


DISCUSSION GROUPS -
COLLABORATING WITH TEAM
MEMBERS

In selected business processes the task owner
can initiate a Discussion Group to solicit
input from other project team members

Eligible participants are pulled from the
business process Add Assignee list

Invited members of the discussion group can
contribute their own text comments and



DISCUSSION GROUPS

Task owner can:

* Select which, if any, of the comments and/or markups to
use in creating final comments or markups for the task

* Hide or delete these comments

* Consolidate comments for use in creating the final
comment or markup
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DISCUSSION GROUPS

Initiate a Business Process
Discussion Group

*You may initiate a Discussion
Group to help you draft your
comments or markups

Participate in a Business Process
Discussion Group
*You have been requested to join
(participate) a discussion group
by another user who wants input

Participate in
Discussion
Group
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INITIATE A DISCUSSION GROUP

(= Design Reviews - Project No. UAT-0B0002 - Windows Internet Explorer

& | https:/foaksci.test, ohio.gov/bp/process/taskfopenttask_id=851&model=udr b
File Edit View Actions Help Workflow Actions
=1send [FSave ¥ Spelling.. «»Undo Accept Task Efﬁddu - [ Remove LI 2 Comments Download Discussion H
Rowe ¥ MLl snwellue S oomieaa] & | Open a business process
v General [m] .
. ) record and click the
eneral
Organization: [administrative Services | Record Number: [DR-0005 | DlSCUSS|0n Group button
Project Number: |UAT—08{}(}02 | Creator: John King
Project Name: [JAT Beta | Creation Date: [91/14/2008 03:33 PM Local (GMT-5) |
Project Location: [0AKS CI Third UAT Pass | Status: Pending |
Est. Construction Cost (§): [ i =nn nnn nnl Owner Name: [sdministrative Senires I |

iz

= Action Details [m|

(Click here to view latest content)
7o || | ©Task Notes:
o || |
Send For:
O
Attachment Index : (5) Display Attachments with Comments by: |AII v
Mew Rename Move Delete 5 Itemni(s) Page |1 of 1 Display |100 v| items per page
3 Aftachments @¢= | @ |0 [FileName | Type | Status |
{:I Mew Folder shop drawings-5.pdf

shop drawings-4.pdf
shop drawings-3.pdf
shop drawings-2.pdf
shop drawings-1.pdf

8 68 8 8 B

Linked Records (0 General Comments Linked ulMails (0
[ €D internet L W% v
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Presenter
Presentation Notes
Time permitting replace these screen prints with equivalent screen prints using the Design Review BP in place of Submittals. – DONE!



INITIATE A DISCUSSION GROUP

Design Review discussion groups can be initiated from the
Detailed Review step

{= Design Reviews - Project No. UAT-080002 - Windows Internet Explorer,

& | https: finaksci. test, ohio, gov/bp/processtask/open?task_id=851&model=udr hd
File Edit View Actions Help Workflow Actiong s = V|
Send [ Save ¥ Spelling.. < UndoAcceptTask EFAddLl - fiRemovell &% Comments éDownIozl! Q}Discussion
Design R L
1 General \ [m]
General =
Organization: [administrative Services | Record Number: } on Group do ernet Explore
Project Number: |U,\T_030002 | Creator: {| @ https:{joaksci.test.ohio.gov/bp/shg/dis/getGroup?task_id=551%source_id=138steptemplateid=33098). ¥ %
Project Name: |UﬁT Beta | Creation Date: ||| File \
Project Location: |chs Cl Third UAT Pass | status: | (=1Send Q}End Discussion Group Close Window
Est. Construction Cost ($): [ ann non nnl Owner Name: Discussion Group: | |
™ Action Details Discussion Group Ends: | [l
(Click here to view latest content) To. || |*

7o | [ | STaskN{  Notes:

ce ] | —

Send For:

Attachment Index: (5) Display Attachments wi
Mew Rename Move Delete 5 ltem(s) Page |1 of 1
£3 Aftachments = | & |D FileName
i:l Mew Eolder shop drawings-5.pdf
shop drawings-4.pdf
shop drawings-3.pdf
shop drawings-2.pdf
shop drawings-1.pdf

Dane E e Internet
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Presenter
Presentation Notes
Time permitting replace these screen prints with equivalent screen prints using the Design Review BP in place of Submittals. – DONE!


