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1. ADMINISTRATION OF USERS.
It is used to administrate users with access to CIF-KM, both internal and external. To this end, we have the
following functionalities:
-

User search: allows one to access the users´ windows/ persons registered with CIF-KM, to consult the
users´ window, modify or eliminate.

- Add new users: Allows one to create new users/persons in CIF-KM.
- User window: contains the user´s identification data / person, access data, credentials, username,
password, permissions and groups of which he is a member.

1.1. User search.
This is accessible from the functions menu of the “CIF-KM floating icon”. It displays a list of the registered
users. It allows one to run user searches according to their data, the group or groups of which they are
members or a combination of both criteria.

1. Search: Performs the search for users depending on the specified criteria.
2. New: Creates a new user.
3. “Data filter” and “Group filter” tabs: Activating one tab or another, one may view the options to filter
the search according to the contact data, or the groups to which he belongs.
4. Data filter: Allows one to specify the name, last names and email of the user to be searched for.
5. Group filter: By means of the group filter one can define to which groups the user(s) has/have to
belong. The button “View” displays the group selected in the list of groups. “Eliminate” deletes it from
the list.
6. Results of the user search: Displays a list of the users that meet the search conditions specified in the
previously mentioned filters.

1.2. Add new users.
It is possible to create new users from the option “Add new users” of the administration submenu of the
floating icon menu or from the “New” option in the “List of users” window.
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Create users assigning them an internal or external user license

1. Displays the number of internal and external user licenses
2. Indicates the name that has been assigned to the active CIF-KM installation.
3. Direct access to the on-line store: http://store.cif.es to purchase additional internal user licenses, or to
purchase assistance time. From here, one accesses the store with the account and the password
associated to the active CIF-KM installation, and the additional licenses purchased are incorporated in
it.
4. After selecting

a new blank line will appear in the list of new users in which the data of the

user to be created must be entered.
5. Mark to indicate that the user is of “external” type (only users with access to the Web)
6. Enter the email address of the user so that he may receive notices and notifications.
7. Roles:
Roles: Click on the button with the “three dots” to display the role assignation window. Select one or
more roles for the user.

8. Groups: Click on the button with the “three dots” to select the groups. The user will be a member of
these groups, and the “group roles” will be marked in each one of them.
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9. Other permissions
permissions. Faculties and permissions are assigned to the user with respect to other groups of
which he is not a member. When these groups are included in others, this user will not be included.
10.
10. Menu: Assign the menu that the new user will use. Open the menu selection window clicking on the
three dots button. If no menu is specified, he will be assigned the menu that has been marked by
default.

11.
11. Desktop: Specify the user´s work desktop. If no desktop is specified, he will be assigned the desktop
that has been marked by default. One will proceed exactly as in the previous case.

12. Credentials: Assign initial credentials to identify the user. The application that is downloaded from the
Web page has an embedded server, that doesn´t admit the use of digital certificate by the users to identify
themselves, but only the username and the password..

The users can also identify themselves by means of a domain, so that they are automatically identified
without the need to re-type their names and passwords. Please, do not hesitate, ask CIF for assistance in
http://store.cif.es since all of this is possible in CIF-KM, though it has not been possible to include it in a
packaged system to be downloaded and easily installed.
13. Import users: This is a way of massively importing the data from future users to this window. There
exist several possibilities.
 Import data from the domain: The user´s data can be imported directly
from a domain. This way, the user accesses CIF-KM automatically when he
logs in to his workstation with the domain identification.
 Import data in Excel: This is the most convenient way of typing in data. For
this first one has to download the Excel format.
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CIF-KM provides an Excel spreadsheet model. The steps to be followed are:
-

Press on “download the (altas Excel) model”

-

Save the Excel model in the PC

-

Fill the data in the Excel sheet

-

Select “import from the Excel file”

-

In the Excel sheet the users to be imported are selected and then one presses on “add selection”.

-

Lastly, press on the button “Create users”

The users with their data will appear in the window “User creation and license administration”

14.Configure the selected users. This is a way
of assigning data that are common to a set of
users previously selected in the window,
allowing for them to later be particularized,
such as with the username or password.
15.Send the user credentials/password by
email.

If

this

authentication

option

was

specified, the system will send each user,
when

he

has

been

created,

his

login

credentials.
16.Creating users. Once the user data has been filled out, one clicks on “Create users”
to create those that have been selected. If one doesn´t have internal user licenses available, one can
purchase additional licenses at http://store.cif.es or one might have to discharge some user so that his
license might be available.
A new window will be displayed with the results of the process.

The upper panel of the window displays a list with all the users that have been created allowing one to see
the window of any selected user.
In the lower panel, those that have not been created because of incidences that have occurred in the
process will be displayed. Each user line specifies the reason there was an error. These errors may be
corrected and one can click on “Retry” to complete the creation. Both lists can be exported to Excel.

