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WorkZone Configuration Man-
agement 2022.0 Online Help

This Online Help describes how to configure WorkZone Content Server, WorkZone Client,
Captia Web Client, and WorkZone Explorer using WorkZone Configuration Management.

The intended target audience for this guide is system administrators who configure and
maintain the basic data, which makes up the foundation for working with WorkZone Con-
tent Server, WorkZone Client, Captia Web Client, and WorkZone Explorer.

WorkZone links

o WorkZone support

« WorkZone website

« WorkZone portal



http://support.kmd.dk/
https://www.kmd.dk/loesninger-og-services/loesninger/enterprise-information-management
https://workzone.kmd.net/

What's new

WorkZone Configuration Management 2022.0

No changes in this release.
WorkZone Configuration Management 2021.3
No changes in this release.
WorkZone Configuration Management 2021.2
No changes in this release.
WorkZone Configuration Management 2021.1
No changes in this release.
WorkZone Configuration Management 2021.0
No changes in this release.
WorkZone Configuration Management 2020.3
No changes in this release.
WorkZone Configuration Management 2020.2
No changes in this release.
WorkZone Configuration Management 2020.1
No changes in this release.

WorkZone Configuration Management 2020.0

Online Help

All Use Log functionality has been moved from WorkZone Configuration Management to

WorkZone Configurator.

For more information, see The Use Log


http://help.workzone.kmd.dk/wzcnf/2020_0/WZConfigurator/#Logs/Use_log_settings.htm

WorkZone Configuration Management 2022.0

USELOGADM and USERADM access code changes

The USERADM access code is now required to access, search and view the Use Log
module and the USELOGADM access code is required to start and stop the Use Log. This
change affects all methods of accessing the Use Log (either through WorkZone Con-
figurator or the ODATA interface.

WorkZone Content Server 2019.3

USELOGADM and USERADM access code changes

The USERADM access code is required to see the Use Log menu in WorkZone Con-
figuration Management. Both the USERADM and the USELOGADM access code are
required for a user to access, search and view the Use Log module as well as start and
stop the Use Log.

The USELOGADM access code also grants access to the Use Log through the ODATA
interface.

WorkZone Configuration Management 2019.2
No changes in this release.
WorkZone Configuration Management 2019.1
No changes in this release.
WorkZone Configuration Management 2019.0
No changes in this release.
WorkZone Configuration Management 2018.2
No changes in this release.
WorkZone Configuration Management 2018.1
No changes in this release.

WorkZone Configuration Management 2018.0
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« Topics that describe general WorkZone Process settings and settings that apply to
the SmartPost process have been revised. Dispatcher settings that were previously
part of the Process settings have been split in to specific dispatcher types (e-Boks,
Straalfors, and local print) and moved to a new Dispatcher module. See The Pro-
cess Dispatchers Module.

« The Lost and Found module has been removed from the Diagnostics module and
replaced with new Dashboard lists (Hidden cases, Hidden documents and Hidden
contacts) in the WorkZone Client and a new Hidden Elements (da. Skjulte Ele-
menter) menu in the Captia Web Client. The new lists and menu enable a user to
find hidden WorkZone cases, documents and contacts. Only users with the ™' Sys-
tem Access code can see hidden cases, documents or contacts. A new WorkZone
LOSTANDFOUND system access code has been introduced which enables users
to access to the Hidden Elements (da. Skjulte Elementer) menu in the Captia Web
Client.

WorkZone Configuration Management 2017

Operation module

« The Document Formats module has been removed and will be replaced by a new
Documents Formats module in the new WorkZone Configuration Management.

Classification Scheme module

« Itis now possible to select @Unit in the Responsible OU and Executing OU fields,
which applies the unit of the current user who creates cases in the specific case
class. Likewise, you can now select @Me in the Case Handler field to apply the cur-
rent user who creates the case in the specific case class as case handler. See Clas-
sification scheme meta data.

o @Unit is now applied by default to the Responsible OU field on the SJ-TEMP class.

Basic Data module

« You can now create corporate access codes from this module, which you can then
apply to file classes or contacts, see Create Corporate Access Codes.

11
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WorkZone Configuration Management 2016 R2

« The format of the search criteria that is shown in the Search XML column in the
use log has been simplified, see.

WorkZone Configuration Management 2016
« Improvements to the Use Log module

« Two new sections have been added to the Use Log module. Info, which dis-
plays information about the use log, see. Transfer job status, which shows
the status of the job that transfers the current use logs to the monthly use log,
see.

« The use log has been extended to show when users create, update, or
search for documents. This is indicated by | (insert) , U (update), or S
(search) in the Action column and #document in the Register column of the
log. See.

« The setup and maintenance of use log tables have been changed to
increase performance. See.

« A new system owned class SJ-AGENDA which is used by WorkZone Meeting
has been added. See Mandatory system owned classes.

WorkZone Configuration Management 2014 R2
No changes in this release.

WorkZone Configuration Management 2014

« The Online Help for WorkZone Configuration Management is now available
online on WorkZone Documentation web site. You can also access it directly from

WorkZone Configuration Management.

« Itis now possible to assign universal access codes to users from the Users mod-
ule, see Users meta data.

« A new section on parallel case creation has been added to the About case num-
ber formats topic.

12
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Getting Started

WorkZone Configuration Management is a configuration tool that system administrators use to
configure and maintain basic data that makes up the foundation for working with WorkZone
Content Server and the various WorkZone clients.

WorkZone Configuration Management consists of several modules. Each module gives
access to a specific part of the basic data or configuration options.

Who is allowed to do what ?

To gain access to a specific module, you need adequate authorization, which means that your
user profile must contain the system access code corresponding to the access code of the
modules. See Access codes.

Configuring Configuration Management

You can configure WorkZone Configuration Management to handle either a single language
or several languages. See Language mode.

Modules in WorkZone Configuration Management

The table below displays the names of the modules and the data types, which are maintained
in them.

Basic data

Module Data Type

Countries and
postcodes

Countries and post codes

Custom label Labels

Custom domain Domains and their values

13
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Filing periods Preservation and disposal codes
Contact Contact types
Stopwords Words to be disregarded in searches

The Terms Mod-

I Tool for the KMD technicians only
ule

Categories

Module Data Type

Classification Scheme The classification scheme

Facet-based classification scheme Facets

Dictionary The dictionary containing keywords
Subnumbers Subnumbers
Security

Module Data Type

Register Security Security configuration for registers and tables

Diagnostic

Module Data Type

Diagnostic Module Read about:

« Trace Output
« Enable sjDebug Output

Operation

14
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Module Data Type
Owner Owner specific information and configuration
Users Users

Preference Pro-

: Profiles
files

Restricting Pro-

] Profiles
files

Record Access Default configuration of record access

External Sources Configuration of external integrations (third party programs or services)

. Configuration of data transfers (import of data from third parties or ser-
Service channels

vices)

Options

Language Current language and language mode
Gridviews Default displayed items

Warnings Extend of warnings and the level of sensitivity

Custom Label  Show all or only active items

Custom Domain Show all or only active items

15
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Prerequisites

This section describes the prerequisites for working with WorkZone Configuration Man-

agement.
Prerequisites OVerVieW . . 16
Installation .. 16
ACCeSS COU S 17
Profile 19
Language mode . 20

Prerequisites overview

To work in WorkZone Configuration Management, the following conditions must be in
place:

« WorkZone Configuration Management must be installed , see Installation.

« You must have the necessary authorization to open the WorkZone Configuration
Management modules. This authorization consists of a set of system access
codes assigned to you in Active Directory, see Access codes.

« You must be set up to work in Captia Web Client without the limitations of a pro-
file, see Profile.

« You can choose to work in either multi or single language mode, see Language
mode.

Installation

After installing WorkZone Configuration Management on the server, you need to install the
new version locally on your PC. When you open WorkZone Configuration Management,
you are prompted to install the new version of WorkZone Configuration Management on
your PC. The program file is called Scanjour.Sysadm.exe.

For more information, see Installation Guide for WorkZone Configuration Management.

16
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Access codes

WorkZone Configuration Management contains a number of modules. To gain access to a
specific module (and/or sub functions), your user profile must contain the corresponding
access codes.

Allocation and management of access codes is done through Active Directory. Below is a list
of the specific access codes:

Basic Data Access code

Countries and Postcodes DATAADM

Custom Label DATAADM
Custom Domain DATAADM
Filing Period DATAADM
Contact DATAADM
Stopwords DATAADM
Terms TERMSADM

Categories Access code

Classification Scheme DATAADM

Facet DATAADM
Dictionary DATAADM
Subnumbers DATAADM

Security Access code

Register Security DATAADM

17
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Process Log PROCESSADM
Process State PROCESSADM
Trace Output DIAGADM

Enable sjDebug Output No access code is needed.

Operation Access code
Owner USERADM
Users USERADM

Restricting Profiles PROFILADM

Preference Profiles PROFILADM

Processes PROCESSADM

Service Workflows PROCESSADM

Process Settings PROCESSADM

Process Dispatcher PROCESSADM

e-Boks Material PROCESSADM

Remote Print Types PROCESSADM

Dispatch Types PROCESSADM
Record Access PROFILADM
External Sources DATAADM
Service Channels DATAADM

Options Access code

Language DATAADM
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Options Access code
Gridviews DATAADM
Warnings DATAADM

Custom Label DATAADM

Custom Domain DATAADM

Profile

An important precondition for working in WorkZone Configuration Management is that your
administration user has no profile limitations. Working on the basis of a profile may mean that
you only see a limited part of the data contained in some of the modules.

