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CHAPTER 1

About this guide

The first chapter explains the structure of the guide and its intended users.

For whom is the guide intended

This guide is intended for users who use officeatwork on a daily basis.

What is covered in this guide

The guide briefly illustrates how you can benefit from using officeatwork everyday
at the office. You will find a detailed description of all user functions in the
«officeatwork User Manualy.

Important: The templates, contents and masks illustrated in this guide may differ
from the specific solution in your company.

Knowledge required

To understand this guide, a basic knowledge of Microsoft Windows and Microsoft
Office is necessary.

Typographic conventions

Before reading this guide, you should be familiar with the typographic conventions
used.

The following graphic descriptions highlight sections of text with particular

significance.
Formatting Convention Type of Information
Triangle > Step-by-step procedure. You can follow these

instructions to perform a specific task.
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Bold Typeface

CAPITAL LETTERS

KEY+KEY

Objects needed for selection, such as menus, buttons
or items in a list.

Key legends on the keyboard. For example SHIFT,
CTRL or ALT.

Key combinations which must be pressed at the same
time are marked with +. Examples: CTRL+P or
ALT+F4.



CHAPTER 2

Why officeatwork

What is officeatwork

officeatwork is especially designed for the needs of enterprises. It is based on
Microsoft Office and explicitly presents all relevant business functions to the
business user. Existing Office functions are more easily accessible, complemented
and automated. The ordinary Microsoft Office designed for everybody herewith
becomes a powerful business solution for your enterprise. officeatwork is the
preferred optimisation platform for Office processes. It is therefore the perfect link
for maximum efficiency between the business user und Microsoft Office.

Mf%%oft iﬁ:‘] |:' v = Business User

Office \-_/ cfﬁceaork 7 pplications

Figure 1: The position of officeatwork
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What officeatwork offers

officeatwork automates essential enterprise-specific office functions and accordingly
standardises areas like Design Management, Template Management, Content
Management, etc. for the entire enterprise. Officeatwork therefore creates common
and efficient processes for all employees.

Corporate
Office
Automation

Brand - Template
Management 2 Management

\

Figure 2: The officeatwork modules

What officeatwork provides

= Uniform appearance of internal and external correspondence, offers and
presentations.

= Corporate identity — quality features of the organisation easily recognisable in all
documents.

= Reduced printing costs as a result of fewer variations of pre-printed letterheads.
= Universal compliance with corporate design.

= Easy and efficient handling of Office documents which benefit the user.

= Simple and central administration of templates and content.

= Fewer mistakes in documents due to the use of updated and centrally maintained
content.

= Time saving through instant access to updated content, dispensing with the need
for time-consuming searches, subsequent copying, and manual insertions.



CHAPTER 3

Using officeatwork

Introduction

officeatwork is seamlessly integrated into Microsoft Windows and Microsoft Office.

Windows integration

officeatwork extends the system tray of the Windows task bar by adding a symbol,
enabling the various officeatwork functions to be opened at any time for example,
the «Template Chooser».

Figure 3: officeatwork symbol in system tray of Windows task bar
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Integration with Microsoft Office

officeatwork extends your Office applications by additional «tabs» to the Office
ribbon («tool barsy prior to Office 2007) containing the key functions for the
relevant Office applications. Our example shows the officeatwork tab in Microsoft
Word.

officistwori | Home  Insert  Pagelayout  Referencas Msilings
0 tetter ) Offer <A g @
D Far [ Minutes j K A Insert special character
. avorties Label | content

e Qnete [ Blank 5

t =
Tem Insert Format Output | Processes| Wizard

Documentl. - Microsoft Word = = o=

22

Page:10f1 | Wordsi0 | <  German (switzerland) | | == 149%

a

I &1

Figure 4: officeatwork tab in Microsoft Word

Welcome Assistant

The «Welcome Assistant» appears automatically as soon as you click on one of the
officeatwork tab or buttons for the first time. If you do not wish to use the Assistant
at this time or you prefer to use it next time, you can cancel it (select Cancel). The
Assistant can be reactivated manually at any time.