1.3. User window.
From the window of each user, the administrator can modify his data, add and remove groups of users of
which he is a member, assign and exclude personal roles, modify credentials, register the Google Calendar
account with which the user´s calendar has to be synchronized.
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Personal group of the user (see below)

Position group that makes reference to the user´s post in the company. The user that is a member
of this group will have access to the corresponding CIF-KM Smart boxes determined by his position, with
the permissions that he has been assigned in each CIF-KM Smart box. Assigning this quality to a group of
which the user is a member has a functional significance (see below).
Initial group roles that have been created. The administrator can create new ones, eliminate and modify
their permissions configuration.
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2. ADMINISTRATION OF GROUPS.
A user may be a member of as many groups of users as is necessary and these may, in turn, be included
in other user groups that also have members.
In each group of users are marked the permissions (group roles) that each member has over the group.
The group of users is a functional Smart box of CIF-KM that may also consist of a single Smart box. Once
a user has been created, he is automatically assigned a personal group of which he is the sole member.
Being a member of a group of users implies:
- That the user may access the CIF-KM smartbox where the group is included, with the faculties that, in
the smartbox, the group has assigned relative to this Smart box (Smart box role: read, modification and
deleting of the Smart box etc...).
- That the set of templates may be available to the user, both to create new CIF-KM Smart boxes

and to

run searches (predefined template searches). These are the templates where the group has been
included.
- That the user may have faculties over the group (group role) such as administrating the group

(add or

exclude members, assign group roles, include (publish) the group in CIF-KM smartbox, etc.)
The permissions (group roles) that may be assigned to users in a group are configurable by means of the
“Role administration/Administration of Group roles”. Those that exist in the initial configuration and
appear in the guide are the following:
Administrate: the user to whom this permission has been assigned may access the group and modify the
permissions of its members, as well as add and remove members. In CIF-KM the administrator users of
the system may access any group by means of group administration, to alter the group permissions, with
the exception of the private groups.
At any rate, the system administrator can only view the CIF-KM Smart boxes associated
to a group of users in which he has the “View” permission personally assigned.
View: the user can access those CIF-KM Smart boxes associated to the group of users.
Publish: the user can associate CIF-KM Smart boxes to the group of users, i.e., he may add the group to
the CIF-KM smartbox, thus allowing for the members of the group that have the “View” permission, to
access the CIF-KM Smart box.

The administration of groups of users is carried out from the administration submenu of the CIF-KM
floating icon menu. This option will open for us the list of available groups:
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1. Search: refresh the list of groups. or display the results of the search filtered by text.
2. New: create a new group.
3. View: open the selected group.
4. Eliminate sel. delete the selected group.
5. Text to be searched: Allows one to perform a search for groups that contain the text entered in this
field.

2.1.

Types of groups

Position groups or work post groups
The position group condition is a mark with respect to each user () that reflects this status. These are the
groups that allow for the organization of users to reflect the organizational system of the company. An
example of a position group would be “Maintenance technicians”. This group would encompass all the
maintenance technicians of a company. We would use this group to configure the access to CIF-KM Smart
boxes related to this department, in such a way that all the members of this group would have the same
access level to the Smart boxes. Thus, in case of personnel mobility we would not have to be concerned
about reviewing how the CIF-KM Smart boxes are configured, we would only update the list of group
members.

Personal groups
All the users have a personal group, generated automatically with his own name, which will serve to
associate the user to Smart boxes directly, instead of using a work post group or similar. This allows one
to share or assign documents or matters directly to the user, since we can find him by name in the rapid
group search engines. They are differentiated because in their window, the icon appears next to the name.
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Private groups
Upon creation, they are marked as “Private group”. These groups are only visible to their members and not
the administrators. They function as any other group, except that they need to have a group administrator
among their members (user permission in the group), since they are, by design, unreachable by system
administrator users.

2.2.

Create a group

To create a new group we should access the option Group administration and click on the button “New”.
The group window will appear on the screen:

1. Name: name of the group.
2. Description: brief description one would like to give the group.
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3. Private group: If this box is marked, we will limit the visibility of the group to users that belong to it,
out of the system administrator´s reach. If the group is marked as a private group, it is required that at
least one member have administrator privileges.
4. Rapid user search/groups: allows one to perform the search for a user or specific group of users to add
to the new group

a. Displays the different possible types of searches:

It is possible to search for groups or a specific user of the CIF-KM system. The second option allows
one to introduce the name of a user to search for the groups to which the user belongs (and that we
may see).
b. Displays the list of all the groups or users (depending on the option selected in point a) that are visible
to the user.
c. Displays the results of the search depending on the text entered.
d. Allows one to perform an advanced search. Displays all the groups visible to the user
As we may see in the picture, the rapid search engine allows one to add both groups of users and users to
a group. This is called “Group inside groups”. For example: if we would like to manage the groups of users
in a company, where the sales reps are structured in small work groups. We would have the following
groups:
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We would enter the corresponding users in each group. Then we could create a group that encompasses
the whole sales department of a company to share common information without it mattering what
subgroup the sales representatives are members of.
We would proceed as follows:
We create a new group where the members are the groups of sales representative mentioned above. With
this procedure, we are assured that all the sales representatives are always included in the general group
of the department. If there is personnel mobility we would only have to reorganize the small groups of
sales representatives leaving the principal one aside.
5. Group roles: “Group roles” (permissions) are marked for each member of the group that will possess
them (see group roles). In the initial installation three group roles have been created:
(1)

“Administrator “ of the group

(2)

“reader” that allows one to view the group.

(3)

“publisher” that allows one to include the group in the CIF-KM smartbox and in templates, so that
they are available to members of the group of users.

