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CHAPTER 1

About this Manual

The first chapter contains information regarding the structure of this book as well as
its audience

For whom is the gae intended

This guide is intended farsers who create and are responsible for officeatwork
SmartContents.

What is covered in this guide

This guide gives you an insight into the officeatwork Sp@htent Manager and its
functionality. Itshows you how to create new Sm@rntents as well as to change

or delete existing ones. You will not only learn how to process the dynamic contents
within the SmarContent manager but also how to carry out additional insert
settings.

Basic knowledge remad

To understand this guide, a sound knowledge of Microsoft Windows and Microsoft
Office, especially Microsoft Word, is necessary.

Explanations, examples and
graphics

Explanations, examples and graphics used in this manual apply to the Example
Solution which comes along with the officeatwork Installer. Accordingly, certain
graphics and practicalities used in this manual can differ slightly from what is in
your officeatwork solution.



8 SmariContent Manager

Typographic conventions

Beforereading 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

Trianglel Stepby-step procedure. Yocan follow these
instructions to perform a specific task.

Bold Typeface Objects needed for selection, such as menus, butt
or items in a list.

CAPITAL LETTERS Key legends on the keyboard. For exanphFT,
CTRLor ALT.

KEY+KEY Key combinations whicimust be pressed at the sar
time are marked with +. ExampleéSTRL+Por
ALT+F4.

Feedback

We are very interested in your opinion. We kindly ask you to present us with any
feedback you have, as well as with any other aspects of officeatwork, by writing an
e-mail tofeedback@officeatwork.com

General contact details

officeatwork AG
Bundesplatz 12
6300 Zug
Switzerland

H: 0900 566 088 (Hotline, CHF 2&er minutepn the Swiss landline network,
Price subject to change)

T:+41 (0)41 763 16 70

F: +41 (0)41 7636 75

E-Mail: mail@officeatwork.com
Internet: www.officeatwork.com



CHAPTER 2

Help

This chapter explains the different help options available.

Manuals

officeatwork manuals are divided into the following categories:

Manuals folsers
A officeatwork 20Minute Guide

officeatwork User Manual*
officeatwork SmarTemplate Manager Manual

> > >

p>N

officeatwork SmarContent Manager Manual

Manuals foAdministrators
officeatwork Installation Guide

officeatwork Output Method Instructiof©®OMI) Guide
officeatwork MasteifTemplate Manager Manual**

> > > >

officeatwork Solution Manager Manual*

Manuals foProject Managers
A officeatwork Project Manager Manual*

A officeatwork Project Preparation Manual
A officeatwork sample solution specifications

Manuals fobevelopers
A officeatwork API

* some chapters published
** not yet published

The manuals can be downloaded from the officeatwork website
www.officeatwork.coni Download
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Help within

dialogues

Please note that in the officeatwork dialogues at the top, theshaatext which
aims to give support as it describes the current dialogue.
(E=3EoE O
&9

I “New [Duplicate [save @Delete ‘

L] officeatwork - Edit data

Edit data

Add new entries, edit and/or delete existing entries. Green fields can be translated in several languages. To do so, please
cick the plus sign in frant of the label.

Anderegger Andrea, A, Abtelungsieiterin
Hutter Cyrill, HC, Geschaftsleiter
Iten Sandra, SI, Mitgied des Verwaltungsrates

3. Search name [Muler Heinz, HM, Entwickungsieiter |i=

Name [Heinz maler

Murz Philipp, PMU, Abteiiungsleiter
Muster Peter, PM, Abteiungsleiter
Cherhofer Petra, PO, Sachbesrbeiterin
Mowae umerm

= Function [

Russian (Russia) [

Ttalian (Switzerland)

| capo di sviuppo

German (Switzerland)  [Entwicklungsleiter

French (Switzerland) [ chef de développement

English (United kingdom) [Head of R &0
[t

[os854 1177
[o41854 1277
Mobile [
E-ail

Initials

Direct line

Direct fax

| heinz. mueller @examplesolution.com

Signature color H. Resalution [%4Signatures%IHM. 500dp. coler. 700.300.5p

Signature b/ H. Resolution [#4Signatures®|HM.600dpi.bw.700.300.jpg |

Q¢
o C
=

© -
X O
LU &7

Figure 1: Dialogue with supporting text

Support

Support for officeatwork products can be obtained from your officeatwork project
partner o from the producer itself.

