S

’

0..

» ULTIMUS

COMPOSED PROCESS SOLUTIONS

Ultimus DPA Portal Help

Issued with

Ultimus Digital Process Automation Suite 2026



Copyright Notice and Disclaimer

© 2026 Ultimus, Inc. All rights reserved.

This document may contain confidential, proprietary, or legally privileged information. The software described in this manual is
furnished under a license agreement or non-disclosure agreement and may be used or copied only in accordance with the terms
of the agreement.

No part of this manual may be reproduced or transmitted in any form or by any means, electronic or mechanical, including
photocopying and recording, for any purpose, without the express written consent of Ultimus, Inc.

Ultimus®, Adaptive Discovery®, BAMport™, Composed Process Solutions®, Flobot™, FloPort™, FloStation™, iBAM™, Inlet™,
Maplet™, Profit from the Process™, U2Net™, and Unruly Event™ are trademarks of Ultimus, Inc.

Windows, MS-DOS, Word, Excel, InfoPath, and SQL Server are registered trademarks of Microsoft Corporation.
All other names may be trademarks of their respective owners and are used for reference only.

This documentation may contain references to third party software or websites. Ultimus has no control over third party software
or content and is not responsible for the availability, security, or operation, of any third-party software. If you decide to utilize
Ultimus products or information involving third-party software, you do so entirely at your own risk and subject to the applicable
third party’s terms and conditions of the use of such software. No information obtained by you from Ultimus or this
documentation shall create any warranty for such software.

The information contained in this manual is subject to change without notice and does not represent a commitment on the part
of Ultimus, Inc. All Ultimus specifications contained in documentation and literature are subject to change without notice.

URLs, credentials, email addresses, names of companies, organizations, people, and computers as well as software versions in
the document are fictitious unless otherwise noted. The images shown are for illustration purposes only and may not be an
exact representation of the product.

This document was last updated on January 15, 2026



Table of Contents

alugeTe U aiu [o] o IO PRSP SRRR 6
Accessing the Ultimus DPA Portal ......ccceoveiiiiieiiniiee e, 7
Logging in to the Ultimus DPA Portal......ccceoviiiiiieiciiieeciecec e 8
Logging in to the Ultimus DPA Portal as a different user.........ccoceevuvenenne. 10
Logging out of the Ultimus DPA POrtal.......ccccoceeiviiiniieinieeciecsiee e 11
Navigating in the Ultimus DPA Portal ........cccvvevvvieiniieeniieecineee, 12
The Ultimus DPA Portal starting Page ....cccccevvveevieviieenienieesiecreesie e 13
HIZNIIZNTS ..t e 15
Mouse and tOUCH ZESTUIES........coviiriieieeieeieeeeeesee et 16
Messages and NOTIfiCAtiONS ......covieriiieriieieeeeeeeee e 17
User interface element tyPeS......iv it 18
Main user interface COMPONENTS ..coviiiiiiiniiiiere e 19
The DPA Portal Header Pane@ ......ouovveviiiiieiiecic e 20
The DPA Portal Navigation Pane .........cocceevevienieninninienieseesceieeee e 21
The Ultimus DPA Portal View/Folder interface ......ccoccevvveevieeccieecieeeeee, 23
Differences between Views and FOLAErS .......ooiiiiiiiieiiiicicceceeceeeese e 24
The Ultimus DPA Portal Dashboard.......cccccevveiviiiiniiiiniiiiiec e, 25
Customizing the DPA Portal Dashboard .........cceeveeiiniinieninnienierienecnecneeseeie e 26
Working in the Ultimus DPA Portal ......ccccccevviiiiiiieiniecceeccnee, 29
Introduction to Processes, Incidents and TaskS ......ccccceevvveeecieesciieccieesineens 30
INCident-level aCtiONS ... 32
Initiating @ NeW ProCess INCIAENT ......coviriiriirieteeceeteeteetee ettt 33
Aborting @ ProCess INCIAENT.......civuiiiiiriiirieriereesteeeree ettt sb e s sresn e s e e sanens 34
Viewing the status of @ Process INCIdent ........cocevveveririieneninieieeeeeeeeeeeeee e 35
Completing @ ProCess INCIAENT ...c..covuiiiiiieeieeieceecteteee ettt 37
Task list-level (VieW/FOlder) aCtiONS......ouuuuuueeeeeeeeeeeeetieeee et 38
ultimus.com Ultimus DPA Portal Help 3

Issued with Ultimus DPA Suite 2026



Using the Task List Filtering OptioNn ......cccueeiiriiniiniiiiiieriesieseeseeseese e sresneseesaeens 40

WOrking With USEr FOLARIS.....uiiiiiiiiieeiterteete sttt st sae s san e s aa e s e sne e 41
EXPOrtiNg @ TASK LiSt..ceeueiiiiiieiieieeieeteeteete ettt sttt s e saeesaeens 43
Working with Tasks and FOIrmMS.......ceviiiiiiiiiiiece e 44
Task STAtUS INAICATOIS ....iiiiiiiriecterteecece ettt s b s b e s e e saaesaeens 45
VIEWINE @ TASK . eiiititiitiiitenieetcett ettt ettt sre st e s te e st e e s b e s baessbaesaseesasessaesnsaennsasnnns 47
COMPLETING @ TASK ettt sttt et sae e sa e b b satesaees 48
Picking up and returning QUeUEd TasKS.......cocuereerrerierrieniieniienteneeneeseesresssesaesssessesanens 50
Assigning a Task to another DPA POrtal USEr......cccieveivieiiieniienienieneesieesieesiessvesseseesenens 52
Returning a Task to the previous Process PartiCipant......ccccoeveervieinieniienienniecneesneenes 53
Working with Tasks in Central Folders ("Group INboXes").......cccevevievieneriennienenieneeniennen 54
Working with User FOlder TasKS.....cceeeriireririeieienenieeenteeseeeeese et 56
DISOWNING @ TASK weertiiiiiirieiieeiteeie sttt s e e s ae s st e e baesbe e sabeesanessaesnseesssesnsne 58
Working with Task FOrm Templates ......c.coceeveeiinienieeieneeteeeeeee ettt 59
Enabling scripting in INternet EXPLOTer.....coviviiiiiriiiieeieeterteetescescese et se e 60
WOTKING With MEMIOS ..eviiiiiieciectetcectce ettt ettt s b s e e s e e saaesbaans 62
Working with attachments c...c...ooeiiiii e 64
Conferring a Task to another Process PartiCipant ........cccoeveeeevieneneenienenenienieneseeiennens 66
WOrKing With SIZNAtUIES ....ccueeiiriiieieececeee ettt b e s s e saa e s e e saeens 67
Printing @ TASK FOIM ittt ettt sttt s ae e s b e saa e s aaesbaesaneeae 68
Working with Task processing user Rules and Conditions ........ccccceeceeveeverniennenieeneeneene 69
Creating or Modifying @ USEr RULE ...c..cuiiiiiieieeeeeeeee ettt 70
Adding or modifiying Conditions of @ USEr RULE .......ccvevieriiniiriereceececceeee e 72
Changing the processing order of user Rules or their Conditions .......ccccceecveveevieneevieneesienenns 74
Deleting a user Rule or a user Rule CoONditioN........cceecvereecieniisienecieneeese e 75
Working With WOrKSPacesS.......ccviviiiiiiiiiesieciecee sttt 76
Working with Workspace INVItations ........cceeveevieeiieriieniienieneenceeesie e s saeens 77
Creating @ WOTKSPACE ..ccviiiieieetectesieese ettt st st se s te e ae st e st e s be s e e saaesaeesaeesseessesssassnas 78
APPIrOVING @ WOIKSPACE ..c.veiiietieieeieeteeteeiteeite sttt te st st e st saeesbe e b e e sbesbeseesaeesseesneens 80
ultimus.com Ultimus DPA Portal Help 4

Issued with Ultimus DPA Suite 2026



Assumptions about the reader

This document makes the following assumptions about the reader:

* The person installing, administering or maintaining the Ultimus product (referred henceforth as “the
reader”) has an extensive understanding and knowledge of the customer-specific Ultimus
environment.

¢ The reader is a network administrator or IT professional: an individual who oversees the
installation (and possibly deployment and maintenance) of enterprise-class software.

* The reader is an experienced Microsoft Windows user who is familiar with working within the
Microsoft Windows environment.

* The reader has full Administrator rights on all computers within the organization and can make
changes to LAN security and configuration.

e The reader is knowledgeable in configuring any hardware or software firewall tools the
organization has in place. Communication among Ultimus modules in a firewall-enabled environment
is incumbent upon the network administrator to properly configure.

For up-to-date information about changes to supported technologies, see the Ultimus Supported
Technologies document on the Ultimus Customer Portal.

Contacting Ultimus

Ultimus is striving to improve its products and support services.

Visit the Ultimus Customer Portal to contact our experts to resolve your technical issues, to get answers
to common and specific questions, and to download the latest product builds and documentation.

¢ To create or view a support case, go to www.ultimussupport.com, or visit the Ultimus Customer
Portal Ultimus Customer Portal/Cases section.

* Visit the Ultimus Knowledge Services section to learn about our trainings and certifications on the
latest Ultimus products which provide you with up-to-date knowledge on the latest product releases,
or contact us at training@ultimus.com.

e Use our contact form to Contact Ultimus Support directly.

e Visit the Ideas section to submit a product enhancement idea, feature concept, or send your
feedback about how we can improve our technical documentation and online helps.


https://www.ultimus.com/customer-portal
https://www.ultimus.com/customer-portal
http://www.ultimussupport.com
https://www.ultimus.com/customer-portal/cases
https://www.ultimus.com/customer-portal/knowledge-services
mailto:training@ultimus.com
https://www.ultimus.com/customer-portal/contact-support
https://www.ultimus.com/customer-portal/ideas

Introduction

Ultimus DPA Portal is a browser-based application installed on a remote server and accessed through
the internal network connection, or through the Internet. DPA Portal users can log in from any Internet-
connected mobile or desktop device type that are supported by the company, provided they have a
compatible operation system and browser version installed.

This document explains how to use Ultimus DPA Portal.

® Accessing the Ultimus DPA Portal
¢ Navigating in the Ultimus DPA Portal
¢ Working in the Ultimus DPA Portal

© The performance of the DPA Portal can be influenced by external conditions such as connection
bandwidth and network quality.



Accessing the Ultimus DPA Portal

This section outlines how to log in and log out of the Ultimus DPA Portal.

® Logging in to the Ultimus DPA Portal
® Loggingin to the Ultimus DPA Portal as a different user
* Logging out of the Ultimus DPA Portal

A\ Access rights, user accounts and access levels are managed by your organization. Please contact the
application support at your organization if you do not know the Ultimus DPA Portal website URL, or
cannot access the Portal.

A\ The DPA Portal content will display correctly only if a supported operating system and browser version
are installed.

0 The DPA Portal is accessible on any device supported by your organization.

0 To access the Ultimus DPA Portal faster, create a shortcut on your desktop/home screen.



Logging in to the Ultimus DPA Portal

To log in to Ultimus DPA Portal, do the following:

1. Open the Ultimus DPA Portal website URL provided by your organization in a supported web
browser.

2. The application checks for DPA Portal website cookies on your computer.
If none is found, a cookie consent message appears:

* Click Accept to consent, and proceed to the login page.
To read more on how the website uses cookies, click Details.

© Vour browser might request permission to share your exact location with the Ultimus DPA Portal website.
To permit this, click Allow.

Cookie Policy

About Cookies on this Website

This website uses cookies and similar technologies which
are important for the functioning of this website.

