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Creating Custom Attributes

&5 Only users with administrative or Full Control priviledges in an
Organization or a Workspace can add or modify custom
attributes.

Base Attributes

To create a custom attribute:

1.  Select the desired Organization or Workspace under the
appropriate Administration tab
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2. Select Action->Manage->Custom Attributes from the menu at
the top. The Manage Custom Attributes screen is displayed
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3. Select File->New to see the list of attribute typs available. There
are four base types:

String Alphanumeric text

Real Number Numeric values

Date & Time Date only or Date and Time values
Enumeration Select a value from a predefined list

New->From Directory is discussed in the Applying Custom Attributes
Quick Reference Guide

String Attributes

Quick Reference Guide

Mew Custom Attribute |

Mame:*

FirstMame

Base Tvpe: Skring

Munber af Charackers:

mne 1 B maxi 15 [

* Indicates a required Field, %

Save | Cancel | Help

»  Enter the name of the attribute
»  Select the minimum and maximum size of the string

Save

»  Click to save the attribute

Real Number

Modify Custom Attribute |

Mame:*

Irwoice Armount

Base Tvpe: Real Number

Munber Ranges:

Fru:um:lu—@ Max: |aoo99
Decimal places: Iz @

* Indicates a required Field,

Save | Cancel Help

»  Enter the name of the attribute

»  Select the range of permissible values and the number of
decimal places to display for the attribute

»  Click 23ve to save the attribute

Date & Time
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Mame:*

InvoiceDueDate

Base Tyvpe: Dake & Time

Lse:

Dake Time

Dake Cnly

* Indicates a required field,

Save Cancel Help

»  Enter the name of the attribute

»  Select either Date Only or Date Time from the pulldown list. The
default is Date Time

»  Click Save to save the attribute

Enumeration Attributes

Modify Custom Attribute x|

Mame:*

IReview and Approve

Base Type: Enumeration

Associaked Value List:

Ackion_Required10302002_1 22455 Associate. .. |

* Indicates a required Field,

Save Cancel Help

»  Enter the name of the attribute

>  Click L
existing value list

to associate this attribute with an

Note: The desired value list must already exist in the system

Quick Reference Guide

Select ¥alue List x|
Marne:
ams Seleck Name x|

—

—
Mame

Type Mame or Select from List:
IAction_Required10302002_122455

K1 — i
| 4 | 814 | Cancel | | _>|
Wiew Yalues | oF | Cancel | Help |

»  Click on the Select Value List screen to display

the available value lists defined for this workspace or
organization.

»  Select the desired value list and click LI to

associate the selected value list with the attribute

Select ¥alue List x|
Mame:
Browse |

IAction_Required 10302002_122455

|Name

Review For Content

Review For legal
Far Your Information
Proof

[ | @
iew Yalues |

Cancel | Help |

The value list is displayed.
»  Confirm that this is the desired value list and then click

QK to confirm the selection

Value Lists
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A value list is the collection of values that can be used by an
Enumeration custom attribute and by Dependent Custom Attributes

&
File | Actions
Hew String 2)
Close Real Number

2ty Date & Time
Enumneration

end Value List B cation ‘ Type | Date Created Created by
Invoic From Director®  Hyyction Trair Real Number 11/12/2002 11:07 &M Keith Winkelman
FirstMame W Production Trair String 11/12/2002 10:43 AW Keith Winkelman
InvoiceDusDate W Production Trair Date & Time 11/12/2002 11:17 AM  Keith Winkelman

y and Appros
Final Proof W Production Trair Enumeration 111/2002 09:51 AM Keith Winkelman

Quick Reference Guide

> Click ﬂl to import a .csv file.

open 21 x]
Look it I@ My Documents j - l-jg E3-

1 Adobe

(1 ellobo3s

1 Filelib

B My Pickures
1My Received Files
kypcontacks

Second Level
Skates

Statesabbrey

File name: IStatesAbbrav j Open I
=

»  Select File->New->Value List from the Manage Custom
Attribute Screen.

New ¥Yalue List x|
Yalues:
|Name Yalue List Name: [States

—Add from Existing to Create a Nested List ——
Click the Add button ko select Yalues from an

% existing Lisk,

Add

~Create New Yalues

Please enter values with the entries separated by
commas of import the values From a .csv file,

Alabama, Alaska, Arizona, Arkansas, Colorado, Dela
ware

Impart. ., add

~Edit ¥alues in List to left

[Modify I Enable I Disable |

|4 I &

Higy Yalues

QK I Cancel | Help |

Files of type: ICSV File Farmat [7.csv) Cancel
™ Dpen as read-only
4
»  Select the file to be imported and click to import

the file.

»  Once the file has been imported, Click
add the imported values to the list

MNew Yalue List x|

Yalues:

|Nama j Value List Mame: |Statedbbrev

WM —Add from Existing to Create a Nested List ——
M Click the Add button to select Yalues From an
MC existing List.

