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CHAPTER 1

Technical Resources

ABOUT THIS CHAPTER

You have many options for getting information about
LiquidOffice. This chapter describes the following
options for technical resources concerning
LiquidOffice:

* Documentation

e Online Help

« Basic Tutorial

e Website

e Technical Support

DOCUMENTATION

We update the user documentation on a regular basis.
To download the latest revision of a user guide, go to
https://customers.autonomy.com.

ONLINE HELP

You can access the LiquidOffice Help system in
LiquidOffice Form Designer, LiquidOffice Process
Designer or the LiquidOffice Management Console by
pressing the F1 key or clicking an option from the
Help menu. You can access the LiquidOffice Help
system in the LiquidOffice Server by clicking the Help

button ﬂ on the right side of the Web Desktop. These
Help systems include a Table of Contents, an Index,
and a Search/Find feature.

BASIC TUTORIAL

The LiquidOffice Basic Tutorial provides an
interactive environment for the user to learn the basic
concepts behind LiquidOffice. In LiquidOffice Form
Designer, you can access the interactive, online tutorial
by selecting Help — Basic Tutorial. On the
LiquidOffice Server, you can access the tutorial by
clicking on the Help button. Click the Show link and
select the LiquidOffice Basic Tutorial link in the
Table of Contents.

The Online Tutorial requires the Flash Player™. This
can be downloaded for free from the following
website: http://www.adobe.com/downloads.
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WEB SITE

The Customer Support web site,
https://customers.cardiff.com, provides a wealth of
information about LiquidOffice. The site includes:

¢ News updates;

« Alist of Frequently Asked Questions (FAQs) that
you can search for solutions to common problems;

e Alibrary of documents in PDF format;

¢ Free downloads of Service Packs, patches, and
other useful software;

¢ A glossary of terms you may encounter when
working with your system;

«  White Papers explaining the use of LiquidOffice in
real-world scenarios;

e Automatic e-mail contact to Technical Support and
Sales departments.

The Help menu in LiquidOffice Form and Process
Studio provides a direct link to the web site.

TECHNICAL SUPPORT

If you have a question about LiquidOffice, you should
first look in the LiquidOffice user documentation or
check the web site for answers. Frequently Asked
Questions (FAQs) are available on the Web site’s
Technical Support page. If you still can't find answers
to your questions, contact Technical Support team.

We are dedicated to providing the highest quality
technical support to registered LiquidOffice customers.

The Annual Support and
Maintenance Plan for LiquidOffice

The Annual Support Plan offers the following benefits:

¢ Unlimited technical support via email, telephone,
and fax during normal business hours

e Service packs for the product at no charge

« Point releases and major upgrades for the product
at no charge

Point releases and major upgrades are only available to
customers with an Annual Support and Maintenance
Plan. Express shipping and handling is available for
new point releases and major upgrades for a nominal
fee. Contact your sales representative for more
information.
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Before You Contact Technical
Support

Before you call Technical Support, please have the
following available:

e The version and build number of LiquidOffice that
you are running. To locate the version and build
number of LiquidOffice Form Designer and
Process Studio, select About from the Help menu.
To locate the version and build number of
LiquidOffice Server, click the About icon on the
Web Desktop or the About LiquidOffice link in
the Help menu of the LiquidOffice Management
Console. You can also find the version number by
selecting Server — System Info from the sidebar
in the Management Console.

e The registration code of your software. To locate
the license number on the LiquidOffice Server,
launch the LiquidOffice Management Console and
select Server — System Info from the sidebar.

Click on the License Information button =&,

NOTE: You can launch the Management Console by

clicking on the Administration button
on the Web Desktop or by selecting the
LiquidOffice Management Console shortcut
from your local machine if the Management
Console has been installed locally.

e The type of hardware you are using;

¢ The amount of available memory (RAM) and disk
space on your system;

e Adescription of what you were doing when the
problem occurred;

¢ The exact wording of any messages that appeared
on your screen;

e Any other details pertinent to your problem.

e Contact the office appropriate to your location.

Americas

Email: support@cardiff.com
Telephone:

877.483.7489

403.294.1107 (Canada direct)

Hours: 07:00 to 18:00 MST (GMT-7)

European and Worldwide Support
Email: tsp-europe@autonomy.com
Telephone:

00.800.4837.4890 (UK, Germany, Spain, Netherlands,
France)

1-403-294-1107 (other countries)
Hours: 09:00 to 17:00 (GMT+1)
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CHAPTER 2

Server Setup — Administrators

ABOUT THIS CHAPTER

This chapter provides information on the following
aspects of using the mobile interface:

e “Overview” on page 12
« “Before you Begin” on page 12

« “LiquidOffice Management Console Settings” on
page 13

« “Enable the Mobile Option for Form Tasks in
Process Studio (Structured Processes)” on page 17

e “Administrative Installation - Blackberry” on page
18

Chapter 2: Server Setup — Administrators



OVERVIEW

LiquidOffice users can receive, edit and submit in-

process forms using mobile devices (e.g. Blackberry).