By clicking on “Accept” you agree to this use,
and you will be redirected to the login.

Under “Further Information” and in our Privacy Policy you
will find a detailed description of the information we store.

3. The Ultimus DPA Portal login dialog box appears.
Type in the following information and when finished, click Login:
e User ID and Password: your Ultimus account user name and password.
® Domain: Select the domain in which your Ultimus account resides.

* Remember Me: If selected, the Ultimus DPA Portal saves your User ID and domain selection for the
next login.

* Language: Select the preferred display language.
* Help: Open the Ultimus DPA Portal Help in a new browser tab.

¢ Conditions of Use: Opens the End User License Agreement in a new browser tab.

o Certain options may not appear on your login screen due to organizational policies.
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Login to Ultimus Portal English (US) ~
Please enter your login credentials
Username
Password

_
Domain

v

Conditions of Use - () 2026 Ultimus, Inc. Version [v26.1.69.0] - Help

Once logged in to the DPA Portal, your starting page is shown; this is either the DPA Portal Dashboard or
a View/Folder.

® To get to know more about the Ultimus DPA Portal user interface and how to use it, see section
Navigating in the Ultimus DPA Portal or section The Ultimus DPA Portal user interface.

® Forinstructions on how to work in the Ultimus DPA Portal in general, see section Working in the
Ultimus DPA Portal.

A\ Before attempting to access the Ultimus DPA Portal website, make sure your device is connected to the
internet.

A\ Access rights, user accounts and access levels are managed by your organization.
Please contact the application support at your organization if you do not know the Ultimus DPA Portal
website URL, or cannot access the Portal.

A\ The DPA Portal website content will display correctly only if a both a supported operating system and a
compatible browser version are installed.

o The DPA Portal starting page can be set by the Ultimus Administrator, or by the logged-in user (in Menu
ﬂ >> Settings).
Central settings can overwrite local settings.

0 The DPA Portal is accessible on any device supported by your organization.

o You can be logged on in multiple DPA Portal instances simultaneously from the same device or browser,
as well as from different devices, different web browsers, and/or browser windows/tabs.

0 To access the Ultimus DPA Portal faster, create a shortcut on your desktop/home screen.


https://ultimus.atlassian.net/wiki/pages/createpage.action?spaceKey=DPA2025&title=cererererrererer

Logging in to the Ultimus DPA Portal as a different
user

If Single sign-on (SSO) is enabled in your Ultimus environment, you can log in as a different user after
having logged out of the DPA Portal.
To log in to the DPA Portal with different credentials, do the following:

1. Select the Login As... option in the DPA Portal Menu (ﬂ).
This terminate all your active sessions.
2. When the following logout message appears, click on the word 'here": the hyperlink redirects you to

the login screen where you can provide the user credentials.

Logout

You have successfully logged off of Ultimus DPA Portal.
Click here to log on again as a different user.

o If SSO is disabled, the DPA Portal Menu (ﬂ) does not include the Login As... option.

10



Logging out of the Ultimus DPA Portal

To log out of the DPA Portal, do one of the following:

¢ Select the Log Out option in the DPA Portal Menu (ﬂ).

¢ Close the web browser application/window/tab.

If the active session has been terminated successfully, one of the following messages is displayed:

e If SSO is disabled:

Logout

You have successfully logged off of Ultimus DPA Portal.
Click here to log on again.

¢ If SSO is enabled:

Logout

You have successfully logged off of Ultimus DPA Portal.
Click here to log on again as a different user.

@ single sign-on (SS0) is a technology which combines several different application login screens into one.
Your administrator may disable or enable the use of SSO for Ultimus DPA Portal.
- If SSO is disabled, your other active sessions remain active even after you log out of one of them.
- If SSO is enabled, logging out of one of your active sessions terminates all other sessions too.
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Navigating in the Ultimus DPA Portal

The following sections describe how to use the Ultimus DPA Portal user interface.

® The Ultimus DPA Portal starting page

* Highlights

* Mouse and touch gestures

* Messages and Notifications

® Userinterface element types

® Main user interface components

* The DPA Portal Header Pane

* The DPA Portal Navigation Pane

e The Ultimus DPA Portal View/Folder interface
* The Ultimus DPA Portal Dashboard

A\ The DPA Portal website content will be displayed correctly only if both a supported operating system and
a compatible browser version are installed.

0 The DPA Portal main interface supports browser controls as well as the mouse and the keyboard for
navigation.

12



The Ultimus DPA Portal starting page

Once logged in to Ultimus DPA Portal, the default Starting Page is shown as set by the Ultimus
administrator, or individually by the logged-on user.

e |f the DPA Portal Dashboard page is enabled in by your Administrator, it may be set as default
Starting Page.

e Alternatively, a View or a Folder can be set as default starting page.

Examples:

e The DPA Portal Dashboard set as starting page:

[e Only available if enabled by your Ultimus Administrator.

= @ ULTIMUS

GOOD EVENING! — ﬁ
= QUICK TASKS ACCESS (TOP 10 INBOX) = NOTIFICATIONS (TOP 100) 8
Process Step Incident Status Title Message Link

Process2 STEP 3 1 @ In progress 2 days ago Planned Maintenance

MAINTENANCE 115t of March 8
STEP3
Process2 2 @ In progress 2 days ago PROEECT Project updated, please .
. N UPDATE confirm
Verification APPROVAL 2 (®) Inprogress 3 hours ago
B LAUNCH PROCESSES NAVIGATION @ QUICK APPS ACCESS

g DEFAULT FORM TEST t.' PROCESS DESIGNER

=
DEFAULT FORM VERIFICATION
=

.....

= LAYOUT EDITOR
g EMAIL FLOBOT

-:—n ORGANIZATION
asee
NOTIFY

—

@ PROCESS ADMINISTRATOR

[T -
1 SEARCH

- AR
N\

¢ The Inbox View set as starting page:
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ULTIMUS TESTWS @OWNER) %~ D & @~ & ~

% REQUESTS ©

Q Inbox 022 = Q Search B 2 © ® O:
= TASKS . X .
Status Process Step Incident Summary Task Urgent Incident Priority
I & Inbox 22 N
® Nov18 P1 Step4 3 1
b d 21
SRS v Test WS90 P1  Step 2 7 1
o )
& G 1 ® OpenP Step 2 24 1
© Completed 71 ® TestWS1 P7  Step2 22 1
& APPLICATIONS © ® Oct28 P2 Step 2 10 1
$ COMPOSING © © vrgent Sens ! !
R
Process Step Incident Summary Task Urgent Incident Priority
o USROS
3¢ ULTIMU

Setting the default Starting Page

To set the default starting page for the Ultimus DPA Portal do the following:

1. Open the DPA Portal Menu (ﬂ) >> Settings .
2. From the drop-down list, select a Navigation Item to use as your starting page.

3. Click OK to save changes, or click Close to exit without saving changes.

Default View|Folder | Dashboard Page -

Dashboard Page =

Initiate |

v
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Highlights

A\ The DPA Portal website content will be displayed correctly only if both a supported operating system and
a compatible browser version are installed.

* The Ultimus DPA Portal content is displayed in a single browser window by default.
However, Tasks and Applications may be configured to display in a new window, or in a new tab.

* Browser controls are supported for navigation - except for content that is configured to openin a
pop-up window (the supported controls are displayed in the pop-up window as well).

* Depending on the configuration, clicking the name of an Application in the Navigation Pane may
open the Application full-screen, with the Navigation Pane hidden.

e Todisplay or hide the Navigation Pane, use the three-line button (E) located in the top-left
corner.

* Toopen a Task, select the Task then click Open Task ( [£] ).
Alternatively, double-click a Task to open for editing.
e To select multiple Tasks, select the checkbox next to each Task.
This is useful when copying multiple tasks into a Folder.
* Toreload and update the DPA Portal content, click Menu (E:) » Refresh.
® To return to the DPA Portal Dashboard from anywhere in DPA Portal, click the Dashboard button (

D)

* Todisplay or hide the Navigation Pane, use the three-line button (E) located in the top-left corner.

15



Mouse and touch gestures

The DPA Portal main interface supports browser controls as well as the mouse and the keyboard for
navigation.

The following table contains the most frequently used mouse and touch gestures supported when using
the Ultimus DPA Portal.

@ The layout of the DPA Portal Dashboard may be slightly different on touch screens.

Touch gesture Mouse gesture Description

Tap Click Typically it is used to initiate an action. For example to activate a button
or amenu item, to follow a hyperlink, to open a menu or a drop-down
list, to mark the starting point of a text input, or to select an item (a Task
or a checkbox).

Double-tap Double-click Typically it is used to extend an action on a selected item (e.g. to open
the selected Task), or to open the item-specific menu of an item (not
applicable in DPA Portal).

Swipe Mouse-wheel scroll or Itis used to navigate within the boundaries of a display or a list. For
Arrow key scroll example when viewing screen content larger than the screen.
Press and hold Right-click Typically it is used to call the list of the item-specific actions for an item

(context menu).
This gesture may not be interpreted in your DPA Portal interface.

Drag Mouse drag Press and hold while you move the item to a new position, then release
(with one finger) the item above the designated location. (drag&drop)
Pinch-to-zoom Mouse wheel scroll with Touch Gesture: press and hold with two fingers while moving them apart

key or mouse button press | (Zoom in) or toward each other (Zoom out).
Mouse wheel + Key/Mouse button press: zoom in or out by turning the
mouse wheel while holding the Alt or Ctrl key
or the primary mouse button (left or right button).

16



Messages and Notifications

System messages are sent to all DPA Portal users by your Administrator. These type of messages display
always on top of the opened View/Folder, in a pop-up window.

DPA Portal notifications are displayed over the other DPA Portal content as well as in the Notifications

panel.

NOTIFICATIONS
Click to dismiss all and set as 'Seen’

Sample process message
Content of the message

* You can read notification right away, then close the pop-up, or read the notification later.
The envelope icon in the top-right corner shows the number of unread Portal notifications:

¢ To view the content of an unread Portal Notification, click the envelope icon.

¢ To close any message or notification, click the X in the corner.

17



User interface element types

The Ultimus DPA Portal interface has general (“built-in”) elements and custom elements.
General user interface elements and actions are available to all DPA Portal users in all Ultimus

environments. For example, “built-in” Views, general Menu (ﬂ) options, View/Folder actions, Task list
actions and Task actions.

Custom user interface elements and actions are specific to the Ultimus DPA Portal version deployed in a
customized Ultimus environment. The actions and elements are specific to the deployment environment
and made available based on various attributes, for example user Role(s). Custom elements are
configured to meet specific requirements and principles at a company, such as workflow, design, or
functional elements. For example Business/Workspace Process Forms and actions, DPA Portal
Application content and actions, custom Views/Folders, centrally enabled and configured DPA Portal
Dashboard content and actions, Navigation Pane items.

© This document outlines the general elements and actions of the user interface.
For detailed instructions on working with custom Applications, Solutions, or Processes specific to your
company, please refer to the relevant Help documents accessible via the DPA Portal Menu (ﬂ).

18



Main user interface components

The DPA Portal interface has four main components.

® The Header Pane (1) and the Navigation Pane (2) visible when using the application.

* The Task Toolbar (3) and the Task List Pane (4) are not visible if one of the following is open: a Task
(Form), the DPA Portal Dashboard, the content of an Application.

0 Click the links to jump to the relevant section.

ULTIMUS @ Header Pane

COMPOSED PROCESS SOLUTIONS.

