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Overview

 Document Storage

o Organization, Security, Change Tracking

 Data Entry

o Forms, Invoice Register

 Workflow

o Type, Rules



Create Content Folders

 Click the gear icon to enable edit mode
− Requires “System Administrator” security level in 

XCIPIO security

 Right click menu item and “Add Content Folder”
 Alternatively, “Add Item” and set app id to 

“system/content”



Organizing With Tags

 Access folder tags by right 
clicking menu item and 
selecting properties.

 Tags are inherited from 
parent folder by default.

 No folder tags means the 
menu location is used to 
track documents.



Tag Values from Global Context

 Click “More..” button to access 
app settings.

 Set events to assign global 
context.

 Set menu path to go to content 
folder.

 Set content folder to use global 
context.



Available Global Context Fields
Global Variable ${GLOBAL:<ID>} Selection App
Active Project PROJECT ecms/srProject
Active Project Name PROJECT_NAME ecms/srProject
Active Customer CUSTOMER ecms/srCustomer
Active Customer Name CUSTOMER_NAME ecms/srCustomer
Active Employee EMPLOYEE ecms/srEmployee
Active Employee Name EMPLOYEE_DESC ecms/srEmployee
Active Vendor VENDOR ecms/srVendor
Active Vendor Name VENDOR_NAME ecms/srVendor
Active Subcontract SUBCONTRACT ecms/AcctPay/Subcontract
Active Subcontract Description SUBCONTRACT_DESC ecms/AcctPay/Subcontract
Active Equipment EQUIPMENT ecms/srEquipmentNumber
Active Equipment Description EQUIPMENT_DESC ecms/srEquipmentNumber
Active Purchase Order PO ecms/PurchaseOrder/POMasterContr
Active AP Invoice AP_INVOICE ecms/AcctPay/StandardInvoice
Active AR Invoice AR_INVOICE ecms/srInvoices
Active Company/Division COMPANY ecms/srCompanyDivision
Active Company/Division Name COMPANY_NAME ecms/srCompanyDivision
Active eCMS Company Number COMPANYNO ecms/srCompanyDivision
Active eCMS Division Number DIVISIONNO ecms/srCompanyDivision



Tag Security

 Tag Security is in System -> Maintenance
 Secure tags by:

− User
− User Group
− Project Role

 Control actions:
− List
− Read
− Delete
− Create
− Revise
− Move



Add Files

 Drag and drop files into content folder
− Need plug-in to drag and drop from Outlook.

 Mail Actions to automatically add and tag files from incoming emails.
 Duplicate checking
 Publish status – Published or Draft
 Revise files by:

− Check file out
− Drag new version into revisions panel
− Check file in



Archiving

 “Archiving” instead of deleting 
 Super Administrator can be setup in server configuration to 

restore archived files or permanently delete them.



Forms

 User defined UI
 Create in “Template” view of content folder
 Fill in and submit completed forms from template
 Available online and as mobile app
 Handlers drive actions

− Time Card Entry
− Crew Time Entry
− Expense Report Entry
− Purchase Order Entry
− Email and Tag



Currently Available Form Handlers

 Time Entry Sheets
− Time Entry Sheet
− Crew Time Entry Sheet
− Crew Weekly Time Entry Sheet

 Expense Report 
 Standard Purchase Order 
 Form Tag Utility – Dynamically tag and email forms



Invoice Register

 Add invoices by:
− Drag and Drop 
− Mail Actions
− Expense Report form handler

 Enter and validate of invoice types:
− Purchase orders
− Subcontracts
− Non-PO

 Third Party OCR Support
− Integrated: ABBYY FlexiCapture
− Service Based: ABBYY FlexiCapture and Kofax

 On final approval, invoices entered into AP Batch
− AP Batch auto-processing available



Invoice Entry Screen



Invoice Register Apps

 Invoice Register
− App Id - system/invreg/list
− Enter and edit invoices
− Set security with folder tags

 Invoice Register Detail
− App Id - ecms/invreg/detail_list
− View invoices by cost allocation lines
− View AP info from process invoices
− Bulk download and email options



Workflow Type and Sub-Type

 Determines rules and mail templates
 Add in “Workflow Master”. Enable/Edit in “Enable Workflow”

− Next version moves all management into “Enable Workflow”

 Enable options:
− “Activate” – Type is used at all
− “Selectable” – Type is selectable by user. Events can use types that you 

don’t want to be selectable up front.



Applying Workflow Type

 Content folder published status
− Set “Workflow” parameter on content folder app

 Forms
− Add “WORKFLOW” parameter on template

 Invoice Register
− Select subtype from drop down list



Workflow Rules
 Multiple Stages
 Can be Project Specific
 Can Assign to Roles
 Approval limit controls final 

approval
 Reject and Over Due Events can 

change Sub Type
 Send mail requires mail 

template on type/subtype
 Optional – Selectable approvers
 Actions – Form add/append



Applying Workflow Type

 Content folder published status
− Set “Workflow” parameter on content folder app

 Forms
− Add “WORKFLOW” parameter on template

 Invoice Register
− Select subtype from drop down list



Applying Workflow Type

 Content folder published status
− Set “Workflow” parameter on content folder app

 Forms
− Add “WORKFLOW” parameter on template

 Invoice Register
− Select subtype from drop down list



Workflow Assignee Variables
Variable Description
%U Current user
%ORIG Originator of the original approval item
@<subtype> Divert to the specified subtype
&APPROVE Automatic final approval below lower limit. Stage 1 only.
&SKIPLO Skip stage if value less than lower limit. 
&SKIPHI Skip stage if value greater than lower limit. 
#<project contact 
role ID> Project contact role ID, e.g. #PM = project manager.

#WF_TS:1 or 2 Current user’s supervisor 1 or 2
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