'"' button

Open the document that you wish to send outside the system by e-mail.

2. Click on the button “Send by e-mail”.
3. The e-mail window opens. Some of the cells are pre-filled (depends on

the settings). If you wish, you can make changes in the window. At the Add new

bottom you can see files and you can choose which files are sent with Hide empty

the message. ) Merge into PDF
4. 1If you have made the required changes, click "Send by e-mail”. Lock file

Download files

DVK

The document exchange centre (DVK) is a common information system that provides

various records management systems (DHS) and other document-managing information
systems with centralised document and information exchange services. For further

information on DVK, see:

https://www.ria.ee/dokumendivahetus/.

How to use?

Registration of an incoming document
1. If you belong to the DVK registrars group, the document exchange centre block is displayed on

your front page. To S oxeh o 0)
register a document, Document exchange center ( ®

click on “Register Registreerimata saabunud dokumente: 0
incoming v+ Viljasaadetavaid dokumente staatusega "Saatmiseks": 3
documents”. » Viljasaadetavaid dokumente staatusega "Saatmisel": 0

2. The DVK message block “Incoming messages” opens and displays unregistered documents.
Choose the desired data type (e.g. "Received document") instead of the status "Register" in the

DVK s6numid
Soénumid sisse

— Kok saatjad — v |REGISTREERIMATA v Aeg: [TANA] [X] - [TANA] [X] Loenda tulemus: [ OK
DVKID WD dokument Staatus Saatja Failid Kaust Aeg [] Tegevused
12983 - Registreeri - v [Riigi Infostisteemi Amet test.ddoc (28.8KB)/ 22.05.201510:33 2] (@

:
Varskenda Kustuta valitud b HokITER]
Sonumid valja

— Kok saajad - v Staatus: SAATMISEL DVKs ¥ Aeg: [TANA] [X] - [TANA] [X] Loenda tulemus: [ OK
DVKID WD dokument Staatus Saajad Failid Aeg [=] Tegevused
13298 , 20.05.2015, Webware OU (see dige), LRI =N [IEEEFAF - Webware OU administraatori_juhend_10.0dt (1013.6KB) 25.05.201516:36 X @
13297 , 20.05.2015, Webware OU (see dige), NI E=NTE [[FEEFAF - Webware OU administraatori_juhend_10.0dt (1013.6KB) 22.05.201515:40
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“Incoming messages” block.

3. The document registration form opens. Certain meta data fields are filled in automatically.

Lisamine: Saabunud dokument

sta Salvesta ja lisa uus

Salvesta ja muuda Tagasi

Asukoht: * KV "Kirjavahetus" v

DVK dokument:

Reg nr.

Reg kuupaev: 4
Saatja isik:
E-postiaadress:

Saatja dokumendi reg nr.
Saatja dok reg kuupaev:
Dokumendi lik:

Pealkiri: *

Lihisisu:

Fail(id):

Allkirjastatud fail:

Saatmisvils:

Saafja: UL DL -l T L (1D 1246650)
Link DVK dokumendikaardile (ID: 1246650)

Failid (1):
» test.ddoc (28.8KB) | — Vaikimisi vali — ¥

Kifjavahetus ¥
26.01.2015  |[TANA] [X]

17
[TANA] [X]

Algatuskir v

TESTdokument WD's Webwarele

e Vali fail Pole valitud

Lae skannerist

® | valifail Pole valitud

Lae skannerst

L

QX

QX

4. By default, the file(s) is (are) saved in the first multiple-file field on the entry. If necessary, you
can determine on which file field the files will be saved. Thereby, if the single file field has been

chosen for saving, a respective message will be displayed.

DVK dokument:

5. Once the desired fields have been filled in, click on “Save”.

Saatja: 10839212 - Webware OU (ID: 13255)
Link DVK dokumendikaardile (ID: 13255)

Failid (5):
» Jap.pdf (10.3KB)
+ something odt (8.6KB)
» something.txt (0 baiti)

Dokumendi fail(id) ¥
Dokumendi fail
— Vaikimisi vali — v | See faili vali on juba valitud!

v

+ aoouououSomethind odt (8.5KB)
» something pdf (10KE) Dokumendi fail(id

Dokumendi fail
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Sending out a document via DVK

Using DVK (as of 5.0.2)

Adding a contact

1.

2.

w

Click on the "Add recipient" button. / “Add sender” (depends on the name of the field in the
system). Receiver: * Add
The contact addition window

opens. Fill in the organisation, contact person and the organisation’s postal address data fields
and, if you want, insert information on how the document reached the organisation or how it was
sent to the other organisation.

Organization Address
Name: Webware 00 Country:
Reg. code: \ City:
E-mail: County:
Person Parish:
Name: Street:
ID-code: House / Apartment no: /
E-mail: Farmstead:
Sending option: Az
Cancel
Click on “Add”.

Until the document has been sent to the recipient, a red border is displayed around the sender's
block. After submission the border vanishes.

If you wish, you can remove® a contact , change a contact Cf or duplicate a contact oin the

document change form. If you have inserted more than one contact, you can change"I" their
order .

Contacts are registered in the contact data type where you can change added and saved contacts.

Sending a document to the contact organisation/person via DVK

1.
2.

If the document is connected to a contact, you can send the document via DVK.

To that end, click “Send”. The sending window opens where, according to the contact and your
WD settings, the possibility of sending via DVK is displayed. PLEASE NOTE: In the contact
card, the organisation’s registry code must be filled in.

By default, the status is “TO BE SENT” (provided that the organisation has joined DVK).

Saada VI S ADIT-iga

To send a document to DVK, choose if you wish to send it to one

recipient or if you wish to send it to multiple recipients.
The DVK sending window opens. Data is transferred from the document there based on the
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system settings.

5. In the files block you can
choose files sent via DVK.

6. Click “Send”.

Counting documents registered / sent
from the DVK module

Documents registered and sent from
the DVK module can be listed.

1. To count, adjust search filters in
the header of the “Incoming
messages” or "Outgoing
messages" block. Once the
filters have been adjusted, tick
“Count result” and click “OK”.
All documents received and
registered in DVK between
01.01.2015 and 29.05.2015 are
listed in the next example. In
addition, it is possible and,
where necessary, practical to
count DVK documents based on
the WD document’s dynamic
name and sender/recipient.

