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= [Create Project Workspace =
Clone a Project Workspace
Workspace Name:* |
£ Only users with Account Management administration privileges ! Statust " Active (7 Fendng (" Inactive
can clone project workspaces. b e e A | N
] EnrterPrimaryEunta:t T M
. . I L .
1. From the left-hand navigation bar, select Workspace A
.. ) Confirm Information Warkspace Code:
Administration. Enter Aditional
Contact Information Weh Site: Ihttp:ff
—_— Manage Users
EQ Workspace Administration - o Descrinton:
E@' o I
El% Workspaces
=g Cold Fusion Power
€ Tearn Members > .
€ Groups citadon *CW.
Business Processes sk | mex» | canel | mep |
-3 Reparts
EEI---@ Zold Fusion Power (W Trair 4. Enter the Workspace Name (required). Ignore the Status
CTa Chicago Training settings for now.

#  Cloned workspaces are initially set to Pending by the system so
setting Status here will have no effect. Cloned workspaces
must be set to Active when cloning is complete before they can
be used.

2. Make sure that the source workspace is set to Pending or
Inactive

5. If you are not going to administer the new workspace, click

Mame: Cold Fusion Power Browse
Status: Pending — and select the administrator for the new
Account: workspace.

Administrator: G.K. Winkelman o . .
- . 6. Enter a Workspace Code and Description, if desired.
Drganization: C Training

Workspace Code: CFp-01 Create Project Workspace x|

Description: ~Step 2 of 6 - Enter Primary Contact

This information will be used as the project’s primary contact
information. Additional contact information can be entered in Step 4
{optional)

Enter General Conkact Type:* | [Select] -
Information

Address]*

Enter Primary Contact
Information

3. From the_left_' E@ QA Confirm Information
hand navigation El% Warkspaces cater AAHEE] cdress3

bar, right-click - ] [ e—— Contact 1formiation I
Manage Users

I
Addressz |
I
I

on the source )
workspace and e Add TR e Country/Regon:* [[select] -
select Clone Create StatsjProvincs:  [[select] =
. Postal Cods:* |—
I h
l_ﬂune e | s
Ml:lljlf':." [Fax = | rceuqnutlgitdfnr Brimary
Invite [5e 7| |
[other =
Security ra Emait |
Search adon +CW.
g5l CTA Cnlcagcu'-lhrs-::?ﬁr;g gL\.-;n? E <o (k> | cowd | b |

7. CW will use the Contact Information from the source workspace.
Make any changes that are necessary to the Contact
Information

8.  When finished, click ﬂl to continue.
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Create Project Workspace x| ject Workspace x|

[ Step 3 of 6 - Confirm Information

[ Step 4 of 4 - Choose Selections to Clone

€ Al Groups
EE alusers

- [F1E: Group/User Relationship

All Business Processes Plans

[JC1 OMs Folder Structure and Contents

1 DMS Folder Struckure

1 DMS Folder and Content Security

General Information

Workspace Nams:  Test Froject
— Status:  Active

Enter General
Information

Information

Administrator:  Rich Miesemer

Enter Primary Contact

L Warkspare Code:
Information

Enter Primary Contact
Information

Confirm Information Deseription: Confirm Information

Enter Additional
Contact Information

} Choose Sections

Manage Users

Manage Groups

Primary Contact

201 Mission St
San Francisco, Calfforria, 94105

L.5A

Main:  415-555-5555

E-mail:  admin@citadon. com

adon =CW.

Select Al fdvanced

< Back |

< Back caeel | wep |

Fish | Help

Mext = | 11. Select the sections to be cloned to this workspace.

9. Review the contact information, and click to a.  All Groups clones all groups from the source

continue. b. All Users clones all users from the source

c. Group/User Relationship clones all groups and users plus
their relationship to each other

d. All Business Process Plans clones all the business process
templates from the source, including shortcuts and setups

e. DMS Folder structure and Contents clones the entire DMS.
DMS Folder Structure just clones the folders but not the
contents

f.  DMS Folder and Content Security clones all of the source
workspace's Document Management System folder and

&5 Note: This is the last place at which the cloning process can be
canceled without creating the workspace. Clicking the the Next
button will create the shell of the cloned workspace.