The purpose of the profiles is that you only see the data that you actually use working in Cap-
tia Web Client. This, however, is not an efficient way of working in WorkZone Configuration
Management.

change your profile

You can find your profile in section 1 in Captia Web Client by selecting Functions > Select
profile. Section 1 is always visible on the Front page and your can change your profile
instantly.

Change your profile in Captia Web Client

1. Open Captia Web Client.

2. In section 1, click Functions > Select profile. A dialog box opens with a list of pro-
files.

3. Click the profile named Standard No profile limitation. The dialog box closes.
You have chosen to work without the restrictions of a profile.

For more information on profiles, see Preference Profiles.

19
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Language mode

You can choose to employ either multi language mode or single language mode in your
installation. The choice depends on how many language groups (that is English speaking
and/or Danish speaking employees) your organization needs to accommodate.

Single language mode

If your organization is multinational, you can either choose single language mode, for
example English as the only language, or choose multi language mode, for example Dan-
ish as the default language but each employee has the option to switch to another lan-
guage in the clients (WorkZone Client or Captia Web Client).

Multi language mode

In multi language mode, the user interface will reflect the selected language and, for
example, labels, drop-down lists, and classification scheme will be displayed in that lan-
guage.

change the language mode

You can switch between multi language mode or single language mode. See Select user
interface language.

change current language in WorkZone Configuration Management

You can set the default language of WorkZone Configuration Management's user interface.
See Select user interface language.

change the default language of the Clients

20
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Here you decide which language should be the default language (i.e. group language) of
WorkZone Client and Captia Web Client.

If the language mode is set to multi language mode, the user is able to override the default
language by selecting another language. See Configure group Language.

See also Configure date pattern.

21
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Important notes on usage

Before you begin working with WorkZone Configuration Management, it is important to
note the following

Not all information can be deleted

All information cannot be deleted!. If it is possible to delete information, the module con-
tains a Delete button. However, some types of information may only be terminated, for
example, an end date that will become inactive in the client user interface.

Example of deletion, see Delete a country.

Example of termination, see Terminate domain type.

Example of deletion and termination, see Delete/terminate a label.

Some changes only take effect after a service has been reset

Some changes only take effect after a service has been reset.

Example, see Using custom domain/label.

Example, see About register security.

Example, see Configure warnings.

The resetting may be a scheduled task that is performed at regular intervals, however it can
be done manually.

Logon to another database

WorkZone Configuration Management logs on to one specific database by default. When
you install WorkZone Configuration Management, the default database of the URL from
which you initiated the installation is shown. The default database is automatically opened
when you start. However, you can log on to another database than the default database.

Be aware that the Logon dialog box is sensitive to whether the site is http or hitps.

22
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Log on to another database

1. Click Database > Logon.

2. Enter the path of the database in the Database location field. Enter path:
<https://><host>

You only need to enter <https://> ifitis https. Hitp is standard and can be omit-
ted.

3. Click OK. The new default database is opened.

Tip:
If you want to log on to another database but the default database from the
beginning, you can press the Esc key right after clicking WorkZone Con-

figuration Management in the Windows Start menu, which opens the Logon
dialog box.

23
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Working with the user interface

This section describes how to use WorkZone Configuration Management.

About the user interface ... .. 24
ShortCUt KeYS 27
About cells and fields ... .. .. 29
FUNCIONS 32

About the user interface

The WorkZone Configuration Management user interface consists the following parts:

Interface Description

Menu Use the menu bar to find the module you want to work with.
bar

Toolbar The toolbar contains buttons for different functionality, for example, Delete Row
and Text Cell Editor.

Display When you log on to WorkZone Configuration Management, the window is
panel empty.

When you open a module from the menu bar, the panels of the module are dis-
played, for example Categories > Dictionary.

Status  The status bar displays messages, for example server name, the data, and so
bar on.

Menu bar

The menu bar contains the following general items:

Menu item Description

File For example, import and export data.

Edit For example, copy and paste functions.

24
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Menu item Description

Database Log on to a database (change database), refresh, and save.

The menu items below gives access to the different modules of the program:

Menu item Description

Basic data For example, Countries and Postcodes, Custom Label and Custom Domain.

Categories Modules containing data for classification cases and documents according to
the subject they are covering.

Security The Use log and the Table security modules.

Diagnostics For example tools for diagnosing errors.

Operation Tools for general configuration of Captia Web Client.

Options Tools for configuring WorkZone Configuration Management.

In the following, when directions are given in procedures, actions in the Functions menu are
referred to in the following way:

The Function bar is the topmost menu bar. It contains the following items:

« Click Basic Data > Stopwords (refers to the Function bar’s entry to the module Basic
Data where you are prompted to activate the submenu entry for the Stopwords func-
tion)

« Click Database > Save (refers to the Function menu’s entry to the function Database
where you are prompted to activate the submenu entry Save - it saves your recent
action in you current module in the database).

Toolbar

The toolbar contains the following buttons:

Button Description

Refresh - Ctrl+R - reloads the data displayed in the panel.

I Save - Ctrl+S - saves data in the database.
(5 Export to Excel - exports data to Excel.

25
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Button Description

Cut - Ctrl+X - cuts out selected data.

&
fe Copy - Ctrl+C - copies selected data.
3

Paste - Ctrl+V - pastes selected data into the current position.

— Delete Row - Ctrl+D - removes the current row.
4 Find - Ctrl+F - opens the Find window, where you can search based on the criteria
entered.
E Text Cell Editor - Ctrl+T - opens an Edit window. This is useful when a cell contains
large amounts of data.
@ Online help for WorkZone Configuration Management.
Display panel

The display panel is the central part of WorkZone Configuration Management. It is dis-
played when you open WorkZone Configuration Management. From the display panel, you
can open the modules from the menubar. One or more panels display the data registered in
the modules. The design of the panels depends on the type of data displayed.

Panel Description

Hierarchy Data is shown in a hierarchy. Left of each main heading is a button with a
panel plus, indicating that the branch can be expanded.

As an example, panel 1 in the module Classification Scheme is designed
as a hierarchy.

Spreadsheet The most common panel is the spreadsheet. It very much looks and feels
panel like a spreadsheet.

For example, the Dictionary module is one large spreadsheet.

Detail panel The detail pane contains a number of data fields.

For example, the Owner Setting tab in the Owner module is a detail
panel.

Tab panel The tab panel might be a collection of spreadsheets. Each spreadsheet
on its own tab. When you click a tab, the spreadsheet is displayed.

26
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Panel Description

For example, panel 2 in the module Preference Profiles is a tab panel.
Data is shown as a hierarchy on each tab.

Status bar

<Message> <Server <Database Ins | Del | 5 | 1
name> name>

The status bar is displayed at the bottom of the interface. It contains the following information:

. <Message> - A message informing about the current activity is displayed, for
example "Saving data...".

« <Server name> - The name of the server.

« <Database name> - The name of the database.
« Ins Insert - It is possible to create items.

« Del Delete - ltis possible to delete the items.

« 5 - The first number tells you in which row the cursor is placed in a spreadsheet
panel.

« 1-The second number tells you in which column the cursor is placed in a spread-
sheet panel.

Shortcut keys

Key(s) Description

Arrow Down Moves the cursor to the cell below.

Arrow Left Moves the cursor to the previous cell.

Arrow Right Moves the cursor to the next cell.

Arrow up Moves the cursor to the cell above.
Home Moves the cursor to the first cell in the current row.
End Moves the cursor to the last cell in the current row.

Page Down Moves the cursor one page down. The cursor remains in the same column.

27
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Page Up Moves the cursor one page up. The cursor remains in the same column.
Tab Moves the cursor to the next cell.

Shift+Tab Moves the cursor to the previous cell.

Ctri+Tab Moves focus from one window to the next.

Ctrl+Shift+Tab Moves focus from one window to the previous window.

Ctrl+Arrow Moves the cursor to the cell furthest away in the arrow's direction.
Ctrl+Home Moves the cursor to the first cell in the window.

CtrlI+End Moves the cursor to the cell furthest away in the window.
Ctri+Page Same as Page Down or Page Up.

Down/Up

Ctrl+C [ - Copies the highlighted area.

Ctrl+D = . Deletes the row where the cursor is placed.

Ctrl+F #4 - Opens the window Find (search).

Ctrl+R '#] - Restores the content of the module.

Ctrl+S [ - saves your data.

Ctri+T [= - Edit current cell in Text Cell Editor. Click in the cell you want to edit,

press F2 and then Ctrl+T.

Ctrl+V # - Paste the copied item into the cell where the cursor is placed.

Ctrl+X & - Cut the highlighted area.

F2 Edit current cell (opens cell for typing new data).

F4 Opens the drop-down box.

Alt+Arrow Opens / closes the drop-down box.

Up/Down

Space Removes current value in a drop-down box field cell, and shows the drop-

28
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Key(s) Description

down box button.

Enter Moves the cursor to the cell below.

ESC Undoes changes in a drop-down box field or a date field, and inserts the ori-
ginal value.

Backspace Deletes the character in front of the cursor.

Delete Deletes one character after the cursor, the row or current item.

Ctrl+0 Clears current field.