2. The counting result is displayed

D%H document: OUT

Webdeskiop documen

Hameo: 2-304 1-ML ., Kristine Martn (Wiebssane O0)
Type: “Waljasaadetay dokument [alabes 2014)
DWK docurmant

Hataloog: ¢ 1
Dokumendi number:
Reg. ksupiow: I TOGEY] [x]
Taltmistantaog-
Saomwilt

Fealkiri:

[ TODwAE [2)

Diodournordi ik

Libhisisu-

HKommaontaar:

Amutus:

Wi

E-posi:

Amutus: 1O8ISZ12 - Wielraare O

izikuikood: AENOS0E401E 1
E-posi: nina@rsebwans oo <1
O=akonna nimi: Crunake =1
Asubtus: TCEIGETE - Weebare 00 =1-
Isibou mibmi: Koristira Aartin

E-post

Ci=akomna nimi:

Asutus: Pdane - |'
Isibou mimi:
E-posic

Ci=akomna nimi:

1

tO you. Lisa veel uks saaja ..
Firang:
Heohtostaja-
HKohtiv alabes: I TODE] [
Hehtiv luni:- [ TOCA] [
Firangu alus:
i Suurus Adlikas
et . bt H.0KE Wal “Allkriasialud fail®
Tagar=i
DVK sonumid
Sénumid sisse
DVKID.. WD dokument.. - Kdik saatjad - j REGISTREERITUD jAeg: 01.01.2016  [TODAY] [X] - 02.06.2016 | [TODAY][X] Count result: 7 OK
Found: 1) 2 [Clear]
~| DVKID WD dokument Staatus Saatja Failid Kaust Aeg [*] Tegevused
. ~ &_arve_test.pdf (15.1KB)
13465 ** xoux REGISTREERITUDRIGIEICE LY ¢_anve_testxmi (4KB) / 08.01.2016 07:07
Vérskenda Delete selected
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Signature of a document

In WebDesktop, there are two options for signing the document:

«  server-based signature using the %S9 (

“Add signature”) button;

* signature using the direct change icon and Java &,

Server-based signature
For what?

Under server-based digital signature we mean the web browser plugin of Sertifitseerimiskeskus

interfaced with WebDesktop, which is similarly used in, for instance, Estonian online banks. For

server-based signature there is no need for another program (e.g. DigiDoc Client), but you can sign

the document directly in WebDesktop.

How to use?
1. Open the entry view form.

2. If a BDOC file has been prepared for your file field, read point no. 4. If the file is in, for
instance, PDF or DOC format, click on the button “Create DigiDoc document* 1§

3. The "Creation of DigiDoc” window
opens along with the following

DigiDoc composer

options: Source item:

1-1.5/20 20.05.2016 Triin Versis (webware) test

a. “File name” — you can change the File name:

115 20 20 05 2016 _Triin_Versis v .bdoc j

name of the BDOC container to be

Saving target: | Into field: © Signed document j

created;

Qs s Files
b. “Saving location” — you can choose

the field where the BDOC Field File

document is created; Signed document  1.1.5.20.20.05_2016_Triin_Versis_webware_.pdf
c. “Files” — you can choose the files

that are gathered into a BDOC

container. Cancel

d. After making a choice, click on
“Save”.

4. To sign, click on the “Add signature” button next to the BDOC container.

Signed document: allkirjastamiseks.bdoc (21.3KB) &
No signatures found
Files (1)show / hide

( Add signature )

e The server-based signature button is big and
green if a routing with the signature role “To
be signed digitally” has been made for me
and bdoc does not have my signature.

5. The manner of signature (ID card or Mobile ID)
opens. Make your choice and, if you wish, add
information on the signature location. Choose
“Continue”.

Signing
Name Size
allkirjastamiseks.bdoc 21.3KB
Method: ID-card: © Mobile-ID:

Role / resolution: |

Signer location
City:

State:

Country:

Zip code:

Cancel

6. Next, choose your personal card certificate and enter PIN2.
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Windows Security | & |

Microsoft Smart Card Provider
Palun sisestage digiallkirjastarnise PIM (PIMN2)

e |

Click here for more infermaticn

| ok || Ccancel

Please note: BDOC is a signature software standard preferred by default in Estonia as
H of 2015. For further information see https://www.ria.ee/bdoc-vormis-digiallkiri/.

Signature using a direct change button

For what?

With the direct change button you can open the DigiDoc Client program if it has been installed on
your computer. Next, you can sign the document in DigiDoc and after signature the signed file is
loaded back to the WebDesktop file field.

How to use?
The start of the signature process using the direct change button is similar to server-based signature.

1. Open the entry view form.

2. If a BDOC file has been prepared for your file field, read the next point. If the file is in, for
instance, PDF or DOC format, click on the button ,,Create DigiDoc document* * 3

3. The "Creation of DigiDoc” window opens along with the following options:

b. “File name” — you can change the name DigiDoc composer

of the BDOC container to be created; Source item: [1-1.5/20 20.05.2016 Triin Versis (webware) test
File name: 1.1.5 20_20 05 _2016_Triin_Versis_v .bdoc j

c. “Saving location” — you can choose the
field where the BDOC document is Saving target: | Into field: © Signed documenlj

created; L
Field File

d. “Files” —you can choose the files that are Signed document  1.1.5.20.20.05_2016 Trin Versis webware_ .pdf
gathered into a BDOC container.

e. After making a choice, click on “Save”. Cancel
. . . «
4. To sign, click the icon “Change or open t0  Signed document: allkirjastamiseks.bdoc (21.3KB(E)
change" next to the BDOC container. No signatures found

Files (1)show / hide

Simultaneous digital signature and direct changing

For what?
* Ifone user signs using the “Add signature” button or the direct change button, other users will
not be allowed to sign the same file and a respective notice is displayed, indicating the name
and IP address of the signing user and the locking time. The locking of the file precludes the
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possibility that only the last signature is saved when the file is signed simultaneously. After
the file has been properly signed, the file will be automatically unlocked.

» If the file is locked as a result of signing and remains locked, it will automatically open in 5
minutes. If direct changing locks down, the file will unlock itself once the user leaves the
entry.

How is it expressed?
* If a user has opened the file for signature using the yellow folder or the “Add signature”
button, the lock icon and a respective message will be displayed to other users at the same
time. The locking of the file also functions in a sharing solution.