The Assistant will take you step by step through all the relevant officeatwork
settings. After this process has been completed, you can resume your work
immediately and benefit from the efficient support provided by officeatwork at all
times.
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> Welcome Assistant

v Click on the officeatwork symbol in the system tray of the Windows task bar.

Figure 5: officeatwork symbol in system tray of Windows task bar

Y The Welcome Assistant appears.

Y Select your Language for ribbons, dialogue and buttons.

("] officeatwork - Welcome
L1 officeatwo

Willkommen

Welcome to officeatwork®

Choose your language

English (United Kingdom)

French (France)
French (Switzerland)
German (Germany)

Benve
Mottakelse Boas-vindas
Welcome
_ Bie
Bienvenue Welkom

=]

Figure 6: officeatwork « Welcome Assistanty, selecting language
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VY Click on OK.

Y Select your company.

] officeatwork Welcome Wizard - Step 1 of 6 - Choose a Organization for your default ... | —

' ' Choose a Organization for your default profile [C)

Please choose a Organization for your default profile.
Use the filter to narrow down the list.

& Fiter

(None)
Frankfurt
Frankfurt, Sales
London
London, Sales
Rom

Rom, Sales

Zurich

Zurich, Accounting
Zurich, Communication
Zurich, Finance

Zurich, Human Resources
Zurich, IT

Zurich, Sales

powered by

B (o) [ oo (o) Com

Figure 7: officeatwork « Welcome Assistanty, selecting company

Vv Click on Next.

Y Choose your contact person.

@ officeatwork Welcome Wizard - é{ep 2 of 6 - Choose a Contact persen for yuul{‘!\eia

l ' Choose a Contact person for your default profile

Please choose a Contact person faor your default profile.
Use the filter to narrow down the list.

& Fiter

(Mane)

Anderegger Andrea, AA, Head of the department
Aschwanden Karin

Hutter Cyrill, HC, Manager

Iten Sandra, 51, Member of the board of management
Mller Heinz, HM, Head of development

Munz Philipp, PMU, Head of department

Oberhofer Petra, PO, Administrator
Monci e

Rl [ concel | [ <Bak | [ mext> | [ Fnsh |

Figure 8: officeatwork « Welcome Assistanty, selecting contact person
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Vv Click on Next.

v Select your author.

Choose a Author for your default profile

Please choose a Author for your default profile.
Use the filter to narrow down the list.

&

] officeatwork Welcome Wizard - Step 3 of 6 - Choose a Author for your default profile | — [ =1 |

pe

& Fiter

(None)

Anderegger Andrea, AA, Head of the department
Aschwanden Karin

Hutter Cyril, HC, Manager

Iten Sandra, S1, Member of the board of management

Munz Philipp, PMU, Head of department
Muster Peter, PM, Head of department
Oberhafer Petra, PO, Administrator
Momck. MMern

Willer Heinz, HM, Head of development

powered by

P [ canea | [ <Bace | [ mext> | [ finsh

]

Figure 9: officeatwork « Welcome Assistanty, selecting author

Vv Click on Next.

Y Select the person signing.

et e P e B i i e P
' ' Choose a Signature 1 for your default profile

Please choose a Signature 1 for your default profile.
Use the filter to narrow down the list.

ye

& Fiter

{None)

Anderegger Andrea, AA, Head of the department
Aschwanden Karin

Hutter Cyrill, HC, Manager

Iten Sandra, SI, Member of the board of management
Miiller Heinz, HM, Head of development

Munz Philipp, PMU, Head of department

Gberhafer Petra, PO, Administrator
MoucK UMEHH

powered by

SFeasork [ canes | [ <Bacc | [ mext> ] [ Finish

]

Figure 10: officeatwork « Welcome Assistanty, selecting signatory
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v Click on Next.
In this next step you indicate the standard printers you wish to use.