About cells and fields

Cells with date fields

When entering a date into a date field, you have two options. Either click the drop-down list
button and pick a date in the calendar or enter the date directly into the field. Default dates are
displayed as day- month- year, for example 24-12-2013.

Date fields - examples

Date fields are for example Start date and End date, which are found in the Classification
Scheme module, the Custom Label module, and the Custom Domain module.

Navigating the field
The date field is divided into three parts: day, month and year - DD-MM-YYYY.

Use the Right arrow key = and the Left arrow key € to navigate the three parts of the field.

29
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enter the date directly into the field

1. Click the cell to select it.

2. Click the cell once more to activate it. The date field is ready for input with a
drop-down list button displayed to the right.

Enter two digits for day and press the right arrow key
Enter two digits for month and press the right arrow key

Enter four digits for year.

o g~ w

Place the cursor in another cell and click Database > Save.

insert a date from the calendar

1. Click the cell to select it.
2. Click the cell once more to activate it.
3. Click drop-down list button and select a date from the calendar.

4. Click Database > Save.

Remove a date - empty the date field

30

1. Click the cell to select it.
2. Click the cell once more to activate it.

3. Press the Delete key and then press the Tab key. The date field is cleared and
the cursor moves to the next cell.

4. Click Database > Save.
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Cells with drop-down lists

When entering a value into a drop-down box, you must select a value from the list. An
example is Sub-number type field in the Classification Scheme.

use a drop-down list

1. Click the cell selectit.
2. Click the cell once more to activate the drop-down list.

3. Enter the first characters of the value you want to insert. Values containing the
characters entered are displayed. Select a value from the list.

-Or-

Clik the drop-down list. Browse through the list using up and down arrow keys,
or type the first characters of the value you want to insert. Select the relevant
value.

4. Place the cursor in another cell (otherwise you cannot save) and click Database
> Save.

operate the drop-down list using shortcut keys

1. Press ALT+ARROW DOWN to open the drop-down box.

2. Enter the first characters of a value. A drop-down listis opened on top of the first
one. It displays the values containing the characters entered.

3. Use the ARROW DOWN to select a value and either use the TAB key to insert
the value in the cell (the cursor jumps to the next cell.) or use the RETURN key to
empty the field (the cursor stays in the cell).
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Edit a cell

Some cells contain large quantities of text. The Text Cell Editor allows you to have text dis-
played in an editor. Here you can make the necessary changes and save the text in the ori-
ginal cell.

edit a cell

1. Click in the cell you want to edit.
2. Click once more to activate it.

3. Click the Text Cell Editor button in the toolbar. The contents of the cell is dis-
played in an editing window.

4. Click OK when you have finished editing. The window is closed and the con-
tents of the cell has been updated - indicated by the pencil icon .# displayed in
the left most cell.

5. Click Database > Save to save the changes.

Functions

Resize columns and rows

You can adjust the width of the columns and the height of the rows by pulling the divider +—

to resize column with or the divider I to resize row height.

You can also use the context menu if, for example, there is not space enough to pull the
column wider. Some modules have so many columns in the panel thatitis impossible to
pull for more space.

use the context menu
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1. Right click the header of a column and click Increase Column Width or Decrease
Column Width

2. Click Increase Column Width to increase the column width.

3. Use the scroll bar below to view the column.

Sorting

You can sort the contents of the panels. Click the header of the column you want to use for
sorting the list. The listis automatically sorted.

Primary or Secondary Sorting

You can sort up to three columns. Each time you click on a column header, it becomes the
primary sorting criteria, while a previously sorted column becomes the secondary sorting cri-
teria.

Find
Use Find when you need to search for a particular item, for example post code or a user.

You must open the module, which you want to search within, before you click Find.

Find

Example: You want to find the user "Trine Troelssen" in the User module.

1. Click Operation > Users.

Select the first cell of the relevant column.
Click 3.

In the Find what field, enter your search criteria, in this example troels.

a &~ oD

Select where to search in the Look in field is by default set to All columns.

To narrow down the search to one particular column, click the drop-down list
and select the specific column from the list.
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6. Select the check boxes under Find options.

7. The first item found is highlighted.

Fields in the Find window

Field Description

Enter the search criteria here. Click the drop-down list to view the last 10

Find what
entries.
Look in Select the scope of the search
« All columns - this is the default setting.
« A specific column. Click the drop-down list to select a particular
column.
Find In this section there are three check boxes:
options
« Match case - executes a case sensitive search.
« Match whole column - matches the search criteria exactly - except
for case.
« Search up - searches in ascending order - the default value is des-
cending order.
Gridview

The purpose of the Gridview is to display large quantities of rows of items faster. With Grid-
view the contents of a list is displayed in batches, in stead of one long list.

For example, there are approximately 1300 Danish post codes. With Gridview it is possible
to have them loaded and displayed in batches of, for example, 200.

A search in the Use Log as another example, easily retrieves a large amount of data. It may
take a while to load all data into the display panel. To avoid long response times, you can
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use Gridview. When you have looked at one batch of data, you can navigate through the
remaining batches using the navigation buttons, for example Move next.

Operate the Gridview

The default number of records in the gridview is 2000. If, for example, you are viewing a list of
Danish post codes, it will (if it exceeds 2000) show a status bar at the bottom of the list. This
bar shows the result in batches of 2000 post codes at a time, for example, 2001 - 4000 of
5058.

Now, you have to click the Move next button to load the next batch of 2000. You can always
navigate the total series of batches by use of the buttons shown below.

Move first - Moves to the first batch of data.
Move previous - Moves to the previous batch of data.
Move next - Moves to the next batch of data.

Move last- Moves to the last batch of data.

Adjust the Gridview

Click Options > Gridviews to set the amount of data per batch. By default, the gridview is set

to display 2000 items. For better performance, you can adjust the number to, for example, 200
items.

The grid view is by default set to 2000. In the Number of records in gridview field in the
GridViewOption dialog box, the default value is entered as 2000___, thatis two thousand suc-
ceeded by two underscore characters, in all 6 characters.

The field must always contain 6 characters. If you, for example, want to set the number to 350,
you must enter it as 350
acters.

, that is three hundred and fifty followed by three underscore char-

1. Click Options > Gridviews.

2. In the Number of records in gridview field, enter a new value, for example 350, it
must be entered as 350

3. Clik OK.
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The Countries and Postcodes Modules

In the Countries and Postcodes module you can manage countries and cities with post
codes.

In order to use a country or postcode in the WorkZone Client or Captia Web Client, you
must first enter it in the Countries and Postcodes module. Country and postcode are used
for example on contact detail pages.

To access the Countries and Postcodes module, you need the access code DATAADM.

Click Basic Data > Countries and Postcodes to open the module.

Manage countries

About countries

Before WorkZone users can use countries and postcodes, for example when creating new
contacts, you must create them in the Countries and Post codes module.

Click Basic Data > Countries and Postcodes to display the countries.
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Create a country

You can create a new country in the Countries module.

You must create the country before you can create postcodes associated with a country.

Create a new country

a &~ DN

. Click Basic Data > Countries and Postcodes.

Click in the empty bottom cell of the column Country.
Click the cell once more to be able to enter a country code.
Enter the country code in the cell, for instance, N for Norway.

Click the next cell - in the Name column.

Enter the name of the country.

. Click the cell once more to be able to enter a country code.
. Click Database > Save.

. The panel Country names for <country> is displayed bottom left.

The name of the country is inserted in all rows.

. Click the names you want to edit one by one, and make your changes.

Place the cursor in another cell and click Database > Save.

Edit a country

You can edit all information concerning a country except the cell Country. The content of this

cell is the unique ID of the country. As soon as the newly created country has been saved, the

cell is locked for editing.

1.
2.
3.
4.

Click Basic Data > Countries and Postcodes.
Click the cell of the country you want to edit.
Make the necessary changes.

Place the cursor in another cell and click Database > Save.
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Delete a country

If you have created and saved a country with a wrong code, you have to delete the country.
You cannot edit the cell in the column Country once you have saved the country.

You cannot delete a country if it has been used or if you have created postcodes belonging
to that country. If this is the case, then you must delete the post codes one by one before
deleting the country.

—

. Click Basic Data > Countries and Postcodes.

N

. Click the cell in the column to the left of the country you want to delete.

w

. Click once more in the cell to select the row of the country to be deleted.

_ Click = to delete the country.

o

. Click Database > Save.

Country meta data

The data you can register describing a country is shown below.

Data  Description

Country This cell contains a code, for instance, the international vehicle registration code.
E.g. NO for Norway.

The contents of this cell is the unique ID of the country. As soon as the data has
been saved, the field is locked for editing.

Name The name of the country, for example, Canada.
In the bottom left panel you can maintain the culture specific names of the coun-
try.
da-DK -Denmark

fr-CA -Canada

To create new entries, follow the general instructions in Working with the user interface.

See also Post codes metadata.
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Metadata

The data you can register describing a country is shown below.

Data  Description

Country This cell contains a code, for instance, the international vehicle registration code.
E.g. NO for Norway.

The contents of this cell is the unique ID of the country. As soon as the data has
been saved, the field is locked for editing.

Name The name of the country,for example, Norway.
In the bottom left panel you can maintain the culture specific names of the country.
da-DK -Norge

en-GB -Norway

To create new entries, follow the general directions of use in Use - contents.

See also Post codes - metadata.