This facilitates real-time access to and use of time-
sensitive content, thereby accelerating cycles by
connecting people with information and process,
regardless of location.

BEFORE YOU BEGIN

Before you can begin using mobile devices to receive,
edit and submit in-process forms via LiquidOffice,
Administrators must do the following:

e Setup a server for the mobile devices (e.g.
Blackberry Enterprise Server Software). See the
documentation provided with your Server
Software for specific information on setting up this
server.

e Set up the applicable LiquidOffice Management
Console settings. (See page 13 for instructions.)

e Set up the applicable Process Studio settings. (See
page 17 for instructions.)

12
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LIQUIDOFFICE MANAGEMENT
CONSOLE SETTINGS
Before you can begin using mobile devices with

LiquidOffice, a LiquidOffice Administrator must
perform the following in the Management Console:

e Verify that your license code enables the
LiquidOffice Mobile Option (page 13).

¢ Set up the following Server Settings: BES Server

and Mobile Fill Time (page 14).

e Assign the following roles to users who will be
receiving and submitting in-process forms using
mobile devices: Process Approver and Mobile
User (page 15).

« Enable the mobile option on the forms you wish to

approve via the mobile device (page 15).

License Code

Verify that your license code enables the LiquidOffice
Mobile Option.

1. Login to the Management Console.

2. Click Servers > System Info.

3. Click the License Information icon =% at the
top of the dialog. The License Information dialog
appears.

Vilue Used

LigudOfice Enferprise

Commenial
Farpatual

| Test Licervse | close |

4. Verify that the LiquidOffice Mobile Option has a
Value of Yes.
IMPORTANT: If the Value is No, your license
code does not support mobile devices. Contact
your LiquidOffice sales representative for
additional information.

5. If you have a new license code to support mobile
devices, type the code into the fields provided and
click Test License. If the license is valid, click
Apply License.

Chapter 2: Server Setup — Administrators
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Server Settings: BES Server and
Mobile Fill Time

Now you need to set up the following Server Settings:
BES Server and Mobile Fill Time.

1.
2.
3.

Login to the Management Console.
Click Servers > Settings.

Double-click BES Server. The Server Setting
dialog appears.

& Server Setting El
Settings
g/ Name:  BES Setver
Walue: |[ElEB_Server].cum.[PUn_Number]
|Restare Defaults |
Lok || Reset |[ cancel |

In the Value field, type the IP Address (or DNS
name) and Port Number for the Blackberry
Enterprise Server (e.g. [BES_Server].com:
[Port_Number]).

NOTE: The Port Number is the Web Server

5.

Listening Port. The Port is for Mobile Data
Service on the BES Server. The BES default
for this port is: 8080. The IP Address (or
DNS name) and Port Number should be
separated by a colon.

Click OK.

Double-click Mobile Fill Time. The Server
Setting dialog appears.

if# Server Setting E|
Settings
f;/ Marme:  Mobile Fill Time [0..365]
Value: Bo E|
| Restare Defaults
ok || meset |[ cancel |

This setting defines the number of days a user has
to submit a mobile form. This setting defaults to 90
days. If a user does not submit a form from the
mobile device within the specified period of time,
he/she will have to complete the form via the Web
Desktop rather than through his/her mobile device.
If he/she attempts to submit a form after this time
has expired, an error will occur.

Type the appropriate number of days in the Value
field.

Click OK.

14
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Assign Roles to Mobile Users:
Process Approver and Mobile User
Assign the following roles to users who will be
receiving and submitting in-process forms using
mobile devices: Process Approver and Mobile User.
(See the Management Console help for specific
information about setting up roles.)

1. Login to the Management Console.
2. Click Users.

T Liquidiice Management Comsole [hitp:muir [Administeator) ]

E’h ‘
1) System i
EvniLog

1 connact Agerts

3. Select the user(s) to whom you would like to
assign these roles.

4. Click the Roles m icon. The Assign Security
Roles dialog appears.

T Assign Security Roles 5]
Riohes for Availabie Assigned
Jahn Black a AdmnEralr i Progiss Approver
! Form Publisher ! Mobile User

K Dvemise

g Wy Data
gl Operator

| Pantr Documants

J Process Administrator

| Process Publishes >
gl Heratonsnip Adminsrator
! Repon Publieher
] \irtual Bubmi

A

5. If necessary, move the Process Approver and
Mobile User roles to the Assigned column.

NOTE: If your LiquidOffice Server is not licensed
with the LiquidOffice Mobile Option (page
13), the Mobile User role will not appear in
the list.

6. Click OK.

Enable the mobile option on forms
(unstructured processes)

Enable the mobile option on the forms you wish to
approve via the mobile device.

NOTE: If the form is only used within a structured

process (i.e. the form is routed automatically
via a process created using Process Studio
[see page 17]), it is unnecessary to perform
the following steps. However, if the form is
used within an unstructured process (needs
to be routed manually), the following steps
are necessary.

