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Creating a Business Process
Instance
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1. From the left-hand navigation bar, expand a workspace to acess
the Business Process Logs

2. Select the desired Business Process Log by double-clicking on
the name of the log.
) E [l
3. Click on the secondary menu above to create a new
Business Process instance using this template.

Select A Business Process Setup il

Select a Business Process Setup:

* Client Issue
"~ Issue

" Yendor Issue

Lo

T cancel Help I

4. Select the specific setup to be used and click OK. You will
be presented with the setup form for the BP instance

Note: if only one setup exists for the business process, this

window will not apear.

Quick Reference Guide
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&5 Any field marked with an asterisk (*) is required. In this
example, Title, Action, and issue are required fields.

Title:"’l [~ Set Priority to High

1.  Enter a descriptive title for this instance in the Title field

2. Set the intended priority of this instance to “High”, if desired, by
clicking the checkbox to the right.

& Choose a title that is descriptive, easily recognizable, and will
stand out among the other instances. For example: “Review of
Piping Specification 2498” is more descriptive than, “Piping
Spec”.

Actions:™ |Send bo Resolver j

[Seleck an Ackion]
iSend bo Recolyer

Action Required: Fezalve [550e

1.  Select the action to be taken by clicking on the Actions
pulldown. In this particular setup, the creator of the
instance has two choices, Send to Resolver or Close.

The actions that appear here will be dependent on the
template used as well as the setup that was created for this
business process.

Title:*l [~ Set Priority to High

Actions:* [Z)

(B 1o [[issue Resolver Grou Activity: Resalver
¢ Action Required: Resolve Issue Activity Due Date: 7/23/2002 11:34:51 PM

Note:

e ||

Once an action it selected, then the addressing fields appear.
Instances can be sent to groups or individuals. In this case, a single
group has been specified, so no input is allowed. In other setups
selection is allowed or required. A Note can be entered here to give
additional instructions or explanation for the recipient

The center section contains the input form for that template type. The
particular fields that are displayed depend on the particular template
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chosen. Below are examples of the three form types. Just
remember, any field with an asterisk (*) requires an input.

Issue

oz Recson: R =]
i

Reference Mo:
L

Scheduls Ipact: © Yes o oavs: [
Cost Impact: € ves & Mo Amount: Wark Hrs:
Issue*

4] | »
OnbehaF of: | ] = -
RFIReason: ]' Reference No:

e — e — -
schedule Impack: € ves & Ho Days: [ ey
CostImpack: € yes &% Ho Amount: work Hrs:
Question:*
4| | |
Transmittal
On Behalf of: | |

T H omt [ H
companyt [ companyt [
Address 1: l— Address 1: l—
Address 2: l— Address 2: l—

City: |— City: |—

State: m State: m
o | N T |
Postal Code: l— Postal Cade: l—
Email: l— Email: l—

Acti
Required; [ For Infarmation Only [ AsRequested [ Approved (Procesd)

™ For Review & Comment [ As Moted (Per Item) [ Proceed as Noted tRevise & Resubmit)
[T see Remarks

™ For Aooraval ™ Do ok Proceed (Revise & Resubmit!

[ other: [

Contents: [ pyavinos

I Forms fLetters [ Chanae Order

™ Specifications ™ Prints ™ Biling

Cother: [

¥ias* (F Citadon Cw € Separate Caver " Regular Mal € Express Mail

" Other:

' Hand Delivery & Messenger

Remarks:

s
Y ——

Noke: See Contents for more infarmation on the Attachments

« |

Reference No.:

Contract { P.Ow:

Each form has its own required and optional fields.

Note: Required fields are marked with an asterisk (*)

Adding Attachments

Quick Reference Guide

Depending on the setup, attachments can be added to the instance.

The bottom of the form is where attachments are managed

Title: | Size:

o=

Click the M to Add an attachment. Click the EI to Delete an
attachment. When adding an attachment the system presents the
Add Items dialog, shown below.

Add Ttems

wWarkspace: IEPC Praject

x|
Brovse,

™ Keep link updated to lakest varsion

Add Ereviols Revision...