6. Other permissions: Allows to assign “group roles” in favour of other groups of users that are not
included as its members. This means, that if there is a personal group with the role of “publisher” in
another group, the user of the first group may include that other group in the CIF-KM smartbox or in
templates, so that they can be available to the members of the other group. Since the user of the first
group is not a member of the other group, he will not have access to all that the members of those
other groups have access to, by virtue of membership.
Continuing with the example company of the previous point: In this organization the General Director
figure will also appear, with his respective work group. We would like the sales representatives department
in general to be able to add contents in the group of the person responsible for the department. However,
it is not desirable for all the documents to which the Sales Director has access to be visible to them, since,
he in turn, is a member of the Managerial group. Adding the Sales representatives group in the “Other
permissions” tab of the managerial group and giving it publication permission will allow the members of
this group to include the managerial group in the appropriate “smartbox”, so they may have all the
necessary information from the sales department available, without them inheriting permissions over the
Managerial group.
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3. ADMINISTRATION OF ROLES.
The privileges that each user will have are defined by means of roles, either in CIF-KM Smart boxes or the
administration or configuration options of the system. A user has one or several roles assigned, so that
the privileges that one CIF-KM user has assigned are the sum of the privileges of each one of the roles
that the user has assigned.
Many of these privileges, apart from controlling the access to administration windows, allow one to alter
the CIF-KM menus, hiding the options corresponding to each privilege, if the user doesn´t have the
required permission.
One accesses the administration of roles from the administration menu of the CIF-KM floating icon.

1. Refresh.
Refresh Refresh the list
of roles.
2. New. Create a new role,
shows

a

submenu

for

adding a specific role type.
3. View.
View. Open the selected
role.
4. Delete sel. Eliminate the
selected role, it can’t be
done if the role is in use.

3.1.

Types of Roles.

There are four types of roles: user roles, user group roles, template roles, and CIF-KM Smart box roles.

User roles:
They determine what configuration and administration privileges each user of the CIF-KM system will
have. Thus, by means of the user roles we will be able to limit wich operations a user can make, as is
shown in the following list:
create new users in the system, or who will be able to create new groups or types of messages.
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There are user roles related to:
Attributes:
Attributes Administrate attributes: allows one to create, modify or eliminate attributes in the CIF-KM
system.
CIFCIF-KM locks:
locks Locks files: allows the user to create locks on CIF-KM files.
Groups:
Groups Administrate all the visible groups (except the private ones): permissions to create, modify or
delete the groups visible to the user. The user with this role will only be able to administrate the groups of
which he is a member, unless, he also has the role: “view all the groups”.
Create groups:
groups Allows one to create new user groups in the system.
View all the groups: (except the private ones): all the user groups will be visible to the user with this role,
even those of which he is not a member, except for the private groups which can only be administrated by
the users that are included in them with administration permissions.
Create private groups:
groups Assign this role to users to whom one would like to give permissions to create new
private groups of users.
CIFCIF-KM messaging:
messaging Administrate messages: the user with this role could create, modify and delete
messages in the CIF-KM messaging system.
Menus and desktops:
desktops Administrate menus and desktops: with this role one can create, modify or eliminate
drop down menus for the CIF-KM floating icon, and the desktops that the system users will use, as well as
the menus and desktops that will be displayed by default.
CIFCIF-KM notifications:
notifications Administrate notices/events: create, modify and eliminate notices and system
events. Administrate types of events: Access the administration option to create new types of notices.
CIFCIF-KM template:
template
-

Administrate templates: allows one to create, modify and eliminate templates in the system.

-

Administrate templates for search filters: privilege to create, modify and eliminate search
templates for CIF-KM Smart boxes.

-

Administrate types of concepts: access to this administration option of the types of concepts, so
as to be able to create, modify and eliminate them.

Roles:
Roles
-

Administrate roles: create, modify and eliminate roles.

-

Add/Delete user roles: when and only when the user who has this privilege also has the privilege
to administrate users, he will be able to add or eliminate privileges for him.

Scripts de CIFCIF-KM:
KM Administrar scripts: crear, modificar y eliminar scripts ejecutables en el sistema.
Users
Users:
ers
-

Create users: allows one to add new users to the CIF-KM system.

-

Modify the user windows: with this role we will be able to modify the user windows. To
administrate their credentials and roles, the corresponding roles might even be necessary.
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-

Modify my user window: allows the user to whom the role has been assigned to modify the user

-

Discharge users: eliminate users from the system.

window.
-

Change credentials: allows one to modify the authentication of the users in the system.

-

Change my credentials: the system access data may be modified for only the user to whom the
role has been assigned.

Group roles:
Allows to define several action privileges for the groups:

CIFCIF-KM Smart box
-

Create an Smart box: allows one to add new Smart boxes to the group.

-

Consult Smart boxes: visibility permission over the Smart boxes belonging to the group.

Groups
Groups
-

Administrate: add or remove users from the group and change their permissions.

Template roles:
Allows to define several action privileges for the templates:
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CIFCIF-KM Template
-

Use the template: the user will be able to create Smart boxes from the template.

-

Modify the template: permission to modify the template over which the role is executed.

-

Eliminate the template: the user with this role will be able to eliminate the template if and only if
no Smart boxes have been published with it.

-

Search with a template: the users will be able to use the search form created with the template,
even though he doesn´t have publication permission

Smart box roles:
The smart box roles define the actions that are possible over the CIF-KM Smart Boxes:

CIFCIF-KM Smart box
-

View the data and header / download contents: allows one to view the header data of the Smart
box such as the title, description or original template that are defined in the Smart box.

-

Update the header data: modify the header data of the Smart box.

-

Eliminate the Smart box: privilege to be able to eliminate the Smart box from the CIF-KM system.

-

View the history of changes: view the history of modifications of the Smart box.

CIF, S.L.

Paseo de la Castellana, 176 – 1º

28046 – MADRID

http://www.cifkm.com

15

A D M I N I S T R A T I O N

3.2.

www.cifkm.com

G U I D E

Create a role.