Document annexes: cambria.odt (8.8KB) @ File was locked for editing
Locked by: Riina Raju
; Locker IP:  90.190.179.146
Locked at: 02.06.2016 12:02

* The desktop and standard administrator and the locker of the file can always unlock the
file (the unit administrator does not have the right) — the message “To open the file, click on
the lock” is displayed.

Document annexes: = cambria.odt (8.8KB) & 8 g’ File was locked for editing
Locked by: Riina Raju
. Locker IP: 90.190.179.146

Locked at: 02.06.2016 12:02
To unlock the file click on the lock

* After the file has been properly signed, the file will be automatically unlocked.

If, for

instance,
. & j } Faili el muudetud (lisa1.doc)!
with  the

. help Ofthe | Kustuta ajutine fail ja katkesta | | Ava Taili sisaldawv kataloog I HKatkesta |
M direct

change solution, the signature process is not properly completed, the file may remain locked and in such
an event it must be unlocked manually. In the file change warning window, you need to make a choice so
that the change session is properly completed.

Faili serverisse laadimine

actions follow (signature in DigiDoc Client or changing in the word processing application). The yellow

- The file remains locked if it is opened using the yellow folder, not by clicking on the file name and no
folder is for signing the file in DigiDoc Client or for changing the file.

Valikud

,@ Antud faili kasitlev programm juba kais faili avamise hetkel (MS Office), mis jutub naiteks siis, kui teil on sama tiiiipi dokument juba anitis avatud vins.
Sellest tul It ei saa Wi stada faili muutmise Iopetamise sindmust.

- Kui Te olete faili muutmise Ipetanud, siis vajutage nupule 'Lae fail serverisse tagasi'
ﬂ Tihistamiseks vajutage "Katkesta'

| Lae fai serverisse tagasi | Katiesta |

If software that is able to process the respective document already runs in the computer, you will get a
warning with options whereby you must make a choice.
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Use of a third party signature solution

For what?

In WebDesktop it is possible to share each document by e-mail with 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 it.

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

party.

How to use?
1. Click on the “Share” button in the row of buttons in the upper part of the document.

Duplicate Share Back

2. You are taken to the document sharing window where you can make the following choices:

a. Title — description of the reason for sharing and the person(s) who it is shared with.

b. Access — you can choose whether a third party can merely access the document in terms
of data fields (“For viewing”) or also sign the file (“For signing").

i. In the case of the status “For signing", the following additional fields are created:

1. Do not require personal ID code — the personal identification code is not
required, all persons whom the document link has been sent can sign;

2. Personal ID code — only designated persons can sign the document
(personal ID codes must be separated by a comma). If the personal 1D
codes of multiple persons are added to the personal ID code field, multiple
persons can sign the document. The personal ID code is not required if
authentication has not been prescribed.

C. Authentication — does reaching WD require authentication of the user (by “ID card” /
“Mobile ID”) or not (“Unauthenticated”). Upon authentication, the names of the
commentators of the documents are displayed.

d. Shared fields - from which fields you wish to share information.

e. Is active — whether the document is active for sharing.

f. Only from one IP address - whether the document can be opened only from one IP
address or from multiple IP addresses.

g. Valid from / Valid until — during which period it is possible to open the link.

h. In the e-mail window you can adjust to which e-mail address the document will be sent
(“To”), from which e-mail address (“From”) and what is the subject of the e-mail
message (“Subject”) and the content of the message (“Content”).

I. Regarding notices it is possible to adjust whether you as the sharer will be sent an
automatic notification when a third party opens the e-mail message and/or opens the file
and/or signs the document.
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Adding: Sharing

Title: * Contract =
Permission: For signing - |
Authentication: Mo authentication |

Don't require idocde:

ID-code: *
Vastutaja
Fields to share: *
Validity:
Is active:
COnly from one IP address:
Valid from: * 03.06.2016 [TODAYT] [X]
Valid to: * 10.06.2016 [TODAY] [X]
E-mail:
To: * juta.jutukas@webware.ee
From: riina@webware. ee ;l
Subject: Teile on jagatud fail(id)
Failide vaatamiseks palun kKlikkige lingile https:/ftest.webware.ee/sharing
7 page=view_shared_item&item_id=153T69&
key=eb1aB9c37baff72aa5dcc3d21b208214c446a5b9
Body: -
Riina Raju
keegqi
rina@webware.ee
4455666 2
Notifications:
On opening share:
Cn opening file:
On signing:

With this share you give third party permission to see shared fields!

Save Cancel

After filling in the document sharing window, click on the “Save” button and thereafter an e-mail
notification will be sent (e.g. to the mandatary).

In the sharing block at the end of the WD entry you can see whether the sharing notification has
been sent outside the system.

[¥) Sharing (4) 0]
Creator Create time Title Links Authentication Access right Actlons

Triln Versis 20.04.201514:10 test Link to sharing Mo authentication For viewing @

Triin Versis 20.04.2015 14:12 test Link to sharing No authentication For signing

45



What does a third party see?

Here you will find a brief guideline on what to send to a third party.

5. The third party receives the following e-mail notice (the content of the message depends on the
sharing notice drawn up in WD):

Pealkiri [Webdesktop: Kisundusleping] Teile on jagatud dokument
Saatja Webdesktopd
Saaja 1
Vastus aadressile webdesktop@webware.ee‘.
Kuupdev R 16:10

Dokumendi saate allkirjastada aadressil: http:/ /====.webware.ee/7page=view_shared_item&shr_id=60153&key=df373e0434d628c217bel0df95c7f7d3883acfe8

6. By clicking on the link in the e-mail message, the document opens immediately (without
authentication) or authentication is required (using an ID card or Mobile ID).

a. If the authentication of the third { J
party is set up regarding sharing,

the  authentication  option o - . .
. . Jagatud dokumendi nagemiseks peate ennast identifitseerima. Valige alt poolt
window opens (ID card/Mobile identifitseerimise viis

ID). ID-Kaart Mobiil-ID

b. Upon authentication using
MObile ID’ you need to enter the Kaesoleva jagatud dokumendi ndgemiseks peate ennast identifitseerima
mObﬂe telephone number and mobiil-ID abil. Palun sisestage all;;%%l"g:'vasse lahtrisse oma maobiiltelefoni
PIN1. Upon authentication
using the ID card, you need to
enter PIN1 of the ID card.