Y Activate the required printers by clicking on the Printer checkbox.

Important: Printer drivers such as «Adobe PDF» or «Microsoft Office Document
Image Writer» should not be activated.

|| officeatwork Welcome Wizard - Step 5 of 6 - Activating printers for the automatic pri... | =

l ' Activating printers for the automatic printer and bin sel (g"
~H

Please chedk the printers you want to activate for the automatic printer and bin
selection.

[ {3 Microsoft XPS Document Writer

O zFax

[m} {2y _#VMwareVirtualPrinter

P LaserJet 4250 PS

.‘_QHP LaserJet 4250 PS (Duplex)
{3HP Color LaserJet 3300 PS

{25HP Color LaserJet 3300 PS (Duplex)
+23Bullzip PDF Printer

[m} ésrvagltg

ety [ cancel | [ <Back | [ mext> ][ Fnsn |

Figure 11: officeatwork « Welcome Assistanty, activating printer

v Click on Next.
To conclude, you allocate each paper type to a specific printer tray.

¥ Select Paper type on the left.
Y Select corresponding Tray on the right.
¥ Repeat the procedure for each paper type.

|| officeatwork Welcome Wizard - Step 6 of 6 - Paper assignment =

Paper assignment =
Y o L

Select for each kind of paper the appropriate printer bin.
Paper that is not assigned to a bin is marked with a grey dot.

[#] ¢ 3HP LaserJet 4250 PS5 =
‘J ) eco paper & & HP Laserlet 4250 PS (Duplex)
I~ Automatically Select
[~ Printer Auto Select
‘j ) white paper [~ Manual Feed in Tray 1
¥ Tray 1

‘ ‘j € Letterhead F I:: ;
™ Tray 4
[ Tray5
I~ Trays
I~ Tray 7
[~ Tray s
[ Trayo
I~ Ex Tray (MPS)
I~ Ex Tray (MP6)
I~ Ex Tray (MP7) | =

e Tee. fun:

e T

Figure 12: officeatwork « Welcome Assistanty, allocating paper

Vv Click on Finish.

Based on the above steps, your standard officeatwork profile will now automatically
be set up. This will always be available to you when preparing new documents.
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Provided you have entered all the necessary printer tray settings, you can now use
and profit from the automatic printer tray control.

Opening templates

Templates may be opened either by using the officeatwork tabs in the various Office
applications or by using the «Template Chooser».

officeatwork tab

Templates can be opened by simply clicking on the officeatwork tab.

Example 1: Selecting a letter template using the officeatwork tab in the Microsoft

@ = Documentl - Microsoft Word - 3 o=
officeatwork | Home  Insert  Pagelayout  References Malings  Review  View - @
0 (3 teter ) orter T )\ ] G Pastevanoutrormar
QFax [ Minutes W €l g Insert special character ~
t

Info  Example Additional Favorites Label | Content
~ solution-  [dMNote [1Blank tempiates -
officeatwark Templates Insert Farmat | Output | Processes| Wizard |

Figure 13: officeatwork tab in Microsoft Word ribbon, Letter button

Template Chooser

The «Template Chooser» allows you to easily find your templates. There are two
methods of using the «Template Chooser».
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» Method 1: Select «Template Chooser» via Windows Task Bar.
v Click on the officeatwork symbol in the system tray of the Windows task bar.

Figure 9: officeatwork symbol in system tray of Windows task bar

v Click on Example Solution Templates.

Open officeatwork solution...
Example Solution Templates
Update solution version

About officeatwork

Close

Figure 10: officeatwork Menu in the system tray of the Windows taskbar, Button:

Example Solution Templates

» Method 2: Select «Template Chooser» via officeatwork tab.
v Click on the Additional Templates button in the officeatwork tab in Word.