NOTE: The following steps are applicable to forms
already published to the LiquidOffice Server. This
option can be set at publish time, as well.

1.
2.

T Liquidiice Management Comsole [hitp:muir [Administeator) ]

s Tooh {osens Hep

Login to the Management Console.
Click Folders.

ol GG B eSS
Sasntee i [Brvwhens ][
S & ] vam Pubishir LastUsed LastRetrived  Reconds Actve
1 a. Epenss_Ruport sdministrater L]
1 al Purhute_Cntér Admiristritee ]

Select the form(s) you would like to set up for use
with mobile devices.

£
Click the Properties Ew icon. The Properties
dialog appears.

Chapter 2: Server Setup — Administrators
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5. Click the Routing Settings tab. NOTE: The following types of form fields are not
o —— ) currently supported on mobile devices: Ink
| e e — Pictures, Buttons, and Bar Codes. These
Propertis @ Enabic Rauling [Routng .| fields will not appear in this list.
|43 WEnable Form on Mobile Devices [ ean. |
opn —— — 8.1 Check Make all fields read-only if you do
Pl il = not want any of the fields on the form to be
|T—m=“| editable on the mobile device. Forms
T published prior to LiquidOffice 6.0 will be
g:‘:l 1ot P ot L o read-only by default. These forms must be
Dt ot e aignsren et republished using LiquidOffice Form
¥ Enable Aachinints Designer 6.0 + in order to deselect this
S [ Allirwe Appriveeess o dilote aftachments Optl on.
20 |k s.emn . .
] 8.2 (?heck A||(?W Get All Fields if you wouI(_j
like a mobile user to have the ability to view
o[ geen J[_coer | all of the form fields through the click of a
button on the mobile device. This check box
Check the Enable Form on Mobile Devices box. is disabled i_f all TiEIdS have been moved over
This option is only available if the server is to the Mobile Display column. Itis enabled
licensed with the LiquidOffice Mobile Option |f_there are still fields available in the Form
(page 13). Fields column.
7. Click the Edit button. The Mobile Properties 8.3 Click OK.
dialog appears. 9. Click OK.
e (@ i
a tescio pdad
- B _ &
s & o
a nescs <) v
e < 5
& s

|iz=

Warmng: Calculations, exprassions, chant-side scriphng will notwark on the mobile device.

A Alloew et Al Flelds:

Ok Reset || cancel |

8. Move the appropriate Form Fields to the Mobile
Display column. The fields listed in the Mobile
Display column will appear on the mobile device.
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ENABLE THE MOBILE OPTION FOR
FORM TASKS IN PROCESS STUDIO
(STRUCTURED PROCESSES)

Enable the mobile option on the Form tasks you wish
to approve via the mobile device.

NOTE:

If the form is ever used within an
unstructured process (needs to be routed
manually), the steps provided in “Enable the
mobile option on forms (unstructured
processes)” on page 15 are necessary.
However, if the form is only used within a
structured process (i.e. the form is routed
automatically via a process created using
Process Studio), it is unnecessary to perform
those steps.

1. Launch Process Studio and open the applicable
process template.

2. Double-click the applicable Form task.
3. Click the Form tab.

| Generdl | Form | et | Altribades | Soindation
Select Form; | [Tutonal ooms/Lapenss Report Sesrch..
[ Moww T b b Edbed
[ et Fiekd Properties

Bretiakze Form at this Task: | If first use

[ Cuslusnizn Subsnd Ackion List
Enable Form on Mobeks Devices | Use Form Defets v [Fde...

2] Al Viewiing of Prigress Map

[F] Desclary Page for Lnkenng Sublect and hotes
L] tomaticaky Ceply Fit Fom on Subne

[T Represant Sxabic Table Cols &5 Top Level Fiekds

Al MLachimerks b be Deleled

4. Next to Enable Form on Mobile Devices, select
one of the following options from the drop-list:

Use Form Defaults: If you select this
option, the form fields set up to display on
the mobile device within the Form
Properties (via LiquidOffice Management
Console: Folders > Properties) will be
used. These fields can be viewed by
clicking the Edit button. However, they
cannot be edited within Process Studio.
They can only be edited within the
Management Console.

Yes: If you select this option, you must set
up the form fields to display on the
mobile device by clicking the Edit button.
When this option is selected, the task
properties will be used and the form
properties will be ignored.

Chapter 2: Server Setup — Administrators
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5. If you selected Yes, click the Edit button. The
Mobile Properties dialog appears.