4 REQUESTS Qnbox 0722 =
8 Initiate All 6 »
Status Process Step Incident Summary Task Urgent Incident Priority
& TASKS ®  NovigP1 Step4 3 14
I & Inbox 22 Vv TestWS90P1  Stepd 7 1
£ Queued 49 ®  Openp Step 2 2 1
8, Assigned 18 ®  TestWst P7  Step4 22 1
®  Oct28 P2 Step7 10 1
@ Completed 605 6 ugen . 1 1
© VIEWS ®  OpenldP Step 3 23 1
& FOLDERS v TestWS90P1  Step2 7 1
@& Central Folder 49 ®  openp stz 2 .
& FOLDERS ®  Tetwst P7  Step2 2 T
B8 New Folder 14 ® Oct28 P2 Step 2 10 1
® Urgent Step 3 1 1
% uLTIMUS ®  Openldp Step 2 23 f
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The DPA Portal Header Pane

The Header Pane is the shown on the top of the Ultimus DPA Portal interface.

ULTIMUS

COMPOSED PROCESS SOLUTIONS.

The Header Pane contains the following elements:

Hides or displays the Navigation Pane.
Its position is saved upon exiting the DPA Portal.

I I I Opens the DPA Portal Dashboard.

Shows the number of unread DPA Portal Notifications.
When clicked on, shows the list of unread Portal Notifications.

If clicked on outside Tasks and Applications, it opens the general Ultimus DPA Portal Help documentation.
If clicked on when working on a Task (Form) or in an Application, a more specific documentation is shown (if
available). Such as: Application Help, Solution Help, Process Help, or Step/Task Help.

When clicked on, the DPA Porttal main Menu contains the available DPA Portal options available in that
location for the logged-on user.

H k(@

The content of the DPA Portal main Menu m depends on the content of the active screen, which is
determined by the attributes of the logged-on user, such as user Roles, Group memberships, or
Applications.

For example, the Menu - with the conditional item marked - may show the following options in Inbox
view:

INEESEN > @K Bl ° Dashboard Page: Opens the DPA Portal Dashboard (same as [IH])
See also: The Ultimus DPA Portal Dashboard.

User 1 User Profile: Opens the My Profile page with your user information.

Dashboard Page

Invitations: Only shown if available for the logged-on user - the Workspace Invitation list.

User Profile See also: Working with Workspaces.
Invitations ¢ Refresh: Updates the content of the active screen with the latest data from the server.
Refrech * New Folder: Opens the New Folder dialog box.

See also: Working with User Folders.

Future Task Management .
* Future Task Management: Opens the Future Task Management dialog box.

Settings See also: Working with Task processing user Rules and Conditions.

Log Out e Settings: Opens the Ultimus DPA Portal Configuration dialog box, where you can set the
default starting page displayed by default when logging into Ultimus DPA Portal.
See also: The Ultimus DPA Portal starting page.

* Log Out (or Login As...): Logs you out of DPA Portal.
See also: Accessing the Ultimus DPA Portal.
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The DPA Portal Navigation Pane

The DPA Portal Navigation Pane (2) shows a structured list of navigation items that represent the content
you have access to based on your user attributes (e.g. Role), as determined by your Ultimus
Administrator.

= @ ULTIMUS © Header Pane

COMPOSED PROCESS SOLUTIONS

4 REQUESTS Qlnbox 022 7=
8 Initiate All 6 »
@ Navigation Pane Status ~ Process Step Incident Summary Task Urgent Incident Priority
& TASKS ®  NovigP1 Step4 3 1
I & Inbox 22 v TestWS90P1  Stepd 7 3
- @ Task List Pane
L Queued 49 ®  OpenP Step 2 24 1
3, Assigned 18 ®  TestWst P7  Stepd 22 1
®  Oct28 P2 Step7 10 1
@ Completed 605
® Urgent Step3 1 1
@ VIEWS ®  OpenldP Step 3 23 1
SROLDERS v TestWseoP1  Step2 7 1
@& Central Folder 49 ©®  Openp Step2 2 ;
& FOLDERS ® Test WS1 P7 Step 2 2 1
@8 New Folder 14 ®  Oct28 P2 Step 2 10 1
® Urgent Step3 1 1
Powered b)
5 ULTIMUS ®  OpenldP Step 2 2 1

¢ To hide or display the Navigation Pane, use the 3-line button (E) located in the top-left corner.
This setting is saved upon exiting the DPA Portal.

¢ To expand or collapse the content of a navigation node, click the name of the node.

Navigation Pane structure and content

The custom navigation items and their placement in the Navigation Pane are managed by your Ultimus
Administrator, while the general (built-in) items have a fixed placement as default elements of the
Ultimus DPA Portal user interface. Navigation items may be organized into navigation nodes, or added
as single items.

The following example shows the general structure and content of the DPA Portal Navigation Pane:
= g ULTIMUS

OMPOSED PROCESS SOLUTIONS

4 REQUESTS
B8 Initiate All 12
= TASKS
& Inbox 14
€ Queued 31
3 Assigned 1
@ Completed 312
@ VIEWS
m FOLDERS
m Central Folder 1
& FOLDERS
@8 UserFolder 4

General (built-in) navigation items:
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e REQUESTS node:

¢ Initiate All View, showing all workflow Processes you are allowed to initiate.

* Tagged Views (if available) are sub-views that organize the content of the Initiate All View, based on
e.g. workflow type, work area or any custom condition. Tagged Views are custom Views managed
by your Ultimus Administrator.

e TASKS node:

* Inbox View: Shows the list of Tasks assigned to the logged-on user (as Process Step Recipient).

* Queued View: Shows the list of Tasks assigned to the members of a specific user Group (as Process
Step Recipient).

e Assigned View: Shows a list of Tasks that are assigned to the logged-on user specifically by other
DPA Portal users.

e Completed View: Displays all Completed Tasks.

e VIEWS node:

¢ Central Folders (“Group Inboxes”) are custom Views that collect Inbox Tasks assigned to a User
Group (as Process Recipient) based on a set of criteria. Central Folders and the connected Rules/
Conditions are managed by Ultimus Administrator.

* User Folders are user-managed custom Views that organize Inbox Tasks based on user-defined
Rules/Conditions. User Folders can be shared with the purpose of making the same Tasks available
for another DPA Portal user. (See also: Working with User Folders and Working with Task
processing user Rules and Conditions)

Further custom navigation items:

Specific custom content are made available by your Administrator based on attributes such as user
Role(s) assigned to the logged-on user. Such custom navigation items can be either external or internal
Applications, website links, processes and other items specified by your organization.

A\ Custom navigation items are not discussed in this document.
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The Ultimus DPA Portal View/Folder interface

The View/Folder interface consists of the Task Toolbar (3) and the Task List Pane (4).
In the Ultimus DPA Portal, Tasks are organized into Task Lists which are displayed in Views and Folders
listed in the Navigation Pane.

e When the name of a View or a Folder is clicked, the Task List associated with it is shown.

* Next to the icon of a View/Folder, its name is displayed, along with the number of items (Tasks) in
the Task List the View/Folder displays.

¢ To show or hide the Task list associated with a View/Folder, click the name of the View/Folder.

@ Header Pane

4% REQUESTS
B Initiate All 6

@ Navigation Pane

= TASKS
I & Inbox 22

£ Queued 49

Q Inbox 0722 = © Task Toolbar P x © ® O:

g
g

Process Step Incident ~ Summary Task Urgent Incident Priority
Nov18P1 Step4 3
TestWS0P1  Stepd 7

opent Sp2 o @ Task List Pane

Test WS1 P7 Step4 22
3, Assigned 18

0ct28 P2 Step7 10
@ Completed 605

@ VIEWS
@ FOLDERS
& Central Folder 49

Urgent Step 3 1
Open Id P Step 3 23
TestWS90P1  Step2 7
OpenP Step 2 2
& FOLDERS TestWS1 P7  Step2 2
8 New Folder 14 Oct28 P2 Step 2 10
Urgent Step3 1

®@ © @ ® ® ¢ ® ® ® ® ®@ ¢ O

s Powered !g
5e ULTIMU Open Id P Step 2 23

Highlights:
¢ Views and Folders display Tasks based on criteria of various origin: default, centrally defined, or user-
defined.

e Views can be general ('built-in') or custom.
See also: Differences between Views and Folders.

e The DPA Portal Dashboard, Task/Forms and application content occupy in the same area in which
the Task Toolbar and the Task List Pane are displayed.

e Todisplay a Task List in the entire width of the screen, hide the Navigation Pane.
To hide or show the Navigation Pane, click the 3-line button (E) in the top-left corner.
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Differences between Views and Folders

Both Views and Folders are used to organize Tasks into Task lists in DPA Portal, but there are differences
between their nature and their usage.

For example:

e ATask can be displayed in multiple Views/Folders at the same time.
e Views only display Tasks, they do not contain them.
¢ Views can be 'built-in' or Custom.

¢ Folders are custom Views, listing Tasks based on custom criteria that are defined either centrally by
your Administrator (for a Central Folder), or individually by a DPA Portal user (for a User Folder).

© 1 general, we refer to 'built-in' Views as Views, to custom ones as Folders. Central Folders, which are
centrally managed custom Views are referred to as Central Folders.

e You can not move Tasks to/from, or delete Tasks from a Central Folder.

* You can only copy the Tasks displayed in your Inbox View, and the target is only allowed to be one of
your own User Folders.

e ATask can be only moved (cannot be copied) from one User Folder to another (both Folders must
belong to the same user).

© You cannot move a Task to a folder that that belongs to another user, but since sharing your Folders with
other DPA Portal users is supported, the same Task may be visible in multiple Views/Folders at once.

e 'Built-in' Views and Central Folders cannot be shared with another DPA Portal user.

e Users can create, rename, delete multiple user Folders, and share their own User Folders with
another DPA Portal user.
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The Ultimus DPA Portal Dashboard

Upon successful login, the DPA Portal Dashboard is displayed by default, provided it has been made
available by your company.

The DPA Portal Dashboard can be configured to display a wide range of elements.

* The content as well as the arrangement of the Dashboard Panels can be configured by your
organization to present company-specific content (e.g., external, or company-specific Portal
Applications and Business Processes to Initiate) in a specific way,

¢ besides DPA Portal elements that are displayed by default (e.g., Portal Notifications, Task Lists).

= @ru l]pll M U S Search.

GOOD AFTERNOON! &
LAUNCH PROCESSES (INITIATE) QUICK TASKS ACCESS (TOP 10 INBOX)
= Process Step Incident Nr Status Task Received
= REQUESTO1

Request01 APPROVER 2 (® Inprogress 1 week ago

nTESTINGO1 i
= Testing01 SUPERVISOR 5 @ In progress 1 week ago

The content of the Dashboard panels is synchronized periodically in the background. In addition, you
can initiate server data synchronization manually using the Menu (ﬂ) >> Refresh option.

The layout of the DPA Portal Dashboard is customizable: DPA Portal users can save preferences for
different browser window sizes. Layout settings are saved individually for each browser window size and
are automatically loaded when the browser window size is modified.

For instructions, see section Customizing the DPA Portal Dashboard.
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Customizing the DPA Portal Dashboard

The Ultimus DPA Portal Dashboard layout can be customized within the configuration determined by
your Administrator. The available elements can be hidden or shown as preferred, layout panels can be
resized and rearranged, and each user is allowed store custom layouts for three different display
screen sizes:

¢ small screens (e.g. a mobile phones),

* medium screens (e.g. tablets), and

* large screens (e.g. desktop or laptop displays, or screens larger than 1280px in width)

To customize the Dashboard layout, use the following general method:

1. Click the Edit Layout ( ¢ ) button.

2. Edit the layout as preferred.
For the list of supported actions, jump to section layout panel actions.

3. Save ([3)) the new layout.

4, Click the Exit Layout ( 22 ) button.