Manage postcodes

About postcodes

To create a postcode, the country of the postcode must exist. By default a large number of
countries already exists when WorkZone Configuration Management is installed.

In the Countries and Postcodes module, you can create, edit and delete postcodes of coun-
tries.

1. Click Basic Data > Countries and Postcodes.

2. Click on the field to the left of the country code of that country to see the post-
codes of a specific country. The postcodes are displayed in a separate panel to
the right.
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Create a postcode

To create a post code, the country to which the code belongs must exist in the module.

You want to create the postcode 2150, Nordhavn in Denmark.

1. Click Basic Data > Countries and Postcodes.

2. Select the country to which the post code belongs in the list of countries (Den-

mark).

3. Click the cell in the column to the left of the country code.
A panel displaying the postcodes of that country is displayed to the right.

Place the cursor in the empty cell of the Post code column's bottom row.
Click the cell once more to enter the postcode, for example 2150.
Click the next cell of column District.

Enter the name of the district for e.g. Nordhavn.

© N o g &

Click Database > Save.

Edit a postcode

You can edit all information concerning a postcode except the cell Postcode. The content
of this cell is the unique ID of the postcode. As soon as the newly created post code has
been saved, the cell is locked for editing.

—

. Click Basic Data > Countries and Postcodes.

N

. Select the country to which the postcode belongs in the list of countries.

w

. Click the cell in the column to the left of the country code.

A panel displaying the post codes of that country is displayed to the right.

o

. Click the cell of the postcode you want to edit and make your changes.

(&)

. Place the cursor in another cell and click Database > Save.
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Delete a postcode

You can delete a postcode as long as it has not been used in Captia Web Client. If it has
been used with a contact or address in Captia Web Client its entries it cannot be deleted
unless all its instances are deleted or changed in the Captia Web Client user interface.

1. Click Basic Data > Countries and Postcodes.
2. Select the country to which the post code belongs in the list of countries.

3. Click the cell in the column to the left of the country code.
A panel displaying the post codes of that country is displayed to the right.
4. Click the cell in the column to the left of the postcode.

The row is highlighted.

5. Click = to delete the postcode.

6. Click Database > Save.

Postcode meta data

The data you can register describing a postcode is shown below.

Data Description

Postcode The contents of this cell is the unique ID of the postcodes, for
instance, 2150 (Nordhavn in Denmark). As soon as you have saved
the postcode, this cell is locked for editing.

District The name of the post district, for instance Nordhavn (postcode
2150).

To create new entries, see Working with the user interface.

Metadata

The data you can register describing a postcode is shown below.
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Data Description

Postcode The contents of this cell is the unique ID of the postcodes, for instance, 7884
(Serli in Norway). As soon as you have saved the postcode, this cell is locked
for editing.

District  The name of the post district, for instance Sgr1i (postcode 7884).

To create new entries, follow the general directions of use - see Use - contents.

Related topic - see Countries - metadata.

The Custom label Module

The Custom label module manages both system defined and custom defined Label Types
and Labels. A Label type contains labels. A label either defines the content of a data field
or labels references, that is roles, in WorkZone Client and Captia Web Client.

To access the Custom label module, you need the access code DATAADM.

Click Basic Data > Custom label to open the module.

About custom labels

In the Custom label module you can maintain custom labels. A label is the name of a field
that describes the information that field contains.

WorkZone Client and Captia Web Client contain two different types of labels:

o Fixed labels

The pages and dialog boxes of WorkZone Client and Captia Web Client con-
tain a number of fixed labels. They are part of the default configuration of and
cannot be changed by the users. An example of a label is the text Case handler
on the case details page.

o Custom labels

These labels are user defined. They are available for registering information, for
example, on the case details page in the bottom section of the page, click
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More... > Information.

The purpose of the custom label

The purpose of custom labels is that you can name labels yourself. For example, fields for
registering degrees of longitude and latitude are not default in the clients but can be added by
means of custom labels. Subsequently the WorkZone Client and Captia Web Client user can
register this type of information and search for cases on the basis of it.

Where are custom labels used

Custom labels are used in WorkZone Client and Captia Web Client details and search pages
for cases, documents, and contacts.

About custom label types

Custom labels are grouped according to label types depending on register and data type. A
label type is identified by a code, that is its ID. The code consists of two characters defining
the register they belong to and their function:

« The first character of the code defines which register the label belongs to:

« A =Documents
« N = Contacts

« S =Cases

« The second character defines the data type to be registered with the custom label:

« A =Documents (only applied in AA)
o D =Dates

« H = References

« O =Information

« P =Contacts
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As an example the label type SH consequently denotes the reference Case references -
references between cases.

Label types for which you can create your own custom labels

Below are the label types you can use for creating your own custom labels:

Name in
oel Description Horkzone
e Client/Captia
Web Client
AA  References between one document and another. The label char- Document
acterizes the role of the actual reference. references

One custom label could, for example, be Copy and the reverse label,
Original document.

AD  Custom labels for special document dates. A custom label could, for Document
example, be Aground. In the data field you must enter the date when dates
the ship in question ran aground.

AH References from the current document to cases of relevance forthe Case ref-
document at hand. erences

The label, for instance, defines the role of referenced case, such as
Cross reference.

AO Custom labels for document information not included in the default  Information
meta data fields such as Agenda.

AP  Custom labels for contacts reference by documents defining the role Parties
of the contact such as Sender.

ND Custom labels for special dates to be registered on contacts such as Dates
Hired from.

NH Custom labels for referencing contact case relations such as Mem- Case ref-
ber. erences

NO Custom labels for contact information not included in the default Information
metadata fields such as Marital status.
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Name in
Label - WorkZone
Description . .
type Client/Captia
Web Client
NP  Custom labels for referencing contacts in relation to another contact. Contact ref-
The contacts attached to another contact in this way are auto- SIencas
matically committee members. And the contact to which they are
attached is the committee. The label defines the role of the mem-
bers, for example, Chairman, Secretary, Member, etc.
SD Custom labels for special dates registered on cases. Case dates
SH Custom labels for cases attached to another case for reference. Case ref-
The label is used for describing the role played by the case referred R

to, such as Associated case.

SO Custom labels for case information not included in the default meta  Information
data fields.

These custom labels could, for instance, be user for non default
information like Degree of longitude and Degree of latitude.

SP  Custom labels for contacts reference by cases defining the role of Parties
the contact such as Party.

For an in depth description of the functions of the data fields Dates, References, Information
and Contacts, see Types and data fields.

About custom label types and data fields

Custom labels are grouped according to the type of data to be registered with the label in
question:

« D =Dates

« H = References
« O =Information
« P =Contacts
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In WorkZone Client and Captia Web Client you can register data in the data fields that
belongs to the custom labels. In the table below the controls of the different type of labels
are described.

Custom
Properties of the data fields
label
Dates The field only accepts a correct date.

Dates in WorkZone Client and Captia Web Client can be entered in different
ways:

» By selecting a date in the calendar.

« As an algorithm, for example +4w, which automatically converts into
the date 4 weeks ahead.

« Directly as a date, which consists of at least 6 digits - ddmmyy, for
example, 241212 displayed as 24-12-2012.

References To register references, you have to select the entities in a dialog box. When
you start registering an entity in a data field, belonging to this type of label, a
dialog box is opened. Here you must search out one or more entities to be
referred to.

Only entities already existing in the database can be referred to.

Information The field may have one of two modes that determines the use of the field in
WorkZone Client or Captia Web Client:

« A free text field where the user can enter any text or number into the
text box.

« A drop-down box with a controlled choice of possible entries.

The values listed in the drop-down box depends on the selected Routine,
(i.e. dependency) for the custom label.

Contacts There is no actual input field associated with custom labels of this type.
These custom labels describe the connection between the contact and the

(in Captia

Web Client entity to which itis attached.

called When you, for example, link a contact to a case, you can specify the role of
Parties) the contact in relation to the case. The custom label, used to characterize this

relation, could for example be Complainant, Accused, and so on.
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Custom label meta data

Table below displays the meta data you can register concerning Label types and Labels.

Column Description

Panel:
All Label
type

Label
type

Label
text

Panel:

Label:
<|label
type>

Label

Reverse
label
code

System

Routine

The first left panel contains all custom label types.

The Label type is composed of two letters, for example, SO. This label type con-
tains labels for supplementary case information.

See also Custom label types.

The Label Text contains a description of the subject of the label type.

The upper right panel contains the Labels of the Label type.

In this cell you must enter the label which is displayed for the users in the
WorkZone Client or Captia Web Client user interface.

This cell is only used with system defined label types AH and SH and the routine
Cross reference. It is used for cross references, where the source and the target
reference need different tags, such as Copy vs.Original or Parent

As an example, the users can move an archived document from one case to
another. Cross reference information is automatically inserted into both source
and target. In this way the document can be traced back to its original location and
to its new location.

In this cell, you can enter the name of the owner of the label - if necessary.

In this cell, you can enter the name of the routine that implements dependency
between the label's data field and the validating custom domain.

By default, you can attach validation routines to three types of labels: AO, i.e., doc-
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Column Description

ument information, NO, i.e., contact information and SO, i.e., case information.
Otherwise it must be a customized label type, see Create custom label type.

The system offers a number of different ways to configure the data field attached
to the labels. For instance, you could have:

« Data fields without validation - a free text box (no Routine is selected).