Telefoni number: ||

OK Katkesta

7. The shared document viewing wWINdOW s s

n . Title: Leping allkirjastamiseks
Ope S Permission: For signing
. ut ion: No authentication
e If the document is shared for . .~
signature the ¢ Add Signature” button iS URL: hilp:/test.webware.ee/?page=view_shared_ilem8shr_id=108514&key=621a328fd005(c3878(3/4b2bcal016ded400178
)

Validity

displayed in the filer row. If only the s« s
Only from one IP address: Yes

viewing right has been granted regarding a o 2012016
document, there is no signature button. . e

Notifications
On opening share: Yes

e If a document has been shared with o
multiple persons at once and if one =
person is currently in the process of

signing it, the lock icon is displayed to the s imact
others next to the file and there are no
signing buttons (yellow folder and “Add
signature”). Commers
kasundusleping_ww bdoc (91.4KB) &

For further information on locking files,

see here.

. Maasikas_tooleping_nr_1_5_2_1_Koolitaja_OU_10_08_2015_11_11.doc
Allkirjastatud fail (216.5K8) #R8

Close the window If you're done working with the document!

* If necessary, a third party can add a
comment on a document. The date, time and IP address is displayed regarding the comment.
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How to find a document shared from WD?

Identifying a shared document based on the sharing ID in the link
Identification of a document shared from WD may be needed if, for instance, the “valid until” date
of the shared entry has expired and the third party declares that the sharing link no longer opens.

1. To find the document, ask the third party for the URL address and from this address take the item
id (given in the example) and enter it into the search window in the top bar. Add “#” in front of
the item ID.

?page=view_shared_item&item_id=108404&key=de687427f4001e92ea88b9c860411715d3191857

2. The shared document opens.

Searching for a shared document in the object search
In the detailed search form of the object search you can search for shared documents based on the
activeness status, sharer, time of sharing, title, access, authentication and personal identification code.

1. Choose “Search” — “Object”.

2. In the search window, click on the “Detailed search” button.
3. Upon the block “Sharing” and draw up a suitable search.

4. Click “Search”.

Brief sharing guideline which vou can send to a third party:

Viewing / sharing a document

Viewing
1. To view a document, click on its file name.

2. You can add comments if you wish. Enter the comment and click
Signature

1. Click on the T button in the file row.

2. The signature window opens. Choose the manner of signature and click
3. Enter PIN2.

4. If necessary, you can add a comment on the document

If a document has been shared with multiple persons at once and if one person is currently
q in the process of signing it, the lock icon is displayed to the others next to the file.
b kasundusleping_ww.bdoc (91.4KB) 8 Tpere are no signing buttons (yellow folder and
“Add signature”).

Descriptions of icons and buttons

In the system, you will find the following icons. If you move the cursor over an icon in WebDesktop,
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the functionality of the button will be displayed.

Icon  |Activity
Q Search
Favourites
View
E2 Change
Delete
}* ] Create a DigiDoc document
| Add new
Restore
b Create a pdf document
» Transfers selected members
« Transfers back selected members
* Mandatory field

Desktop

After login, you are taken straight to the desktop view where there is most of the information essential
to the user. To adjust the desktop settings, choose “Management” — “Settings” from the top menu.

Top bar
The top bar contains the following: the search window; icons “Favourites”, “Front page”, “Help” and
¥ /codeskiaps B 2 BE o2 002164 | s Kasutaja

“Info”; language selection icons; the date and time; the username; and the logoff button.

Adjustment of date and time
Topbar clock date enabled:
Topbar clock time enabled: B

You can adjust whether the top bar shows the date or not. To adjust the settings, choose
“Management”— “Settings” — tick the desired cells “Show date in top bar” and/or “Show time in
top bar”.

Path

(E3 » Asutus » Léuna JO iksus » Dokumendiregister » 02 - Infohaldus

The path is located directly under the top bar and shows the current location in the structure tree. For
instance, in the given example, the location is under the Southern JO unit in the register of documents
under the “Information management” functions.

Compare the information management function given in the path with the location

48


http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:lemmikud
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:dokumendi_allkirjastamine
http://support.webware.ee/doc/doku.php?id=wd:administraatorile:kustutatud_objektid
http://support.webware.ee/doc/doku.php?id=wd:tavakasutajale:dokumendi_otsimine

Tree (802)

=- B Asutus
= ¢4 Léuna JO Uksus

! =~ Dokumendiregister
7- 7 01 - Juhtimine

7 [F7 02 - Infohaldus

i- 77 03 - Raamatupids

777 04 - Personalittd

shown in the tree.

Front page
Information necessary for the user’s everyday work is gathered on the front page of the desktop.

O3 » Muki + Kasutajad ©, Search» [ Addnew  [) Management »

— orertyroenz PN

Birthdays (0)

Favorites (16)

Other 5 .
. routings (6) Order by role A-Z j Hide selected routings G|

Recently added by me (20) DN  » Allkirjastamiseks (2)
[ Pille Piks Riina Raju

Recently added (10) ® [115-3/21;Margot Kass  VIEWED Riina Raju

+ Edasi suunamiseks (1)
[ Laine Hari () Aprill Test  VIEWED Riina Raju
[] Juta Jutukas S

+ Téitmiseks (3)
[ test 2, 4545/44523-0/157/545/666/777, , o . )
B st 230444 [ Mihkel Mutt VIEWED Riina Raju
g ‘ sotud d ;{l’l . 23VD/73-13. VOLRCRI [ 5-3/21;Margot Kass Riina Raju

+ saadetud dokument nr. 23-VD/73-13, () 5-2/11Luule Raamat{{104027}}5/3Ants Kaval Riina Raju

[ Fiitsiline isik Leila Lill

[ Juriidiline isik 123 Leila Lill

[ Juriidiline isik 123

[J phy 123 Leila Lil

[ Juriidiline isik Kehtna Vallavalitsus 75021729

News - Internal (10)

News - Postimees (10)

II

Recently added objects and documents not made by the prescribed date
You can determine whether your front page shows the blocks “Recently added by me”, “Recently
added” and “Documents not made by prescribed date”.

Tree (49)
1. Choose “Management” — “Settings” from the top menu. = ;! Estonia
2. Ifnecessary, tick the cells “Show recently added objects on _____ % EE g;;lp;anndd;:s
front page” and/or “Display overdue documents in separate .. [ EE Contacts
block on front page”. .- [7 EE Counters
i 7 EE Discussions
Tree ®- 7 EE Document Registry / Dok
All the objects/documents entered in the system are located in .- (7 EE Organization guidelines /
the tree. The tree is located on the left side of the desktop and ----- [ EE Polls
is usually closed. The tree is not meant for daily use, but its [ EE Tasks
i 7] EE Templates

goal is to make the activities of the administrator easier. How
many objects are shown to an ordinary user depends on the
access rights. An ordinary user sees the information "You do
not have the right to display interim levels" in the tree in the

case of folders located in a folder to which the user has no rights.