¥ mobile Properties E
Form Helds. Maobsle Display
@ fcctwosgnshae -~ @ pesc, ~
@ Crosnsnae @ pescy
a vert @ pesce
@ oescy @ pescs
@ cescin Rl ] &
@ pesciL
~
P [ [~
o [
@ oescs
a vescs <] [~
W ExTL ¥
W o :
.
W ExTLE
. ez o] »
[] Mok o Fosicht reuncheimy
Warning: Caloulstions, expressiong, dhent-side scriphing will not wark on the moblle device.
] Aowr ik A Fiehi
[ [ e [ come |
[ 1

5.1 Move the appropriate Form Fields to the
Mobile Display column. The fields listed in
the Mobile Display column will appear on
the mobile device.

NOTE: The following types of form fields are not
currently supported on mobile devices: Ink
Pictures, Buttons, and Bar Codes. These
fields will not appear in this list.

5.2 Check Make all fields read-only if you do
not want any of the fields on the form to be
editable on the mobile device.

5.3 Check Allow Get All Fields if you would
like a mobile user to have the ability to view
all of the form fields through the click of a
button on the mobile device. This check box
is disabled if all fields have been moved over
to the Mobile Display column. It is enabled
if there are still fields available in the Form
Fields column.

5.4 Click OK.
6. Click OK.

7. Save and publish the process. (See the Process
Studio online help for more specific information.)

ADMINISTRATIVE INSTALLATION -
BLACKBERRY

A BES administrator may elect to push the
LiquidOffice application out to mobiles using the
Blackberry Handheld Manager tool. The administrator
will need to access the application's COD archive and
JAD descriptor from the LiquidOffice Server. See the
documentation provided with the BES Server Software
for specific information on setting up this option.

18
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CHAPTER 3

Installation — Mobile Users

ABOUT THIS CHAPTER

This chapter provides information on the following
aspects of using the mobile interface:

e “Web Desktop Setting” on page 20
e “Install LiquidOffice on a Blackberry” on page 21

Chapter 3: Installation — Mobile Users
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BEFORE YOU BEGIN

Before you can begin using mobile devices to receive,
edit and submit in-process forms via LiquidOffice,
mobile users must do the following:

e Set up the applicable Web Desktop (page 20)
settings.

e Install LiquidOffice on a Blackberry (page 21).

WEB DESKTOP SETTING

Before you can begin using a mobile device to receive,
edit and submit in-process forms, you must set up “My
Profile” in the Web Desktop to send forms to your
mobile device.

My Profile

1. Login to the Web Desktop.
2. Click the My Profile tab.

3. Click the Customize button.
4

In the Mobile Inbox section, check the Forward
approvals to my mobile device box. This allows
the LiquidOffice Server to push mobile-enabled
forms (see “Enable the mobile option on forms
(unstructured processes)” on page 15) to your
mobile device upon receipt.

Mobile Inbox

Forward approvals to my mobile device

Send | Send installer te my mobile device

NOTE: If the Mobile Inbox section does not appear
on this page, you do not have the appropriate
roles assigned OR your LiquidOffice Server
is not licensed with the LiquidOffice Mobile
Option. See “Assign Roles to Mobile Users:
Process Approver and Mobile User” on page
15 or “License Code” on page 13 for
additional information.

5. If you have not installed LiquidOffice on your
mobile device, click the Send button. A message
will display informing you whether or not the
message was sent successfully. An Install
LiquidOffice message is sent to your mobile
device. See “Install LiquidOffice on a Blackberry”
on page 21 for the next steps in the installation
process.

NOTE: If you have already installed LiquidOffice on

your mobile device or an Administrative

Installation (page 18) has already occurred,

it is unnecessary to click Send again.

6. Click the Save button to save your custom settings
in My Profile.

NOTE: Ifthe Install LiquidOffice message does not

appear on your mobile device, contact your

LiquidOffice Administrator.

20
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INSTALL LIQUIDOFFICE ON A
BLACKBERRY

In order to receive, edit and submit in-process forms
using your Blackberry, you must install LiquidOffice
on the mobile device.

Wireless Deployment Option

The following steps describe how to install using the
Wireless Deployment Option. It is also possible to
install LiquidOffice on Blackberry devices using the
Administrative Option (see “Administrative
Installation - Blackberry” on page 18).

NOTE: If you have already installed LiquidOffice on
your Blackberry device or an
Administrative Installation (page 18) has
already occurred, it is unnecessary to
perform the installation again.

1. Inorder to begin the installation, you have to click
the Send button described in the My Profile
section of this guide (page 20). The installation
message is sent to your Blackberry device
Messages.

2. Open the Messages application.

3. Using the navigation menu, open the Install
LiquidOffice message. A LiquidOffice web page
appears.

4. Scroll to and select the link on the page (“Click
‘here’”).

e

BlackBerry

I'._ + 1 a1

i

\Vilepl rd o

button.

6. Click Download. The following message appears:
“Downloading LiquidOffice Mobile for
Blackberry Devices”.

Chapter 3: Installation — Mobile Users
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NOTE: The following message may appear: “Do you
want to allow the application LiquidOffice to
act as a server?” Click Allow this
connection. If this message appears a second
time, click Allow this connection again.