Cho ad
OH
OK ~Create New Values

CR Please enter values with the entries separated by
PA commas or impart the values fram a .csv File,

RI
sC
=)
™
T=
ur
vT Import... | Add
Wa

WA ~Edit Yalues in List to left
W

[ruc
WI

W -
_Ij MModify Iq Enable | Disable I
K| | » [

iew alues |

ok | Cancel I Help I

»  Enter a unique name in the Value List Name field
»  Add the values to be included in the list in the Create New
Values box, separated by commas.

»  Click to add them to the list

You can also import a value list from a .csv file.

Note: The ~ character (tilde) cannot be used in either value list
names or values.

»  Values in the list can be edited. Hightlight the desired value and
make the edit in the Edit Values box on the bottom right.

»  When complete, click il to apply the edit.
» Individual values can also be disabled or enabled by highlighting

the desired value and clicking either el B or

Enable |
. . Ok, |
»  When the list is complete and accurate, click to

confirm the selection.
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Note: You can delete value list values in create mode, but not in
modify mode. However, you can always disable a value if you do not
want it to be available to end users following creation.

Yalues |
. Amazonas
Nested Value Lists Bafia
Values lists can be nested to facilitate more efficient management of Ceard
dependent custom attributes. The value lists to be nested must Distrito Federal
already exist. Espirita Santo
Maranhda
. . Mato Grosso
»  Select File->New->Value List from the Manage Custom Mato Grosso do 5
Attribute Screen. Minas Gerais
Ed Parana
Pernambuco
Walues:

Rio de Janeiro

‘Name Value Lisk Mame: |States Rio Grande do MNorte

Rio Grande do Sul

rﬂdd from Existing to Create a Nested List —

Rondonia
Select Name x| lect Yalues from an
_m Santa Catarina
Sa0 Paulo

Type Mame or Select from List:
UsStates he entries separated by
e From & .csv file.

Artion_Required10302002_122455
Action_Required1112002_151428
BZStates
CAProvinces
Countries
MxStates
Statedbbrey
States
G ;
T add »  Repeat the steps above for each of the lists to be nested.
- - . Ok )
S — »  When finished, click = to create the nested list
. e Disatle =l
J—'— q _.l Eile Actions
Wiew Yalues T Create Dependents %% Modify (2]
oK Cancal
_%J ML‘DI Custom Atributes Yalue Lists |
»  Enter a name in the Value List Name field ot ot e o b e i et thefs eleters of e aloe
» Under Add to Existing to Create a Nested List click —
Hnesnssnsea e to see the eXIStIng Value IIStS Hame ‘ Date Created Created by
Action_Required10302002_122455 10/30/2002 12:26 PM Keith winkeiman
OK Action_Requiredi 112002_151428 1112002 12:18 PM Rich Miesemer
> Select the des'red |ISt and CIICk —_ to nest It StatedAbbrey 1112/2002 01:53 PM Keith Winkeman
B Countries 11/12/2002 02:27 PM Keith Winkelman
UsStates 1141242002 02:28 PM Keith winkeliman
Madify Yalue List 5I Mx3tates 111242002 02:29 PM Keith Winkelman

BZStates 11122002 02:30 PM Keith Winkelman
3 Keith Wi

Values:

Walug List Mame: |States

~Add from Existing to Create a Nested List —

Click the Add button to select Yalues From an
Mexico_States g (s, [« | >
US_States Add

~ Create New Yalues

Please enter values with the entries separated by

CEEB e B e iEme v i, The nested list can be modified by double clicking on it which will
return you to the Modify Value List screen

Dependent Attributes

Import... add Dependent attributes are enumeration attributes that are associated

- — with each other in such a way that one must be selected before the
'Ifd't Yoluesinbist to kft next can be selected. An example is a country must be selected in
one field before a state can be selected in the next; a state must be
14l o wodfy | Enable |  Deabe | selected before a town, etc. Nested value lists are an important part
Vo Valaos of dependent attributes.

QK | Cancel | Help |

Before the dependent attribute association can be created, all the
parts to be associated must be defined. Instructions are above.

»  If you want to see the contents of any of the nested lists, simply »  Create the value lists that represent each level of items to be
View Yalues selected (For example: US States, Mexico States, Countries)
click to view the list, as shown below. »  Create the nested value lists for those items (For example: All

States — which contains the individual states lists above)
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»  Create the Enumeration attributes that reference those value
lists (For example: States to reference the All States value list;

Countries to reference the Countries value list)

Create the Attribute

Creation of dependent attribute associations begins like any other

enumeration attribute.

Manage Custom Attributes

File Actions

W Create Dependents 3 Madify

Custom Attrisutes | value Lists |

& i New Custom Attribute | @zl
Tnvoice Amount Kelth Winkeman
Firsthame Kelth Winkeman

Hame:*
InvoiceDueDate Keith winkelman
Reviewandfprove  [Comry Rich Miesemer
Final Proof Kelth Winkeman
Stakes_US Base Type: Enumeration Kelth Winkeman
States_Mexico Keith winkelman
States._Brazi Associated Value List: Keith winkeman
Provinces_Canada Kelth Winkeman
o Rssociater.. )|

&3 Country e = Keith twinkslman

States Keith winkelman

* Indicates a required field.