- [ EE Users




How to

use?

1. To open the tree, click on the left border frame of the desktop.
2. To open tree folders, click on the “+” icon.

Menus

There are three menus in the upper right-hand corner:

“Search” — for searching for information;
“Add new" - for adding information;
“Management” — for management of information and changing some settings.

User information and personal settings

User information
If necessary, you can change information on your user account card.

1. For that purpose choose the top menu “Management” — “My info”.
Editing user
First names: Liisu * Photo:
Last name: Usin * Browse... No file selected.
Identification delete: ) [Z]
Username: liisu.usin [z
ID-code: 123223 [zl
Current password: [E|
New password: [
Password confirmation:
Access rights
Is desktop admin: No
Is admin: No
Is unit admin:
Is unit news admin:
Is selectable:
Groups:
alliiksus
Personali osakond
Sigridi grupp
Suunamised_test
testgrupp [
Valid from: [TODAY] [X]
Valid to: [TODAY] [X]
2. The window “Change user info” opens. There you can change the following settings:

. Photo — you can add a photograph of yourself;

. Personal identification code;

. Active password — the active (old) password is asked upon changing the password if
you have entered the system based on your username and password. Upon entering the system
using an ID card or Mobile ID, the active password is not asked;

. New password — the new password must be at least eight characters long and contain
at least one uppercase letter and one number;

. Password again — enter the new password again;

. E-mail;

. SMS e-mail;

. Telephone 1;

. Telephone 2;

. MOBILE PHONE;

. Fax;

. Away — if ticked it means that you are away from office and all document routings are
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forwarded to your substitutes;

. Away until — the date until which you are away from office;

. Substitute — the person whom routings are forwarded;

. Substitute’s routing roles — routing roles forwarded to the substitute;
. Job title — the user's job title;

. Structural unit - the user's structural unit;

. Other information — additional information field.

3. Once all changes have been made, click on the “Save” button.

Personal settings, incl. adjustment of the settings of the front page
To change your personal settings in WebDesktop, choose “Management” — “Settings”.

General

= Show alphabet bar in lists, where possible - in the list view, the alphabet bar is displayed and it
provides for an additional filtering option in the case of text type fields.

Pealii v/ A (B (¢ (D E F (6 (H I [J KL MNP @RS 5T UV WO A0 XY LI

= Show date in top bar - the date is displayed in the top bar (for further information, see here).

= Show time in top bar — for further information, see here.

= Show recently added objects on front page — for further information, see here.

= Show overdue documents in separate block on front page - for further information, see here.

= Number of rows shown in lists — you can choose how many entries are displayed in the list view

(5-200 entries in the selection). Next (20) »»»
= E-mail (IMAP) server.
= IMAP port.
= SSL (TLS) mandatory.
Look
You can choose the colour scheme of entire WebDesktop.

News
You can choose whether internal news, Postimees’s news or both are shown on the front page. To
choose multiple items, use the CTRL key.

Unit news
You can choose which unit’s internal news is displayed on your front page.

Calendar
You can make additional adjustments to calendar settings.

=  Weekdays.

= Active time.

= Keep the day planner open.

= Keep the planner open before the active time — related to the aforementioned field “Active

time”.

E-mail signature
In the free-format text field of personal settings (“Management” — “Settings” — “E-mail signature”),
you can set a personal signature that is used for sending and sharing e-mail from WD.
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Time planning

There are the following time planning opportunities in WebDesktop:

* calendars;
* tasks.

Calendars
For what?

General calendars (e.g. birthday calendar or holiday calendar) as well as personal calendars (e.g.
employee’s meeting calendar) can be created in WebDesktop. Calendar events are displayed on the
user’s desktop (“Birthday calendar”) and in “Calendar events” blocks. If necessary, you can add
calendar events of the same type, which are located in different calendars.

How to use?

Adding a calendar

1. Add a calendar. Choose ,,Add
new” — “Calendar” in the top
menu.

2. The calendar addition window
opens.

a. Give the calendar a name.

b. Tick the “Is private” field if
you create the calendar for
personal use.

€. The created calendars can be
merged. To do that, choose in
calendar A which events are to
be transferred from calendar

Adding of the new calendar

Location: -- Select location -- j
Calendar name: | *
Is private: (2]

Overlaping events: |- None - ~| &

Joined calendars:  Aprill
Autode koondkalender
Auto SUZUKI 958BHS (sinine)
kasutaja aprll
Koonkalender =zl

Back

B. Thereby, in calendar B from which the events will be transferred, the events of calendar A

are not displayed.

d. If you have made the choices, click on “Save”.
In general, the addition of calendar events takes place similarly, but due to certain small nuances we
give instructions regarding the birthday and other type of calendar events separately.

Addition of a calendar event (excl. birthday)
Find the created calendar. Choose the top menu “Management” — “Calendars” and click on the name

of the created calendar.

Explorer
Name Type name Creator Create time [-| Last modified * Actions
==
"
H# Siinnipdevade kalender TYPE_CALENDAR Sigrid Vésa 13.09.2012 11:06 13.09.2012 11:06 B [i ==
HH Koosolekute kalender TYPE_CALENDAR Sigrid Vésa 13.09.2012 11:07 15.04.2016 14:47 B [if v=

1. There are two ways for adding an event:

2. Make a left-click or a right-click (depending on the browser) on the times
indicated against the green background so that the event addition selection is
opened. Click on the desired event. PLEASE NOTE: If the calendar is, for
instance, in the month view, click on the desired date first and then on

the time.

Sppointment
Birthday

Koalitus

Lahetus
Bleeting
Other event
Stage

3. If you use the calendar in the list view, choose “Add new” from the upper left-hand corner.
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4.
5.

The event addition window opens and is pre-filled to a certain extent.

In the title field, enter what you wish to display on the desktop in the calendar  Appointment

Birthday
events block. Koolitus
Lahetus ]
Adding of the event: Appointment Meeting
Title: » Other event
Location: Category: -- None -- j
Is private: =zl All day event:

Start time: 03.06.2016  [TODAY] [X] ~| =
End time: 03.06.2016 | [TODAY] [X] R R

Ootamatu viga: parsererrorS8441

Edit restrictions: Owner: Participants:

10.
11.

