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C H A P T E R  1  

About this Manual 

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

its audience. 

 

For whom is the guide intended 

This guide is intended for users who create and are responsible for officeatwork 

Smart-Contents. 

What is covered in this guide 

This guide gives you an insight into the officeatwork Smart-Content Manager and its 

functionality. It shows you how to create new Smart-Contents as well as to change 

or delete existing ones. You will not only learn how to process the dynamic contents 

within the Smart-Content manager but also how to carry out additional insert 

settings. 

Basic knowledge required 

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. 
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 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 ü Step-by-step procedure. You can follow these 

instructions to perform a specific task. 

Bold Typeface Objects needed for selection, such as menus, buttons 

or items in a list. 

CAPITAL LETTERS Key legends on the keyboard. For example SHIFT , 

CTRL or ALT. 

KEY+KEY Key combinations which must be pressed at the same 

time are marked with +. Examples: CTRL+P or 

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 to feedback@officeatwork.com. 

General contact details 

officeatwork AG 

Bundesplatz 12 

6300 Zug 

Switzerland 

 

H: 0900 566 088 (Hotline, CHF 2.80 per minute, on the Swiss landline network, 

Price subject to change) 

T: +41 (0)41 763 16 70 

F: +41 (0)41 763 16 75 

 

E-Mail: mail@officeatwork.com 

Internet: www.officeatwork.com 
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C H A P T E R  2  

Help 

This chapter explains the different help options available. 

Manuals 

officeatwork manuals are divided into the following categories: 

Manuals for Users 

Á officeatwork 20-Minute Guide 

Á officeatwork User Manual* 

Á officeatwork Smart-Template Manager Manual 

Á officeatwork Smart-Content Manager Manual 

Manuals for Administrators 

Á officeatwork Installation Guide 

Á officeatwork Output Method Instructions (OOMI) Guide 

Á officeatwork Master-Template Manager Manual** 

Á officeatwork Solution Manager Manual* 

Manuals for Project Managers 

Á officeatwork Project Manager Manual* 

Á officeatwork Project Preparation Manual 

Á officeatwork sample solution specifications 

Manuals for Developers 

Á officeatwork API 

  

* some chapters published 

** not yet published 

The manuals can be downloaded from the officeatwork website 

www.officeatwork.com ï Download 
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Help within dialogues 

Please note that in the officeatwork dialogues at the top, there is a short text which 

aims to give support as it describes the current dialogue. 

 
Figure 1: Dialogue with supporting text 

Support 

Support for officeatwork products can be obtained from your officeatwork project 

partner or from the producer itself. 

The producer (officeatwork AG) 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 waiting 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 sessions. 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 the pre-arranged 

timeframe for the support is not sufficient, a follow-up hotline arrangement shall be 

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 professional services 

department. These services contain the following: 
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Á  Creation of new officeatwork solutions 

Á  Maintenance and enhancements of existing officeatwork solutions 

Á  officeatwork training 

Á  officeatwork consulting 

Á  Analysis of existing templates 

Á  Analysis of existing corporate designs 

Á  Analysis of processes in the area of template- and content-management 

Á  Consulting for a process optimized usage of a corporate design 

For these areas, please contact our specialist at: +41 41 763 16 79 or 

professionalservices@officeatwork.com 

Manuals 

You can download the most up-to-date manuals at www.officeatwork.com -> 

Download. 

Newsletter 

officeatwork-News is "good news" with added value. officeatwork-News informs 

you regularly about relevant topics regarding «corporate office automation». The 

qualified news keeps you up-to-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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C H A P T E R  3  

Overview 

Competent creation of documents 

With the use of officework, documents can be professionally and competently 

produced in the easiest way possible. Allow us to explain the automated concepts of 

officeatwork. 

Master-Template 

An officeatwork Master-Template is in principle comparable to an Office template 

(e.g. a file ending with «.dot»), except that rather than being static, a Master-

Template will always be dynamic. 

Dynamic in this context means that the Master-Template always automatically 

adapts to the different entries, such as language, branch, department, employee, etc. 