The producerdfficeatworkAG) offers the following support options:

Hotline 0900 566 088 (CHF 2.80 per minute, from Swiss land line)

You are being directly connected with one of our officeatwork specialists. To
eliminate any wiing time, we suggest you arrange a hotline appointment under +41
41 763 16 70 or hotline@officeatwork.com. Arranged hotline appointments are
being treated prior to spontaneous requests. Analysis of Data, Templates etc. can
also be done during hotline s@ms. This is done by our support tool

«Teamviewer», which you can find on our website.

The usage of this tool does not require any installation. In case taerpnged
timeframe for the support is not sufficient, a follayy hotline arrangement shak
made.

You can reach our hotline from Monday to Friday from 09:00 until 11:30 and from
13:30 until 17:00. Latest possible appointment to be scheduled is 16:00.

Professional Services

Services in the area of officeatwork is being executed by our profassienvices
department. These services contain the following:
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Creation of new officeatwork solutions
Maintenance and enhancements of existing officeatwork solutions
officeatwork training

> >

>

officeatwork consulting

Analysis of existing templates

Analysisof existing corporate designs

Analysis of processes in the area of templatel contertnanagement
Consulting for a process optimized usage of a corporate design

> > > >

>

For these areas, please contact our specialist at: +41 41 763 16 79 or
professionalservica@officeatwork.com

Manuals

You can download the most d4p-date manuals at www.officeatwork.com
Download.

Newsletter

officeatworkNews is "good news" with added value. officeatwbdi&ws informs

you regularly about relevant topics regarding «corpordieechutomation». The
qualified news keeps you tip-date and helps you to increase the practical value of
Microsoft Office. For more information and registration check out our website at
www.officeatwork.com> Support.
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CHAPTER 3

Overview

Competent creation of documents

With theuse of officework, documents can be professionally and competently
produced in the easiest way possible. Allow us to explain the automated concepts of
officeatwork.

MastefTemplate

An officeatwork MasteiTemplate is in principle comparable to an Office template
(e.g. afile ending with «.dot»), except that rather than being static, a Master
Template will always be dynamic.

Dynamic in this context means that thadterTemplate always automatically
adapts to the different entries, such as language, branch, department, employee, etc.

Within a MastefTemplate the prelefined format is set, margins are adjusted, logos
placed and so on. The MasfEemplate therefore Y& the foundation for the
appropriate type of document (e.g. letter, fax, note etc).

A MasterTemplate can be used in the same way as a normal template. When using
the MastefTemplate, a document is created that automatically takes over all the
original sdtings of the Masteiremplate.

ol

Master document
Template

Figure 2: officeatwork MasteiTemplate concept

The MastefTemplate concept therefore dramatically reduces the number of
necessary templates, which also means that the administration thereof ialminim
This makes creating documents extremely easy and all the documents are issued
with the same corporate design.
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SmardTemplate

An officeatwork SmariTemplate is demplate that is linked to an officeatwork
MasterTemplate. Regardless of the desired language, a Sraanplate is supplied
with the required content elements, which like brickwork are then automatically
placed in the right position of the document. Whdbing so, the Mastdremplate
determines which contents are allowed to be recorded at what location (e.g. the
subject of a letter, the text and the enclosures).

This makes it possible for example that a Sriatnplate «invitation» is based on
the MastefTemplate «letter». The subject is predefined, and within the text the
relevant information of the invitation is recorded. Possible enclosures are listed in
the «enclosed» area.