7. When a message appears stating, “The application
was successfully installed”, click OK.

A

BlackBerry

= ) The appication was 109
P | BN ol nstated. D957

NOTE: If you receive an error, try downloading
LiquidOffice again. If you continue to
encounter an error, contact your
LiquidOffice Administrator.

Exit all the screens until you have returned to the
main menu of your Blackberry device. Notice that
a LiquidOffice icon is now available in your
menu.

-

LiquidOffice will initially appear as the first option
on the Blackberry device menu. However, once the
application is installed, you may position the
option as desired. (See the documentation provided
with your Blackberry for specific information
about this feature.)

22
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CHAPTER 4

Using LiquidOffice Mobile for Blackberry

ABOUT THIS CHAPTER

This chapter provides information on the following
aspects of using LiquidOffice on a Blackberry:

e “LiquidOffice on your Blackberry” on page 24

e “Supported Field Editing With LiquidOffice
Mobile For Blackberry” on page 30

e “Limitations with LiquidOffice Mobile For
Blackberry” on page 32

¢ “Receive and Submit In-Process Forms (Within a
Structured Process)” on page 33

Chapter 4: Using LiquidOffice Mobile for Blackberry



LIQUIDOFFICE ON YOUR
BLACKBERRY

There are a variety of screens, menus and icons
associated with the LiquidOffice application on your
Blackberry.

LiquidOffice Screen
LiquidOffice

Wed, Jul 7, 7068

B 721 JohnSmith Vacation_Reguest
Mon, Jun 38, 7808

B2 1437 John Smith Purchase_Order

This screen may be accessed by clicking the
LiquidOffice icon in the main menu of your

Blackberry.

—d

Form Screen

Purchase_Order

Originator: Kohn Smith

Sender: John Smith

Received Jun 30, 2008 2:37 PM
Subject: Purchase_Order
MNotes: For testing machines

Date Originated: b6/36/7068
Order_Mumber: 3
Originator Name: John
MI_T: J
LastMame_1: Smith

This screen may be accessed by opening any message
in the LiquidOffice application.

24
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Program Options Screen

Options
Daus to Keep Inbox Items

This screen is accessed through the LiquidOffice
screen by selecting the Options item from the
navigation menu.

The Days to Keep Inbox Items option controls the
amount of time forms will be kept in the Inbox before
being purged from the Blackberry. If you select the
existing number of days and select Change Option in
the navigation menu, you will see five selectable
options: 15 days, 30 days, 45 days, 60 days, and 90
days. The default is 30 days.

Options
Days to Keep Inbox Items

Routing Screen

Routing for Form
® User
 Routing Completed

E-mail: jsmithi@mycompany.com

Subject: Purchase_Order
Notes: Approved by John Smith]

This screen allows you to select a User to whom you

would like to route the form or set Routing Complete.

If you select User, you must type an email address in
the Email field.

You can also type any applicable Notes.

If you select Routing Complete, the Email field is
disabled.

The Email field will perform a simple validation on
the text entered. If the text does not constitute a valid
email address, an error dialog will prompt you to enter
a valid address.

LiquidOffice Icons

The icon preceding each form in the LiquidOffice
screen indicates the form's state, which will be one of
the following:

« B New - Form has NOT been opened. The
form may be opened and submitted.

. = Viewed - Form has been opened, but not
submitted. The form may be opened and
submitted.

. ©*  Sending - Attempting to contact a server.
The form may NOT be opened until operation is
completed.

. © Waiting - Waiting for a connection to a
server. The form may NOT be opened until
operation is either cancelled or completed.

. A Error - An error occurred submitting form
to a server. The form may be opened and re-
submitted.

. Approved - Form has been approved and
successfully submitted to a server. The form may
be opened and viewed, but NOT submitted.

. - Rejected - Form has been rejected and
successfully submitted to a server. The form may
be opened and viewed, but NOT submitted.

. Transferred - Form has been transferred
and successfully submitted to a server. The form
may be opened and viewed, but NOT submitted.

. )" Redirected - Form has been redirected to
another user via the Web Desktop. The form may
be opened and viewed, but NOT submitted.

Chapter 4: Using LiquidOffice Mobile for Blackberry
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. —J Withdrawn - Form has been withdrawn by
the originator. The form may be opened and
viewed, but NOT submitted.

. Removed - Form has been removed by the
originator. The form may be opened and viewed,
but NOT submitted.

The date preceding each form is the date and time
received by the LiquidOffice Server, NOT the date and
time received by the Blackberry.

If the sender is NOT specified for the form, the text
"Not Specified" is displayed instead.

The forms are sorted by date and time received and
each group of forms received on the same day are
preceded by a date label.

Navigation Menus

The options in these menus vary based on what screen
you are viewing.

NOTE: Some Blackberry devices may have more
navigation menu options available than those
described in this section. For specific
information about menu options on your
device, see the documentation provided with
your Blackberry.