12.

13.

14.
15.

Reminder: b. start: — None — j b. end: -- None -- j via e-mail: via sms:

Participants: Name: Clear

Group: -

Admin Teine

Aprilli Test

Elgar Lepp <<
Erki Kaldjarv

Kaspar Kallasmaa <l
Kati Karu
Kersti Treulich
Klemens Kasemaa [E2]

Pick me

Recursion:
Body:

Save and add new Cancel

In the location field, you can add information on which geographical point the event will take
place in.

If you tick the “Is private” field, the event will be displayed only to the person who added it. In
order to display the event to all employees, the tick should not be made.

Tick the “Whole-day event” field if it really is a whole-day event.

The field “Starts at" is filled in automatically. The start time is related to reminders.

The cell “Ends at” contains the final date of the event reminder.

In the change restrictions you can choose who can change the event: either the person who added
it (owner), participants or both. If you want, you can adjust the estimated e-mail or SMS reminder
time.

In the “Participants” block you can specify the people who will get a notification by e-mail or
SMS. PLEASE NOTE: In order to display the calendar event on the user’s desktop, the user
must be added as a participant.

If you tick the field “Repetition”, you can mark the event as recurrent. Let us assume that we want
to make an event that takes place between 1 April  start time: 03.06.2016  [TODAY] [X] A
2014 and 29 April 2014 a weekly event. To that end, (¢ ... ) = I
we need to iﬁdicate the end yda‘[e of the event. (End time: 03.06.2016_)[TODAYI Y| -] -}
Otherwise the event will not be repeated in the calendar.

The “Content” field allows for adding clarifying information.

If the information on the event has been inserted, save the event.
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Adding a birthday

Explorer

Name [~ Type name Creator Create time Last modified * Actions

TYPE_CALENDAR Triin Versis ~ 27.02.2015 10:01 03.06.2016 13:30 B [@ w®

Find the created calendar. Choose the top menu “Management” — “Calendars” and click on the name

of the created calendar.

1.

a.

10.

11.
12.

on
8 o I

There are two ways for adding a birthday: B Biindey

Make a left-click or a right-click (depending on the browser) on the times
indicated against the green background so that the event addition selection is

i o— -

opened. Click on the desired event.

- Add new —
If you use the calendar in the list view, choose “Add new” from the upper left- ! Appointment
hand corner. Birthday

In the title field, enter what you wish to display on the desktop in the birthday block.

In the location field, you can add information on which geographical point the birthday will take
place in.

If you tick the “Is private” field, the birthday will be displayed only to the person who added it.
In order to display the birthday to all employees, the tick should not be made.

The “Whole-day event” cell must be ticked and even the desktop administrator cannot remove
the tick.

The field “Starts
at" is filled in automatically. The birthday is displayed to the user on the front page one day before
the birthday, on the birthday and one day after the birthday. The start time is related to reminders.

Is private: ] All day event:

The “End” cell contains the birthday reminder end date. It is 15 years later than the start time.

In the change restrictions you can choose who can change the birthday data card: either the person
who added it (owner), participants or both. If you want, you can adjust the estimated e-mail or
SMS reminder time.

In the “Participants” block you can specify the people who will get a notification by e-mail or
SMS. PLEASE NOTE: Adding participants does not affect the birthday displayed on the
front page, i.e. the birthday is also displayed to the users if they have not been indicated as
participants.

Recursion:

Daily 03 . date after
Weekly january february march april
Maonthly . .
may @ june july august
O Yearly
september october november december

The pre-ticked field "Repetition" can remain ticked. As a result, the birthday is displayed on the
front page again next year.

The “Content” field allows for adding clarifying information.

If the required data has been inserted, save the birthday.
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Calendar event list view and viewing an event

To see all calendar events in the list view, move to the calendar in the structure tree (located right
under the top bar). If you click on the event name, the event card opens and there you see more
detailed information (title, location, start time, end time, time of creation, etc.).

Viewing: Birthday

Title: BD Juta Jutukas
Location:
Category:
Is private: No All day event: Yes

Start time: 03.06.2016

End time: 31.05.2031

Create time: 03.06.2016 13:56
Creator: Liisu Usin

Edit restrictions: Owner: Yes Participants: No

Reminder: b. start: None, b. end: None, via e-mail: Yes via sms: Yes

Participants: . Name [~ Division Response Response time * Viewed

Recursion: (*15) 3. date after june

Body:

1. By clicking on the “Calendar” button, you can move to

the calendar view. Mayoens(®)
‘ ‘ . (% 1) L BD Juta Jutukas (Birthdg -

2. If you make a right-click on the event, you can view, View

change or delete the event. Edit
Delete

Tasks

For what?

The task management module is meant for sharing simple one-off work tasks, e.g. “Replacement of

toner”.

How to use?

1. Choose “Add new” — “Task” in the top menu.

2. The task addition window opens.

3. Inthetitle field, enter what you wish to display right on the user’s desktop, e.g. “Water the plants”,
etc.

4. In the location field, you can add information about where the task must be performed (e.g. the
meeting room, etc.).

5. By default, the task status is “Not started”. The status of every task must reach the "Done" status.
After that the task is no longer displayed on the user’s desktop.

6. If you tick the “Is private” field, the task will be displayed only to the person who added it. In
order to display the task to all employees, the tick should not be made.

7. Closing date — the date by which the task must be performed.

8. Start date — the opening date of the task, which is related to reminders.
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9. Terminated — the date of completion of the task. If the user indicates a task as completed, the
“Completed” field will be filled in automatically.

Adding: Task

Location:  "Ulesanded" i~
Title: *
Location:
Status: Pole alustatud ~| Is private: 21

Due date: 03.06.2016 | [TODAY] [X]
Start date: 03.06.2016 | [TODAY] [X]
Complete date: [TODAY] [X]
Reminder: b. start: -- None-- ~|b. due: - None -- ~| via e-mail: via sms:

Priority:  -- None -- E Category:  --None-- &

Resource: planned: hours, actual: hours
Participants:  giarts with ~| Filter | Clear
Erki Kaldjarv [|= Liisu Usin
Kaspar Kallasmaa
Kati Karu

Kersti Treulich
Klemens Kasemaa

Kristiina Martin e
Kuld Lokike
Mari Maasikas <[
Body:
Comment:
Cancel

10. Reminder:
a. before start — related to the start date field;
b. before closing date — related to the closing date field,;

C. by e-mail — ticked by default; an e-mail notice is sent to the e-mail address indicated in
the user card;

d. by SMS —to send an SMS, the SMS field must be indicated in the user card.
11. Priority — pre-set priorities.
12. Category — pre-set categories.