INITIATE A DISCUSSION GROUP

Discussion Group Invitation Window

{= Discussion Group - Windows Internet Explorer

File
i=] Send %EndDiscussion Group Close Window
Discussion Group: |Discussion Group
Discussion Group Ends: | |E| /
To.. | [ohia Instructor; |
Motes: /

Thi=s is for Ohio Training

Required fields

‘| Notes is a required field

The Discussion Group
Invitation window opens

Name the discussion group

| Click To and Choose the

user(s) to include in the
discussion group
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Presenter
Presentation Notes
Note: In order to include in the discussion group users who are not part of the original BP workflow, you must first add them to the Discussion Group list (the workflow must be setup to allow this and you must have the proper permissions; refer to Business Process Setup section in the Unifier Administration Guide).

The receivers get a Task in their Task logs, and an e-mail message. 

The subject of the e-mail will show the record number of the BP, and the phrase “is sent to you for Discussion.” When the receiver opens the form, only the Comments section is editable.

When users respond to a discussion group, the discussion group owner is notified by email.




DISCUSSION GROUP

Note: When a discussion group is initiated, ownership of
the task remains with the initiator (in this case the
PM)

Discussion group members may enter General
Comments but they cannot initiate workflow actions or
close the discussion group
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PARTICIPATING IN A DISCUSSION
GROUP

If you are invited to join a discussion group, a hew Task will
appear in your Task logs, and you will receive an e-mail
message

The Sent for column of the Task log will indicate “Discussion”
distinguishing it from business process workflow related tasks

Discussion group participants can add and save comments within
the discussion group
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TASK SENT FOR DISCUSSION

ﬂmuﬁj“‘mmmﬁx.
08/07/2007 - Ohio Instructor - Preferences  Support  Logout
— Identifies

User Mode ~ [®] | File Edit View Help . .
58 ome P ——— Sent for Discussion

=Ly Tasks Tasks - Current View: All

-E1 Messages , ,

9 Itemn(s Page |1 of 1 100w

= Drafs (s) a - Display - items per page

=5 uMail : :

&5 Company Type Number | Title ‘RecordDue  From Sentfor TaskDue  |Received+ |
= Submittals  SUB-0014 Discussion Group 09/04/2007  trainttrain1, soo | Discussion  f08/08/2007  08/07/2007
E@ Programs SULTIE S Sug-000g . Diecheain eroune e (] 1L =] 0 o] =T WFErETE
E@ Projects Submittals  SUB-0008 Discussion Group 08/22/2007  Ohio Instructor,st  CM Review 0712812007

=& Ohio Training Project - Hon Submittals SUB-0007  Submnittal multiple folders  08/21/2007  Ohio Instructor,st  Associate Revi 08M13/2007  07i24/2007

o Summary Subrnittals  SUB-0006  Submittals Training 08/21/2007  OhioInstructor,st  Associate Revi 0813/2007 0772412007
Submittals SUB-0005 Submittals 5 08/21/2007  Ohio Instructor,e  Associate Rev 08132007  07/24/2007
Action terms Al-0003 Training Al 2 07/31/2007*  Ohio Instructor,sc Review 07242007
Submittals SUB-0004 Training Submittals 4 08/21/2007  Ohio Instructor,s  CM Review 07/2412007
Submittals  SUB-0003 Training Submittals3 082172007 Ohio Instructor,sc CM Review 0712412007
E-E] Messages
- Drafts
‘\\\\Iln.\:
?QOAKASS_a., ® TODAY @ TOMORRO ® | O R ®

T




EMAIL NOTIFICATION

B Submittals SUB-0013 is sent to you for Discussion. - Message (HTML)
: Flle Edit View Insert Format Tools Actions Help

B When users respond
o - to a discussion

ubject: Submittals is sent to you for Discussion. group’ the

This is a system-generated e-mail message. Do not reply to sender. . .

gmject f‘_».lamg: Ohio Trgining r’gﬂ:&ﬂ d ISCUSSIOn grou p
e owner is notified by
email