B 1IN

] =

Master Smart document
Template Template

Figure 3: officeatwork Smarfemplate concept

As evey SmartTemplate is always linked to a MastBemplate, it is automatically

brought upto-date as soon as the Mastamplate changes. As a consequence, pre

settings such as logo placement, margins, format settings, etc. remain and need not

be freshly reorded every time. This in turn means that the correct employment of

the companyds corporate design is guarant e
necessary to concentrate on the entry of the necessary content, especially as the

layout of the text islefined by the MasteFemplate.

SmarContent

An officeatwork SmarContent is a content module which is linked to an
officeatwork MasteifTemplate.

Certain contentdpr example delivery conditions, are often used identically in
different templates. By storing the delivery conditions in a Si@arttent module,

all the same content from this one source can be used in all necessary templates.
SmartContents are always tumatically inserted in the document at the right place,
in the correct language and in the appropriate format.

There are two possibilities of working with Sm&ntents:

First of all, SmarContents can be inserted in the document by means of the Conten
Chooser.

Secondly, Smaf€Contents can be integrated in Sribemplates. For this a
document function in the Smafemplate Manager allows the insertion (linking) of
SmartContents at the desired position.
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; Cin
L] 3
G|
s
=
@ @] -
il 2 L=
Master g document
Template =
P
Smart
Contents

Figure 4: officeatworkMasterTemplate concept

Cin
L] 3
G|
—
o] =
CES| &) 4=
= =
Smart = document
Template
Smart
Contents

Figure5: officeatwork Smaremplate concept

The SmarContent concept prevents the duplication of data. All the necessary
content is stored at one place only, can be centrally processed and canfoe used
any number of documents. Thus, all documents are almost effortlessly created with
the most current data available.
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CHAPTER 4

First step

S

Introduction

In this chapter you will already learn how to create your first S@arttent with the
help of the SmarContent Manager, then fill it with content and use it in Microsoft
Word. You will be shown step by step how simple it is to create and use a Smart
Conten. The goal is to convey the concept and the «aodfeel» of the Smart
Content Manager from the word go.

Note: The following explanations are based on Example Solution. Should you wish
to follow the example step by step, please load Example Solutiochvs part of
officeatwork Installer.

The sample solution of the following task can be found in Example Solution in the
directory «Examplé3emplate¥)6 PO Grantieowo».
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Creating SartContents

U Creating Smaontents:
b StartWindows Explorer

p Changdo the directory in whiclofficeatwork Solutiocan be found and in
which you would like to create your Smabntent (for example
C:\ProgrammiofficeatworkSolutiondexamplesolutioncok®martContents
Word\OfferProdukteofferty

b Clickon theright mouse buttoso that thecontext menappears athchoose
the entry New

b Clickon the entryfficeatwork Word Smatbntent

[ Forder
| [@  Shortcut

Microsoft Office Access 2007 Database
Bitmap Image

Contact

Micresoft Office Word Decument

| & Journal Document

| officeatwork PowerPoint Smart-Content

officeatwork PowerPoint Master-Template
officeatwork Word Smart-Content
officeatwork Word Smart-Template

View
Sort By officeatwork Word Master-Template
Refresh Microsoft Office PowerPoint Presentation
| L Text Document
e | E] Microsoft Office Excel Worksheet
. Paste Shortcut |20 winzip Fie
Mew » | B Bricfease

| B Personalize

Figure 6: Explorer, Context Menu, Entry «MWe, Subkentry «officeatwork Word Smart
Content»

b Namehe newly creatkig <06 PO Garantie».