Administration of roles can be accessed from the administration submenu of the floating icon. From this
window new roles can be created, when the new button is clicked a list will drop down with all the possible
types of roles that can be created.
As we can see in the above images all the role windows are similar, excepting the list of privileges that can
be assigned in each case.

Example of role:

Clicking on “Adm
Administrate
Administrate users with the role”
role we can specify which users will have this role assigned to
them.
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4. ADMINISTRATION OF ATTRIBUTES.
The attributes serve to define, qualify and classify the CIF-KM Smart boxes. These data are indexed to
facilitate the search for the object.
One accesses the administration of attributes from the “administration” submenu of the floating icon.

1. Search.
Search Search for the attributes that coincide with the text entered.
2. New.
New Create a new attribute.
3. View.
View Consult the selected Smart box.
4. Eliminate sel. Eliminate an existing attribute
5. Replicate.
Replicate Create a new attribute from a selected attribute
6. Selection tab to view, alternatively, the data filter or the group filter
7. Data filter options Search for attributes by name and/or select a type in the drop down list “Types of
attributes” for the types to be displayed in the list of results.
8. Filter options for groups.
groups Use the rapid search engine to select the group to which the attributes to be
displayed in the list of results have to belong.

4.1.

Create an attribute
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Attribute data section
- Type of attribute:
attribute
o

Short text Attribute of text type

o

Multiline text Attribute of text type, that can
have a greater number of characters than
short text.

o

Whole number It only admits whole numbers
as values.

o

Decimal numbers Allows decimal values.

o

Category. Multivalue attribute with a tree
structure that allows one to create
hierarchical structure. Serves to classify.

o

a

List of values Multivalue attribute that allows the user to choose from among its values by means
of a drop down menu. Serves to classify.

o

Date Date attribute

o

Date and time Allows one to specify a date and time

o

External data. Attribute that allows one to import the values from an external data base

o

True or false Will only allow one to select from these two values. Example: Yes or No.

o

Registration Attribute that allows one to register the CIF-KM Smart boxes according to the mask
that has been defined.Example: automatic number counter.
- Name: Name of the attribute
- Description: Description of the Smart box.

Permissions section.
Definition of the user groups with permissions over the attribute.

1. Displays the possible types of searches:
It is possible to search for groups or groups of which a specific
user is a member in the CIF-KM system. The second option allows
one to enter the name of a user to search for the groups of which
he is a member.
2. Displays the list of all possible groups.
3. Displays the results of the search according to the text entered.
4. Allows one to perform an advanced search. Displays all the groups visible to the user.
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The sections “Attribute data” and “Permissions” are common to all the attributes, but some of them, given
their characteristics, have their own sections.
•

Attribute of type category:
category

Serves to define a classification in tree form. Complete the data in the “Category tree” section.

1.

New. Add a new value. If this option is selected, a
box will be displayed where one can select whether or
not this value has to be added as a principal category
or has to hang from the selected category.

2.

Eliminate sel. Eliminate the selected value.

3.

Change name. Rename a category.

4.

By means of this option, one moves the selected category up a heierarchical position.

5.

Raise-lower. Modify the order of the categories.

6.

Expand-contract all. Expand or contract the entire categories tree.
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Attribute of type “List of values”:

For an attribute of type list of values, one will have
to define in its corresponding section all the
possible values it may have.
The values will be added or removed from the
attribute

pressing

on

the

buttons “New” and

“Eliminate sel.” respectively. With the arrows it will be possible to modify the order of the values.

•

External data
data:

Using the external data attribute, one will be able to create a connection to an external data base in such a
way that it will obtain its values directly from that data base.

1.

Connection chain. Define the type of data base that one will connect to and its location. Pressing over
the three dots button, the Windows data links property window will open, where one will specify in the
first tab, the connection provider and in the second, the route and username and password of the data
base.

2.

Table. Dropping down this field, a list with all the tables defined in the data base is displayed. Select
from which table the data is going to be imported.

3.

Key and visible key field. Define which fields in the table will be key and visible key fields.

4.

Result fields. Select the fields, from which the data will be imported.

5.

Search fields. Define the fields thanks to which one will be able to search for the attribute values.

6.

Result. Format for the resulting data.

•

Registry

The attribute of type registry serves to assign a number, series etc... (counter type) and thus uniquely
identify a system Smart box. The mask that this identifier will have will be configured in its corresponding
section.
Press on the three dots button
to define the format in its
corresponding window.

Specify at which number the
counter has to start and if it
has to be restarted
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The parts of the mask will be defined
according to the order in which we should
like them to appear

-

Fixed text. Define the text that will appear in the registry mask.

-

Date. Date format : number of digits of the year, separator, order...

-

Counter: number of digits and fill-in.
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5. ADMINISTRATION OF MENUS.
Allows to define various menu configurations with different functions to assign to each user. This window
can be accessed from “administration” in the function menu of the “floating CIF-KM icon”.

1.

Search. Updates the list of menus.

2.

New. Create a new menu.

3.

View. Opens the selected menu.

4.

Eliminate sel. Delete the selected menu.

5.

Copy menu. Create a new menu from another existing one.

6.

Predetermined menu. Adds the mark of the predetermined menu to selected menu. This means that
this menu will appear for all those users that don´t have a menu assigned directly.

5.1. Create a menu.

Define the name and description in the menu data.
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Menu section.

1.

Available options. List of all the menu options that can be added.

2.