Inbox Date Label Menu

LiquidOf fice
ed, Jul 7, 2088

4 1821 John Smith Vacabion_Request
Mon, Jun 30, 7008
= 1437 John Smith Purchase_Order

About..
Help
Close

« Options - Selecting this option opens the Program
Options screen (page 25).

¢ Close - Selecting this option closes the application.
This option may not always be available.

Inbox Form Menu

LiquidOf fice
kled, Jul 7, 7063
A 821 JohnSmith Vacation Request
Mon, Jun 38, 7688
m_uSm\th Purchase_Order
Reject
Show Error
Options
About..
Help
Close

e Open - Selecting this option opens the Form

screen for the selected form.

¢ Reject - Selecting this option rejects the selected

form.

Show Error - Selecting this option displays the
error message for the selected form. This option is
only available if the form has an Error status.

Cancel Submit - Selecting this option cancels the
pending submit operation for the selected form.
The option is only available if the form has a
Waiting status.

Options - Selecting this option opens the Program
Options screen (page 25).
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Form Menu

Vacation_Request

Subject: facation_Request

Motes: routing to.inhn smith

es: John

Save ««<Tablex>s
Approve 712108
Reject ——
Transfer nlate: [ Y S—
Select Spaces’ J

Change Lanquage -

EIUEE WA-ATAA

Expand Field - Selecting this option expands all
fields truncated with an ellipsis. The fields may
take up more than one line after expansion. This
option is only available if fields are currently
collapsed.

Access the navigation menu and select Expand
Field.

Vacation_Request
NNMN-NNNN:

WMNM) NNMy-NMNNMN_no template:

Lict 1 Doan foon nnt " "
Get Al Form Fields oy A
L.
Approve John Smith
Reject

Transfer

Expand Field

Close

The multi-select item list appears.

Vacation_Request
Select One -
Uou
tan
select

options
as
il -

Press the spacebar to iterate and select items.

When you have finished, click Collapse Field in
the navigation menu.

Vacation_Request
Select One
you

L can

Get All Form Fields

Save

Approve

Reject

Transfer

Collapse Field

Close

Collapse Field - Selecting this option collapses all
fields that take up more than one line by truncating
them with an ellipsis. This option is only available
if fields are currently expanded.

Get All Form Fields - This option is only
available if it was turned on in the form or process
properties (see “Enable the mobile option on forms
(unstructured processes)” on page 15 and “Enable
the Mobile Option for Form Tasks in Process
Studio (Structured Processes)” on page 17).
Selecting this option displays a confirmation
message.

Vacation_Request
Subiect: Macation_Reouest

Mo Form cannot be submitted
Alpt until the operation

Tab Eod completes. Do you want to 5>>
l;’l\."f[‘ continue? fa3
Myl taet L.
Alpl

Nuliiciw_uei auic oo

!::IPIIJpE[‘EHSE—NthZ e
Upon confirmation, the application retrieves all of
the form fields from the server and redisplays the
form. You are returned to the LiquidOffice screen.
You will not be able to submit the form until the
operation completes. The form status is set to
"Sending" during this time. Once this completes,
you can reselect the form to view it again.
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If unable to connect to the LiquidOffice Server, an
alert message is displayed.

to the

Submit Actions - The submit action options (e.g.
Approve, Reject, Transfer) are dynamically
populated with the values obtained from the server.
Selecting a submit action will redirect the user to
the Routing screen (page 25) if the routing page is
set to be shown. Otherwise, the form is submitted
to the server using the selected submit action.

If a submit fails, an error icon appears next to the
form.

If you select the Transfer submit action, you will
see a page allowing you to enter an Email address.
Type the email address of the individual you would
like to transfer the form to and select Send in the
navigation menu.

An additional page may appear allowing you to
provide Subject and Notes for the form. Type any
applicable Subject and Notes and select Send in
the navigation menu.

Show Table Detail
Selecting this option expands all fields truncated

with a Table. The fields will take up more than one
line after expansion.

Select a Table field. Access the navigation menu
and select Show Table Detail.

Vacation_Request

Alpha_SpChar_Spaces: John
Tablel: <<< Idble>>,

M/DSYY- 712108
Get All Form Fields

Save plate:
Approve Spaces J
Reject

Transfer

Show Table Detail
Close

s

186504

M nn temnlate:

The Table Detail appears.

Tablel Detail
TitleEntry Fadio
TileMum: 5.
TitleDate:
TitleEntry Radio?
TitleMNum: b.
TitleDate:
(TitleEntry Radio3
TileMum: 7.
TitleDate:

2088.72

7888.72

20088.72

Edit any of the applicable fields in the table.

When you have finished, click Close Table in the
navigation menu.

Tablel Detail
TitleEntry: testRadio
TitleNum: 5]
TitleDate:

TitleEntry: RadioZ
TitleMum: b.
TitleDate:

Select

Clear Field

Change Language

2008.7.3

2008.7.2

7008.7.2

You will be prompted to save your changes. Select
Save.