@@vl « Produkteofferte - “7‘ ‘ Search 2|

&y Organize ~ 88 Views <1 @ Bumn

Type Size »

Name )

L]su PO Beilagen.owc ﬂ;]us PO Garantie.owe
||| 05 PO Rahmenbedingungen.osc (4] 04 PO Konditionen.osc
_LJ 03 PO Referenzen.osc EE]uz PO Produkte.owe

i 01 PO Einleitung.owc

Figure 7: Windows Explorer, officeatwork Word Sm&wbntent «06°0 Garantie»
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b Openthe file06 PO Garantie

b Choosehe MastefTemplateOfferin order to connect this to the Smart
Content.

|1 Choose Master-Template

[E=5 s ==
' ' Choose Master-Template ™

Choose a Master-Template from the list below and dick OK to link it with the
Smart-Template.

ET]Letter (Filename: Letter.owt)
<[ Note (Filename: Note.owt)
B Offer (Filename: Offer.owt)

powered by

St

Figure 8: officeatwork Dialog «Choose Mast@emplate»

b Clickon the buttorOK

Addingcontent in Smaffontent

b Clickon he modul€ontentsn the moduleganein the SmarContent

@ 1) - 06 PO Garantie.owc - officeatwork Ward Smart-Content Manager ==
=/ Genenl Contents x
@ Translation & Contact person - & Signature 2+ [ Farticipant list - L-ﬂ { } II]] a &, Next Field @ ’

) Organisation - i Recipient ~ @ Additional information - i @ Remove

Paste a3 Word-Fields Document | Previous Add Remove
& Author - # signature1~ @ Note~ Unformatted Text - Functions = || Field % Add
officestwork Master Properties & Clipboard Fields & Functions Jump Order Languages

Contents Content - English (United Kingdom)

officeatwork | Home Tnsert Page Layout References Mailings Review View
¥ [ tetter [ offer [ A E«— (3 Paste without format ella
. . i3 :

|3 Fax ] Minutes AB' Insert special character ~
Info  Example

Additional Favorites Label | Content Format| Output,  Script
- Solution- | L] Note []Blank templates - - Wizard
= afficeatwork Tempiates Insert Processes|  Wizard
5] Cortent
= ) Russian (Russia)

|| Content

F &I

-
2

o
3

Words: 0| €5 |

96% (-——U——(+) |

[Ee= =

Figure 9: officeatwork Word Smai€ontent Manager, Module Pane «Contents»
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b Clickon Contenin the navigation panigelow the language English (UK).

m@g

0 e @d

Add  Remove

@ 0gg )= 06 PO Garantie.owc - officeatwork Ward Smart-Content Manager
[

General | Contents
@ Translation &3 Contact person - & Signature 2 -
[l Organisation = +B Recipient ~ @ ~dditional information =

& Author -

B Farticipant list - L‘ﬁ { }

Paste as Word-Fields Document | Previous
# Signature1- @ Note~ Unformatted Text = Functions | Field
& Clipboard Fields & Functions Jump Order Languages

2 Add

officeatwork Master Properties

Contents Content - English (United Kingdom)

1= ¥ English [Urited Kingdom] | [W]
= Content officeatwork | Home  Inset  Pagelayout  References Mailings  Review  View

=) ] French (Switzerland)
5] Cortent o y |3 Letter ] Offer ﬁ \/f\\’_r Bt— (4 Paste without format alla
& " 3 )
= ] German [Switzerland) [ Fax [ Minutes ! T AR Insert special character +
Additional Favorites Label | Content Format| Qutput| Script | D

B Cortent Info  Example
=) Content > [J Note []Blank  templates  ~ -

Solution
= ] Malian (Swizerland) Bkl
E-:] Cortent officeatwork. Templates Insert Processes Wizard

» &I

=) £ Russian (Russia)
== Content

-
2
o
3

Words: 0| €5 |

96% (-——U——(+) |

Figure 10: officeatwork Word Smai€ontent Manager, Navigation Pane «Contents»,
Entry «English (UK)», Content Element «Content»

b EnteraContenfor the subject matter in the workspace (for example the
formatted content Guarantee using theestyéading 1).