[A It is not possible to configure the Dashboad to display more content than defined by your administrator.

A\ Changes only customize the layout for the current screen size.
Saved layout settings are applied automatically whenever the browser window size changes.

Supported Dashboard layout customization

In edit mode ( ¢ ) the following are the supported actions for changing the Dashboard content and
layout.

When finished editing, Save ([3)) the new layout. Click Exit Layout ( 2% ) tp return to the DPA Portal
Dashboard.

Reposition panel

TASKS o

* Changes the position of a panel relative to other panels.

¢ Click and hold the panel title bar, drag the panel to a new position, then release the pointer.

Resize panel
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* Changes the size of a panel.

¢ Click and hold an arrow at the edge of the panel until you drag the edge to a new position, then
release the pointer.

Maximize panel size (full screen width):
=]

Web Link

Minimize panel size (to the last saved width):
=L

Web Link

Hide panel

NOTIFICATIONS (TOP100) X

iy Hide panel: Notifications
Title Mess&8

* Hides a panel from view.

¢ Click and hold an arrow at the edge of the panel until you drag the edge to a new position, then
release the pointer.

Layout preset

e Click to switch to a layout that supports screen resolutions larger than 1280 pixels in width.

e Click to switch to a layout that supports resolutions between 768 - 1279 pixels in width.

Show panel
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10

* Displays a hidden Dashboard panel. Affects all saved custom layouts.
Click the Show Panel button and select a panel from the list.

Layout options

<l
&«

¢ Click the Layout Options ( [€l/) button to see the options.

¢ Default: Resets the Dashboard to the default layout and content configuration set by your
company. Affects all saved custom layouts.

e Empty: Empties the Dashboard screen.
¢ [organization/username] : Your saved custom layout.

¢ Reload without saving: Reloads the layout to the last saved layout.

2 Default

Y Empty

4 ultimusorganization/user1
R d

= Reload without saving
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Working in the Ultimus DPA Portal

This section outlines how to work in the Ultimus DPA Portal.

¢ |ntroduction to Processes, Incidents and Tasks

Incident-level actions

Task list-level (View/Folder) actions

Working with Tasks and Forms

Working with Workspaces
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Introduction to Processes, Incidents and Tasks

The content and the actions available through the Ultimus DPA Portal are mainly determined by the
following:

¢ The user Role(s), Group(s), and Job Function(s) the logged-on user is assigned to.

e The user Role(s), Group(s), and Job Function(s) the company-specific DPA Portal Applications,
company-level Business Processes and Workspace-specific Processes are assigned to.

Here is an example of a company specific (simple) Business Process:

H New Process ¢ New1 % Approval O Comment :

REQUESTER  SERVICES DECISION PROCESS HISTORY

NEW PROCESS1 #1 ¢ Back

v 9
Qo . o . @
o - ©©
Begin Approval End
Step Start Time End Time Incident Status

Begin 2025-08-06 12:49:16  2025-08-06 12:49:16 Completed

Approval  2025-08-06 12:49:18 2025-08-06 12:49:34 @  Active

Business Processes are company-specific workflows that are composed using individually configurable
elements that are arranged into a structure and a sequence that reflect real-life company structure, job
assignments and workflows as well as the general look&feel design principles at the company (such as
branding and naming conventions).

* When building a Business Process, the designers specify the individual Process Steps (user or
automated) to the workflow first, then the decision points and other elements, e.g., processing/
routing Rules. As they configure the behavior and the relationship between the elements, they assign
Process Participants (user, user Group, Job Function, etc) as Step Recipients for each user Step and
determine what should happen at decision points as well as train (configure) the automated Steps.

e Business Processes always start with a Begin Step and end with an End point.

* Between the two end-point, the configured routing mechanism carries the workflow along the
automated Steps, user Steps and decision points as configured.

Process Participants (Step Recipients) are Ultimus DPA Portal users who meet Processes as Tasks.

* To make Tasks distinctive, some of the Process/Step attributes are displayed in DPA Portal user
interface, for example Process names, Step names, Step and Task statuses.

e When a Task is opened in the DPA Portal, the Form linked to the Process when desigining the Process
appears, requiring the Process Participant to provide input (text, choice, etc) to the different input
fields at each Process Step and when completed, to Send/Submit the Form.
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Forms interact with the Process Participants (Step Recipients) in Ultimus DPA Portal: users must
provide the required input to complete them. For example, adding text, selecting a list entry or an
option, and uploading/downloading files. When all required input have been provided to the Form,
the Send/Submit option becomes active.

Upon Sending/Submitting the Task/Form, the status of the Step the Task represent changes to
Completed, and the next Step in the workflow is activated: at user Steps, an incoming Task arrives to
the next Recipient; at automated Steps, the preconfigured actions start executing in the background,
without requiring human interaction until the next user Step is activated.

Process Incidents are individual instances of Processes that have been initiated from the Initiated view,
or a sub-view of it (a Tagged View).

To initiate a new Process Incident, the Form must receive all required input at the Begin Step, which
enables the Send/Submit option.

Sending/Submitting the Form at the Begin Step successfully creates an Active Process Incident that
receives its own unique identifier (incident number) upon the successful Submit.

Successfully initiating a new Process Incident triggers the next Step in the Business Process.

When the Form in the last Step (Task) becomes Completed, the Process triggers the End point, and the
Process Incident status is changed to Completed.

Process Incidents are tracked step-by-step. The recorded Task data stores who and what and when
happened to the Process Incident from the Begin Step to the End point.

The recorded data is represented visually as Process Map when the Incident History function is
used.

A\ The Process Map is viewable for all Process Participants, but the History Playback animation feature is

only visible for users with Administrator rights.

0 The status of a Process Incident remains Active unless it is stuck (Stalled), it is cancelled (Aborted) or the

last automated/user Step of the Process Incident becomes Completed, which also changes the status of
the Process Incident to Completed.

Business Process Steps (Tasks) have more statuses available (see section Task status indicators ).

0 Business Processes can be company-level or Workspace-level.

e Company-level Processes are tied to the company-level hierarchy.

e Workspace Processes are ties to the hierarchy created for routing the Workspace Processes between
members of the same Workspace.
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Incident-level actions

Process Incidents are individual instances of Processes that have been initiated from the Initiated view,
or a sub-view of it (a Tagged View).

Sending/Submitting the Form at the Begin Step successfully creates an Active Process Incident that
receives its own unique identifier (incident number) upon the successful Submit.

When the Form in the last Step (Task) becomes Completed, the Process triggers the End point, and the
Process Incident status is changed to Completed.

The status of a Process Incident remains Active unless it is stuck (Stalled), it is cancelled (Aborted) or
the last automated/user Step of the Process Incident becomes Completed, which also changes the
status of the Process Incident to Completed.

Process Incidents are tracked step-by-step. The recorded Task data stores who and what and when
happened to the Process Incident from the Begin Step to the End point.

The recorded data is represented visually as Process Map when the Incident History function is
used.

The following sections outline the Incident-level actions available in Ultimus DPA Portal:

Initiating a new Process Incident
Aborting a Process Incident
Viewing the status of a Process Incident

Completing a Process Incident

© ror details about Business Process Incident Step/Task statuses, see section Task status indicators.
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Initiating a new Process Incident

The Initiate All View (and its sub-views, of any) contains the Business/Workspace Process workflows you
can start.

To initiate a new Process Incident, follow these steps:

1. Double-click (double-tap) a Process in Initiate View (or in a sub-category, if set).
The Task Form opens and becomes editable.

2. Provide the required data.
When finished, Send/Submit the Task.

e Editable elements require your input.

* Read-only fields are greyed out; you cannot add or edit their content.

When finished, Send/Submit the Task.

Sending/Submitting a Task completes the current Step and invokes the next Step of the Business
Process: the Task Form closes and the Task List pane is shown, the submitted Task disappears from the
list, and appears in the Completed View, and the recipient of the next Step receives an Inbox Task.

A\ Without your valid and complete input the Task cannot be Sent/Submitted. Review the error messages in
the DECISIONS Tab: click on an error message to jump to the element that is missing your input and
complete the input.

o To allow Forms to open in a new window (if not configured otherwise), you must allow pop-up windows for
the web site hosting Ultimus DPA Portal. If a Task Form does not open, check if your browser is displaying a
notification that it is blocking pop-up windows for the Ultimus DPA Portal web site.

0 At certain type of Processes, you can use a saved Form Template and edit the Form data - this does not
affect the saved Form Template.

0 You can interrupt workflows of Process Incidents initiated by you. For instructions, see sction Aborting a
Process Incident.

o You may be required to interact with the Task Form elements in a different ways. For more information on
the actions required from you when working on a Task, please refer to the Process Help/Step Help
documentation.

0 Certain Form types allow Saving the Task without Sending/Submitting it when the Save (Save Form)
button is clicked instead of Send/Submit (Send Form).
To continue working on the saved Task, reopen it the usual way.
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Aborting a Process Incident

Aborting an Incident means interrupting the workflow associated with the Business Process, canceling
the related Tasks. This action removes a Task from the following client Views: Current, Overdue, Urgent,
and Completed, and halts the Process workflow.

* Aborted incidents are tagged to distinguish them from successfully completed Incidents.

e DPA Portal users can Abort Business Process Incidents they have initiated previously.

e The Abort Incident Task action is available in the Inbox View, the Assigned View, and the User Folders
created by the logged-on user.

A\ Once an Incident has been aborted, it cannot be re-activated.

To abort a Process Incident, follow these steps:

1. Select a Task in your Inbox View, Assigned View, or in your own User Folder.
2. Open the 3-dot menu and select the Abort Incident option.

3. The Abort Incident dialog box is shown.
Type in the reason why the Process Incident is aborted, then click OK.
This text will be sent as an Notification to all Process Participants of the aborted Process Indcident.

The Tasks of the aborted Process Incident are removed from the Task list(s).

ABORT INCIDENT

Reason

Abort Cancel

A\ To abort a Process Incident that has been initiated by another DPA Portal user, please contact the
application support at your organization.

o Other Process Participants are only informed by email if this type of Notification has been configured
previously.
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Viewing the status of a Process Incident

Process Incidents are instances of a Process workflow.

o For details on how these are connected to Process Steps and Tasks, see section Introduction to Processes,
Incidents and Tasks.

To check the status of a Process Incident and the associated Steps/Tasks and other details, do one of
the following:

e Select a Task in the Task List pane with one click, then click the Incident Status button ( [*2 ) in the
top-right corner to display the Process Map.

& Inbox (2) @ |~ R
a PROCESS STEP INCIDENT = SUMMARY -~ URGENT

L JNC) Offer Verify 1

0O e Sales Assets  Sales 1

Double-click (tap) a Task to open it, and go to the PROCESS tab to display the Process Map. The
following example illustrates the Process Map (History) view of a short workflow:

H New Process ¥ New1 | Approval © Comment :
REQUESTER  SERVICES DECISION PROCESS HISTORY

NEW PROCESS1 #1 € Back

v Q
o . o . @

- - ©@®

Begin Approval End

Step Start Time End Time Incident Status

Begin 2025-08-06 12:49:16  2025-08-06 12:49:16 Completed

Approval  2025-08-06 12:49:18 2025-08-06 12:49:34 @  Active

¢ To display Step/Task status details, move the mouse pointer over the Step in the Process Map.