Button bar:
Add the selected menu option.
Add separator.
Add submenu.
Move the menu option one position.
Move the selected menu option down one position.

Eliminate the menu option
Rename the menu option.
3.

Menu design. In this part of the section, the visual appearance of the menu will be designed.

List of users section.

1. Displays the list of all the users.
2. Displays the results of the search according to the text entered.
3. Allows one to perform an advanced search of users.
4. View. View the selected user.
5. Eliminate sel. Delete the selected user from the list.
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6. ADMINISTRATION OF DESKTOPS.
The CIF-KM desktop allows the user to easily and conveniently access those Smart boxes he uses more
frequently. The desktop administration allows to define various desktop configurations with different
menus and different shortcuts for each user or group of users.
The desktop administration can be accessed from the “administration” menu of the floating icon.

1. Search. update the list of desktops.
2. New. create a new desktop.
3. View. Opens the selected Smart box.
4. Eliminate sel. eliminate the selected desktop.
5. Create copy. create a new desktop from an existing one.
6. Predetermined desktop. Assign the predetermined mark to a desktop, this means that all those users
who have not been assigned a different desktop directly, will use this desktop.

Desktop data

Sections (in the figure
desktop section).

In the desktop data part its name is defined, if the desktop is to show or not the user´s calendar, and
what menu will be displayed in the upper part. He will be assigned a menu that has been created from the
administration of menus, which may be the same or not as the floating icon menu. If no menu was
assigned, the menu that has the predetermined menu mark will be assigned.
Desktop section.
Visual design of the desktop.
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List of all the menu options that may be added to the desktop as shortcuts. Select the desired option
and press on “Add selected menu option”.

2.

Add: Display this button to see all the Smart boxes that may be added as shortcuts to the desktop.
-

Add publication template: Opens the template search engine allowing one to select the templates
that will appear in the desktop.

-

Add predefined search: The same as the option above, select the searches to be added.
Add Smart box from: Shows two possible means to add shortcuts to CIF-KM Smart boxes: from
the search engine (this option will show the predefined search to locate the desired Smart boxes)
and from the recent Smart box window.

-

Add image: Displays the Windows files navigator allowing one to select the image to be added
from the user´s computer.

3.

Desktop: Displays a preview of the resulting desktop with the Smart boxes that have been added. The
right mouse button can be used to show contextual options over each Smart box to adjust its
configuration:
Right button options over the desktop: allows to select the desktop background color, use an
image as a background, align the icons previously selected or paste the content in the clipboard
(templates or Smart Boxes).
Right button options over the icons: the options of the right button over the template and search
icons are the same, except for the options properly pertaining to the Smart box: use template
and launch search.
Right button options over a menu option: the option over this Smart box is changing the image
that the icon shows.
Right button options over an image: the images will have different configuration options.
- Command line: it is possible to configure a command line so that these are executed when
clicking on the image. For example, if we write
http://www.cifkm.com the user´s predetermined navigator will open showing that web page.L
- Redimension: will show a window where it is possible to modify the size of the image..
- Fix image on the desktop: prevents one from being able to move the image over the desktop by
dragging it with the mouse.i
- Transparent background: make the background color of the image transparent.
- Bring to the forefront: superimpose the selected image over the remaining ones.
- Send to the background: send the selected image to the background, vis a vis the remaining ones.
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List of users section.
Defines which users will use the desktop. An user can have only one desktop, so if an user is added in two
desktop list only the last one will be selected.

1.

Shows the list of all the users..

2.

Shows the results of the search depending on the text entered..

3.

Allows one to run an advanced search for users.

4.

View: View the window of the selected user.

5.

Eliminate sel. Delete from the list the selected user.
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7. ADMINISTRATION OF TEMPLATES.
Access from the administration option of the floating icon menu. Displays the list of Smart Box creation
templates available to the user.

1.

Search. Search the templates that have the text entered in their name or description.

2.

New. create a new template.

3.

View. Open the selected smartbox.

4.

Eliminate sel. Delete the selected Smart box.

5.

Replicate. Create a copy of the selected template.

6.

Create Smart box. Execute the selected template to create a new Smart box..

The columns of the list of templates show, in order, if the user has administration permissions over it, its
icon, name and description.

7.1.
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Permissions sections.
sections.
Allows one to define what groups of users will have access to the template and with what permissions. We
will thus limit which users may launch the template to create new Smart boxes, run searches with it, or
modify it.

1.

Shows the types of possible searches:

It is possible to search for groups or the groups to which a specific user belongs. The second option
allows one to enter the name of a user to search for groups in which he is included.
2.

Displays the list of all the groups.

3.

Shows the results of the search depending on the text entered

4.

Allows one to run an advanced search. Shows all the groups visible to the user.
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Name and description section.

Permissions of the publication section.
Define what groups of users will have access to the Smart box created with the template and if they will
have only consultation permission or if they will be able to administrate it. One operates on this section
as with the template permissions section.

Attributes section.
section.
One includes here the fields and data that are to be stored in the Smart box created with the template, and
that will be indexed to facilitate its search. They may be visible or not, depending on the configuration of
the window/form.

1.

Displays the list of all the attributes.

2.

Shows the results of the search depending on the text entered.

3.

Advanced search of attributes. Allows one to run an advanced search of attributes, filtering by name
and type.
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4.

View. Opens the selected attribute.

5.

Eliminate sel. Delete the selected Smart box.

6.

Up –Down. Modify the order of the attributes.

7.

Add new value. Assign multiple values to a same attribute.