06 PO Garantie.owc - officeatwork Word Smart-Content Manager

:Eg

(p)yoed)-
- General Contents x
| & Translation £ Contact person = # Signature 2+ Participant list - ﬁ { } II ]] a @ Next Field @ i
f Organisation = g Recipient ~ @ Additional information ~ @ Remove
Paste as Word-Fields Document || Previous Add  Remove
& Author~ # signature1- @ Note~ Unformatted Text ~ Functions~ || Field @ Add
afficeatwork Master Properties ] Clipboard Fields & Functions Jump Order Languages
Contents Content - English (United Kingdom)
=1 ) English {Urited Kingdom) | [W]
Content officestwork | Home  Insert  Pagelayout  References  Mailings  Review  View

= ] French [Switzerland) —

= = / = o

= Content o ¥ [ tetter [ Offer ﬁ ,\k EE [ Paste without format 9 @ o]
1= 9] German (Switzerland) [J Fax [ Minutes ¢ =l AR Insert special character =

=2 Content Info  Example Additional Favorites Label | Content Format| Output  script

> +  Solution+| L] Mote []Blank templates - - =

=1 ] ltahan (Swizerland)

= Content officeatwork Templates Insert Processes
=1 ) Russian (Fiussia) i}

=5 Content 7

Guarantee

-
:
o
*

[EETE 96% (=) U

words: 0 [ €5 |

Ready Li

Figure 11: officeatwork Word Smai€ontent Manager, Module Pane «Contents»,
Navigation entry «English (UK)», «Content», workspace for Content
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Changedo the foldeDocumentsn WindowsExplorewithin the folder
exanplesolutioncom

OpentheFile <Guarantee.doc» withoubleclick

Markthe text content that you would like to take over.

r n
W9 0= Guarantee.doc [Compatibility Mode] - Microsoft Word [E=REE
officeatwork | Home  Inset  Pagelayout  References  Mailings  Review  View @

0 " [ Letter [} Offer j \/\( s H&— ({4, Paste without format = =
| ) | =]
3 Fax ] Minutes AB* Insert special character =
Info  Example Additional Favorites Label = Content Output  5¢r
+  solution- | L) Note []Blank templates - -
officeatwork Templates Insert Format Proces... | Wizard

Our guarantee is valid for defects occurred within the agreed warranty period and which
appeared verifiable because of poor materials or wrong fabrication.

Claim under guarantee has to be asserted explicitly as such by the customer. The customer
is responsible to account for the claim under guarantee. The receipt is valid as certificate of

guarantee.
. If no other agreement has been made, the granted warranty period for hardware is 1 year
from the time of delivery by our company. The place of fulfillment of guarantee is Zurich.

Excluded from guarantee are damages caused by natural abrasion, lacking maintenance,
violation of the operating provision, wrong handling, over loading, unfit operating materials
and other reasons which do not have to be represented by ExampleSolution

“g w4

s o

Pagei1of1 | Words:122/122 | <5 English (US) |
|

Figure 12: Microsoft Word, old Document «Guarantee.doc»
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b Copythe text content by pressing the combinat@rRL+C

p Changeack to theSmartContent Managand the module par@ontents
Clickon Contentin the navigation pane again.

b Placethecursorat the place in which you would like to insert the text
content, anghastethe content via the taBontentand tle commandPaste as
Unformatted Text

(® WEEIERT 06 PO Garantie.ow - officeatwork Word Smart-Content Manager [E=E=—)
=~/ General Contents x
@ Translation £ Contact person - # Signature 2~ Bl rarticipant list - ‘.J { } [[]] a @ Next Field e J
il organisation ~ <3 Recipient - @ aaditional information ~ —Ij @ Remove &
Paste as Word-Fields Document | Previous Add  Remove
& Author~ # signature1- @ Note~ Unformatted Text = Functions~ || Field %@ Add
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Figure 13: officeatwork Word Smai€ontent Manager, Tab «Contents», Group
«Clipboard», Command «Paste as Unformatted Text»

b Deletehe numbdr(warranty period) and instead s@text Form Hde via the
tabContentand the commawébrdFields.
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Gurantee

Our guarantee is valid for defects occurred within the agreed warranty period and which
appeared verifiable because of poor materials or wrong fabrication.

