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Ownership of objects and membership in groups or project
workspaces in CW can be reassigned from one user to another.
Reassignment is automatically invoked with a user is to be removed
from a workspace or deleted from the system. Reassignment can
also be invoked by an administrator.

Users can be reassigned from either the Organization Administration
or the Workspace Administration areas.

Reassign from the Organization

Users are reassigned from the Organization when their participation
in an entire workspace(s) is to be reassigned.
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1. Open the desired Organization or Organization Unit in the
Organization Administration tab. Double-click on Users to open
the Modify Organization Users dialog.

Modify Organization Users x|

~Drganization Users

First Name Last Mame E-mail Address LoginID

itadon. cor [kmuerle

Create User... Impork User List. .. [odiFy | Delete I

Close | Help I

2. Select the user to be reassigned, and click ﬂl to

launch the Reassign Wizard.
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~Step 1 of 2 - Select Workspaces to

Kevin Muerle is a member ar awns tems in the Following wotkspaces. Place a
check next to the workspaces you wank to reassign to another user,

Far the 6.3 release, only Project Workspaces can be reassigned ta other users,

» Select Workspaces to
Reassign

Project Workspaces) will not be reassigned.

IF & user is & participant in a Business Process Instance or is an owner of a Business
Choose New User

be reassigned before deleting or deactivating the user.

Membership and ownership of items in al Private Workspaces (Organizational and Private

Process Instance, Template, or Setup in a Private Workspace, their responsibilities should

‘\WorkSpaces | Assigned ko
Orroduct 246t Kevin Muerle
D Citadon Ameren Communications Praject Kevin Muerle
[Ovenezuels Project Kevin Muerle
D Citadon Customer Communication Kevin Muerle
D Wy Training Kevin Muerle
Oife sciences Collaboration Space Kevin Muerle
[nanosphers ran Kevin Muerle

Select Al

= Back I

Zancel | Help:

CW presents a list of all workspaces to which this user is assigned.

3.

4.

Select the workspace(s) to be reassigned and click
Mexk = |

If you wish to reassign all workspaces belonging to this user,

then click seizt il

~Step 2 of 2 - Choose New User
Chaoose a new user for the workspaces selected in the previous step.

Showe Mames From: |C|tadur| Sales
Select Workspaces to

Browse

Reassign

» Choose New User TYDE Hames:

Selected

Bncklus, Ted (Citadon Sales)
Bowman, Jonathan C (Citadon S
Coppage, Chatles {Citadon Sale:
Dan, Pepper (Citadon Sales)
Dilan, Joe {Citadon Sales)
Galiano, Paul [Citadon Sales)
Guest, Sales (Citadon Sales)
Miesemer, Rich (Citadon Sales)
Morgan, David (Citadon Sales)
Singer, Eugene (Citadon Sales)
Swantek, Stan (Cltadun Sales

4 | »

Miesemer, Rich (Citadon Sales)

Remove

< Back | Mexk = I Cancel I Help

Select the individual to which this user’'s workspace(s) is to be

reassigned. When finished, click HEE >
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The workspaces you selected will be reassigned to Rich Miesemer when you
finish the wizard,

Select Workspaces to

Reassign Click Continue to continue reassigning workspaces, modify existing

reassignments, or cancel this process.

Choose New User Click Finish to complete the warkspace reassignment process and exit the wizard,

The reassignment pracess may take some time to complete on the server.
*ou will receive a notification as soon as all Workspaces are reassigned,
while the user's Warkspaces are being reassigned, the user wil be
displayed in a reassigning state on the organization summary page. The
reassignment status can be verified From there.

< Back. I Continue I Finish I Help I

5. Click ﬂl to return to the previous screen to

reassign other workspace, modify existing reassignments or
cancel the process, if desired.

Note: To cancel a reassign, click LEE'I from the

Select Workspaces to Reassign Screen. The system will ask
you to confirm that you wish to cancel the Reassign Wizard

6. If satisfied, click LIShI to start the reassign process.

Reassign from the Workspace

Users are reassigned from the Workspace if they are to remain in the
workspace but some of their objects must be reassigned to another
user.
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7. Open the desired Workspace from the Workspace
Administration tab. Double-click on Team members to open the
Modify Workspace Users dialog.
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Modify Workspace

—Modify Workspace Users
First Mame Last Mame Organization
Ol Kiran winnakota Citadon Engineering
Dl Chris French Citadan PM
©1 EPC Project Manager PS5 Demonstration Accounts
©1 Shankar Marayanan Citadon Engineering
@1 EPCib Manager P35 Demonstration Accounts
Dl Sales Guest Citadan Sales
Bl David Hoang Citadon Suppart
Bl Project Architect PS Demanskration Accounts
O] General Conkrackar PS5 Demanstration Accounts
©1 Rajesh Wiktal Citadon Engineering
Ol Erika williams Citadon Support
©1 Jonathan C Bowrmnan Citadon Sales
Ol Aaronz Clark Citadon Support
Ol Aaron Clark Citadon Operations
Ol Elliot Clark Citadon Support
@l Cwy Demo Userd Citadon Sales Demo Users
©l Rich Miesemer Citadon Sales
0l Joe Dillon Citadon Sales
ol Chris Frenchihotmail) Citadon PM
[4] >
Invite Single User.., | Inwite From List... Add... Remave. .. I Reassign |

Close | Help |

8. Select the user to be reassigned, and click ﬂl to

launch the Reassign Wizard.