Within a Master-Template the pre-defined format is set, margins are adjusted, logos 

placed and so on. The Master-Template therefore lays the foundation for the 

appropriate type of document (e.g. letter, fax, note etc). 

A Master-Template can be used in the same way as a normal template. When using 

the Master-Template, a document is created that automatically takes over all the 

original settings of the Master-Template. 

 
Figure 2: officeatwork Master-Template concept 

The Master-Template concept therefore dramatically reduces the number of 

necessary templates, which also means that the administration thereof is minimal. 

This makes creating documents extremely easy and all the documents are issued 

with the same corporate design. 
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Smart-Template 

An officeatwork Smart-Template is a template that is linked to an officeatwork 

Master-Template. Regardless of the desired language, a Smart-Template is supplied 

with the required content elements, which like brickwork are then automatically 

placed in the right position of the document. While doing so, the Master-Template 

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 Smart-Template «invitation» is based on 

the Master-Template «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. 

 
Figure 3: officeatwork Smart-Template concept 

As every Smart-Template is always linked to a Master-Template, it is automatically 

brought up-to-date as soon as the Master-Template changes. As a consequence, pre-

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

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

the companyôs corporate design is guaranteed at all times. It is then generally only 

necessary to concentrate on the entry of the necessary content, especially as the 

layout of the text is defined by the Master-Template. 

Smart-Content 

An officeatwork Smart-Content is a content module which is linked to an 

officeatwork Master-Template. 

Certain contents, for example delivery conditions, are often used identically in 

different templates. By storing the delivery conditions in a Smart-Content module, 

all the same content from this one source can be used in all necessary templates. 

Smart-Contents are always automatically inserted in the document at the right place, 

in the correct language and in the appropriate format.  

There are two possibilities of working with Smart-Contents: 

First of all, Smart-Contents can be inserted in the document by means of the Content 

Chooser. 

Secondly, Smart-Contents can be integrated in Smart-Templates. For this a 

document function in the Smart-Template Manager allows the insertion (linking) of 

Smart-Contents at the desired position. 
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Figure 4: officeatwork Master-Template concept 

 
Figure 5: officeatwork Smart-Template concept 

The Smart-Content concept prevents the duplication of data. All the necessary 

content is stored at one place only, can be centrally processed and can be used for 

any number of documents. Thus, all documents are almost effortlessly created with 

the most current data available. 
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C H A P T E R  4  

First steps 

 

Introduction 

In this chapter you will already learn how to create your first Smart-Content with the 

help of the Smart-Content 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- 

Content. The goal is to convey the concept and the «look-and-feel» 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 Solution, which is part of 

officeatwork Installer.  

The sample solution of the following task can be found in Example Solution in the 

directory «Examples\Templates\06 PO Garantie.owc». 
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Creating Smart-Contents 

ü Creating Smart-Contents: 

þ Start Windows Explorer. 

þ Change to the directory in which officeatwork Solution can be found and in 

which you would like to create your Smart-Content (for example 

C:\Programme\officeatwork\Solutions\examplesolutioncom\SmartContents\ 

Word\Offer\Produkteofferte). 

þ Click on the right mouse button so that the context menu appears and choose 

the entry New. 

þ Click on the entry officeatwork Word Smart-Content. 

 
Figure 6: Explorer, Context Menu, Entry «New», Sub-entry «officeatwork Word Smart-

Content» 

þ Name the newly created file «06 PO Garantie». 

 
Figure 7: Windows Explorer, officeatwork Word Smart-Content «06 PO Garantie» 
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þ Open the file 06 PO Garantie. 

þ Choose the Master-Template Offer in order to connect this to the Smart-

Content. 

 
Figure 8: officeatwork Dialog «Choose Master-Template» 

þ Click on the button OK. 

Adding content in Smart-Content 

þ Click on the module Contents in the module pane in the Smart-Content 

Manager. 

 
Figure 9: officeatwork Word Smart-Content Manager, Module Pane «Contents» 
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þ Click on Content in the navigation pane below the language English (UK). 