« Data fields that are validated against a user defined domain in the Cus-
tom Domain module (Routine is selected).

« Data fields that are validated against fixed (i.e. mandatory system)
domains in the Custom Domain module, such as employees, contact
types, countries, etc.

Text Enter an elaborated description of the label.

Start The date defines the day of initiation.
date

End date The date defines the day of termination.

Localized What you enter here, is what the users of Captia Web Client see in the user inter-
label face. Itis important that the label is short and precise.

If you system is running in multi- language mode you must also enter the culture
specific localized labels in the lower right panel.

For information on language mode, see Language mode.

Panel:  The lower right panel contains the Label values of the selected Label in the upper
Label right panel - if multi-language mode is selected, the related cultures (i.e. lan-
value: guages) are shown.

<label>

Localized What you enter here, is what the users of Captia Web Client see in the user inter-
label face, depending on the culture they have selected. It is important that the label is
short and precise.

Text Here you can enter an elaborated description of the label.

Culture The culture code of the current row.
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Column Description

Source The current language code (i.e. default language).

Create custom label types

It is possible to create new label types in case of customizations. A label type is a domain.
Here you can create labels for customized fields displayed in WorkZone Client or Captia Web
Client. This could, for example, be fields for dates with labels supporting the work process of
the organization.

create a new Label type

1. Click Basic Data > Custom Label.
Click in the cell to the left of label type TY, Label types.

In the upper right panel, click in the empty cell in the Label column.

W N

Enter a short and precise name for the label type - max. 11 characters. This name
is the ID of the new label type.

o

Click the column Text in the in the next cell. Click in the cell once more to enter
the specific descriptions of the label - for example, the same as the Label.

In Localized Label cell enter the user interface name.
Whether the Routine cell is filled in, depends on the use of the Label type.

You should enter an initiation date in the column Start date.

© 0 N o

Place the cursor in another cell and click Database > Save.

If your system is running in multi-language mode, you must also add the culture specific texts
in the lower right panel.

See also
Configure the label type, see Routine.

Create custom label with validation, see Create custom label with validation.

Create custom label without validation, see Create custom label.

49



WorkZone Configuration Management 2022.0

Create custom labels

You can create new labels for existing domains, i.e., label types.

Example

When you register cases in Captia Web Client concerning grounded ships, you must
register some supplementary information. You must register the date the ship was groun-
ded and the date it was brought afloat again.

These dates are not default information in the case details page in WorkZone Client and
Captia Web Client. Therefore, you must create two new custom labels, for example, Groun-
ded and Afloat. They must be created in the label type SD domain, i.e., case dates and
then the labels and their data fields will be available in WorkZone Client or Captia Web Cli-
ent on the case details page. In Captia Web Client,Click More > Dates.

Create labels

1. Click Basic Data > Custom Label.

2. Click the cell to the left of the Label type in which you want to create labels, in
this example SD. The contents of the Label type is displayed in the upper right
panel.

3. Click the empty cell in the bottom of the Label column.

4. Click once more and enter a short and precise name for the label - max. 11
characters. In this example Grounded. This is the ID of the new label.
A custom label must not be prefixed with a number.

5. In the Text cell, enter the text defining its use, for example The date of the
grounding.

6. In Localized Label cell, enter the label used in the WorkZone Client or Captia
Web Client user interface.

7. Ignore Routine (unless itis called for due to a customization).

8. You should enter an initiation date in the column Start date.
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9. Repeat the steps 3 through 8 until you have created all the necessary labels.

10. Click Database > Save.

If your system is running under the multi language mode, you must also add the culture spe-
cific localized labels and texts in the lower right panel.

Create custom label with validation

You can create labels which have either a specific control or no control at all. A control gov-
erns what users in WorkZone Client and Captia Web Client can enter into the data field
belonging to a certain label. Controls can only be attached to labels of label types AO, NO or
SO, unless they have been created as part of a customization - see Create custom label

types.
You can create labels with a drop-down box in the data field belonging to the label. The val-
ues contained in the drop-down box belong to a domain in the custom domain module. Both

fixed (i.e. mandatory) domains, for example Case type, and user defined domains can be
attached to the label - the data field of the label.

Example

When you register cases in WorkZone Client and Captia Web Client concerning for example
grounded ships, you must register some supplementary information. You must register the
cause of the grounding. This is done by supplying the cause. You select the cause from the
list of predefined causes in the drop-down box.

The prerequisites for this are:

« You have created a domain for the values i.e. a domain type, see Create custom
domain type.
« You have created the values in this domain, see Create custom domain value.

This type of information is not default information in the case details page in WorkZone Client
and Captia Web Client. Therefore, you must create a new custom label, for example Ground-
ing. It must be created in the label type SO, "Case information" domain. You must attach a
domain type to the data field of the label. This is done in the cell Routine. Here you can select
the domain type containing the values assigned to the different causes for groundings.
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Now the label and the data field with the specific control, will be available in WorkZone Cli-
ent and Captia Web Client as soon as the IIS Admin service has been reset (this usually
happens automatically once every 24hrs.) After the resetting, it will, on the premiss of this
example, be available on the case details page. The user must select the relevant value
from the drop-down box of the data field.

Create a label with validation

1. Click Basic Data > Custom Label.

2. Click the cell to the left of the Label type in which you want to create labels, for
example SO. The contents of the Label type is displayed in the upper right
panel.

3. Click the empty cell in the bottom of the Label column.

4. Click once more and enter a short and precise name for the label - max. 11
characters.
In this example Grounding. This is the ID of the new label.

5. In the cell Text enter the text defining its use, for example Grounding causes.

6. In cell Localized Label enter the label used in the WorkZone Client or Captia
Web Client user interface.

7. In the cell Routine select the custom domain that should control the drop-down
box of the label, for example Grounding causes.

8. You should enter an initiation date in the column Start date.

9. Click Database > Save.

After the IIS has been reset, the case handler would be able to process a grounded
ship and supplying the information regarding the cause.

If your system is running in multi language mode, you must also add the culture specific
Localized Labels and texts in the lower right panel.

Validation controls for the data field - see Custom label meta data.
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Edit Custom label

You can edit information about label types and custom labels. You can edit information in all
cells, except Label type and Label. The content of these cells is by default locked.

edit the Label Types

. Click Basic Data > Custom Label.
. Click in the cell to the left of label type TY, Label types.

. In the upper right panel, click the left cell of the label you want to edit. The bottom

right panel now displays the culture specific names of the label.

. You can edit the cells Localized Label and Text.
. When you have made the necessary changes,

. Place the cursor in another cell and click Database > Save.

edit labels

W N

o

. Click Basic Data> Custom Label.

Click to the left of the Label type in which you want to edit labels, for example SO.
Click in the cell to the left of that label type.

In the upper right panel, you can edit all the cells that are not greyed out or click in
the lower right panel and edit Localized Label and Text cells.

Make your corrections.

Place the cursor in another cell and click Database* Save

For information about individual cells, see Custom label - metadata.

Delete or terminate a custom label

There are two ways to discontinue a label - you can terminate it by applying an end date, or
you can delete it if there are no occurrences of it in WorkZone Client or Captia Web Client.
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terminate a label

1. Click Basic Data > Custom label.
Select the Label type of which you want to terminate labels.

Click the column to the left of the code of that label type.

N

In the upper left panel, click End date of the label to be terminated. Click the
cell once more to activate it. Today's date is entered into the cell by default.

5. You now have two options:
« To enter the date manually, edit each part of the date separately.
« Click the drop-down button of the cell to select a date from the calendar.

6. Place the cursor in another cell and click Database > Save.

To terminate a value immediately, insert yesterday's date.

delete a label that has never been used

1. Click Basic Data > Custom label.

Select the Label type of which you want to delete labels.

Click the column to the left of the code of that label type.

Click to the left most cell of the row of the label you want to delete.

Click Edit > Delete Row.

o g ~ w N

Place the cursor in another cell, click Database > Save.

The Custom domain Module

In the Custom domain module, you manage a collection of domain types. A domain type is
an individual register. Each of these registers contains a number of values that are presen-
ted in the WorkZone Client or Captia Web Client interface in a drop-down box of the field of
the register in question, for example Case types.
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You can use both system defined domain types and user defined domains types with both
fixed and variable contents.

To access to the Custom domain module, you need the access code DATAADM.

Click Basic Data > Custom domain to open the module.

About custom domain

About the Custom Domain module

The Custom domain module contains a collection of domain types. A domain type is an indi-
vidual register. Each of these registers contains a number of values.

These registers contain basic data that displays in drop-down lists to data fields, for example,
displayed on the details pages in WorkZone Client and Captia Web Client. When you, for
example, click the drop-down list of the Document type field, the values come from domain
type AT, Rec. type.

What does the custom domain module contain?

The Custom domain module contains a large number of basic data, for example, document
types, document groups, case types, and so on.

The Custom domain module contains 3 types of domain types:

« System defined domain types, which contain both system and user defined values,
for example, case types, document types, and so on.

« System defined domain types owned by the system and managed by KMD.
« User defined domain types with user defined values.
The system defined domain types are mandatory and must exist in the Custom Domain mod-

ule prior to implementation. They contain values for data fields belonging to the WorkZone Cli-
ent and Captia Web Client details and search pages, and so on.

Some of the system defined domain types are system owned registers that supports special
features. Only KMD can edit these custom domains.
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What does a custom domain contain?