Files section.
From this section, one may attach the files that one would like to link to the Smart boxes created with the
template, such as for example, models to be covered.



Ways of adding files:
-

Drag a file from the user´s workstation to the window.
Press on the button

. This will add a new line, press on the three dots button, then select

the file in the user PC´s explorer.
It is possible to organize the attachments in a folder structure, to do so, the left part displays a
tree similar to the Windows explorer. Use the button “Add new folder” to generate the structure,
creating folders and subfolders. To include a document in a folder, drag the file over
corresponding folder. This folder structure will only be visible if the “folder” button is activated.


Eliminate a document from a window::
Select the document and press

. It is also possible to eliminate the attached file, and

maintain the line to include another file, to do so press on the icon

.



Main file: the main file mark

signals to the most relevant file, causing the file marked as



Download:Allows one to consult the selected file.



Move up-down: Modifies the order in which the files are added to the list.



Without linking the file – empty gap. Allows one to enter a file line, leaving the file gap empty, with a

main, to open from a document search engine

view to indicating in the template that the user must complete the gap with a file.
Create an empty gap:
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-

Press on the “New” button.

-

Do not select a file.

-

Complete the instructions for the user in the “description” or “name” column.

Links section.
section.
In this section, one may create links to other CIF-KM Smart boxes that are related to the one created.

1. New. Add a new link to an existing CIF-KM Smart box. From the drop-down menu one will select the
best option to add it:

- New. Create a new empty link gap, allowing one to
add the CIF-KM Smart box to be linked later.
- Add from recents. Opens the recent Smart box window allowing one to thus link any of the Smart
boxes most recently consulted, modified or created by the user.
- Add from search. Launches the predetermined search facilitating the location of the CIF-KM Smart
box to be linked.
2. View. Opens the selected Smart box.
3. Eliminate sel. Delete the selected link.
4. Move up-down. Modify the order of the links.
The links columns display the following information:

1. Name of the link.
2. Linked CIF-KM Smart box.
3. One may define what type of CIF-KM Smart box will be linkable by specifying here with what template
it should be published.
4. Search that will be launched by defect to find the Smart box to be linked.
5. Instructions to fill in the gap.
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Forms section.
section.
Form: serves to create a new window (document window) or modify /eliminate existing windows.

1.

New. Create a new form. Different forms may be created for creation and consultation.

2. Edit form. Modify an existing form using the forms editor described above. (See section Forms
designer).
3. Eliminate sel. Delete the selected form.
4. Create copy. Copy a form.
5. Move up/down. Modify the order in the list of forms.
Programmed notices section.
section.
Allows one to create scheduled notices that are sent depending on the events related to the template. One
may also modify and delete existing notices.

1.

New: create a new notice.
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Specify if the notice will be sent periodically or depending on the occurrence of an event, its priority
and what type of notice we are considering, as well as if its sending has to be delayed and the
recipients that will receive it, either by email or in the CIF-KM calendar.
2. Modify: modify the selected notice.
3. Eliminate sel.: delete a pre-existing notice.
4. Periodic notice. If it is marked, this indicates that the notice is periodic.
Stored procedures section.
Serves to define scripts so that special behaviours are executed in the template.

1.

New. Create a new procedure. Displaying this option, one may choose whether the procedure must be
executed from the server or in the CIF-KM client.

2. View. Consult the selected Smart box.
3. Eliminate sel. Delete the selected procedure.
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8. FORMS DESIGNER.
A form is a window where the data of the corresponding Smart box will be shown. When a new form is
created one must first define the type of window to be created.

Once the type of window has been defined one will proceed to its aesthetic and functional design.
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Tools and functions to compose the window:
window:
Buttons, functions, properties and tabs with more buttons with functions
Without a link:

•

Contains design functionalities that are not linked to object (data, information).
o

Panel: Add panels to define the structure of the window thus limiting zones or sections within it
with their own sets of fields and dates. Specific properties of the panels:
-

Bevellnner, Bevelouter, BevelWidth set of properties that allow one to give a relief effect to the
Smart box.

o

o

-

BorderStyle, BorderWidth: adjust to add a border to the panel.

-

Color: panel color.

Form: Allows one to add forms to the window. Properties:
-

Brush: set of properties to be defined if one would like to create a form with fill in.

-

Pen: characteristics of the form´s traces.

-

Shape: type of form. Allows one select from among circle, square, rectangle.

Text label: Allows one to add free text. Properties:
-

Properties: Properties of the label that define the alignment, orientation angle, shading,

-

ReadOnly: Activate this option if one would like to prevent the text from being changed.

-

Style: Definition of the font style, border, color, shading, etc...

-

Text: Enter the text to be viewed here.

transparency, etc... of the text.

o

Text memo: Allows one to add free text from which one will be able to generate a script.

o

Group of options: Add selection ranges or drop down fields.

o

Verification box: Allows one to add verification boxes.

o

Button with script: Create a button to which one may assign a script that will be executed when
pressed. Properties of the script button:

•

-

Caption: text that will appear in the button.

-

Script:

Assign the script to be executed.

Header:

Contains field functionalities to associate them to a data/window information.
o

Title: Field that will define the title of the window

o

Description: Field in which one will include a description of the matter or theme of the window
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Creator: Field which will automatically be covered with the name of the user that has created the
window.

o

Date of creation: As in the case of the creator field, this will also be filled out automatically with the
date in which the window was created.

o

Template: Will display the template from which one will create the Smart box. Will also be covered
automatically during creation. All the Smart boxes that properly belong to this section will have the
following configuration properties:
-

ReadOnly: Activating this option will make it impossible to modify the field.