 
Figure 10: officeatwork Word Smart-Content Manager, Navigation Pane «Contents», 

Entry «English (UK)», Content Element «Content» 

þ Enter a Content for the subject matter in the workspace (for example the 

formatted content Guarantee using the style Heading 1). 

 
Figure 11: officeatwork Word Smart-Content Manager, Module Pane «Contents», 

Navigation entry «English (UK)», «Content», workspace for Content 
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þ Change to the folder Documents in Windows Explorer within the folder 

examplesolutioncom. 

þ Open the File «Guarantee.doc» with a Double-click. 

þ Mark the text content that you would like to take over. 

 
Figure 12: Microsoft Word, old Document «Guarantee.doc» 
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þ Copy the text content by pressing the combination CTRL+C. 

þ Change back to the Smart-Content Manager and the module pane Contents. 
Click on Content in the navigation pane again. 

þ Place the cursor at the place in which you would like to insert the text 

content, and paste the content via the tab Content and the command Paste as 
Unformatted Text. 

 
Figure 13: officeatwork Word Smart-Content Manager, Tab «Contents», Group 

«Clipboard», Command «Paste as Unformatted Text»  

þ Delete the number 1 (warranty period) and instead set «Text Form Field» via the 
tab Content and the command Word-Fields. 

 
Figure 14: officeatwork Word Smart-Content Manager, Tab «Content», Group «Fields  

& Functions», Command «Word Fields», Catalogue Entry «Text Form Field» 
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þ Delete the text content «ExampleSolution» and instead set the Master Property 

Organisation via the tab Contents, the group officeatwork Master Properties 

and the command Organisation. 

 
Figure 15: officeatwork Word Smart-Content Manager, Tab «Contents», Group 

«officeatwork Master Properties», Command «Organisation», Catalogue Entry 

«Organisation» 

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

 
Figure 16: officeatwork Word Smart-Content Manager, Workspace with Content and 

officeatwork Master Properties 



24 Smart-Content Manager 

 

þ Change to the module pane Settings. 

þ Click on the navigation entry Insertion Options in the navigation pane. 

 
Figure 17: officeatwork Word Smart-Content Manager, Module Pane «Settings», 

Navigation Entry «Insertion Options» 

þ Carry out the following Options: Insert content to Bookmark, bookmark Text, 
Formattting Word default, method Append. 

 
Figure 18: officeatwork Word Smart-Content Manager, Module Pane «Settings», 

Navigation Entry «Insertion Options», Workspace «Insertion Options» 
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þ Close the Smart Content via the officeatwork button. 

 
Figure 19: officeatwork Word Smart-Content Manager, officeatwork Button, Command 

«Close» 

þ Save the Smart Content. 

Now you have created a new Smart-Content and have entered contents into a Smart-

Content. Next you will use such a Smart-Content. 
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Using Smart-Contents 

þ Start Microsoft Word. 

þ Click the tab officeatwork. 

 
Figure 20: officeatwork tab in Microsoft Word 

þ Click the command Offer from within the list Templates. 

 
Figure 21: Microsoft Word, Tab «officeatwork», Group «Templates», Button «Offer» 

The first step of the «document wizard» appears. 
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þ Choose the desired Language for your document. 

 
Figure 22: officeatwork «Document Wizard» - selecting language 

þ Click on Next. 

þ Choose your Sender Profile for your document. 

 
Figure 23: officeatwork «Document Wizard» - selecting «Default profile» 
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þ Click on Next. 

þ Enter the recipient's details. 

 
Figure 24: officeatwork «Document Wizard» - addressee completed 

þ Click on Finish. 

Now the basis of the offer has been created and you can complete it with the desired 

contents. 

þ Click on the command Content in the list Insert of the officeatwork tab. 

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

The officeatwork Content Chooser appears. 

þ Click on the content group Offerten within the officeatwork Content Chooser 

and afterwards click on the folder Produkteofferte under Contents. 

Now the previously created Smart-Content «06 PO Garantie» appears in this folder. 