Documentl. - Microsoft Word

)

Review  View

@dT-oi=
officeatwork | Home  Insert  Pagelajout  References  Mailings
o {E [ tetter () offer @ * BE 2 paste without format A= B @
D Fac [ Minutes =) A8 Insert special character + A= [= -
Info  Example Additional Favorites Label | Content Character Text Structure Topics  Lists
Solution~ (I Note [} Blank tempistes -
ficestwork Tem, Insert Formst

Figure 11: officeatwork tab in Microsoft Word ribbon - Additional Templates button

Templates can be searched for and found by name or by filing structure
(hierarchically) in the «Template Chooser».
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» Search for templates by filing structure
v Click on the Folder button to change to the filing structure view.

VY Click on the relevant folder and subdirectory until you have found your
template.

v Select the required template.

1] officeatwork Template Chooser (=8 EcE =

l ' Choose the template you want to create a document fri ™

Use the search function to look for a specific template. If you use a template
more often, you can add it to the favourite templates.

H %Fulderslf)saarch {gFavorites ‘ Add to Favorites Crozrise Favourit=s
ek Baubewiligun
D 00 Master-Templates X . g
i
"’ . 1| Firmengrindung (Dialog)
D 01 Administration i £l Firmengriindung (Inhalte)

[j 02 Verkauf

D Examples - Templates

powered by

=

Figure 12: officeatwork « Template Choosery - folder view

v Click on OK to prepare a document based on the selected template.

» Search for templates by name
v Click on the Search button to change to the search view.
v Enter your search criteria in the Search for field.
v Click on the Search now button.

v Select your required template from the list of found templates.

|] officeatwork Template Chooser

l ' Choose the template you want to create a document fri -

Use the search function to look for a spedfic template. If you use a template
more often, you can add it to the favourite templates.

[ %Folders ‘,)Saarch ‘ f?Favormes ‘ Add to Favorites Crgznise Favourites

JSearch for templates iTé]@iFirmer'vgn'.'mt:h.lng (Dialog) 03
s | |&H]Firmengrundung (inhalte) 03

Search for:

Firmen

[ in Display Mame
[~ all languages

[~ in Filename

I in Properties

Look in folder:
(Al folders) =
< I r
reahy

Figure 13: officeatwork « Template Choosery - search view

v Click on OK to prepare a document based on the selected template.
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Document Wizard

Whenever you prepare a new document based on an officeatwork template, the
relevant «Document Wizard» appears automatically. Using a letter as an example,
we will explain the various steps of the «Document Wizard».

> Preparing a new letter.

VY On the officeatwork tab, click on the Letter button.

Wd9- ol Document! - Microsoft Word

officeatwork | Home  Inset  Pagelayout  References  Mailngs  Review  View

() Letter [ Offer T A (=16 (@ paste without format
i I 3 % B B8
QFac () Minutes L B Insert special character =
Info  Example Additional Favorites Label | Content I
* solution~ | [ Note [} Blank tempiates il save
officeatwork Tempiates Insert Format Output | Processes

Figure 13: officeatwork tab in Microsoft Word ribbon, Letter button

Y The first step of the «Document Wizard» appears.

v Select the desired Language for your document.

\L] officeatwork document new wizard - Step 1 of 3 - Choose document language o 5]

l ' Choose document language @

Choose the document language.

l v Default ]

French (Switzerland)
German (Switzerland)
Ttalian (Switzerland)
Russian (Russia)

pawerad by

Figure 14: officeatwork «Document Wizardy - selecting language
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Tip: With the Default button, you can define the chosen language as your default
language. This means that the next time you use the «Document Wizardy, the
language is already predefined.

Tip: If, for example, your documents are almost always prepared in English, you can
select the box Skip. This means that when the «Document Wizard» is opened again,
the «Select Language» step will be skipped. You can at any time go back a step with
the Back button in order to change the required language for your document.

Vv Click on Next.