¢ To move the Process Map use the drag and drop gesture: click the Map and hold while moving the
Map to a new position, then release the pointer.

¢ To change the Process Map display size, use the mouse wheel zoom gesture: move the pointer over
the Map, then scroll with the mouse wheel to increase or decrease the Map size.
On touch screens, use the pinch gesture on the Process Map.

¢ To play the animated workflow, click the Play button (°).

* To move the Process Map within the white area, click on the Map, hold while moving the Map to a
new position, then release the pointer.
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* To close the Process Map and return to the Task list, click the Back button next to the Incident
Number.

A\ The History Playback feature and the enhanced Process Map are only visible for users with Administrator
rights.
Should you have questions, please contact your Ultimus Administrator, or the application support.
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Completing a Process Incident

Completing a Step/Task means successfully Sending/Submitting the Form after all required input have
been added. Sending/Submitting a Task closes the Form and Completes the current Step of the Process.

This automatically triggers (activates) the next Step, generating an Active Task for the next Step
Recipient. The submitted Task disappears from the Task lists, and appears in the Completed View, and

the recipient of the next Step receives an Inbox Task.

The status of an Active Process Incident is automatically set to Completed if and when all Steps in its

workflow has been Completed successfully.

The Completed View of the Ultimus DPA Portal displays all Completed Tasks of the logged-on user,
regardless Process Incident status (Completed, Active or Stalled) - for explanation on Task statuses, see

section Task status indicators.

= ULTIMUS

CoMPOSED PROCESS SOLUTIONS

4 REQUESTS @ Completed (21)
B Initiate All 12 =
O PROCESS STEP INCIDENT
= TASKS
Q Inbox 14 0O v Testing01 Install 3
£ Queued 31 0e Testing09 Confirm Fi
2 1
vy (Assiened 3 s HwRequest  Approval 8
@ Completed 312
av AppRequest HelpDesk 7
@ VIEWS
B FOLDERS O HwRequest  Confirm 6
W User Folder 4 O v Testing01 Initiate 5
a v Testing01 Initiate 4

TASK START

Oct 4, 2024 2:29 PM

Oct 4, 2024 2:29 PM

Oct 4, 2024 2:20 PM

Oct 4, 2024 2:20 PM

Oct 4, 2024 2:19 PM

Oct 4,2024 2:18 PM

Oct 4, 2024 2:18 PM

72
TASKEND »
Oct 4, 2024 2:29 PM
Oct 4, 2024 2:29 PM
Oct 4, 2024 2:20 PM
Oct 4, 2024 2:20 PM
Oct 4, 2024 2:19 PM
Oct 4, 2024 2:18 PM

Oct 4, 2024 2:18 PM

.
s v
.

v|

0 The Process Map and History can also be viewed in Completed View. For more on this see Viewing the

status of a Process Incident.

0 You can interrupt Process Incidents that have been initiated by you. For instructions, see section Aborting

a Process Incident.
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Task list-level (View/Folder) actions

Task lists are lists of Tasks organized into Views and Folders.
To display a Tasks list, click on the name of a View or a Folder in the Navigation Pane.

= ULTIMUS

COMPOSED PROCESS SOLUTIONS
4% REQUESTS
8 Initiate All 12

= TASKS
& Inbox 14
£ Queued 31
3 Assigned 1
@ Completed 312

® VIEWS
& FOLDERS
B8 UserFolder 4

The Task list area consists of the following main parts:

1. The Task Toolbar is located above the Task List. It contains actions supported for the displayed
content.

2. The Task list Pane displays the Tasks with attributes determined by the location (View or Folder).

-
= @ ULTIMUS © Header Pane
COMPOSED PROCESS SOLUTIONS

Qnbox 0722 = GO @2 & © & O:

4% REQUESTS
B Initiate All 6

,
@ Navigation Pane Status ~ Process Step Incident ~ Summary Task Urgent Incident Priority
& TASKS Nov18P1 Step4 3
I & Inbox 22 TestWS90P1  Stepd 7

openp Sp2 o @ Task List Pane

Testws1 P7 Step4 22

£ Queued 49

3, Assigned 18

Oct28 P2 Step7 10
@ Completed 605

® ® @ ®© ® ¢ ® ®O OO0 <O

Urgent Step 3 1

© VIEWS Openld P Step 3 23
& FOLDERS TestWS90P1  Step2 7
@ Central Folder 49 OpenP Step2 2

& FOLDERS TestWS1 P7  Step2 22
B New Folder 14 0ct28 P2 Step 2 10
Urgent Step3 1

B ULTIMUS OpenldP Step 2 2

To select one or more Task(s), click the checkbox(es) next to the Task(s).

To open a Task, double-click (tap) on the Task, or select the Task then click Open Task ( (] ).

If a Task contains a message, the envelope icon next to the Task name changes its color from grey

to blue & .
To open the message, click the envelope icon.

To display the Memo and the Attachment columns, go to the DPA Portal main Menu (“
) » Settings, then click Show Attachment and Memaos.
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¢ Task List sorting: click the arrow(s) next to a column name to toggle between unsorted = and the
two sorted ( ¥ or - ) options. To reset sorting, go to Filter ( ¥ ) » Clear Sort.

* To maximize the Task list area, hide the Navigation Pane using the 3-line icon (E) in the top-left
corner.

Clicking it again displays the Navigation Pane.

* Toreload or update the DPA Portal content, click Menu (E:) » Refresh.

For instructions on further Task List-level actions, refer to the following sections:

® Using the Task List Filtering option
* Working with User Folders
® Exporting a Task List
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Using the Task List Filtering option

To specify which tasks to display in the selected View, use the Task Filtering option at the bottom of the
screen.

Start typing the text to search for in one of the search text boxes. The results are shown as you type.

ULTIMUS TESTWS OWNER) 85~ 0D & @~ & ~
ComPOSED PROCESS SOLUTIONS
# REQUESTS© Qnbox 022 7= Q Search B % © & 0:
= TASKS . . .
Status Process Step Incident Summary Task Urgent Incident Priority
& Inbox 22 .
® Nov18 P1 Step 4 3 1
S 21
L Qe Test WS90 P1 Step 2 7 1
ooy )
= Al ® OpenP Step 2 24 1
© Completed 71 ® TestWS1 P7  Step2 2 1
& APPLICATIONS © ® Oct28 P2 Step2 10 !
® Urgent Step 3 1 1

X COMPOSING ©

Process Step Incident Summary Task Urgent Incident Priority
@ oy Powered b
% ULTIMUS

¢ The entered text does not need to be a whole word.
* Thefiltering is not case-sensitive.

¢ |f more than one keyword is defined in the Process field, the keywords will be combined into one.
For example, defining both the keyword Hotel and the keyword Car displays all Tasks that have both
the word Hotel and the word Car.

e |f multiple fields contain a keyword, they are not combined into one: the relationship between the
filter criteriais ‘OR’ and not ‘AND’.
For example, defining both the keyword booking in the Process field and the keyword approve in the
Step field displays all Tasks that belong to any Process with the word ‘booking’ in the Process Name as
well as all Tasks that belong to any Step that has ‘approve’ in the Step Name.

o The available search text fields depend on the Task List display Template applied to the View/Folder.
For more information on Templates, see Working with Task list display templates.
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Working with User Folders

Ultimus DPA Portal users are allowed to create a number of User Folders to organize their Tasks, as well
as to rename, delete, share a User Folder, apply Rules or Conditions to it, move Tasks between heir User
Folders, copy Tasks from the Inbox to a User Folder (this action is only allowed in this context), and
customize the display Template of their User Folders.

User Folders are Views that list Tasks as defined by their creator.

This section discusses the following User Folder actions:

® Creating a User Folder
¢ Renaming a User Folder

¢ Deleting a User Folder

© Forinstructions on how to work with Task lists and Tasks in User Folders, refer to the following sections:
- Working with User Folder Tasks

- Working with Task processing user Rules and Conditions

Creating a User Folder

To create a User Folder, do the following:

1. Select the New Folder option in the DPA Portal Menu (“).
2.In the New Folder dialog box, type in a name for the new Folder.

3. Click OK to create the Folder.
(To exit without creating the folder the operation, click Close.)

NEW FOLDER X

Folder Name

Renaming a User Folder

To rename a User Folder, do the following:

1. In the DPA Portal Navigation Pane, click on the name of the User Folder to rename.
2. The Task List of the selected Folder is shown.
Select the Rename Folder option in the DPA Portal Menu (E:).

3.In the Rename Folder dialog box, enter a new name for the Folder, then click OK to save changes.
(To abandon changes, click Close.)
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RENAME FOLDER X

Folder Name New Folder

New Name

(o [0

Deleting a User Folder

To delete a User Folder, do the following:

1. In the DPA Portal Navigation Pane, click on the name of the User Folder to delete.
2. The Task List of the selected Folder is shown.
Select the Delete Folder option in the DPA Portal Menu (E:).

3. The Delete Folder confirmation message is shown.
Click OK to delete the selected Folder.
(To abandon changes, click Close.)

DELETE FOLDER X

Are you sure you want to delete the folder New Folder ?

[or [

A\ Only empty User Folders can be deleted. Before deleting a Task, Complete the Tasks, or move it to
another User Folder.
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Exporting a Task List

A Task List can be exported and saved as a .CSV file, which then may be imported into a spreadsheet
application, or used as a database table.

To export a Task list, do the following:

1. Select the Export Task List option in the 3-dot menu.

&
R

® O

Send to Queue
Disown

Abort Incident

2 We ©

Export

2. Specify a location for the new file and overwrite the file name if necessary.

3. To export and save the file, click Save.
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Working with Tasks and Forms

Working with Tasks in the Ultimus DPA Portal means using the interface functions to manage both the
incoming Tasks and the Forms associated with them.

The following sections outline the general Task/Form-level actions in Ultimus DPA Portal:

A\ Processes and Forms are custom-made and represent the company-specific workflows in the Ultimus
environment.
For details on how to work with company-specific DPA Portal content, please also read the Process/Step
Help documentation. Should you have questions, please contact your Ultimus Administrator (or the
application support).

* Task status indicators

¢ VViewing a Task

¢ Completing a Task

® Picking up and returning Queued Tasks

* Assigning a Task to another DPA Portal user

® Returning a Task to the previous Process Participant
e Working with Tasks in Central Folders ("Group Inboxes")
¢ Working with User Folder Tasks

¢ Disowning a Task

¢ Working with Task Form Templates

* Enabling scripting in Internet Explorer

* Working with Memos

* Working with attachments

¢ Conferring a Task to another Process Participant

¢ Working with signatures

® Printing a Task Form

* Working with Task processing user Rules and Conditions
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Task status indicators

Business Processes consist of Steps presented as Tasks for Step Recipients (individual users as well as
user Groups) in the DPA Portal.

Task lists displayed in DPA Portal Views and Folders display a status icon that shows the current status
of each Task.

= QuLtimus TESTWs (GHNER) %
COMPOSED PROCESS SOLUTIONS
# REQUESTS © O lnbox 022 = Q search B % © & O:
& TASKS . . .
Status Process Step Incident Summary Task Urgent Incident Priority
Q Inbox 22 .
® Nov18 P1 Step4 3 1
S 21
J Qe Test WS90 P1 Step 2 7 1
o
= festgee) ¢ ® OpenP Step 2 24 1
@ Completed 71 ® TestWS1 P7  Step 2 2 1
& APPLICATIONS © ® Oct28 P2 Step 2 10 1
® Urgent Step 3 1 1
¥ COMPOSING ©
Process Step Incident Summary Task Urgent Incident Priority

The following tables explain the Task status indicators in use in Ultimus DPA Portal.