Record Mo: Submittals SUB-0013
Title: Participate in Discussion Group

From: traind traini

[ Sent For_Discussion |
Task Due Date:

Ta take action on this task, please click here:
https-//ustage skire com/bluedoor?k=Project Tasks&p=67848&u=Instructor

For technical assistance contact support@skire.com or call 1-866-G0 SKIRE (467-5473).
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PARTICIPATE IN A DISCUSSION
GROUP

B 5 Unifier”

08/07/2007 - Ohio Instructor

User Mode « [

File Edit View Help

=3 Home
Ly Tasks
E-B1 Messages

= Drafts

e-yiy uMail

@"Newl' (& Dpen g\Find

Tasks - Current View: All

1 ltem(s) Page of 1

Display items per page

Type “Number | Tille ‘RecardDue | From

| Sent for

‘Task Due

Receed~

=69 Company
=i Programs
=-{if Projects
=& Ohio Training Project- Hon
=-{&fF Summary
B\ Alerts
w0 ublail
25 Collaboration
5L Tasks

Submittals  SUB-0015  Discussionin Ge 08/04/2007  train1 train1, so0

Discussion

08/07/2007
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Presenter
Presentation Notes
Note: Pay particular attention to the Discussion Notes area of the   Action Details portion of the form. This is where the owner of the discussion group will add information regarding what input is needed



PARTICIPATE IN A DISCUSSION
GROUP

{= Design Reviews - Project No. UAT-070001 - Windows Internet Explorer

£ | https:joaksci.test.ohio,govibpjprocess/taskjopen?task, id=241@arent id=3&i\riew0nl =2 q P t' H t H I I
File Edit View Actions Help ar ICIpan S Can Vlew a

Hsend, [Elsave, %7 speliing.. «aUndoAcceptTask, g Add L - i Remove Ll S Commenis éDowmoad Q}Dis::ussi-:n || - . -
Boons st -|  attached files by clicking

Organization: | Record Numnber: |DR—0006 |

Creator: UAT Associate 1 On thel I I

|
|
ProjectName: [UAT Alpha | Creation Date: |12/05/2007 10:14 AM Local (GMT-5) |
|
|

Project Number: |UAT_Q70001

Project Location: | Status: [Pengi |
Est Construction Cost ($): | 1,000,000.00 Owner Name: | — | DO n Ot p I a Ce CO m m e ntS 0 n
|mgm=\ - = . . = .
s . | individual files, these are
From UAT Project Manaager 1; SentFor: Discussion & Discussion Notes

will be view-only, except track

O

for the Comments area  meser = - | To submit comments Click

3 Atiachments . <l [g® | @ |DO FileName I | Type | Status [
e mj General Comments and
'|C| HEP I Llﬂ

Linked Records (0} General Comments & @ e Linked uMails {0}
|3 e Internet
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Presenter
Presentation Notes
Time permitting replace these screen prints with equivalent screen prints using the Design Review BP in place of Submittals. – DONE!



ADD COMMENTS TO A
DISCUSSION GROUP

Add text comments and/or attachments

(= Edit General Comment - Windows Internet Explorer

M Attach - 35 Spelling... B Cop From
Add New Comments

Attachments : (0}



Presenter
Presentation Notes
Add a text box highlighting the Attach button


ADD COMMENTS TO A
DISCUSSION GROUP

Any documents you wish to attach must
first be uploaded into Document
Manager before you can attach in
General Comments
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CLOSING A DISCUSSION GROUP

When a discussion group is closed, all invited
participants will receive an e-mail notification

To close a discussion group:
* The Initiator can close the discussion group at any
time by clicking “End Discussion Group”
* This removes the task from each participant’s task
log, regardless of whether or not they have completed
the task

Discussion groups are closed automatically when the Task in
which the discussion group had been initiated is
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WARNING

Using the Undo Accept Task function after a Discussion
Group has been initiated will disconnect the
Discussion Group

All comment and attachments provided by the
participants will be deleted and will be unrecoverable
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MANAGING COMMENTS

Once the discussion group has completed review of the
design submission, the project manager will close the
Discussion Group and review the comments made by
the group members