Reassign Wizard x|

[ Step 1 of 2 - Select Items to
Project Manager is a member or owns ikems in this workspace, Place a check next
to the items you want to reassign to another user.

For the 6.3 release, only items in Project Workspaces can be reassigned to ather
users, Remawing a user From the Project Workspace will also remove the user
From the Private Project Waorkspace. Membership and ownership of Private
Project Warkspace items will nat be reassigned.

Choose New User IF & user is a participant in a Business Process Instance or is an owner of a

Business Process Instance Template, or Setup in a Private Project Workspace,

their responsibilities should be reassigned befare removing the user Fram this

workspace,

» Select Items to
Reassign

«[@]Z] DMS Documents and Folders
[FIC1 DM Binder and Folders

=1 Administration Cwnership and Membership
Al Business Pracesses Templates

Select Al

< Bacl | Cancel | Help I

CW presents a list of the object types present in the workspace. You
can select Documents, Binders, Administrative rights, and Business
Process instances and ownership.

9. Select the object types to be reassigned.
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[F1C1 OMs Documents and Folders
[F1C1 OMs Binder and Folders
CI Administration Cwnership and Membership
=-0E all Business Processes Templates
FE issue

=-[AE rF1

: &l Client RFI
&

: Ol Vertsr RFI
FE submittal
FE transmittal

10. Select the specific business process types and setups to be
reassigned, if desired.

If you wish to reassign all objects in the workspace belonging to

this user, then click Zelect Al .

11, When finished click —_1eXE *

Reassign Wizard x|

—Step 2 of 2 - Choose New User
Chaoose a new user for the workspaces selected in the previous step.

Shov Names FrDm:I Erovise

Type Names:

Selected

Architect, Project (PS Demaonstratio

Select Items to
Reassign

» Choose New User

Architect, Project (PS Demonstr: «
Bowman, Jonathan C (Citadon 5
Clark, Aaron {Citadon Operation
Clark, faronZ {Citadon Support)
Clark, Elliot (Citadon Support)
Conkractor, General (PS5 Demons
Cillon, Joe {Citadon Sales) Remove
French{hotmail), Chris (Citadon |

French, Chris (Citadan PM)

Guest, Sales (Citadon Sales)

Hoang, David (Citadon Support) =
4 | 3 4 _>|
b Bt
citadon CW.
< Back. | [ext = I Cancel | Help |

12. Select the individual to which this user's workspace object(s) are

to be reassigned. When finished, click K £
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Reassign Wizard x|

The items you selected will be reassigned ko Project Architect when you
finish the wizard,

gil:sc:il:‘ems to Click Continue ko continue reassigning workspaces, modify existing
o reassignments, or cancel this process.

Choose New User Click Finish to complete the workspace reassignment process and exit the wizard,

The reassignment process may take some time to complete on the server,
You will receive a notification as soon as all Workspaces are reassigned.
while the user's Warkspaces are being reassigned, the user will be
displayed in a reassigning state on the organization summary page. The
reassignment skatus can be verified from there,

adon +CW..

= Back Continue Einish Help

13. Click m to return to the previous screen and

change the target user or cancel the process, if desired.

Note: To cancel a reassign, click LEEJI from the

Select Workspaces to Reassign Screen. The system will ask
you to confirm that you wish to cancel the Reassign Wizard

14. |If satisfied, click LIShI to start the reassign process.

Reassign Status

The reassign process may take several minutes depending on the
number of objects or the size of the workspace being reassigned. If
the user was reassigned from the Organization area, the user’s ID will
be locked during this period and cannot be used. If the user was
reassigned from the Workspace area, they may continue to work
during the reassign.

o R
TR
Reassign Prog

Click %&re.... Tom Glermwright

On the Organization Administration or Workspace Administration
Summary screens, the status of reassignments can be viewed.
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Reassign Progress ﬂ
Reassign Progress

InProgrezs DS Documentz and Folders :I
Plew DMS Binders and Folders

Campleted Admiriztration Dwnership and Membershi

Completed Buziness Process

Frint I Export |

The status report for the user can be printed or exported to a .csv file.

To export the progress report, click 3l

21|
Save ir: Ia lzsues j - ck EB-

CTA Issues 3] CTa_Cw Proc
GE Issues @CW Issuesin
User Conference @CW Issues

Citadon CW' 6.2 Usability Concerns,doc @CW Issues_JE
CTA_CW Produck Issues_May2002 CW Issu[:%_JE
CTA_CwW Product Issues_Mayz002_C5 @CW Produtt I

>
File: marne: E xportl Save I
Save as type: |ES\." [Comma delimited] j Cancel |

Select the target folder for the export, and enter a name for the export

file. When finished, click 282
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Citadon Customer Support

Citadon CW

Hours: 6am - 6pm PST
mailto:support@citadon.com