Save Cancel Help

Select Yalue List x|

Mame:

Quick Reference Guide

ICountr\es

|Name

14] | @

Brazil
Canada
Mexico
United States

Yiew Values oK | Cancel | Help |

>

\4

Confirm that this is the desired value list and then click

k. ) .

= to confirm the selection
Repeat these steps to create enumeration attributes for the
attributes that are to be dependent. In this example, we created
a States attribute containing the nested state value lists)

»  Enter the unigue name of the attribute.

| Assnciate,

Click
existing value list.

to associate this attribute with an

Note: All desired value lists must already exist in the system.

Select ¥alue List |
bl 8
ame Select Name x|
—
Mame
Type Name or Select from List:
ICnuntries
Action_Required 10302002 _122455
Action_Required111200Z_151425
BZStates
CAProvinces
MxStates
Stateabbrey
States
USStates
KT |
4] oK | cancel | = H
by

Wiew Yalues (s | Caneel | Help |

Click on the Select Value List screen to display

the available value lists defined for this workspace or
organization.

Select the top-level value list and click LI to

associate the selected value list with the attribute.

Create the Dependency

Now that the attribute is created, it must be associated with it's

dependents

Manage Custom Attributes

File Actions

3 Create Dependents | 3 Modiy [2)

Custom attrintes | valus tists |

Location

Trainin

States W Training Enumeration

Date Created Created by

1113/2002 09:33 AM  Keith Winkelman

»  From the Manage Custom Attributes screen, select the desired

top level attribute and click
tool bar

—
|% Create Dependents

from the
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Please relate the Custom Attributes that you want ko make dependent, then click Next > to

D e e O D - pEiEDE ST, Flease relate the Custom Attributes that you want ko make dependent, then dlick Mext = to

relate the values of the dependent attributes.

- Relate Custom Attributes

— Relate Custom Attributes

Name: Countries

Name: Countries
¥ Include Dependent:
| Select [ I ¥ Include Dependert:
[~ Include Dependent: |States

I ﬂl [~ Include Dependert:

[~ Include Dependent:
I | Select |
Select I

[~ Include Dependent:
i | | _ ke |

[~ Include Dependent:

Next > | | Select |
Mext > |

[~ Include Dependent:

Close Help I

>  From the Create Dependent Custom Attributes dialog, click the s | veb |

Include Dependent checkbox and then click ﬂl .
) . ) Mext =
x| > With the attribute selected, click _I to set the

relationship between the selections.

Create Dependent Custom Attribute x|

Flease select a value and click the Next > and continue creating associations.

X

Type Mame or Select From Lisk:

States
- — Relate ¥alues of Custom Attributes
Caunkries
Name: Countries
Select Yalu:

Canada

Mexico
Urited States

I i d 2]
ok Cancel | < Back | Save | Mext = [ I

Close | Help |

»  Select the name of the dependent attribute to be used and click

(0] 4 |
»  Select the first value on the list and click ﬂl.
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Quick Reference Guide

Create Dependent Custom Attribute 5[

Please select a value or values in the selected box ta the left, add it to the select box ta the
right. Select a single value in the select box: ta the right, and click the Save button, Additional
associations fram the previous window can be made by clicking the « Back button,

~ Relate ¥alues of Custom Attributes

Name: Cauntries
Dependent:  States

a | ¢ ) [=] Brazil_States -
Canada_Provinces Add = Amazonas

Mexico_States Bahia

U5_States P I Ceard

Distrito Federal
Espirita Santa
Maranhdo

Mato Grosso

Mato Grosso do Sul
Minas Gerais
Parana

4 1] 4 tho >-
< Back. Save I hlext =

Close Help I

»  Select the desired value list for that relation and click
Add =

. You can now verify the contents of the list to

ensure this is the correct selection.

»  When satisfied, click il and then Lackl

to associate the next item.

Create Dependent Custom Attribute x|
Flease select a value and click the Mext > and continue creating associations.
— Relate ¥alues of Custom Attributes
MName; Countries
Select Yalue:
Brazil
Mexico
United States
1 | b
< Back | Save Mext = |
Clase Help |

»  Select the next item, click ﬂl again, and repeat the

process with each of the items in the top-level list. Click

Close when finished.

Notes:

1. Once a dependent custom attribute has been created,
new enumeration custom attributes cannot be added
to the dependency chain.

2. Once a dependency chain is established between
enumeration custom attributes, these attributes cannot
be removed.

3.  Once an enumeration custom attribute has been used
as part of a dependency chain, it is not available for
use in other dependent custom attributes.

Citadon Customer Support

Citadon CW
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mailto:support@citadon.com