Status Codes: Colors:

1 = TASK_STATUS_ACTIVE @ Blue - Active, Normal states

3 = TASK_STATUS_COMPLETED @ Green - Completed, Success states
4 = TASK_STATUS_REJECTED @ Orange - Warning, Late states

7 = TASK_STATUS_ABORTED @ Red - Error, Urgent, Failed states

12 = TASK_STATUS_SKIPPED
13 = TASK_STATUS_INQUEUE
18 = TASK_STATUS_DELAYED
19 = TASK_STATUS_FAILED

e Active Task status indicators:

Status Substatus lcon  Status Title

1 ACTIVE default (® Active

1 ACTIVE 1 LATE (O Active Late

1 ACTIVE 2 OVERDUE @ Active Overdue

1 ACTIVE 3 URGENT @ Active Urgent

1 ACTIVE 2 REASSIGNED —)] Active Reassigned

1 ACTIVE 5 REASSIGNED_LATE @ Active Reassigned Late

1 ACTIVE 6 REASSIGNED_OVERDUE @ Active Reassigned Overdue
1 ACTIVE 8 CONFERRED a Active Conferred

1 ACTIVE s CONFERRED_LATE ® Active Conferred Late

1 ACTIVE 10 CONFERRED_OVERDUE ® Active Conferred Overdue
1 ACTIVE 16 RETURNED CQ Active Returned

1 ACTIVE 32 RESUBMITTED PPl Active Resubmitted

e Completed Task status indicators:

45



Status Substatus lcon  Status Title

1 ACTIVE 32 RESUBMITTED Active Resubmitted

w

COMPLETED default Completed

w

COMPLETED 2 FAILED Completed Failed

w

COMPLETED 1 RETURNED Completed Returned

w

COMPLETED 12 INCIDENT_ACTIVE Completed Incident Active

00 ® ¥

3 COMPLETED 4 INCIDENT_COMPLETE Completed Incident Compl
* Other Task status indicators:
Status Substatus lcon  Status Title
7 ABORTED = S Aborted
19 FAILED - © railed
18 DELAYED = © Delayed
4 REJECTED - () Rejected
12 SKIPPED - PP  Skipped
13 INQUEUE - (® InQueue
initiate VIEW default 5 Initiate
initiate VIEW template g Form Template (sys_task_summary not empty)
initiate VIEW 2 DISABLED E Initiate Not Available
unknown = ® Unknown (fallback for unrecognized status)
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Viewing a Task

Opening a Task for viewing displays it without reserving it for editing. The content of the Task (Task
Form) is displayed as non-editable.

To view a Task, select a Task from the list, then click the View ® button in the menu bar.

o Tasks listed in shared User Folders or Central Folders can be checked out and edited by only one Process
Participant, but the same Task can be opened for viewing by any number of Process Participants at the
same time, even if it is checked out for editing. Viewing a Task displays the content of the Task (Task Form)
as non-editable content.
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Completing a Task

Ultimus DPA Portal users meet Business Processes and its Steps as Tasks and Forms: when a Task is
opened, the Form linked to the Process is displayed.

At each of Step of a Process, Task Forms display elements which require user input. For example, Process
Recipients must add text, select an item from a list, or upload/download files.

When all required input have been provided to the Form, the Send (Submit) option becomes active.

@ :

4 Send

To complete a Task, do the following:

1. Open the Task for editing: double-click (double-tap) the Task.
The Task Form becomes editable.

2. Provide the required input.
* Read-only elements are greyed out; you cannot add or edit their content. These elements are active
at other Steps of the Process.
e Editable elements require your optional or mandatory, but valid and complete input.
* Mandatory elements that require your input are marked with red.

* The Task cannot be Sent/Submitted, unless all mandatory elements have been provided valid and
complete input.

* To review the error messages ('violations'), click the Send button, then select Review Violations to
jump to the DECISIONS Tab.

* Click on an error message to jump to the Form element that requires input, then provide a complete
and valid input.

3. When finished, Send (Submit) the Task.

When Task (Form) is successfully Sent (Submitted), the status of the Step the Task represents changes to
Completed, and the next Step in the workflow is activated.

0 Company-specific solutions, contents and custom interface elements are not discussed in this document.
For instructions on how to work with company-specific Applications, Solutions, Processes and Steps/
Tasks refer to the specific Help documentation available through the DPA Portal Menu E:

Ultimus Portal Help
Step Help

Q Search  Help For Selected Solution

About Ultimus Portal
Refresh Nav Menu
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0 Certain Form types allow Saving the Task Form without Sending/Submitting.

Save Draft

Print

Refresh Form

xXOme

Close

e When the Save Draft button is clicked instead of Send/Submit (Send Form), the input is saved and the
Form is closed. This does not Complete the Task.

® To continue working on the saved Task Form, open the Task.

0 If a Task Form does not open, check if your browser is displaying a notification that it is blocking pop-up
windows for the Ultimus DPA Portal web site. To allow Forms to open in a new window (if not configured
otherwise), you must allow pop-up windows for the web site hosting Ultimus DPA Portal.
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Picking up and returning Queued Tasks

Tasks displayed in the Queue View are visible only for the members of predefined Process Recipient
Groups, or queues.

® Assigning a Task to yourself from the Queue View

® Returning a Task to Queue View

Assigning a Task to yourself from the Queue View

Tasks assigned to you are listed in your Inbox View instead of the Queue View.

To ‘pick up’ a Task from the Queue, assign it to yourself as follows:

1. Open the Queue View and select a Task to assign to yourself.

2. Select Assign from the 3-dot menu to display the Assign to... dialog box.

B k= -
®© View
(® Assign
© copy To Folder
&, Send to Queue
"R, Disown
® Abort Incident
O Delete
[ Export Task List

3. Click on OK to assign the Task to yourself.
(Click on Close to cancel the operation.)

ASSIGN TO...

Do you want to assign the tasks to yourself?

Close

Returning a Task to Queue View

* Tasks returned to the Queue are no longer assigned to you: they disappear from your Inbox View and
appear in Queued View.
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e This operation also removes the Returned Tasks from the User Folders in which it used to be listed
when it was assigned to you.

To return a Task to the Queue, do the following:

1. Open your Inbox View and select a Task.

2. Select the Send to Queue option in the 3-dot menu.

B kB -
© view
(® Assign
© copy To Folder
&, Send to Queue
'R Disown
® Abort Incident
O Delete
[®» Export Task List
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Assigning a Task to another DPA Portal user

You can assign one or more Tasks to another DPA Portal user from the following DPA Portal locations:

e your Inbox View,
e the Queued View,

e from the User Folders created by you.

The Tasks assigned this way appears in the Assigned View, along with the name of the DPA Portal user
the Task is assigned to, and the original due date of the Task.

To assign a Task to another DPA Portal user, follow these steps:

1. Select a Task, then select the Assign ® button in the menu bar.

2. In the Assign To...dialog box, provide at least 3 characters to search for.

3. Select a DPA Portal user from the drop-down list then click OK to assign the Task to the selected user.
(Click Close to cancel the operation.)

ASSIGN TO... X

A\ This feature may be restricted, or may require approval.

o For information on how to assign your future incoming Task to another DPA Portal user(s), see section
Working with Task processing user Rules and Conditions.

o Task assigned this way can be reassigned to you. To take back a Task, open the Assigned View, select the
Task and click on Take Back Task ( ().
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Returning a Task to the previous Process Participant

A\ This section is applicable to:
- ...those Form types that allow returning a Task using this specific method.
-...returning a Task to its original owher if the Task was shared with you for consultation using the
Conferred to function.

To return a Task to the previous Process Participant, or the original owner, do the following:

1. Check out the Task which is to be returned.

2. Click Return Form.
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Working with Tasks in Central Folders ("Group Inboxes")

Central Folders (CFs, or "Group Inboxes") are centrally-managed custom Views that serve as an Inbox
View for the specified user Group.

When a Process Step has been successfully executed, the next Step is activated. If the newly activated
Step is a user Step and its Recipient is a Group, then a new Task arrives to the Central Folder associated
to that Group.

You can find Central Folders (Group Inboxes) under the VIEWs node in the DPA Portal Navigation Pane.

4 REQUESTS
8 Initiate All 12

= TASKS
& Inbox 14
£ Queued 31
3 Assigned 1
@ Completed 312

© VIEWS
m FOLDERS
m Central Folder 1

& FOLDERS
@8 UserFolder 4

e Central Folder Tasks are visible only for the members of the associated user Group (as Process
Recipient).
e Tasks listed in a shared User Folder or a Central Folder can be edited by only one Process

Participant at a time. However, the same Task can still be viewed by other Process Participants
simultaneously, even if it is currently being edited.

e Tasks displayed in a Central Folder are also displayed in the Inbox of the Task owner: When a Task in
your Queued View is opened for editing, it is assigned to you automatically, meaning that the Task
appears in your Inbox View. In addition, for you the Task appears in those Central Folders of those
user Groups of which you are a member.

¢ You can work with Central Folder Tasks the same way as with any other Task, with one exception:
user-defined Rules/Conditions do not overwrite the Central Folder Rules/Conditions.

® DPA Portal users cannot copy CF Tasks to a user Folder, move Task to/from a Central Folder, or delete
CF Tasks.

e Central Folders apply their own custom Task List display templates automatically (see template
names starting with CF_).

e Central Folders (Group Inboxes) are created and managed by your Ultimus Administrator.
¢ This also includes the Rules/Conditions for collecting and displaying Tasks:

* Rules and Conditions defined by the user (including Future Task Management) cannot overwrite CF
Rules and Conditions.

® CF Rules and Conditions are applied to incloming Tasks prior to executing user-defined Rules/
Conditions.

e CF Rules are marked with [Admin] in the list of Rules.

54



To work on a Task listed in a Central Folder (Group Inbox), do the following:

1. Open the Task for editing by double-clicking (double tapping) the Task.
The Task gets automatically assigned to you, making you the owner of the Task, but it is also displayed
in the Group Inbox until it is Completed (Sent/Submitted successfully).

2. Complete the Task (as described in section Completing a Task).
3. Send (Submit) the Task.
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Working with User Folder Tasks

User Folders are custom Views that organize Inbox View Tasks based on the Rules and Conditions set by
the DPA Portal user.

Expand the FOLDERS node in the Navigation Pane to display a list of User Folders.

4 REQUESTS
B8 Initiate All 12
& TASKS
& Inbox 14
€ Queued 31
3 Assigned 1
@ Completed 312
@ VIEWS
m FOLDERS
M Central Folder 1
& FOLDERS
B UserFolder 4

¢ Copying a Task to a User Folder

¢ Deleting a Task from a User Folder

@ 5cc also: Working with User Folders

Copying a Task to a User Folder

The Copy to Folder action allows the selected Inbox Task to be also displayed in the specified User
Folder you created.

® Copying a Task does not move the Task; The Task remains listed in the original View as well.

¢ Tasks assigned to you appear in built-in Views and Custom Views (Central Folder and Tagged Views) as
well as in the User Folder it was copied to.

o The availability of this operation depend on the original location of the Task.

To copy a Task to one of your own User Folders, do the following:

1. Select a Task to copy, then click the Copy to Folder (@ button in the menu bar.

2. Select the User Folder to which to copy the Task(s), then click OK.
To cancel the action, click Close.
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COPY TO FOLDER
My Folder -
[ I

Close

Deleting a Task from a User Folder

This option removes Tasks from a User Folder.

A\ This option only removes Tasks from a User Folder. To remove Tasks from any location, either complete
the Task, or use the Task operations available in the 3-dot menu of that View/Folder.