-

Style: Definition of the border of the field, color, properties of the font to be used to cover the
field, shade, etc...

•

Details:

From here we will select which sections will appear in the window.
o

Attributes:
-

Incorporates a list of attributes, thus available for their use in the window.

Listconfiguration: Allows one to configure each attribute of the template individually, with the
following options: hide, impede elimination, read only, required, non-modifiable name.

-

DefaultAttribute: Allows one to define the attribute that will be added by default, this way the
user will add a new attribute of the type indicated to the Smart box upon pressing “add”

-

TemplateAttribute: Functions the same as DefaultAttribute, but choosing one of the attributes
already added to the template, and ensuring that the list only displays this type of attribute.

o

Notes: Incorporates the section to the window. This section allows the users to enter notes for the
Smart box.
- AgrupationCode: allows one to separate the notes in independent lists, grouping notes created
in each list so that they are not seen in the remaining lists.
- AllowChangeNoteDate: allows one to change the date/time of insertion of the note.
- AllowAlerts: allows one to send notifications when one creates a new note.
- AllowChangeNoteText: enables or not the modification of text of the notes.
- AllowLinkContents: allows one to link the notes to the documents attached to the Smart box.
- AllowNoteThreats: allows one to create replies to pre-existing notes.
- ShowNoteDetails: enables the pre-view of the notes.

o

Files: Incorporates the contents/files section into the window. The purpose of this section is to
store files not saved in KM. It also allows advanced configuration to:
-

Predetermine the storage of specific files: By means of the definition in the “template” of
empty “lines/types” to be covered with the corresponding file and the property
“TemplateAttachment”.

-

Create more than one contents tab to store different types of files: To do so, in the “templatefiles” define a line with a type of file for each tab. Subsequently in the forms designer, select
in each “content tab” the property “listconfiguration” and “hide” the types of files that don´t
correspond to/with the tab.
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Configurable properties of this section:
-

TemplateAttachment: Select the “type of file” (of template) that corresponds to this tab. With
this a grouping is created with the types of files per tabs. (This function is used when we have
more than one “contents” tab available).

-

Listconfiguration: allows one to configure the “lines or types” of the content/file, with the
following options: hide attributes, impede elimination, read only, required, non modifiable
name.

-

VisibleButtonsPanel: Define the buttons that the menu bar will show.

-

VisibleColumns: Specifies which columns will be visible in
the content lines.

o

Links: Incorporates the links section in the window. This section allows one to link information,
Smart boxes, already saved objects in CIF-KM to the new Smart box. It also allows one advanced
configuration to:
-

Creates various links tabs with different types of links: To do so, define in the “template-links”
a line with a type of link for each tab. Following this, in the forms designer, select in each “tab
link” the property “listconfiguration” and “hide” the types of links that don´t correspond to the
tab.

Properties of the section:
-

AllowedNewMethods: Allows one to define the forms by means of which one will be able to
add the links to the tab. These are functionalities that will be available in the “New” button.e


Create and link. Allows one to add a new CIF-KM file and link it to the Smart box.



Empty. Allows one to add an empty line (without content, without link).



Existing. Opens the CIF-KM search engine, allowing one to run a search and select an
Smart box to be linked..


-

Recent objects. Opens the “recent Smart boxes” window to select and link an Smart box.

DefaultNewMethod: Mode in which the links by default will be added. Allows one to establish
the functioning of the button “New” (choose one of the previous options).:

-

AllowRepeatedLinks: Allows/disallows duplicated links.

-

DefaultSearchTemplate: Search template that will be used by default to search for the CIF-KM

-

LinkSourceTemplate: Template with which the links to be added must be created.

-

TemplateLink: The tab will only display the links added from the link gap here defined.a

Smart boxes to be linked. (Template that is associated to the “Existing” function).

o

Notifications: Incorporates the list of notifications defined in the template. Thus available to be
used in the window. Configurable properties:
-

ShowPermissionsColumn: Configure the visibility of the notifications column.

-

Listconfiguration: Allows one to define the types of notifications to “hide”, “Not eliminate” and
“Not modify”.

o

Concepts that may be invoiced: Incorporates the list of concepts that may be invoiced in the
template. Thus available for use in the window.
-

AgrupationCode: Allows one to create sets of concepts.

-

Concept type: Defines the type of concept that will be added. From the option in the concept
administration menu the concepts to be selected with this property may be created.

o

Groups: Incorporates the list of permissions defined in the template, which are thus available for
their use in the window.

All the sections, except the notes section, will have the following common properties apart from their
specific properties.
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AllowAddNewLines: Configure if the user may add or not new lines to the section.

-

AlwaysHideHeaderBand: Display or hide the blue band that displays the title of the section.

-

Autosize: If one has selected the option window in map mode, this property allows for the

-

ColumnsAutoWidth: Allows for the width of the columns to be adjusted automatically to the

-

Listconfiguration: advanced properties of the content of the tab previously defined in the

size of the section to be adjusted automatically according to the item lines that it contains.
window.
template (links, files). It has the following options: hide, impede elimination, non-modifiable
name, read only, required, order and name.
-

•

ListTitle: Assign a name to the list.

-

MaxAutoSize: Maximum size of the section if the Autosize option is active.

-

MaxRows: Maximum number of rows columns that the section may have.

-

MinAutoSize: Minimum size of the section if the Autosize option is active..