Tablel Detall
TitleEntry: testRadio
TitleMu

TitleDe 54 Save changed data? N98.7H4
TitleEn

TitleMu

TitleDz Save
TitleEn -
TrtleMu

TitleDate:

n88.7.2

7008.7.2

Close - Selecting this option closes the screen and
returns to the application screen that launched the

form (LiquidOffice or Messages). This option may
not always be available.
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Form Signature Menu

Purchase_Order

LNITIZ:

EXTIZ: neg

Subtotal: 599,00

TAY: na77y

sSave 46.42]

Appr‘nve 1ount: neg

_IR_EJEEtf b45.47)
PANSTEr o Signa - John Smith, Monday.

Close  ature: Linsigned

e Sign - Selecting this option displays the
affirmation message specified by the signature
field.

Purchase_Order

LINIT12:

EX I, John Smith, on Wednesday, 6@
Sul 7 July 7008 285934 GMT, B0
T E5 hereby affirm that | 75
Ta approve this document. 42

CFO's Signature: - Unsigned

Upon affirmation, the signature will appear as a
signed signature, be made read-only, and will no
longer be available for signing through the
navigation menu.

Routing Menu

Routing for Form
(® User
© Routing Completed

E-mail-1

Send _Order
Instructions

Show Symbols

Change Language

Close

NOTE: For fillable text fields (i.e. Email, Subject,

Notes) more options may appear in your
navigation menu than those described in this
section. For specific information about
navigation menu options not described in
this guide, see the documentation provided
with your Blackberry.

Contacts - You must have the Email field selected
to see this option in the navigation menu. Selecting
this option displays a selection dialog containing
all of the contacts currently stored on the device.
Contacts are listed by First Name + Last Name in
the order specified in the Options menu of the
Address Book application. Text entered in the Find
field filter the list by displaying only the contact
names containing the filter string. Selecting Route
To populates the email address field on the
Routing Screen with the email address of the
selected contact. If the dialog is closed without
making a selection, no action is taken.

Send - Selecting this option submits the form and
routes it to the user specified with the specified
subject and notes.

Instructions - Selecting this option displays the
routing instructions for the form in a popup dialog.

Close - Selecting this option closes the Routing
screen without submitting the form. This option
may not always be available.
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SUPPORTED FIELD EDITING WITH
LIQUIDOFFICE MOBILE FOR
BLACKBERRY

The following field types support editing with some
limitations (see “Limitations with LiquidOffice Mobile
For Blackberry” on page 32):

e Text Entry

¢ Numeric Entry

e Date/Time Entry
e Template Entry
e Password Entry
e List

e Use the spacebar to move through the
items in the list.

¢ Multi-select List
¢ Scroll to the Multi-select List field.

Vacation_Request
NMNMA-NNMN:

Eravsrn]

NNNMNY) NNN-NNNN_no template:

List 1, Drop, free entry: manually
List 2, single selection: list
Barcode?: John Smith
Radio I:

 Item the second
( [tem the first
_Check 1

e Access the navigation menu and select
Expand Field.

Vacation_Request
NNMN-NNNN:

WMNM) NNMy-NMNNMN_no template:

Lick 1.1y L try: Il
ot AT iy manudy
o TS
Approve John Smith
Reject

Transfer

Expand Field

Close

e The multi-select item list appears.

Vacation_Request
Select One -
< yau
< can
< select

options
as
Lt -

«  Press the spacebar to iterate and select
items.

e When you have finished, click Collapse
Field in the navigation menu.

Vacation_Request
Select One

BT

L can

Get All Form Fields

Save

Approve
Reject
Transfer I

Collapse Field

Close

Drop List

e Use the spacebar to move through the
items in the list.

OR

¢ Click Change Options in the navigation
menu.

Combo

e Use the spacebar to move through the
items in the list.
OR

* Click Change Options in the navigation
menu.

e Select [Other...] to type a free-entry.
Radio

¢ Use the spacebar to select or de-select.
Checkbox

e Use the spacebar to select or de-select.

Signature
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e Scroll to the Signature field. Click Sign in
the navigation menu.

Purchase_Order

UMITZ:
EX I, John Smith, on Mondayy, 38 6@
Sul June 2088 253217 GMT, B0
A E5 hereby affirm that | 75
Ta approve this document. 42
Shi Yes 1551
T0 = 42
jed
Accounting WQ Sig- - lInsigned
Cr0's Sonature: Unsianed

NOTE: All signature fields are displayed at the
bottom of form. Only click-through
signatures which have not yet been signed
are focusable and available for signing
through the navigation menu.

* A message will appear verifying that you
would like to approve the document.
Click Yes. Your digital signature will
appear at the bottom of the screen.

Purchase_Order

UNIT1Z: -
EXT1Z (5150
Subtotat 59908
TAX: Ba77s
TaxAmount: 4642
ShippingAmount: 515
TOTAL: 645.47
Supervisor's Signa...: John Smith, Monday |
Accounting WQ Sig... - Unsigned
CFO0's Signature: Unsigned

¢ Tables/Dynamic Tables
¢ Scroll to the Table field.