To delete a Task from the Task List of a User Folder, do the following:

1. In one of your User Folders, select the Task to be removed from the list.

2. Select the Delete Task option in the 3-dot menu.

b 1B i

®© view

(® Assign

© copyTo Folder

&, Send to Queue

'R Disown

® Abort Incident
\'G Delete |
B BportTask List

3. A pop-up message appears asking you to confirm your choice.
Click OK to confirm, or Cancel to interrupt the action.

57



Disowning a Task

Disowning a Task means returning the Task from your Inbox View to the Ultimus BPM Server.

To disown a Task, follow these steps:

1. Select the Task to be disowned and click the Disown option in the 3-dot menu.

P 2 © & O

‘\b Send to Queue

\& Disown

® Abort Incident

Bxport

v

2. A pop-up message appears, asking you to confirm your choice.
Click OK to confirm and send back the Task to the BPM Server.

(To cancel the operation, click Cancel.)
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Working with Task Form Templates

A\ This option is only available for certain Form types. Other Form types may require you to work with Form
Templates using a different method.

Form Templates save you time when initiating a Process Incident: the saved custom Form Templates
can be used to fill in Form data automatically from the Template when initiating a Process Incident that
the Template is based on.

¢ Creatinga Form Template

¢ Deleting a Form Template

Creating a Form Template

To create a Form Template, initiate a new Process Incident, and save the Template before submitting the
Form as follows:

1. Click Save Template.

2. In the Save Template dialog box, enter a description that will be displayed in the Summary column in
Initiate View (or its sub-views).

o Templates associated with the same Business Process can be easily distinguished if their descriptions are
clear.

3. Click OK to save the new Form Template.

The new Template is displayed in the Business Process list. Click Menu (ﬂ) » Refresh to reload the
list.

=
[

Template description:

o For instruction on initiating a Process Incident using Form Template, see Initiating a new Process Incident.

Deleting a Form Template

To permanently delete the selected Form Template, select the Form Template to delete, then click

Delete Process Template (W).
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Enabling scripting in Internet Explorer

A\ This content only applies for opening Ultimus (standard) Forms and Ultimus Web Forms using Internet
Explorer. This means using the Compatibility mode to display the content of Ultimus DPA Portal.

0 We recommend that you use Microsoft Edge instead of Internet Explorer.

Scripting must be enabled in Internet Explorer for the Ultimus DPA Portal to display content correctly

Open Internet Explorer >> Tools menu >> Internet Options >> Security tab, and do one of the
following:

® Select Trusted sites, then click Sites to display the Trusted sites dialog box.
Enter the Ultimus DPA Portal URL in the text box, and click Add. Click Close to exit.

Trusted sites X

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.
Add this website to the zone:

[ | [aea ]

Websites:

Remove

[MIRequire server verification (https:) for all sites in this zone

Close

* Select Internet and click Custom level to display the Security settings - Internet Zone dialog box.
Set all of the following settings to Enabled, then click Apply. When finished, click OK to exit.
e Binary and script behaviors

e Display video and animation on web page that does not use external media player
® Scripting >> Active scripting

Security Settings - Intemet Zone

X Security Settings - Internet Zone X
Settings Settings.
¢/ Automatic prompting for ActiveX controls ~ & saipting
(@ Disable & Active scripting
O Enable O Disable
|@| Binary and script behaviors
O Administrator approved O Prompt
O Disable &' Allow Programmatic cipboard access
@ Enable O Disable
|| Display video and animation on a webpage that does not use O Enable
O Disable @ Prompt
[C)Enable] & Allow status bar updates via script
¢ Download signed ActiveX controls @ Disable
O Disable O Enable
O Enable (not secure) | Allow websites to prompt for information using scripted windc
@ Prompt (recommended) @ Disable
¥/ Download unsigned ActiveX controls O Enable
" @ Nicahla frarnmmandad) v &7 Enhla VCC Aiter
< > < >
*Takes effect after you restart your computer

Reset custom settings

Resetto:  Medium-high (default) v Reset...

*Takes effect after you restart your computer
Reset custom settings

Reset 0 | vedium-high (defoult) v Reset..

[ ==
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Working with Memos

A\ The Memo option is only available for certain Form types. Other Form types may require different methods
for commenting.

For Process/Step-specific instructions, refer to the Process/Step Help documentation. Should you have
questions, please contact your Ultimus Administrator.

Depending on Form type, Process Participants can add memos as comments on the Tasks they work on.
Once added, memos are carried over to the subsequent steps in the Process Incident.
¢ Incident memos that are added on Process Incident level to the Processes you can initiate.

e Task memos that are added on Task level at Process Steps/Tasks by DPA Portal users (Process
Participants).

For instructions on how to work with Memos, refer to the following sections:

* Adding a Task memo
* Viewing memos

¢ Deleting memos: It is not possible to edit, or permanently delete a memo in the Ultimus DPA Portal.

Adding a Task memo

1. Open the Task in which to enter a new memo.
2. Click the View Memos button to display the Memos dialog box.

3. Click on Current Memo to display the memo text box.
Enter your comment, then click OK to save the new memo.

(%
[

Incident Memo Task Memo Current Memo ‘

When the Task is opened again, the View Memos button (- ) next to the Check Out button is blinking,
designating that a new Memo has been added since you last opened the Task.

A\ When creating a memo, consider that once saved, it is not possible to edit, or permanently delete a memo.

Viewing memos

To view the memos added on Incident-level or on Task-level, do the following:
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1. Open a Task that has Memos.

o If the View Memos button (.) is blinking (next to the Check Out button), a new Task memo has been
added since you last opened the Task.

2. Click the View Memos (‘) button to display the Memos dialog box.
The list of Incident memos is displayed by default, displaying the following columns:
e UserName: The username of the Process Participant who entered a memo.
¢ DateTime: The time the memo was saved.

e StepName: The name of the step in the Business Process in which the Process Participant entered a
memo.

e Memo: The content of the memo.
3. To view Task memos, click on Task Memo to display the list of memos added to the individual
Process Steps/Tasks.
The Task Memo table displays the following columns:
e UserName: the username of the Process Participant who entered a memo.
* DateTime: the time the memo was saved.

e Memo: the contents of the memo.

Incident Memo Task Memo Current Memo

‘ UserName ‘ DateTime | Memo
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Working with attachments

* Adding attachments
* Viewing or downloading an attachment

¢ Detaching afile

A\ Different Task Form types require various methods for uploading attachments. This section outlines the
two general methods referred as option a) and option b) for each of the file actions.

For Process/Step-specific instructions, refer to the Process/Step Help documentation. Should you have
questions, please contact the Ultimus Administrator in your organization.

Adding attachments

1. Open a Task for editing by checking out the Task.
2. Click the Attachments button to display the Attachments dialog box.

3. Click Attach, then locate, then select, and upload the file to attach.
When finished, click Close to exit the Attachments dialog box.

@
I

Attachments:
| Attachment (.ext) | File

Open
Attach
Detach

The selected file(s) are shown in the attachments list.

A\ File names containing any of the following characters cannot be uploaded:
s\ *2" <> | #{}%~or&

Viewing or downloading an attachment

1. Open a Task for editing by checking out the Task.
2. Click the Attachments button to display the Attachments dialog box.
3. In the list of attached files, select an attachment to view or download.

4. To open an attachment with the default installed application, click Open.

To download the attachment, use the options available in the application where the attachment is
open.

When finished, click Close to exit the Attachments dialog box.
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(X

Attachments:

| Attachment (.ext) | File Open |
[ Manual (pdf) [ clientManual

Attach
Detach

Detaching a file

1. To open a Task for editing, check out the Task.
2. Click the Attachments button to display the Attachments dialog box.

3. Select an attachment from the list of attached files and click Detach to remove it.
When finished, click Close to exit the Attachments dialog box.

(X

Attachments:

| Attachment (.ext) | File

Open |
[ Manual (pdf)

Attach
Detach

| ClientManual

Close
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Conferring a Task to another Process Participant

A\ This section is only applicable to Ultimus Forms and Ultimus Web Forms.

The Conferred Task disappears from your Inbox View, and appears in the Inbox View of the Process
Participant it has been shared with.

To confer a Task, do the following:

1. Check out the Task which is to be conferred to another Process Participant.
2. Click the Confer button to display the Confer To dialog box.

3. Select the Process Participant to whom the Task should be conferred.
Click Close to confer the Task.

Confer to:

Bjorn Lamla (UTSserver/tjones)
Victor Octavia  (UTSserver/voctavia)
Wayne Mueller (UTSserver/wmueller)
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Working with signatures

Process Participants (Step Recipients) can place their digital signature into the Signature field of Forms

to verify their identity for other Process Participants. The digital signature is displayed with a signed
background.

If a a Task Form requires the logged-on user to sign, the Form cannot be Sent/Submitted and a message
is displayed about the requirement.

For instructions on how to work with signatures, refer to the following sections:

¢ Signing a Task Form

® Removing your signature from a Task Form

A\ This section is only applicable to those types of Forms that allow working with signatures in this specific
way. Other Form types may require you to work with signatures using a different method.
For Process/Step-specific instructions, refer to the Process/Step Help documentation. Should you have
questions, please contact the Ultimus Administrator in your organization.

Signing a Task Form

1. Open a Task for editing by checking out the Task.
2. In the Password text box, enter your Ultimus account password.

3. Click OK to place your digital signature in the signature field.

Removing your signature from a Task Form

1. Check out a Task and double-click the Signature field.
The Process Participant name validation dialog box appears.

2. Select Remove Signature, and Click OK.
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Printing a Task Form

To print a Form, open, or check out the selected Task and click Print, and specify printing parameters as
usual.

A\ This option is only supported for certain Form types. Other Form types may require a different method.

For Process/Step-specific instructions, refer to the Process/Step Help documentation. Should you have
questions, please contact your Ultimus Administrator.
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Working with Task processing user Rules and Conditions

Ultimus DPA Portal users can set up user Rules and Conditions to organize their incoming Tasks
between two specific dates. User Rules are executed on all incoming Tasks that match the parameters
determined by the Rule and its associated Conditions:

* Assign to User Rules assign Tasks to the specified DPA Portal user.

e Copy to Folder Rules copy Tasks to the specified User Folder.

Processing priority

Ultimus DPA Portal Rules are processed and applied to the incoming Tasks in the following general order
of priority:

1. The first Rules that run on an incoming Tasks are the Central Folder Rules (CF Rules).
User Rules do not override, or take a higher priority than CF Rules (regardless their position in the list
of Rules)
CF Rules:

e _..arelisted with [Admin]... or with [A]... in the Rules segment.

e ...are managed centrally by your Administrator.

e ...have the function to determine which incoming Tasks to display in a specific Central Folder
(‘'group Inbox").

e ...cannot be accessed by DPA Portal users.

2. The next that are run are the Assign to User type of user Rules.

3. The Copy to Folder type of user Rules are run only after.

The following sections explain how to work with Task processing Rules and Conditions:

¢ Creating or modifying a user Rule
¢ Adding or modifiying Conditions of a user Rule
® Changing the processing order of user Rules or their Conditions

® Deleting a user Rule or a user Rule Condition
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Creating or modifying a user Rule

DPA Portal users are allowed to create the following two types of user Rules:

* Assign to User Rules assign Tasks to the specified DPA Portal user.
The Tasks to which the defined Rule Conditions apply will be listed in the Assigned View of the
selected DPA Portal user between the specified dates.

e Copy to Folder Rules copy Tasks to one of your (existing) User Folders.
The Tasks to which the defined Rule Conditions apply will be listed in the selected Folder between the

specified dates, as well as in your Inbox View.