A domain type is a domain (or register) that contains a number of values, which consists of
a code and a text. The text defines what the code means. As an example, the text Embed.
image defines the code EMBED in the domain type AT, Rec. type as an embedded image.

System defined domain types with values managed by you, see User managed domain
types.

User defined domain types with values managed by you, see About user defined domains.

Custom domain meta data

The data you can register in custom domains is show below.

Column Description

Panel: The All Domain Types panel contains all domain
All types. All domain types are values in domain type
Domain 1Y Cust. dom. type, except the domain type itself.

Types When you have created a new domain type, you
have created a domain (a register). In this domain
you can create the number of values necessary.

Code The unique ID of the domain type

Domain The name of the Domain type - a short and precise
Type description of the domain type.

Custom label module

The Routine cell of the Custom label module con-
tains a drop-down box. The values of this drop-down
box are the names registered in this field.

If a value is selected here, the data field of the cus-
tom label in question contains a drop-down box
when displayed in WorkZone Client and Captia Web
Client. The values displayed in this drop-down box
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Column Description

come from the custom domain represented by the
"routine".

System  The owner of the Domain type

If the owner is KMD, only KMD is allowed to edit the
domain type, for example, create values in the

domain.
Panel: The upper right panel with the header Domain:
Domain: <Code> (<Domain type>). The values of the current
<Code> domain type are displayed in this panel.
(<Domain
type>)
Code The unique ID of the value.
Text The name of the value.

System  The owner of the value.

If the owner is KMD, only KMD is allowed to maintain
the value.

Start date If a date is entered into the cell, the value can be
used in WorkZone Client and Captia Web Client as
of this date.

End date If a date is entered into the cell, the value will as of
this date no longer be available in WorkZone Client
and Captia Web Client.

Panel: The panel is displayed when the program is working
The lower in multi-language mode. Here the culture specific

right names of the values of the domain type are displayed
panel and managed. The culture specific names of the cur-

rent value are maintained here.
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Column Description

Text The culture specific name of the value.
Culture  The culture code of language to be used for the text.

Source  The current language code (i.e. default language).

See also dependencies between Custom Domain, Custom Label and WorkZone Client
and Captia Web Client, see Using custom domain/label.

Single and multi-language mode, see Language mode.

Using custom domain/label

Custom domain and label dependency

It is possible to make data entries in the custom label module dependant on data from the
custom domain module displayed in a drop-down lists.

The purpose of this feature is to allow tailor made labels and drop-down list values in
WorkZone Client and Captia Web Client. This enables you to implement the data set and
labels of your organization, and furthermore to control what data can be registered from
within a specific label.

implement a dependency

When you register cases in WorkZone Client or Captia Web Client concerning for example
grounded ships, you must register the cause of the grounding. In this example, the organ-
ization has a predefined list of so called Grounding codes. Each code describes the type of
cause for the ship to run aground.

The organization does not want the case handlers to individually define the causes, but
want them to use a predefined list of causes. Therefore, it is necessary to make the pre-
defined list the only option when registering the cause of the grounding, for example on the
case details page in WorkZone Client and Captia Web Client.
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configure a label with a dependency on values from a custom domain

Follow the process below to configure a label with mandatory data entries from a predefined
and controlled drop-down list.

1: Create domain

o 1. Open the Custom Domain module and create a new domain

type, in this example "GC, Grounding cause".
2. Select the domain type TY,Cust. dom. type.

3. In this domain, create a value with code GC and the text
Grounding cause.

4. Saved it to the database and it becomes an individual
domain type. Now it is displayed in the panel All Domain
Types.

2: Create values ) )
) 1. In the Custom Domain module, select the domain type you
for the domain

type just created. The upper right panel is displayed with the

header "Domain: GC (Grounding cause)".

2. Create the necessary values for the domain type, for
example CO, Collision, NM, Navigational mistake, and so
on.

3: Create custom
label 1. Open the Custom Label module and create a label and then
dedicate a data field for registering the grounding cause.

2. In the All Label Types panel, select label type SO for case
information. The values, i.e. labels of this label type, are dis-
played in the upper right panel.

3. Enter the name of the label in the Label, Text and Localized
Label cells, in this example "Grounding".This is the label
which is going to be displayed in WorkZone Client and Cap-
tia Web Client.

4: Create the Now attach a dependency (i.e. routine) to the label.
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dependency The Routine cell displays a drop-down list. Here you must select the
between the cus- domain type of the label, creating a controlled drop-down list.

tom domaintype |, ;s example, you must selecte "Grounding cause".
and the custom

The IIS Admin service must be reset before the dependencies take fully
label type

effect in the user interface.

5: Custom A ship running aground is to be registered in Captia Web Client. The
domain and label Captia Web Client user logs on and creates a new case registering the
in Captia Web Cli- grounding.

ent To register the cause of grounding, the user must select the cause and

supply it as case information in section 4:

1. Open the list "Information" using the menu item More... >
Information.

2. Open a new information entry by clicking Functions > Add
to list.

3. Open the drop-down list "Custom label for free case inform-
ation" and select the relevant label , in this example
"Grounding".

4. Open the drop-down list of the "Information" field and select
the relevant value - in this example CO, Collision.

5. Save the information.

Resetting of the IIS Admin service

When dependencies have been created, the [IS Admin Service must to be reset before
your changes take effect and can be employed fully in the WorkZone Client and Captia
Web Client user interface.

User defined domains
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About user defined domains

The purpose of user defined domains is that you can create a domain yourself and define the
contents of that domain. This content is accessible in a drop-down lists in WorkZone Client
and Captia Web Client.

To have the contents of the user defined domain displayed in a drop-down list, you must:

1. Create a label in the Custom label module.

2. Attach your custom domain to the label as a "routine".

Example

As an example, you have a list of codes to be used in WorkZone Client or Captia Web Client
to specify types of reasons for ships running aground. When the users register a code on a
case, they must select the code from a predefined list.

In the example there is no list of codes beforehand and there is no dedicated field on the case
details page for the codes.

This is how to implement it:

1. Create the list as a domain type in the Custom domain module, see Create a
domain type.

2. Register all the codes in the new domain, see Create values in a custom domain.

3. Create a label in the Custom label module with a data field validated against the
registered codes - see Create label with validation.

For information on the dependency between Custom Label, Custom Domain and WorkZone
Client and Captia Web Client, see Using custom domain/label.

Create domain type

You can create a new domain. You create a domain by creating a domain type. In the new
domain you can create values.

Example
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As an example, you must register ships grounded within 12 nautical miles from the coast
as cases in WorkZone Client or Captia Web Client. In connection with these cases, you
must register a code defining the reason why the ships ran aground. Your organization has
a list of codes describing the different types of conditions causing groundings. You must
create this listin the database, i.e., in the Custom domain module.

Create a custom domain

1. Click Basic Data > Custom Domain.
Click in the cell to the left of domain type TY, Cust..

In the upper right panel, click the empty cell in the bottom of the Code column.

> W N

Enter a unique identification code for the new domain type. Maximum 8 letters
- in this example "GC".

o

Click the Text column in the next column.

6. Click in the cell once more to enter the specific descriptions of the domain. In
this example Grounding cause in the Text cell.

7. Enter an initiation date in the Start date column.

8. Place the cursor in another cell and click Database > Save.

If your system is running in multi-language mode, you must also add the culture specific
texts in the lower right panel.

When you have created a new domain, the next steps are:

« Create the values of the domain - see Create values.

« Create a label, for example, "Grounding" in the Custom Label module - see
Create custom label with validation.

« Attach the custom domain GC, Grounding Cause to the label as a "routine". The
data field of the custom label will be validated according to the values of the cus-
tom domain GC.

Now the users can register the proper codes describing the reasons for grounding.
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Editdomain type

You can edit the following cells of an existing domain type:

« Start date
« End date

o Text

edit a domain type

1. Click Basic Data >Custom Domain.

2. Click in the column to the left of TY, Cust. dom. type. (All Domain Types are
shown in the upper right panel.)

3. Click in the date cells of the domain type to be edited and in the lower right panel,
click to edit Text cells.

4. Edit the data of the cell.

5. Place the cursor in another cell and click Database > Save.

Terminate domain type

You can terminate domains which are no longer in use. When entering an End Date in a
domain, the following happens in WorkZone Client and Captia Web Client:

« Values no longer in use remain in place where they were originally used, for instance
values on cases. If you, for example, terminate the custom domain GC, Grounding
causes, the values of that domain remain where they were registered in WorkZone
Client or Captia Web Client.

« The values of the domain will no longer be available in the drop-down list of the field
to which they originally belonged. However, they will still be available in search
pages in the WorkZone Client and Captia Web Client user interfaces.

terminate a custom domain
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1. Click Basic Data > Custom Domain.

Click the column to the left of the domain type, TY, Cust. dom. type.
Click the End date of the Domain Type you want to terminate.

Click the cell of End date once more to activate the drop-down list.

Click the date you want to insert as End Date.

R T

Place the cursor in another cell and click Database > Save. You now have ter-
minated the domain type.

To terminate a domain immediately, insert yesterday's date as the end date.

Fixed domains

User managed domains

The table below displays a lists of some of the common predefined domain types. In these
domains you can create, edit and terminate your own values. Create the values preferred
by your organization, for instance, values for different types of documents or cases in AT,
Rec type, ST, Case type.