@ TODAY ® TOMORROW ® TOGETHER @



MANAGING COMMENTS

At this point the PM can review comments and attachments,
add additional comments, and remove comments and
attachments. A few hints regarding what Unifier allows:

* If you entered the comment you can modify or remove it

* If others entered the comment you cannot modify it but you
can remove it

* |If you open an attachment you can edit it but you must do a
save as and import the new file back into the Document
Manager and attach it as a new comment, even if you created
the original file and comment
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MANAGING COMMENTS

Comments received in a discussion group can be
consolidated into a single, cohesive comment

= T i 5

Anach - Grapnic Matap = Soeting._ | B2 Copy Froen -
a - B . = 8. | B copyfrom_ ) | T
Acd Hew Commrments = E
Filename: Sample consiniclion praject plan.mpp Evigihan:
Titha: Craba:
Final Cormmant: [
Tl COrrETse s i
|fup = Final Camments
=1 Tas
| L [
I as
|

TR Copy Generr ol Co nreents - Mcrosalt Intesnet Explorers !l:] :l;l
Hama Cpmp ey | Final Cormmani |

Brian Mash BFG=D= es =2

|

1 Gl &0 snv@ing on e Warkodp.

Attachments: Hone

hups o

1:41 P Local (GHT-H) Brigm Mesh argos o
=5 nments: Ce=sign look=s great Mead some louch up aon e sucural csiculsion, they seemed a bit ofl

Atfachments: None |
2 Blarkups  Ves — 1
-L-J_ JBE/31/2005 01:43 P Local (5MT-83  Brism Mash argas ¥es
et Commments:  What about Dudges and rescurces condrairds® WWhat csn we do 1o resohe ;s sssuess
Attachments: hono
Graphic Markupe  ho
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CONSOLIDATING COMMENTS

Useful for consolidating comments and markups received during
a discussion group

All attachments to comments will display as attachments to the
consolidated comment

Consolidated comment logs can be made into documents that
are attached directly to the business process form

* Documents attached in the lower portion of a document-type
business process, or documents attached directly to the
business process form
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COPYING AND CONSOLIDATING
COMMENTS AND MARKUPS

Note: Text comments can be copied and consolidated in General
Comments. Graphic markups that are attached to a General
Comment cannot be copied or consolidated

The following table summarizes copying and consolidating documents:

BP Feature Consolidate Text Comments Consolidate Graphic Markups
Documents attached to | Can copy and consolidate comments Can copy and consolidate graphic
Document-Type BPs made directly to attached documents markups on attached documents
File Attachments all BP | Can copy and consolidate comments Can copy and consolidate markups
types made to files attached directly to BPs made to files attached directly to BPs
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COPY GENERAL COMMENTS

P

(= Edit General Comment - Windows Internet Explorer

) Attach = $7 Spelling} B3 Copy From

prTre— Click General Comments
Text Comment: . Ilnk

Click Add (or Modify)

~m-lick the Copy From
button

The Copy General

Comments window

opens, displaying the

list of existing

comments
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COPY GENERAL COMMENTS

{Z Copy Comments - Windows Internet Explorer

Copy and edit from existing comments

ate Name Company
0/30/2007 01:44 PM Local (GMT-6) Ohio Instructor

fomments:  Second Comment

500

Attachments: None

0/30/2007 01:43 PM Local (GMT-6)  Ohio Instructor

extComments:  First Comment

Attachments: None

{= Edit General Comment - Windows Internet Explorer

) Attach = % Spelling... B Copy From

Add New Comments
Text Comment:

Second Comment -
First Comment

Attachments : (0}

Cancel

Click the selection box next to
each of the comments you
want to copy into your
comments and click OK

* Any additional file attachments
or markups associated with
each comment are also copied
to the new comment

Make edits as necessary




Discussion Groups

Note: You cannot participate in a discussion group
on the Create or End steps of a business process.
Note: The task owner can select which, if any, of
the comments and/or markups to use in creating
their final comments or markups for the task. The
task owner can hide or delete these comments, or
consolidate them for use in creating the final
comment or markup.
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https://oaksci.ohio.gov/help/WebHelp/About_General_Comments.htm

Questions?

Call or Email OAKS CI at:
614.644.2211 or
oaksci@ofcc.ohio.gov
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