Claim under guarantee has to be asserted explicitly as such by the customer. The customer is
responsible to account for the claim under guarantee. The receipt is valid as certificate of
""" guaraniee.

If no other agreement has been made, the granted warranty period for hardware is from the
Settings time of delivery by our company. The place of fulfilment of guarantee is Zurich.

4
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Words: 121 | G5 | |[Eas

Ready |

Figure 14: officeatwork Word Smai€ontent Manager, Tab «Content», Group «Fields
& Functions», Command «Word Fields», Catalogue Entry «Text Form Field»
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b Deletehe text contedExampleSolution» and instead set the Master Property
Organisatiowia the tabContentsthe groupfficeatwork Master Properties
and the comman@rganisation

s 06 PO Garantie.owe - officestwork Word Smart-Content Manager
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E-Mail
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Footerl
Footer 2 Our guarantee is valid for defects occurred within the agreed warranty period and which
ety appeared verifiable because of poor materials or wrong fabrication.
ooter
Footer4 Claim under guarantee has to be asserted explicitly as such by the customer. The customer is
S —— responsible to account for the claim under guarantee. The receipt is valid as certificate of
guarantee.

If no other agreement has been made. the granted warranty period for hardware is [Year/s] year
fromthe time of delivery by our company. The place of fulfillment of guarantee is Zurich.

Excluded from guarantee are damages caused by natural abrasion, lacking maintenance. e
violation of the operating provision, wrong handling, over loading. unfit operating materials and Y
other reasons which do not have to be represented by ExampleSolution o

*

Pagei1of1 | Words:0 | <&  English (US) |

Ready

Figure 15: officeatwork Word Smai€ontent Manager, Tab «Content&roup
«officeatwork Master Properties», Command «Organisation», Catalogue Entry
«Organisation»

Thus, all the contents needed for the text area are set.
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Guarantee

Our guarantee is valid for defects occurred within the agreed warranty period and which
appeared verifiable because of poor materials or wrong fabrication.

Claim under guarantee has to be asserted explicitly as such by the customer. The customer is
responsible to account for the claim under guarantee. The receipt is valid as certificate of
guarantee.

If no other agreement has been made. the granted warranty period for hardware is [Year/s] year
fromthe time of delivery by our company. The place of fulfillment of guarantee is Zurich.

Excluded from guarantee are damages caused by natural abrasion, lacking maintenance. e
violation of the operating provision, wrong handling, over loading. unfit operating materials and Y
other reasons which do not have to be represented bymmﬂqmgmwﬂgul o

*

Pagei1of1 | Words:0 | <&  English (US) |

Ready

Figure 16: officeatwork Word Smai€ontent Manager, Workspace with Contend an
officeatwork Master Properties
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p Changdo the module panBettings

b Clickon the navigation entrinsertion Options the navigation pane.

I/Q oA ) - 06 PO Garantie.ow - officeatwork Word Smart-Content Manager SIETU
General Contents x
Link Reload
Master-Template
Settings Insertion Options
&3] Insestion Dptions
Insertion Options
Inseit cartent to bookmark -
Bookmark -
Formatling wiond default -
Methad Append -
Aaster-Template: Offer (Filename: Offer.owt]

Ready

Figure 17: officeatwork Word Smai€ontent Manager, Modu
Navigation Etry «Insertion Options»

le Pane «Settings»,

p Carry outhe followingOptions Insert contento BookmarkbookmarKText

Formatttingword defaultmethodAppend

Master-Template

‘,,/I; ovRr - 06 PO Garantie.owe - officeatwork Word Smart-Content Manager s
General | Contents x
Link Reload

Settings Insertion Options

Insertion Options
Insertion Dptions

Insert content o bookmark
Bookmark. Tesl
Formatting Word default
Method Append

emplate: Offer (Filename: Offer.out

Figure 18: officeatwork Word Smai€ontent Manager, Mod

ule Pane «Settings»,

NavigationEntry «Insertion Options», Workspace «Insertion Options»
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b Closethe Smart Content via the officeatwork button.
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Guarantee

Our guarantee is valid for defects occurred within the agreed warranty period and which
appeared verifiable because of poor materials or wrong fabrication.