The values you create here are displayed in WorkZone Client and Captia Web Client.
When you, for example, open the drop-down list of the Case type field, the values dis-
played are the ones you created in the Custom Domain module.

Domaintype Code Description

Address type AD Values registered in the Address type domain could be:

« HA, Main address,

o Fl, Branch address.

Use in Captia Web Client

These values are used for defining which address of a contact is
the primary address and which are the secondary addresses.
The values registered in the Address type domain are displayed
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Domaintype Code Description

in the drop-down list named Type in the address details view -
section 5 in the contact details page.

Rec. group AG Values registered in the Record group domain could be:

AFT, Agreement

HM, Enquiry request
« HS, Response

e IN, Recommend.

Use in Captia Web Client

The values could, for instance, be used for grouping documents
according to contents. The values in the domain Rec. group are
displayed in a drop-down box in the field Document group, e.g.
in the document details page.

Rec. type AT Values registered in Record type domain could be:

IL, Incoming letter

IM, Incoming mail

IF, Incoming fax

TN, Telephone note

Use in Captia Web Client

The values are intended to show whether an item is an incoming
or outgoing document or mail, an internal document, etc. The val-
ues in the domain Rec. type are displayed in a drop-down box in
the field Document type, for example on the document details

page.

Remind. type ET Values registered in the domain Reminder type case could be:

o SU, Suspended
« RS, Restarted
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Domaintype Code Description

« SH, Shelved
« UR, Urgent

Use in Captia Web Client

The values are used for characterizing the purpose of a case
reminder. The values in the domain Reminder type case are dis-
played in a drop-down box in the field Reminder type e.g. in the
case details page - section 4 in the list named Reminders.

Reminder type ETAKT Values registered in the domain Reminder type record are used

rec.

Namegroup NG

Location type PT

Case type ST

for characterizing the purpose of a document reminder. The val-
ues in the domain Reminder type record are displayed in a drop-
down box in the field Reminder type, for example, in the doc-
ument details page - section 4 in the list named Document
reminders.

Values registered in the domain Name group are used for char-
acterizing and grouping Contacts. The values are displayed in a
drop-down box in the field Group, for example on the Contact
details page.

Values registered in the Location type domain are used for defin-
ing purpose and status of the current placement. The values are,
for instance, displayed in a drop-down box in the column named
Placement code in the list called Case locations in the Case
details page.

Values in the Case type domain could be:

« ANK, Appeal

« FOR, Enquiry

o KLA, Complaint

« OMJ, Re-registered
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Domaintype Code Description

Use in Captia Web Client

The values are used for characterizing cases. Values in domain
Case type are displayed in a drop-down box, for instance, in the
field Case type in the case details page.

Cust. dom. TY The values in the domain Custom domain type are all domains.
type The domain Custom domain type is domain for all other domain
types.

If you want to create a new custom domain, you must create the
domain as a value in the domain Custom domain type.

Subnumber uT Values in the domain Subnumber type are all domains designed
type to contain Subnumbers.

The actual subnumbers are created and edited in the Sub-
number module.

The subnumber module is displayed by means of the menu item
Categories »Subnumbers.

Create values

This topic explains how to create a value in a custom domain. The procedure is the same
whether the domain is a fixed domain or a user defined one.

Example

When you register cases in WorkZone Client or Captia Web Client concerning ships run
aground, you must register the reason for the grounding. The organization has a list of so
called Grounding codes. Each code describes a type of cause for the ships grounding.
You have already created the domain type GC, Grounding cause for the codes see Create
domain type.

Your task now is to fill the domain with values. In this example, you are to create the following
values:
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e CO, Collision

« NM, Navigational mistake
« NP, No pilot

o SC, Submarine conditions

« WC, Weather conditions

Create domain values

1. Click Basic Data > Custom Domain.

2. Click the cell to the left of the Domain type in which you want to create values,
in this example, GC, Grounding cause. The contents of the domain type is dis-
played in the upper right panel.

3. Click the empty cell at the bottom of the Code column.
4. Enter the value, i.e. the code identifying the value, in this example CO.

5. Click the next cell, Text, and enter the text defining the code, in this example
Collision.

6. Enter a start date in the Start date column.
7. Repeat the steps 4 to 7 until you have created all the necessary values.

8. Click Database > Save.

If your system is running in multi-language mode, you must also add the culture specific
texts in the lower right panel.

Next step in the process is to create a custom label named "Grounded:" The data field
belonging to the label must be set to be validated against the values of custom domain
"GC, Grounding cause", see Create label with validation.

You can manage domain types with values yourself, see User managed domains.

Edit values

You can edit an existing value belonging to a custom domain type. The following cells can
be edited:
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« Start date
« End date

o Text

edit a domain value

1. Click Basic Data > Custom Domain.
2. Click to the left of the Domain type in which you want to edit values.

3. In the upper right panel, click in the date cells of the domain type to be edited and
in the lower right panel, click to edit Text cells.

4. Edit the data of the cell.

5. Place the cursor in another cell and click Database > Save.

You can manage domain types with values yourself, see User managed domains.

Terminate values

You can terminate values which are no longer in use by entering an End Date.

The following happens in WorkZone Client and Captia Web Client:

« Values no longer in use remain in place where they were originally used, for
instance, in cases.

« The value is no longer available in the drop-down list of the field to which it originally
belonged. However, it is still available in search pages.

terminate a value

1. Click Basic Data >Custom Domain.
2. Select the Domain type of which you want to terminate values.

3. Click the column to the left of the code of that domain type.
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4. In the upper left panel, click End date of the value to be terminated. Click the
cell once more to activate it. Today's date is entered into the cell by default.

5. Enter the date manually, edit each part of the date separately or select a date
from the calendar.

6. Place the cursor in another cell and click Database > Save.

To terminate a value immediately, insert yesterday's date as the end date.

You can manage domain types with values yourself, see User managed domains.

The Filing periods Module

The Filing periods module manages preservation and disposal codes used at the ter-
mination of an archive period and/or transfer of data. The data in the Filing periods module
cannot be edited.

Prerequisites for managing periodization

The prerequisite for gaining access to the Filing periods module is the access code
DATAADM.

Click Basic Data > Filing periods to open the module.

Filing periods - preservation and disposal codes

These codes are managed in the Custom Domain module, see The Custom domain Mod-
ule

This topic is only relevant for organizations and installations subjected to the rules and reg-
ulations of the Danish Archives Act, represented by the Danish State Archives, who are
authorised to oversee the management of the records of Danish Public Authorities.

For more information regarding compliance - see the Danish State Archives website.
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Filing periods meta data

You can register the following data in the Filing periods module.

Data Description

Domain type Domain Type

Code Code

System Name of the owner of the domain type - if needed
Code Preservation/Rejection code

Text Text describing the scope of the code

System

Selection

Start date The date of initiation

End date The date of termination

Source The culture code of the master code

Text Text describing the scope of the code

Culture The current language code (i.e. default language).

The Contact module

Online Help

The Contact module manages address types. The purpose of address types is to group the

contacts in the Contact register. The contact defines the format of the ID of the contacts cre-

ated in the register. The format of the ID could, for instance, be a personal identification num-

ber or a sequence number.

Click Basic Data > Contact menu to open the module.

Prerequisite
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You need the access code DATAADM to access the Contact module.

About Contact type

The purpose of Contact types is to group the contacts in the Contact register. The contact
type defines the format of the ID of the contacts created in the register. The format of the ID
could, for instance, be a personal identification number or a sequence number.

If there are no contact in the Contact module, no contacts can be created by the users of
WorkZone Client and Captia Web Client.

The individual contact is identified by its unique ID. The ID is composed of a single let-
ter/digit contact type and a code. The ID for a company, for instance, consists of the contact
type C and the contact code (the code being a sequence number)

C 3542, Cloak & Dagger Inc.

In this example, C is the contact type and the code is a sequence number 3542. For each
contact type, you can specify the way it forms its code using a predefined set of algorithms.

Contact types reserved by the system

Four contact types are reserved for special purposes. They supply data for drop-down lists
in WorkZone Client and Captia Web Client.

You must not change or delete these four contact types:

« A, Units (i.e. organizational units.)
« M, Employees (i.e. case handlers)
« K, Municipalities (i.e. local government) - only default in some installations!

« U, Committees.

The register of the contact types M and U deviates from all other contact types. Their data
is automatically transferred from Active directory (AD), and therefore you can only main-
tain them in Active Directory.

How many contact types do you need?
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Your organization should keep the types to an operational minimum. You should always
name new contact types in a clear and unambiguous manner to ensure that users of
WorkZone Client and Captia Web Client cannot be in doubt which contact type to select when
creating a contact.

Examples of needs for new contact types:

« Compliance with rules and regulations, for example, CPR or CVR.
- Domain knowledge or entities, such as houses, property, employees, memberships.

« Simplification, for example, merger of two companies or to remove redundancy when
commencing a new archiving period.

contact types - the simple model

If no special reasons apply, it may only be necessary to add two types to the list of mandatory
contacttypes: P, PersonsandC, Companies.

Create an contact type

You can create two different types of contact types; either one with automatically generated ID
(Auto id), or manually entered ID.

Create with auto ID

Create a contact type with auto ID

1. Click Basic Data > Contact.
2. Click the empty bottom cell of the column Name type.

3. Enter the value of the new contact type.
You can enter one character into the cell - a letter between A and Z or a digit
between 1 and 9.