13. Resource — the person who inserted the task can predefine the planned time spent; after
performing the task, the person who performed it can indicate the actual time spent.

14. Participants — in order to display the task on the user's desktop, the user must be added as a
participant.

15. Content — you can add additional information about the content.
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Favourites

For what?

Favourites are a WebDesktop module that allows for saving to the WebDesktop environment
references to the internal resources of WebDesktop (calendars, registers, etc.) as well as to external
resources (links to external websites). Favourites are displayed on the front page in the “Favourites”
block. Each user can add their personal favourites to their front page.

The desktop and unit administrators have the right to add favourites for the users of the
H desktop or users of the entire unit, respectively.

How to use?

Adding an external link
1. To add a favourite, click on the [*licon in the top bar.
2. In the favourites window, select  Favorites 3
“Add neW”. Adding new link )
3. A new favourite addition Name: THshwars OF kodilent
window opens. Fill in the

URL: http:/fwww.webware.ee

Password:

required fields there. Taxt eolor: E|
a. Copy the address of the gackground color: e
desired website to the URL Open in new window:
Unit: @ Personal:
ﬁ?ld' . Groups: alliiksus
b. Since ordinary users can only Personali osakond
. Sigridi
add a  favourite for e et
themselves and it is not lestorupp
R Ounake toitajad
displayed to the system itksuse adminn

administrator, the adding of a

password does not provide

for any extra functionality.

The text colour is displayed on the front page in the favourites block.

The background colour is displayed on the front page in the favourites block.

e. If you wish that a link that can be clicked in the favourites block is opened in a new window,
tick the field “Open in new window”.

f. The icon is displayed in the top bar if a favourite is added to the WebDesktop top bar. To add a
favourite to the top bar, go to the favourites view and click on the icon D(“Add to top bar”)
next to the favourite.

Icon: | Unknown a [

Save Save and add new Load current page Cancel

oo

Adding an internal link from the header of the list view and from the entry view form
A link within WebDesktop can be added to the list for personal use in the fastest way via the favourites
icon in the list header and from the entry view form [#].

1. To that end, perform a search or open the entry view form.
2. In the list view of the search results or in the entry view form click on the favourites icon. Once
the asterisk turns active (yellow), the favourite has been added to the front page.
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Correspondence |E|
Unit Reg no istration date Sender/Receiver |-/
Estonia 1-1.6/28 24.05.2018 Alliki
Estonia 1-1.6/28-1 24.05.2016 Alliki

Estonia 1-1.1/44 02.06.2016
Adding an internal link from the top bar

Asutus OU, Triin

1. First, go to the location in Favorites
WebDesktop which you wish ~ Editing link -
to add as a favourite. For Name: |Miisu Kiisumiisu
example, it may be necessary URL: /?page=view_dynobj&pid=136269&u=20160414090644
b
. . Password:
to have a direct link to the
. Text color: |
correspondence register on
the front page. Background color: M|
2. When you have opened the Open in new window: -
Unit: Personal: ©

correspondence register, click
on the favourites icon [ #in the
top bar.

3. Click on the
button.

4. In the new favourite addition
window, click on the button
“Load active page” in the
upper part of the window.

"Add new"

Groups: alliiksus
Personali osakond
Sigridi grupp
Suunamised_test
testgrupp
Ounake t66tajad
Uksuse adminn
BU~

Icon:  Unknown

Load current page ) Cancel

o1

The name and URL fields are filled in automatically.
6. If necessary, make modifications (see the section on adding an external link) and save the
favourite.

Changing / deleting favourites

There are two options for changing and deleting favourites:

1. on the front page using respective buttons;

2. in the top bar via the favourites icon [,

Changing and deleting favourites on the front page

1. In the favourites block, move to the name of the favourite
and click on either the “Change”® or “Delete”@ button. » Correspondence & (@

2. Upon deleting a favourite, an additional confirmation is |,
asked. You cannot change or delete favourites saved by the | » Kijavahetus
administrator.

Changing and deleting favourites via the top bar

1. Click on the [#icon in the top bar.

2. There are “Change” and “Delete” buttons in the “Actions” column in the favourites list view and
you can change or delete a favourite using them.

Creating a survey

For what?

The survey module allows for compiling anonymous as well as personalised surveys using text boxes
and multiple-option cells. An active survey is displayed on the user’s front page in a special block.
An administrator and an ordinary user who belongs to the survey editors group can create a survey.

Favorites (3)
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How to set up the survey editors group?
You can set the survey editors group in the desktop settings.

1. Add a new group for survey editors if there is no suitable group yet.

2. Choose “Management” — “Desktop admin” — “Desktop”.

3. Click on the green “Change” button.

4. Choose the survey editors group for the “Survey managers” field. Click on “Save”.

How to draw up a survey?

Surveys must be activated from the configuration file. To activate a survey, contact the
user support of WebDesktop.

1. To add a survey, choose “Management” — “Surveys”.

|button.

2. The (existing) surveys list view opens and in there click on the &=
3. The new survey window opens.
Add new survey
Location: -- Select location -- ~| Add new element: - Select type -- [
Survey name: *
Preview:
Start date: [TODAY] [X] *
End date: [TODAY] [X] *
Display as block: -
Is anonymous: -
Is active: -
Require answer: -
Group rights
Kisitluse taitjad: EE Accounting
EE Management team
EE Claims Department
Management Board
EE Users
LV Users
EE Complaint handlers
EE Agreements Cooperation
Tulemuste nagijad: EE Accounting

EE Management team

EE Claims Department
Management Board

EE Users

LV Users

EE Complaint handlers

EE Agreements Cooperation

Survey creator sees result

Desktop admin sees result

‘ Save ‘ Cancel

You can adjust the following:

= Name — the name of the survey.
= Start date — the first date of displaying the survey to the respondents.
= End date - the final date of displaying the survey to the respondents.
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Display as front page block — determines whether the survey is displayed on the front page of
the employees who are set as survey respondents via the group rights.