£idd

Close

Help

Use the Select drop down to select the type of attachments

|[Select]

[

EBusiness Process Instances

Three types of attachments are supported:

»  Documents
» Binders

»  Business Process Instances (like this one)

Documents
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Add Items x|
Workspacs: |Epc Project. Browse...
Documents -

[ Lock Status | Size | Date [ versi
51089 5/30/2002 5:43:56 PM
51133 4/17/2002 3:37:01 FM

BE573  4(17(2002 2:37:01 PM

=1 500 Enginesring & |
3 1ol
(3 20 structural
(23 30 Process

[¥ Keep link updated ko latest version

Q1 «oppng 59062 6{11/2002 4:49:53 PM a
=& gf:ﬂ:l 288774 5{30/2002 5145:11 PM
£ Data Sheets 260_SL{)F-B2-1000_.. 866181 5/30j2002 5:44:53 PN
e EBPining valve 2521801 5/3{2002 4:11:00 PM
3 Equipment [ 5cHz3.0WG 0
£ seope BB zHiTiTPC.DWG 92131 6{10{2002 2:49:14 PM
£ specs ~|| O valve spec sheet 0
o ¢ sllm | o
fidd Previous Revision.., add | clese vep |

If documents are to be attached, CW presents a view of the Documents
present in the workspace. Select the appropriate document(s) to be
attached.

&5

Checking the “Keep link updated to latest version” box creates a
dynamic link to the document. Any changes to that document are
automatically presented whenever this attachment is viewed. If the
box is unchecked, a static link is created and the attachment will
not reflect any changes to the original document.

Click E—ddl to add these documents to the instance.
Click ﬂl when finished.

Response: @ View
= Cpen
Download. ..
Check In...
Check Out... i

Attachments

] Drawing Submitt

[

e REr

Showe Previous Revisions. .. .

Show Reference Files
& Zecurity...

Properties
Histary

Once displayed in the Attachments section, documents can be
Viewed, Opened, or Downloaded by right-clicking on the document.
In addition Properties and History can be viewed.

Add Items x|
Workspace: IEPC Project Browise. ..
Binders -

EPC Project Title [ Lock Status [ Size | Date [ versi
=B Binders Bl Mech Package 4f26/2002 12:41 PM
I Mech Package 2 5/28§2002 04:13 PM
23 submittals
(23 work Packages
N |
fidd Previous Revision.., add Close vep |
™ Keep link updated ko latest version

If Binders are to be attached, CW presents a view of the binders
present in the workspace. Select the appropriate binder(s) to be
attached.

Quick Reference Guide

Click fdd

Close

to add these documents to the instance.

Click when finished.

&5 Checking the “Keep link updated to latest version” box creates a
dynamic link to the binder. Any changes to that binder are

automatically presented whenever this attachment is viewed. If the
box is unchecked, a static link is created and the attachment will not

reflect any changes to the original binder.

Attachments

Open kO

Madify Binder ...
Download...

Show Previous Revisions, ..

* Indicates a requ

Securiby...

Properties
History

Once displayed in the Attachments section, a binder can be
Downloaded by right-clicking on the binder. In addition, a binder's
Properties and History can be viewed.

Business Processes

Add Items x|
Workspace: IEPC Praject Browse.
Business Frocess Instances -

EFC Praject Title [ status [ mumber [ Revision | owner 4]
Business Process Logs & ransmittal Active 8 0 Chris Marlowe:
i[5 [Issue & ransmittal Complsted 9 0 Chris Marlowe
: E RFL @Mech Draving Review Completed 10 0 Jonathan Bowman
Transmittal B safety Site Clean-up on Friday  Active 11 o
Completed 12 0
Active 13 0
Completed 14 0
EHech Draving Missing Infor..,  Completed 15 0
EPiping Valve Review Active 1% 0 Nicole Johrson
B conference Room Completion  Active 17 0 Chris Marlowe ~
4 | 3
Add B EviDUs REvision . add | cose Help
[ Kezp link updated ko latest version

If Business Processes are to be attached, CW presents a view of the
Business Process Log for that workspace. Select the appropriate
template and then the desired business process instance to be
attached.

Click el

Close

to add these documents to the instance.

Click when finished.

&5 Links to business processes are always dynamic. For that reason
the “Keep link updated to latest version” box is always checked when

attachina a business process instance.

Attachments

|_ E] Mech Package

R Calibration For

|T—'_.. Detail B of

* Indicates a required Field L\}s

Descripkion
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Once displayed in the Attachments section, business process
instances can be Viewed by right-clicking on the business process
instance.

Send
When all the parts of the business process instance are ready, the
instance can then be sent to the recipient. This is done by clicking

=1 send

on the secondary menu.

Citadon Customer Support

Citadon CW

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