Y Select your officeatwork profile for the document. Your standard
officeatwork profile has already been set up and selected by means of the
«Welcome Assistanty.

|| officeatwork document new wizard - Step 2 of 3 - Choose personal profile o ==

l ' Choose personal profile Egjﬁ

Choose your personal profile.

l[ZEdit ‘ v Default profile ]

{Custom) [ Organization  [zurich, Communication

Chef

= fard Profil | Author !Musber Peter, PM, Head of departme ..
[ Initiator [Muster Peter, PM, Head of departme w.
[+ Contact person iMusber Peter, PM, Head of departme ..
[# Signature 1 IMusber Peter, PM, Head of departme ..
B Signature 2 [(None)

;‘}‘g:‘iﬁ [ skip l Cancel ] l <Back ] [ Mext > J l Finish ]

Figure 15: officeatwork «Document Wizardy - selecting «Default profile»

Tip: If you regularly prepare documents for different people, you can set up
additional officeatwork profiles. You then decide - with just one click - which
officeatwork profile is to be used for each document.

Vv Click on Next.

Vv Enter the details of addressee.

\L] officeatwork document new wizard - Step 3 of 3 - Recipient details o ==

l ' Redipient details _[,j

Write the redpient information in the corresponding fields.

lLQIPIa\n [+ Outlook g TwinTel [ Addresses (| Addresses | P remove Rx]

tedpient Address type 2

Complete address  |Peter Muster
Designgasse 37
8008 Ziirich

E-Mail peter, muster @bluewin.ch
Salutation Dear Mr. Muster =

-|
|

Figure 16: officeatwork «Document Wizardy - addressee completed
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VY Click on Finish button.

VY The document will be prepared using the data you have selected or entered.

([R= AU RES Document? [Compatibility Mode] - Microsoft Word ‘ ‘ - B =
pr— i oo G G Gnm s S - @
D tetier ) ofrer (=8 A, = (=] @ rastewithoutformat A= G- 5 =
6 £ D Fac [} Minutes ﬁ W U Hé AR Insert special character + J A= Hsend- | &8 ‘j’?‘\
o s |3 3 s et e <o o Tor s s s | oo, | s osumen
i e g i Ol et
&
Peter Muster Example Solution AG
Designgasse 37 Hadenersiasse dad
8008 Zurich 8000 Zurich
Telephone +41 44 457 6634 b |
Telefax +41 44 457 6644
Cyrill Hutter
Chief Executive Officer
Telephone +41 41 854 1145
Telefax +41 41 854 1245
cyrill hutter@examplesolution.com
Zurich, November, 24th 2010
[Subject]
Dear Mr. Muster g
Pagei1of1 | Wordsi1/67 | <3  Engiish (UK) | |[EEE e s 1% O v ¥) -
Figure 17: document prepared in Microsoft Word using officeatwork
Tip: If you wish to make any subsequent changes to the data or settings, you can
reopen the «Document Wizard» at any time.
» Opening the Document Wizard.
Y Select the Document Wizard button on the officeatwork tab.
CI= AR JE2 Document2 [Compatibility Mode] - Microsoft Word ‘ ‘ = = =
)

officestwork | Home  Insert  Pagelajout  References  Malings  Review  View  Design  Lajout

6 4 Quewer Qorer (8 o [7| G Brsewtraiomat
Fax Minutes s = AB'Insert special character -
i | K 5 A

B i Print ~ ;‘é @

=3 Send ~
Info  Ecample Additional Favorites Label | Conten Character Text Structure Topics  Lists Saipt | Document
+ sowtion+ | [INete [3Blank tempiates - - - L~ E O Wizard
officeatwork Tempiates Insert Format Outout | processes

Figure 18: officeatwork tab in Microsoft Word ribbon - Document Wizard button
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¥ Make your changes at the appropriate stage.

\L] officeatwork document new wizard - Step 1 of 3 - Choose document language | = ===
Choose document language @
Choose the document language.
l v Default ]
Engiish (United Kingdom)
French (Switzerland)
German (Switzerland)
Halian (Switzerland)
Russian (Russia)

Figure 19: officeatwork «Document Wizardy - selecting language

VY Click on Finish.