A\ Rules that are listed starting with [Admin]... or with [A]... apply only to a specific Central Folder ('Group
Inbox View') and are managed by your Administrator.
CF Rules are executed before any other Rule types and cannot be overwritten by user Rules.

To create or modify a user Rule, do the following:

1. Select Menu (E=3d) » Future Task Management.

2. The Future Task Management dialog box is shown.
Do one of the following:

1. To create a new Rule, click the 4 next to the Rules segment.

X

FUTURE TASK MANAGEMENT

Rules
The list is empty

cmS +

Conditions
The list is empty

cmN 4>

Close

b. To modify a Rule, select the Rule to edit and click the #* next to the Rules segment.

FUTURE TASK MANAGEMENT X

Rules
[A] MyRule Copy to Folder | [2019/04/30 - 2019/08/2..
Copy to Folder Rule | Copy to Folder | [2019/09/01 - 2099/12/3..

Copy to User Rule |Assign to User | [2019/07/10 - 2019/08/3..

cmS +

Conditions
[sys_step_label ] Equal [en:Approval 1
AND [sys_processname ] Equal [en:Holiday Process]

cmN 4>

Close

3. Specify (or edit) the following:

* Rule Name: Type in a name for the Rule.
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* Copy to Folder/Assign to User: Click the toggle to select the Rule type.

* To User or Copy to Folder: Depending on the selected Rule type, specify either the DPA Portal user
to whom to assign the Tasks, or select one of your user Folders into which to copy the Tasks when
the Rule is processed.

e Start Date and End Date: Click into a date field to display a calendar, then select a date to be the
first and the last day for the Rule will be processed on incoming Tasks.

The default values are the current date (as Start Date) and a date in the far future (as End Date).

4. Click Update to save the Rule.
Click Cancel to exit without saving.

FUTURE TASK MANAGEMENT X

Rule Name

Copy to Folder/Assign to User @D

Copy To Folder v
Start Date (yyyy/mm/dd) Mar 022025 &
End Date (yyyy/mm/dd) 2099/12/31 | B

o New Rules must be assigned Condition(s). For instructions on how to add a new Condition to an existing
Rule, refer to section Creating a new user Rule Condition.
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Adding or modifiying Conditions of a user Rule

A\ Rules that begin with [Admin]... or with [A]... are managed by your Administrator.
User Rules and their Conditions cannot override them, or take a higher processing priority.

To specify a new Condition for a user Rule, do the following:

1. Click Menu ([2M) » Future Task Management.
The Future Task Management dialog box is shown.

2. Select a Rule from the list in the Rules segment.

* When a Rule is selected, the Conditions segment is populated with the list of Conditions defined for
that Rule.
¢ |f there has not been any Conditions defined yet, the Condition segment is empty.

X

FUTURE TASK MANAGEMENT

Rules
[A] MyRule Copy to Folder | [2019/04/
Copy to Folder Rule | Copy to Folder | [2019/09/61 - 2099/12/3
to User Rule | Assi User | [2019/07/

ign to Us:

|+

Conditions
[sys_step_label ] Equal [en:Approval 1
AND [sys_processname ] Equal [en:Holiday Process]

cmN 4+

Q
e
2
©

4. Click the =4 located next to the Conditions segment to open the Conditions dialog box.
5. Specify the following:
¢ Join: Specifies the connection between this and other Condition(s) assigned to the same Rule:
e None: This is the only Condition defined for the selected Rule.
* And: The Rule will be applied if this Condition is true at the same time (as one or more of) the
other Condition(s) assigned to the same Rule.
* Or: The Rule will be applied if this Condition alone, OR other existing Condition(s) are true at the
same time.

e Alias: The drop-down contains a list of column names displayed in your Inbox View.
Select one that determines if the selected Rule will be applied to a Task.

* Operator: Determines the logical operator for the comparison between the selected column name
(Alias) and the content of the Value field (free text).
Select one of the logical operators displayed in the drop-down list: Equal, NotEqual, LowerThan,
GreaterThan, LowerOrEqualThan, GreaterOrEqualThan, Contain, DoNotContain.

* Value: Type in a value to compare to the column (Alias) name.
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FUTURE TASK MANAGEMENT

Join (None) -
Allas Process v
Operator Equal v
Value

4. When finished, click Update to save the Condition.
(Click Close to exit without saving.)
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Changing the processing order of user Rules or their Conditions

The order in which user Rules or their assigned Conditions are listed in the Future Task Management
dialog box, determines the processing order of Rules of the same type and the Conditions assigned to
the same Rule.

e Central Folder Rules and their Conditions are applied before user-defined Rules.

¢ The Assign to User type of user Rules are the next to run.

¢ Finally, the Copy to Folder user Rules are processed.

o Only the Rule with the highest position in the Rules list will be applied to a Task and processed.

Rules that occupy a lower position in the list will not be applied.

To change the order of user Rules and user Rule Conditions, do the following:

1. Select Menu (E5M) » Future Task Management.
The Future Task Management dialog box is shown.

X

FUTURE TASK MANAGEMENT

Rules
[A] MyRule Copy to Folder | [2019/64/30 - 2019/08/2..
Copy to Folder Rule | Copy to Folder | [2019/09/61 - 2099/12/3..

Copy to User Rule |Assign to User | [2019/67/10 - 2019/@8/3..

cmN 4

Conditions
[sys_step_label ] Equal [en:Approval ]
AND [sys_processname ] Equal [en:Holiday Process]

w4+

Close

2. Use the /* and J/ arrows next to the segments to reorder the lists:

1. The list of Rules is displayed in the Rules segment.
Select a Rule and use the arrows to change its position.

2. Select a Rule to display its Condition(s) in the Conditions segment.
Select a Condition and use the arrows to change its position.

3. Click Update to save the new Rule.
Click Cancel to exit without saving the changes.

© 70 ensure there is no conflict in Rule execution, place the Assign to User type of Rules higher in the list
than to the Copy to Folder type of Rules.

74



Deleting a user Rule or a user Rule Condition

A\ Rules that are listed starting with [Admin]... or with [A]... are managed by your Administrator and cannor
be deleted by DPA Portal users.

To delete a user Rule or a user Rule Condition, do the following:

1. Select Menu (E5M) » Future Task Management.
The Future Task Management dialog box is shown.

2. Select a Rule to work with.

3. Do one of the following:
1. To delete the selected Rule, click the W next to the Rules segment.

FUTURE TASK MANAGEMENT

X

Rules

[A] HyRule Copy to Folder | [2019/04/30 - 2019/08/2..
Copy to Folder Rule | Copy to Folder | [2019/09/61 - 2099/12/3..
Copy to User Rule | Assign to User | [2019/07/10 - 2019/8/3..

cmN 4>

Conditions
[sys_step_label ] Equal [en:Approval 1
AND [sys_processname ] Equal [en:Holiday Process]

cmN o+

Close

b. To delete a Condition, select a Condition and click the i next to the Conditions segment.

3. Click Close to close the Future Task Management dialog box.
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Working with Workspaces

DPA Portal Workspaces are invitation-based collaborative environments that are isolated from one
another. Workspace Participants (Owners, Administrators, Composers and Process Participants) are
allowed to create, manage and to work with Workspace-specific Processes, Incidents and Tasks
according to their assigned Workspace Roles and actions.

This section discusses the following Workspace-related actions:

* Working with Workspace Invitations
* Creating a Workspace

* Approving a Workspace

A\ This section only applies if the Workspaces feature is active in your Ultimus environment.
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Working with Workspace Invitations

After creating a new Workspace, Workspace Owners can select other DPA Portal users to be Workspace
Participants. The invitation step is not mandatory: WS Owners can either send Invitations to other DPA
Portal users by email, or add them manually to the list of Workspace Participants without sending an
Invitation.

¢ If you have been added to a Workspace manually, a DPA Portal Notification informs you instead of
an email.
There are no additional actions required; Participants added this way may start working in the
Workspace immediatelly, according to the Workspace Role(s) assigned to them by the WS Owner.

3 Message x
You have been invited to join
Workspace01 workspace as
participant

¢ If you have been invited to join a Workspace by email, you will receive an email Invite in addition to
the DPA Portal Notification.
Please respond and Accept or Reject the Invitation using the options provided in the email.

* The default deadline for responding to an email invite is within 3 days.
This deadline may be different at your company.

¢ Should you miss the deadline to Accept or Reject an Invitation, the WS Owner may send you a new
email invite as they can track the statuses of the Invitation they send.
If you are supposed to receive an invite but it has not arrived, please inform the WS Owner. so
they can resend it or add you to the Workspace Participant list manually.

e Invitations you have not responded yet are listed in DPA Portal Menu (m) >> |nvitations.
Instead of the options in the email invite, you can use the Approve ot the Reject button to respond to
the Invitation.

:;: Invitations : DPA Portal User e

WORKSPACE = INVITED BY INVITATION DATE = VALID UNTIL = REMARKS

NewWs worksspaceowner@company.com 15-Aug-2024 20:57  18-Aug-2024  Please join the new Workspace.
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Creating a Workspace

To create a Workspace, do the following:

1. Select the Create Workspace option in the DPA Portal Settings menu (E5M).

Testuser

r Dashboard Page
User Profile
Invitations

Create Workspace

Refresh
Settings
Log Out

2. Specify the following:

* Name: Specify a Workspace name according to the naming conventions at your company.

¢ Description: Type in a short description of the Workspace.

1Workspace Name

NewWorkspace

| Description

Workspace purpose (description)

4

B Create Workspace

3. Click Create Workspace to complete the request.
A Portal Notification (confirmation) message is shown, informing you about the next steps.

NOTIFICATIONS (TOP 100)

Title  Message Web Link

Your request to create TW03 workspace has
MESSAGE been initiated. You will be notified through email
when new workspace is ready to be used

Once the new Workspace is ready to be used, a Portal Notification appears and a confirmation email is
sent.

e [fthis is the first WS you have created, the WS is automatically opened.

* The name of the WS is visible in the top bar.

¢ The Navigation Pane displays the name of the WS and the WS-specific applications available to
the logged-on user based on their assigned Role(s) in that WS.

0 For more tips, visit section Where can | find my Workspaces?
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https://ultimus.atlassian.net/wiki/spaces/DPA2026/pages/3556682690/Where+can+I+find+my+Workspaces

@ Depending on the company-level settings, the new Workspace may require manual approval before it
can be displayed in the DPA Portal.

¢ If this is not the first WS you created, the name of the new WS appears in the Workspace List E

Click a WS name to open the WS.

Close Workspace ‘> 49 3
| Refresh workspace List [
NewWorkspace2

NewWorkspace3 —

If the Navigation Pane does not show the open Workspace, try refreshing the application data using the
Settings E: >> Refresh option.

A\ 'f the new Workspace is still not shown latest a few hours after receiving the success Notifications (email,
Portal), contact your DPA Portal Administrator or your Ultimus Administrator.

0 Workspace creators are automatically added to the following roles: Workspace Owner, Workspace
Organization Charts administrator, Workspace Process Administrator, and Workspace Process Composer I.
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Approving a Workspace

Depending on company-specific settings, new Workspaces may require manual approval before they
can be used.

If your approval is required for a new Workspace, a new Task arrives to your DPA Portal Inbox View: the
Manual Approval Step of the Creating New Workspace Process.

To Approve or Reject the creation of the new Workspace, open the Task for editing and provide an input
accordingly, then Send/Submit the Task.
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