Vacation_Request

Alpha_SpChar_Spaces: John -
Tablel: <<< [ ablex>

M/D/YY: 712168
YYYYIMLD: ——
MYDYYYYY_NoTemplate: -

AlphaMNum_SpChar_Spaces: J
Numeric_Default: 25.

ProperCase-Alpha:

HHmmss: 16:0504
NNNA-MNNNN:

WNNNY NNNV-NNNN - nn temnlate: -

Access the navigation menu and select
Show Table Detail.

Vacation_Request

Alpha_SpChar_Spaces: John
Tablel: <<< Idble>>,

M/DSYY- 712108
Get All Form Fields —
Save plate: S
Approve 3paces: J
Reject 2
Transfer
Show Table Detail 1685084

Close N nn temnlate:

The Table Detail appears.

Tablel Detail

TitleEntry Fadio

TileMum: 5.

TitleDate: 708872
TitleEntry Radio?

TitleMNum: b.

TitleDate: 708872
(TitleEntry Radio3

TileMum: 7.

TitleDate: 7088.72

Edit any of the applicable fields in the
table.

When you have finished, click Close
Table in the navigation menu.

Table1 Detail

TitleEntry: testRadio

TitleNum: 5]

TitleDate: 7008.7.3
TitleEntry: RadioZ

TrtleNumn: b.

TitleDate: 2008.7.2
Select

Clear Field

Change Language 2008.7.2

Close Table

You will be prompted to save your
changes. Select Save.

Tablel Detail

TitleEntry: testRadio

TitleMNu

TitleDz G Save changed data? 3@8.7H
TitleEn

TrtleMu

TitleDz Save 198.7.2
TitleEn -

TitleMNu

TitleDate: Z008.7.2
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The following field attributes support field editing:

¢ Read-only
e Required
e Hidden

The following field formatting/validation support field

editing (see “Limitations with LiquidOffice Mobile
For Blackberry” on page 32):

e Text

e Numeric

e Date/Time
e Template

e Max Length

LIMITATIONS WITH LIQUIDOFFICE
MOBILE FOR BLACKBERRY

General Limitations

The following options are NOT supported on
Blackberry devices:

¢ Work queues in unstructured processes
e Field validation limitations:

* Numeric: currency signs, extra decimal
places, minimum/maximum enforcement

¢ Date/Time: minimum/maximum
enforcement

e Minimum Length
¢ Checking signature validity/integrity
e Translation; English only
e Unicode

9. An additional page may appear allowing you to

provide Subject and Notes for the form. Type any

applicable Subject and Notes and select Send in
the navigation menu.

Field Editing Limitations

The following limitations apply when performing field
editing:

Barcodes: read-only value displayed
Text Entry fields do not support special characters

Numeric fields do not support currency signs, extra
decimal places, minimum/maximum enforcement

Date/Time fields do not support minimum/
maximum enforcement; cannot support dates
before January 1, 1970

Dynamic Tables do not support adding/deleting
rows

The following options are NOT supported when
performing field editing:

Minimum Length
Calculations
Expressions
Database Validation
Database Lookups
Client Script

Paging, Form Layout
InkPictures

Images

Links

Buttons

Form Text

Adding Attachments
Disabling Field Titles

32 Supported Field Editing With LiquidOffice Mobile For Blackberry



RECEIVE AND SUBMIT IN-
PROCESS FORMS (WITHIN A
STRUCTURED PROCESS)

Once a LiquidOffice user routes a form to an
individual with Forward approvals to my mobile
device selected in the Web Desktop > My Profile

settings (page 20), the form is then available for review
via the mobile device.

NOTE: See the LiquidOffice Web Desktop help for
specific information on how to route a form.

1. Open LiquidOffice on the Blackberry.

A\

BlackBerry

2. Scroll to and open the message.

=

BlackBerry

Review the form fields.

The form fields displayed are those set up via the
Form Properties (page 15) or Process Task
Properties (page 17). Depending on the properties
of the form or process task, many form fields may
be editable on the mobile device. See “Supported
Field Editing With LiquidOffice Mobile For
Blackberry” on page 30 and “Limitations with
LiquidOffice Mobile For Blackberry” on page 32
for specific information about the field editing
options and techniques.
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5. Once the form has been reviewed, edited and/or
signed, navigate to the applicable submit action
(e.g. Approve, Transfer, Reject; see “Form
Menu” on page 27).

R

BlackBerry

6. An additional page may appear allowing you to
provide Subject and Notes for the form. Type any
applicable Subject and Notes and select Send in
the navigation menu.

7. The form is then processed through LiquidOffice
according to your selections.

TIP: If a mobile-enabled form is submitted,
transferred, saved for later, withdrawn,
removed, redirected, or rejected from the
Web Desktop, the corresponding form on the
Blackberry will be updated to reflect the
change.
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