Tip: You can select Finish at any stage in order to close the «Document Wizardy. It
is not necessary to proceed through all the stages of the «Document Wizardy.

Editing documents

officeatwork offers various shortcuts for editing documents.

F11 placeholders

The Word templates are provided with F11 placeholders, which allow you to jump
from one entry place to another using the F11 key.
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» Completing letters.
Y Press the F11 key.
The placeholder is selected for the subject of the letter.
Type in the subject of the letter.
Press F11.
The placeholder is selected for the text of the letter.
Type in the text of the letter.
Press F11.

< < < < < K

The cursor stays at the same place and the document is ready.

Date picker

To ensure that the date is formatted correctly according to the language used, the
date fields are equipped with a date picker function. When you click on the date, a
calendar window pops up; there you can select the date you want and it will be
correctly formatted for your document.

» Changing the date
v Click on Date in your letter.

v Select the desired Date for your document.

_+| oOktober2008 |

2 30 k. 2 3 % 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 2 BB B
27 % 29 30 31 1 2

Figure 20: officeatwork - editing Word document — Date-Picker

Styles menu

To facilitate the standard formatting of your texts, officeatwork provides a series of
specific styles (text formats) per template.

» Using styles
Vv Select Text Passage to be formatted.

v Click on the Styles button on the officeatwork tab.

W96 Document2 [Compatibility Mode] - Microsoft Word | |
officeatwork | Home  Insert  Pagelayout  References  Malngs  Review  View | Design  Layout
A &= - & -

G r}_ [ Letter [ Offer j > ﬂej [ Paste wi at = Eaprint E

D Fax [ Minutes = AR Insert sp cter ~ Elsend- | —¥ =
Info  Evample Additionsl Favorites Label | Content aracter Ted  Structure Saipt | Document
sowtion~ | 1 Nete [3 Blank ‘tempiates - e sav wizard
officeatwork Templates Insert Format Output | Processes| _ Wizard

Figure 21: officeatwork tab in Microsoft Word ribbon - Styles button
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v Select the required style.

Document type
Subject

Title

Heading 1
Heading 2
Heading 3
Heading 4

Separator

Figure 22: officeatwork styles menu for letter templates in Microsoft Word

VY The selected text passage will be formatted according to the style.

Tip: On the officeatwork tab, the Info button offers you the ideal possibility to
provide your company with internally specific information and instructions
regarding the use of templates, such as corporate design manuals, the regulation of
signatures within the organisation, etc.

Inserting content

With officeatwork, company communications such as product presentations,
agreement and contract clauses, offer modules, etc. can easily be inserted into
documents.
> Inserting content

Vv Click on the Content button on the officeatwork tab.

Wd9- o= Decument2 [Compatibility Mode] - Microsoft Word |

officeatwork | Home  Inet  Pagelsyout  References  Malings  Review  View | Design  Layout
@ i_} [ Letter [} offer <) jsj [ Paste without format A=
QFex [ Minutes j o) J "] | o8 Insert special character - A=
Info Example Additional Favorites Lbel | Content Character Text Structure Topics  Lists Saipt | Document
[y Note [ Blank 0 SR R ] - e o

&
= @rint- =
=] PN

Send v | —

= B R

-~ @

i o ‘ L Format i iceisel & v

Figure 23: officeatwork tab in Microsoft Word ribbon — insert content button
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¥ This opens the «Content Chooser».
v In the Content-Group column, select the content group Consulting.
Vv In the Content column, select the Establishment of company folder

¥ Click on the Arrow to right button in order to copy the content elements into
the «selected content» area.

|ﬂ officeatwork Content Chooser

[E=E[EE8 5

l ' Choose the content you want to insert into the document %\

On the left side you can find all available contents. Use the search function to look for a specific content. On the right side all
contents which will be inserted into the document are listed. You can rearrange these contents,