Claim under guarantee has to be asserted explicitly as such by the customer. The customer is
responsible to account for the claim under guarantee. The receipt is valid as certificate of

,,,,, guarantee.
s If no other agreement has been made, the granted warranty period for hardware is [Year/s] year :
To— fromthe time of delivery by our company. The place of fulfilment of guarantee is Zurich. °
™ e Evelida f it a Abue natuical ah lg@ﬁﬂug e S
Ready
Figure 19: officeatwork Word Smai€ontent Manager, officeatwork Button, Command
«Close»

b Savethe Smart Content.

Now you have created a new Sm@&uvntent and have entered contents into a Smart
Content. Next you will use such a Sm@antent.
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UsingSmarContents

b Start Microsoft Word
b Clickthe tabofficeatwork

CIR= Documentl - Microsoft Word [=)E
officeatwork | Home  Inset  Pagelayout  References  Mailings  Review  View o @
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Figure 20: officeatwork tab in Microsoft Word
b Clickthe commandfferfrom within the listTemplates
w90l Documentl - Microsoft Word [=lE
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Figure 21: Microsoft Word, Tab «officeatwork», Group «Templates», Button «Offer»

The first step of the «docient wizard» appears.
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b Choosehe desired.anguagdor your document.

&

pawerad by
e ——

L] officeatwork document new wizard - Step 1 of 3 - Choose document language = ===

Choose document language @

Choose the document language.

l v Default ]

French (Switzerland)
German (Switzerland)
Italian (Switzerland)
Russian {Russia)

Figure 22: officeatwork «Document Wizardsselecting language

b ClickonNext

b Chooseyour Sender Profiléor your document.

&

] officeatwork document new wizard - Step 2 of 3 - Choose personal profile [= e

Choose personal profile =

=
Choose your personal profile.
(st |« oefeuttprofic ]
(Custom) Crganization IZun\:h, Communication
Chef
P Author [Muster Peter, PM, Head of departme ..
Initiator [Muster Peter, PM, Head of departme ..

¥ Contactpersan [Muster Peter, PM, Head of departme ..

[ Signature 1 [Muster Peter, PM, Head of departme .
[# Signature 2 I(Nune)

St Osa [Lconcel ][ <gax | [ text> ][ Fmch |

Figure 23: officeatwork «Document Wizardsselecting «Default profile»
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b ClickonNext

b Entertherecipient's details

|| officeatwork document new wizard - Step 3 of 3 - Recipient details (=N EoR ==

Recipient details :/ﬂ

Write the redpient information in the corresponding fields.

[51Piin (= Outook g TwixTel (2 Addresses [ Addresses | g Remove 6 R

Complete address  [Peter Muster
Designgasse 37
8008 Zrich

E-Mail peter.muster Bbluewin,ch
Salutation Dear Mr. Muster H -
—_——— T
powered by - Z

Figure 24: officeatwork «<Document Wizard>addressee completed

p ClickonFinish

Now the basis of the offer has been tedeand you can complete it with the desired
contents.

p Clickon the comman@ontenin the listinsertof the officeatworkab.

Figure 25: Microsoft Word, Tab «officeatwork», Group «Insert», Button «Content»

The officeatwork Cornt Chooser appears.

b Clickon the content groupfferterwithin the officeatwork Content Chooser
and afterwards click on the foldBrodukteoffertender Contents.

Now the previously created Sm#&bntent «06 PO Garantie» appears in this folder.