Clone Project Workspace x|

~Congr

Enter General

Information

Enter Primary Contact
Information

‘¥ou have successfully created: Test 1

Click Next to add additional information about this workspace now,

Click Finish to exit the wizard. Additional workspace information

content security permissions

12. When all selections have been made, click &I to

Confirm Information continue
i can be added later, . =

r End Wizard

Enter General Click Finish to save the new Warkspace information and complete this process,

Information The cloning pracess may take a short while to complete. You will receive a

natification a5 s00n &5 the Workspace is cloned. Wwhils your Workspace is being
claned, it wil be displayed in a doning state in your Workspace Administratar, and
it's status can be verified from there,

Enter Primary Contact
Information

Confirm Information

Choose Sections

fsh | wep |

10. If the sections to be added to the clone are to be chosen later,
then click A
MNext >

to exit the wizard. Otherwise, click

to chose the sections to be cloned.

<Back Hext > Help

12. Click Lﬁhl to begin populating the clone with the

selected contents from the source

& Depending on what was selected and the amount of information
to be cloned from the source, this process could take several
minutes to complete.
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- Exploration and Driling Project
ﬂ Explaration and Drilling Project (C
Clondike Power Project
o ﬂ kKlondike Power Project (Citadaon |
ﬂ kKlondike Power Project (CW Trair
-] OGEC Project

The project will appear in the Workspace Administration tab, but will
not be accessible while cloning is underway.

Check on Status

Citadon CW provides the administrator with the ability to check on the
status of the cloning process.

General Information [Select] o

Name: Klondike Power Project
Status: Clone
Account:
Administrator: Keith Winkelman
Organization: Citadon Sales
Workspace Code: CFP/KPO1

Description: Klondike Power Project workspace

The Status of the project workspace will be Cloned, so long as
cloning is underway.

Cloning Progre
Click h%....

On the right hand part of the Summary Page, the administrator can
click on the hotspot to be given the status of the cloning process

Quick Reference Guide

Cloning Progress x|
Cloning Progress

Completed Al Groups -
Completed Al Uzers

Completed Group £ User Relationships

e Diocument Management System
Completed Business Process

Completed RFI A-Shortcut]

Completed Mew Mazs Spectrometer RF
Completed Enagineering Document B eview
Completed lezue A-5hortout]

Completed Calorimeter Calibration Rewview
Completed Flatinum Doping Check
Completed Tranzmittal &-Shortcutd

Frint Export

In this example, Groups, Users, Relationships, and are completed, as
are the Business Process setups and templates. However, cloning of
the Document Management System is not yet completed.

This report can be exported to a csv file for reporting. Click

gl and select the location and name of the export file, as

shown below.

2| |
Save in: I@ Sales Training j - =5 ER-

Citadon Business Process

I-_E. 062402 Mavigation Exercise
I-_E. 062402BusinessProcess CW 6.2 Sales Training Agenda
I-_E. 0624020ocument Management @CW 6.2 Sales Training Agenda
@DGZ‘tDZDDcument Management CW 6.2 Sales Training

@i BPM Examples for Zx CW 6.2 Sales Training_2

I-_E. Business Process Exercise CW 6.2 Sales Training_adrnin

Kl |

File narne: Exparti Save

A RrEhrEhriEhrEhE

diN

Cancel

L

Save as ype: ICSV [Comma delimited]

When the cloning of the workspace and all the selected contents is
complete, then the Cloning Progress dialog will show Complete for all
items, as shown below.

Once cloning is complete, then simply refresh the display (F5) and
the cloned project is now available for use.

& Remember to set the project to Active so that it can be used.