<104 Rechtstrager

[:j Examples - Smart Contents |05 Firmenschutz

D Offerten

[@][®]

=1]01 Firmenbidung
1102 Handelsregister
L0103 Firmenrecherche
1|04 Rechtstrager
B9 g5 Firmenschutz|

[Foders] josearch ] (&% J
Content Groups Contents Selected Content
-
D P— = [yStart of document
<101 Firmenbildung [yinsertion Mark
11|02 Handelsregister Subi
ject
2 pmeeedirche -
B yText

|[;3Endosures
[2End of document
i

Figure 24: officeatwork « Content Choosery in Microsoft Word

Vv Click on the OK button.

¥ The selected content will automatically be inserted into your document.
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Printing

Documents that are prepared using officeatwork can be printed in various ways. Our

example shows the procedure for printing an original (on preprinted letterhead
paper).

> Printing
VY Prepare a letter using officeatwork.

Y Press the CTRL+P keys or use the Word menu File and select Print.
v Select the printer profile External Original

\L] Print - Step 1 of 2 - Print

U[j Print g’

With which officeatwork print profile would you like to print this document?

l v Default ]

Intern Entwurf
Intern Kopie
Intern Original
Extern Entwurf
Extern Kopie
Exctern Original mit Unterschrift

Print without officeatwark print profile

e

Figure 25: officeatwork output management in Microsoft Word
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Tip: The function Set «Print» button as default activates the standard button Print
within this print-assistant window. This allows a faster print finishing as the print
job is executed directly by only hitting the return-button.

Vv Click on Next.

Y officeatwork automatically changes to the printer and tray containing the
appropriate letterheads and shows the Word print dialogue.

Print -7
Printer
Name: 5 HP Laserlet 4250 PS (Duplex) E
Status:  Idle Find Printer. ..
Type: HP LaserJet 4250 PS p
Where:  192.168.1.9 bt e
Comment:
Page range Copies
@ Al Number of copies: |1 =

Current page Select

fanes 1? 7] Collate
Type page numbers and/or page

ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
or pls1, pls2, p1s3-pas3

Print what: | Document E Zoom
Print: All pages in range E Pages per sheet: | 1page |Z|
Scale to paper size: | No Sealing |Z|

Figure 26: Word print dialogue

v Select the number of copies required and then click on Print.

VY The letter will now automatically be printed on a letterhead. The masking of
the logo and the changing to the correct printer and/or tray are automatic

procedures triggered by the data that was selected in the «Welcome
Assistant.

Sending

Documents that were prepared using officeatwork can be sent in various ways. Our
example shows how to send a letter as an original (with signature).

» Sending

Y Prepare a letter using officeatwork.

Vv Select the Send button on the officeatwork tab.

C= AR A Document2 [Compatibility Mode] - Microsoft Word | |

officeatwork | Home  Insert  Pagelayout  References  Mailings  Review  View | Design  Layout @

[ Letter [ Offer \ W] [ Paste without format
(5 ) {E W B

O Fax [ Minutes AB Insert special character ~
be e Adations W ) Chovacter Tt
*  solutionv| L1 Nete []Blank templates x
o Tempiates

upint -
Casena -

s

Insert Format

Figure 27: officeatwork tab in Microsoft Word ribbon — Send button
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v A range of Send profiles appear.

Extern Entwurf (PDF)
Extern Kopie (PDF)
Extern Original [PDF)

i s

Extern Criginal mit Unterschrift (PDF)

Figure 28: officeatwork Send profiles for letter templates in Microsoft Word

v Select the Send profile External Original with Signature (PDF).

VY A message will be prepared with a PDF file as attachment. All settings such
as addressee, subject, form of address, etc. are implemented automatically.
Even the cover note of the e-mail message is written for you. In addition, a
PDF file is attached with the appropriate company logo in high colour quality
and the signatures are placed in the correct position.