4. Click in the Auto id cell.

5. Click once more in the cell and select J in the list (J = Yes).
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6. In the column Text, enter a descriptive name for the contact type.
7. In the column Comment, enter a description of its use.

8. Place the cursorin another cell and click Database > Save.

If your system is running in multi language mode, you must also add the culture specific
texts and comments in the bottom panel.

Create with Manual ID

Below is described how to create a contact type with manually entered code, thatis ID.

Example

You must create a contact type with personal identification number (CPR-number). When
the users in WorkZone Client or Captia Web Client create a contact with CPR-number,
they must use this particular contact type.

Create a contact type with manual ID

1. Click Basic Data> Contact.
2. Click the empty bottom cell of the column Name type.

3. Enter the value for the new contact type, e.g. P.
You can enter one character into the cell - a letter between A and Z or a digit
between 1 and 9.

Click the cell Code check.
Click the drop-down box button of the cell.

Select an contact type, for example CPR number.

N o g &

Click the Display Format cell twice. Enter the display format - in this example
XXXKXXK-KXXX.

o

Click in the cell Name Code Length twice.

9. Enter the maximum number of characters/digits of the code.
In this example 10 (the dash is not counted).

10. In the column Text, enter a name for the contact type.
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11. In the column Comment, enter a description of its use.

12. Place the cursor in another cell and click Database > Save.

If your system is running in multi language mode, you must also add the culture specific texts
and comments in the bottom panel.

See also Contact type meta data.

Edit a contact type

You can edit information concerning existing contact types. You can edit all cells, except the
cell Name Type, which is the ID of the contact type.

How to edit contact types

1. Click Basic Data > Contact.

2. In the upper panel you can edit all the cells that are not greyed out, and in the bot-
tom panel you can edit Text and Comment cells.

3. Make your corrections.

4. Place the cursor in another cell and click Database > Save.

Delete a contact type

You can delete contact types which have never been used.

By mistake you have created the contact type F with the descriptive name Farmer now this
must be removed.

How to delete contact types

1. Click Basic Data > Contact.

2. Click in the cell to the left the contact type you want to delete.
The row is highlighted.
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3. Click Edit > Delete Row.

4. Click Database > Save.
The contact has been removed.

Contact type meta data

Contacts are identified by their unique ID. The ID is composed of two parts i.e. the Contact
type and a Code. The contact type is Name type and the code is the sequence number.

In the Contact module you can register the following information:

Column Description

Panel:
Cells of contact types
Upper panel

The address type is identified by one character.
Valid characters are letters from A to Z and num-
bers from 1 to 9 (both included).

Name type You cannot use the letters A, M, K, and U. They
are reserved by the system: A = organizational
unit, M = employee, K = municipality (local gov-
ernment) and U = committee.

The last number issued to the contact type in

Last Used Code o _
question, if the counter mode is J (= yes).

The following counter modes are available:

« J (=yes)-The ID is an automatically gen-

Auto id erated sequence number.

« N (= no) - You must enter the code manu-
ally.

An empty cell = N.

If the chosen Auto id was N, or left empty, you can
Code Check select a suitable control from the list in the cell
Code Check.
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Column Description

List of controls

By default you can only select the controls in
bold, remaining controls depend on the cus-
tomization of your installation:

« Nothing - the manually entered code is
subject to no control.

« Numeric - the manually entered code
must be numeric.

« CPR Number - the code entered is auto-
matically controlled according to the mod-
ulus 11 control*).

The Central Office of Civil registration
(CPR) by October 2009 discontinued the
modulus 11 compliancy.

« SE Number - the code entered is auto-
matically controlled according to the mod-
ulus 11 control.

« External SE number - SE number cre-
ated in an external database.

External CPR number - CPR number cre-
ated in an external database.

CPR Number

Property Number
o CPR Number (KU-MatrikelStyrelsen)
« Birthday and Sequence Number

« 9 digit CPR Number - 9 digit CPR num-
ber

« CPR Number (Faergerne) - CPR num-
ber used on the Faroe islands - 9 digit
CPR number)
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Column Description

Display format

Name code length

Access Code

Text

« CPR Number (fictitious) - fictitious cpr-
number - day of birth dash sequence
number.

« Matrikel Number (Land register number)
o CVR Number (Legal units)

o CVR Number (Production Units)

o CVR Number (Legal an Production units)
« CPR Number (No modulus 11 check)

o CPR Number (Faergerne, No modulus 11
check)

If the code must be entered according to a special
format, enter the pattern here. If the code is a CPR
number, the format entered here must be 10 Cap-
ital X's with the birthday and sequence number
separated by a dash: XXXXXX-XXXX.

If the Auto id was N (= no) or left blank, you can
enter the number of digits assigned to the num-
ber. The name code can be up to 11 digits in
length.

If you fill in this cell, contacts created with this con-
tact type are subject to restrictions. Only users
with the proper authorization have access to see
these contacts.

You can enter an access code. It must exist in the
access_code domain to be valid.

The access code entered here is transferred to
every contact created with this contact code.

Enter the specific description of the contact type
here. Up to 32 characters. For contact type, for
example,C, Company.
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Column Description

In this cell you can write an elaborated descrip-
Comment )

tion - up to 240 characters - of the contact type.

The panel is displayed when the program is work-
Panel: ing in multi language mode. Here the culture spe-
Bottom panel cific names of the values of contact types are

displayed and managed.

Enter the culture specific description of the con-
tact type here. Up to 32 characters. For contact

type C, Company.
Text
This is the type displayed in the Captia Web Cli-

ent user interface according to the language selec-
ted by the user.

In this cell you can write an elaborated culture
Comment description - up to 240 characters - of the contact

type.

In this cell, the culture code of the current contact
Culture type, defining the language for the Text and Com-
ment cells.

The current language code (i.e. default lan-
guage).

Source

If a start date is specified , the value will be avail-
Start date able in WorkZone Client and the Captia Web Cli-
ent from this date forward.

If an end date is specified, the value will be avail-
End date able in WorkZone and Captia Web Client until
this date occurs.

The Stopwords Module

The Stopwords module manages lists of words to be disregarded in free text searches. The
words registered in the Stopwords module are ignored when a free text search is executed in
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WorkZone Client or Captia Web Client.

Prerequisites for managing stopwords

The prerequisite for gaining access to the Stopwords module is the access code
DATAADM.

Click Basic Data > Stopwords to open the module. The Stopwords lists already registered
in the module are displayed in the left panel.

Default system stopword lists

The Stopwords module contains by default only one list of stopwords per culture.

Custom stopword lists

To add stopwords you must create a new stopword list specific for your organization and/or
culture.

Create a custom stopword list

1. Click Basic Data > Stopwords.
2. Click the empty bottom cell of the Stopword List column.

3. Enter the name of the new stopword list. The cell allows for names of max-
imum 30 characters.

4. Click in the List Type cell and select Custom from the list.
5. Click Database > Save.

6. The dialog box "You must activate the stopword listin Oracle before the stop-
words are used." is displayed. Click OK to continue.

Create stopwords
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1. Click Basic Data > Stopwords.
2. Click the Stopword List in which you wish to create stopwords.

3. Click the leftmost cell of the row. The contents of the list is displayed in the right
panel.

4. Click in the empty cell of Stopword column in the bottom row.
5. Enter stopword. Maximum 80 characters.

6. Place the cursor in another cell and click Database > Save.

Create Corporate Access Codes

Use the procedures below if you want to apply a corporate access code to a contact or to a file
class in WorkZone Configuration Management, and it is the first time that this corporate
access code is used.

If you want to create a simple corporate access code, such as (<Term Access Codes>&<0rg.
Access Codes>), you can do itin WorkZone Configuration Management in the Basic Data
module. See Create a simple corporate access code.

As regards a combined corporate access code, such as (<Term Access Codes>&<0Org.
Access Codes>)|(<Term Access Codes>&<O0rg. Access Codes>), you must create it in
WorkZone Client or Captia Web Client first and then select itin WorkZone Configuration Man-
agement. See Create a combined corporate access code.

Create a simple corporate access code

1. Click Basic Data > Create corporate access code.

2. Select one or more term access codes in the Term Part panel and one or more
organizational access codes in the Organizational Parts panel, and then click
Save. A message shows the access code that you just defined.

3. Click OK to create the organizational access code, or click No if you want to
return to the Create corporate access code page to make corrections.
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Create a combined corporate access code

WorkZone Client

1. In WorkZone Client, open a search page for any item such as a case, doc-
ument, or contact.

2. Click Read access to open the Edit read access dialog box.
3. Click Create new access code.

4. Create the new combined access code, and click Apply. The new combined
access code has been created. You do not need to perform the search in
WorkZone Client.

5. Open WorkZone Configuration Management. The combined access code that
you just defined is now available on the Access Code lists in WorkZone Con-
figuration Management.

Captia Web Client

1. In Captia Web Client, open a search page for any item such as a case, doc-
ument, or contact.

2. Click Acc. code to open the Select - Acc. code dialog box.

3. Create the new combined access code, and click OK. The new combined
access code has been created. You do not need to perform the search in Cap-
tia Web Client.

4. Open WorkZone Configuration Management. The combined access code that
you just defined is nhow available on the Access Code lists in WorkZone Con-
figuration Management.

The Terms Module

The Terms module 