Is anonymous — if the survey has been designated as anonymous, the viewers of the results
cannot identify the respondents.

Is active - the survey must be designated as active in order to display it on the front page.
Ask for reply — if “Ask for reply” has been ticked, the results will not be displayed to the user
if the user has not answered yet.

Survey respondents — the group on whose front page the survey is displayed.

Viewers of results — the group that sees the results of the survey.

Survey creator sees result — if ticked, the creator of the survey has the right to see the results.
Desktop admin sees result — if ticked, the desktop administrator has the right to see the results.

Adding questions
1. To add a question, choose “Add new element”. Choose the survey field type:

text cell — free-format text field;

radio button — choice between two values, e.g. Yes/No;

marking box — pre-defined list of answers as tick boxes;

list box — selection of pre-defined responses as a drop-down list.

2. For instance, in the case of a list box field type the following window opens:

Required — the question must be answered;
write your responses below one another;
Once the question has been made, click on the "Add new" button.

Question:

Is required:
Selections: |5

3. To change a question, the
order of questions and/or
delete a question, move the

— o

Options must be written under each other

Add new Close

* 2. Kas DHS-i sisenemine peaks olema vaimalik ainult ID-kaardi ja mobiil-ID-ga
jah
ei

cursor on the added question

so that it will be displayed 3 _pajun ninnake 5-paliisiisteemis DH $-i kasutajasébralikkust.

. =
against a dark grey | _\ali vaartus — ¥
background. [+]
» [ change the question; =

- delete the question;

O

(=] change the order of questions.
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@ There is a survey on the front page if it is active and contains at least one question.

How to answer a question?
You can answer a question via the front page.

1. Write your answers here and click “Reply”.
2. The system asks for an

changes, click on “Cancel”.

3. If you have confirmed your answers, you will

be directed to the aggregate page.

additional
confirmation. If you do not wish to change the
responses, click “OK”. If you wish to make

Surveys (1) ®
» Kasutajate rahulolu DHS-ga (2015 a) (End date: 06.06.2016, Creator: Piret Palgi)

Kasutajate rahulolu DHS-ga (2015 a)

is DHS-i kasutajasd

1. Palun hinnake 5

- Select value --

* 2. Kas olete rahul DHS-i avalehega? Ettepanekud on viga oodatud :-)

™ 3. Kas DHS-i sisenemine peaks olema v&imalik ainult ID-kaardi ja mobiil-
ID-ga?
©jah

Dei

Submit
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Results: Kasutajate rahulolu DHS-ga (2015 a) (Total poll replies: 10)

1. Palun hinnake 5-pallisiisteemis DHS-i kasutajasobralikkust. (Replies: 10)

= 5 (6)
w4 (2)
w3 (2)
m 2 (0)
o1 (0)

2. Kas olete rahul DHS-i avalehega? Ettepanekud on vaga ocodatud :-) (Replies: 10)

Nita @ kit Ote': N
Survey Answered .
participant -~ 2 Raaath N
Jah, olen.
19.01.2015  Suunamisplokid viksid
Anonymous 15:28 olla iihel pool nt vasakul
pool.
19.01.2015
Anonymous 1531 Jah
19.01.2015
Anonymws 15:33 jah

3. Kas DHS-i sisenemine peaks olema véimalik ainult ID-kaardi ja mobiil-ID-ga? (Replies: 10)

= jah (7)
) ei (3)
How to add news?

The administrator can grant news management rights.

1. To add news, choose “Management” — “News”.



News (6)

Qunake -] |

I\ R — y
Is active Title Groups Valid from Validto Creator Time Actions
Yes ile dldine - All - 09.05.2016 09.05.2016 Liisu Usin 09.05.2016 09:21 [2] @
Yes tere - All - 09.05.2016 09.05.2016 Liisu Usin 09.05.2016 09:20 [2] @
Yes tavakasutaja uudis -~ All - 14.04.2016 Aprilli Test 15.04.2016 10:30 [~ @
Yes test, aprill muutis -- All - 06.03.2015 Triin Versis 14.04.2016 21:11 4
Yes esilehelt avatud+muudetud -- All - 14.04.2016 Aprilli Test 14.04.2016 20:20 [7] @
Yes tere - All — 14.04.2016 15.04.2016 Aprilli Test 14.04.2016 11:36 [&] &7

2. Click on “Add new”.
3. The news addition window opens.

Is active — the news is displayed on the front page in the news block.
Unit — the news is displayed only on the front page of a unit.
Valid as of — the news is displayed on the front page as of a certain date.

Adding news
Is active:
Unit: -- Mone -- o
Valid from: 06.06.2016 | [TODAY] [X]
Valid to: [TODAY] [X]
Title:
B I U i = WA
Body:
B 5 U =iz wn 5§

Groups: 2014 a suvepdevade projektimeeskond

adminid

alliksus

Aprill

NOTE: visible to all if none selected
Recursion:

If recursion is activated then news will be precreated according to given period and every news is valid one day

| News

Valid until — the news is displayed on the front page until a certain date.

Title — the headline of the news.

Content — the entire content of the news.

Groups — the news is displayed on the front pages of users of a certain group.

Repetition — in the event of repeated news, you can specify in greater detail on what day
and after which period the news is displayed on the front page again. If the repetition is
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active, the news will be created according to the period and the term of validity of every
piece of the news in one day.
You can view, change and delete the current news by choosing "Internal" or the respective unit.

Adding a link to news

1. Add the . text Body: e
that you wish to 1
display as a link
title and make
the link active
using the
Ccursor.

2. Click on the 2
“Insert/edit B 7 U = i=|=]éwm @
link” button. -

3_ The link Insertfedit link
insertion
window opens where you can specify the link’s
URL. If you wish, you can modify whether the Link URL |
link is opened in the same window (by default,
the link is opened in a new window). An
informative text can be added to the link, which Tite | |
is displayed when the user moves the cursor on
the link. To that end, fill in the field “Title”.

Insertfedit link

=
EE

Target |Cljer.linkinanew window j

Discussions Cance

For what?
In WebDesktop, you can organise forum-like discussions where you can add answers to the initiated
topic. Every user can participate in discussions.

How to set up?

3. To add a discussion, choose “Add new” — “Desktop” in the menu.

4. Upon adding a reply to a discussion, you can determine the type of the reply (in addition to the
title and content). The desktop administrator can adjust reply types.
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