Dear Mr. Kiing
Please refer tothe attached document «Your request from the 28th November».
Yours faithfully|

Cyrill Hutter
Chief Executive Officer

gnature was generated by officeatwork.

Sid s Vour request from the 28th November - Message (HTML) = @
Fil Message | Inset  Options  FormatTet  Review @
2 = Tmesne 12 v AT A [ E @ 4 j ¥ Follow Up ¥ {

B " = = 1 High importance
Paste w. A k | Attach Attach Signature Zoom
2 Fromatpune B L L YA T Rewr S g Low importance
Qlipboard 5 Basic Text 5 Names Indude Tags Zoom
To..
o

Subject: [ Your request from the Z6th November

Attached: | T ¥our request from the 28th November.pdf 150 KB]

&

Figure 29: E-mail message prepared by officeatwork in Outlook

Vv Click on Send in order to send the message.
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CHAPTER 4

Support

Help

officeatwork

For all questions relating to officeatwork, please contact our service desk: Telephone

0900 566 088 (CHF 3.50 per minute).

Please also note the wide range of support and service options at
www.officeatwork.com - Support.

Manuals

officeatwork manuals are divided into the following categories:

Manuals for Users
= officeatwork 20-Minute Guide

= officeatwork User Manual*
= officeatwork Smart-Template Manager Manual

= officeatwork Smart-Content Manager Manual

Manuals for Administrators
= officeatwork Installation Guide

» officeatwork Output Method Instructions (OOMI) Guide
= officeatwork Master-Template Manager Manual**

= officeatwork Solution Manager Manual*

Manuals for Project Managers
= officeatwork Project Manager Manual*

= officeatwork Project Preparation Manual

= officeatwork sample solution specifications

Manuals for Developers
= officeatwork API
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* some chapters published
** not yet published

The manuals can be downloaded from the officeatwork website
www.officeatwork.com — Download
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officeatwork sample solutions specifications,
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officeatwork Smart-Content Manager, 29
officeatwork Smart-Template Manager, 29

officeatwork Solution Manager, 29
officeatwork User Manual, 29
Message, 27
Microsoft Office, 7, 9, 10

Microsoft Office Document Image Writer, 14

Microsoft Windows, 9
Microsoft Word, 10

o0 Od

Office
integration, 10
officeatwork
What is achieved with officeatwork, 8
What is officeatwork, 7
What officeatwork offers, 8
officeatwork profile, 19
officeatwork tab, 15
OK, 24
Original, 26

0 Pd

PDF, 27
PDF file, 27
Person
author details, 13
contact details, 12
Personal details, 12
placeholders, 21
Printer, 26
Printer profile
original, 25
Printer tray, 26
Printing, 25
original, 25
Printing costs, 8
Processes, 8
Profile
officeatwork, 19
standard, 19
Project Managers, 29

5 QB

Quality, 27
Questions
users, 29

0 RO

Ribbons
officeatwork tab in Microsoft Word, 15

0 SO

Search
Templates by filing structure, 17
Templates by name, 17
Sending, 26
Original with signature (PDF), 26
Service desk, 29
Setting up
officeatwork, 10
Signature, 26
images, 27
signatories, 27
Skip, 19
Standard profile
officeatwork, 19
Steps
Document Wizard, 18
Styles
Guide, 23
Styles menu, 22
Subject, 22, 27
Support, 29
System tray, 9

0 To

task bar
system tray, 9
Template Chooser, 9, 15
Template management, 8
Templates
Example Solution, 16
letter template, 15
Letter templates, 22
opening a template, 15
search by filing structure, 17
search by name, 17
Text, 22
Tray, 26
Typographic codes & conventions, 5

0 Uo

Users, 5, 29
Using officeatwork, 9

o Wo

Welcome Assistant, 10
What is achieved with officeatwork, 8
What is officeatwork, 7
What officeatwork offers, 8
Why officeatwork, 7
Windows
integration, 9
Windows task bar
system tray, 9
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Wizard Document Wizard, 18
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