-

ReadOnly: Activated to impede modification of the section, read mode.

-

ShowButtonsPanel: Display or not the button bar.

-

ShowPermissionsColumn: Display or not the privileges column.

Attribute controls:

Allows one to place fields in the window that are associated to the attributes already defined in the
template.
o

Name: Field with the name of the associated attribute.

o

Description: Field that displays the description of the selected attribute.

o

Comments: Field associated to the attribute, to enter notes/comments.

o

Value of the attribute: Field to enter the data corresponding to the attribute. This field has the
following configuration properties:
-

RadioGroupColumns: If one has to select the value of an attribute from a list of values, and
one has selected, as presentation mode, the values in list format with radii of selection, this
option will allow us to select the number of columns in which the values will be presented.

-

Required: mark the field as required, in such a way that it will be necessary to assign a value

-

ShowAsRadioGroup: Select the presentation of the attribute values in list form with radius of

to save the window.
selection.
Common properties of the attribute controls:
-

AttributeContainer: Select the attribute (of the template) to which the control is associated.

-

ReadOnly: allow or impede the modification of the field.

-

Style: Definition of the field border, colour, properties of the font to be used in covering the
field, shading, etc...
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Link controls:

Allows one to place fields in the window that are associated to links to other Smart boxes that have
already been defined in the template.
o

Name: Field with the name of the associated link.

o

Links: Selection field to enter/select the link
-

Required. Mark the field as “required”, which indicates to the user that it is required to fill it in

-

Description: Field associated to the link to enter a descriptive text.

to create the Smart box.

•

o

Comment: Field associated to the link to enter a comment for the link

o

Description of the linked Smart box: Displays the comment that the linked Smart box has.
-

LinkContainer: Select the link (in the template) to which the control is associated.

-

ReadOnly: Define if the control is to be modifiable or not.

-

Style: Definition of the font size, color, borders etc...

Group controls:

Controls related to groups of users with access or administration privileges over the Smart box created
with that template.
o

Name: Reference name of the group that one is requesting.

o

Groups: Drop-down selection field of the group with which one will cover the permissions section
of the Smart box.

Properties common to these controls:
-

GroupContainer: Specify the gap defined in the section “Publication permissions” to which one
is referring.

CIF, S.L.
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ReadOnly: Allows one to modify or not the selected field.

-

Style: Font, color, border options etc...

-

Required : Indicate whether or not it is required to cover the field.

Paseo de la Castellana, 176 – 1º

28046 – MADRID

http://www.cifkm.com

39

A D M I N I S T R A T I O N

www.cifkm.com

G U I D E

Creation área of the window:
window:
The chosen format loads in a predetermined form, boxes, sections, tabs and properties for the window. It
is possible to remove, modify and add all those that one wishes.
Useful controls in the management of boxes, fields and labels:
-

Right mouse button functions. Selecting various fields (click in each field and keep the shift key
down).


Left align: Allows one to place in the same location to the left, all those that have been



Top align: Allows one to place at the same height the selected fields.

selected.


Match width: Unifies the width of all the boxes.



Match height: Matches the height of all the boxes.



Spacing amongst themselves: Distributes the fields or texts with the same separation
spacing.


-

Other functionalities.
Amplifies and reduces the size of the window to the right.
Amplifies and reduces the size of the window from below.

Ctrl+ button of the selected tab: moving with the arrows to the left or to the right, it changes the
position of the tab..
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9. ADMINISTRATION OF PREDEFINED SEARCHES.
Access from the administration submenu of the floating icon. Displays the list of predefined searches in
the CIF-KM system.

1. Search. Displays those searches whose name or description match up, or contain the text entered.
2. New. Creates a new search.
3. View: Opens the selected search.
4. Eliminate sel. Erase the selected searches.
5. Create copy. Creates a new search from the selected search.
6. Launch search. Executes the selected search.
7. Predefined search. Mark the selected search so that this is the one that opens when the “Search in CIFKM” menu option is selected.

9.1. Create a search.

1. Save and close. Save the changes and close the tab.
2. Eliminate. Eliminate/Erase the search.
3. Edit the search form.
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To consult the general characteristics of the forms designer see section.
Below we describe the principal characteristics that properly belong to the search forms.
1.

Tools and functions to compose the window.

In the forms designer of the search editions there will only appear the tabs: “without link”, “Header”,
“Attribute control” and “Group control”.
•

Without link:

Selecting this tab, will be displayed the controls that are not connected to the template data (not
associated to attributes etc.) that may be added to the form.
o

Panel: Add panels to define the structure of the window thus limiting the zones or sections within it
with its own set of fields and data. Specific properties of the panels:
-

Bevellnner, BevelOuter, BevelWidth: set of properties that allow one to give the control a relief
effect.

o

-

BorderStyle, BorderWidth: adjust to add a border to the panel.

-

Color: color of the panel.

Text labels: Allows one to add free text in the window.
- Properties: Properties of the label that define the alignment, orientation angle, shading,
transparency etc... of the text.

o

-

ReadOnly: Activate this option if you would like to impede that the text be changed.

-

Style: Definition of the style of the font, border, color, shading, etc...

-

Text: Enter the text that will be viewed.

Separator: Insert a separator to be able to increase or reduce the size of the sections that one is
dividing.

o

Page control: Insert a controller in which one may select the number of results to be displayed per
pages and the page to be viewed.

•

Header

This tab will display all the controls associated to the Smart box header data (date of creation, creating
user, title, description...) All the controls of this section have the following common properties:

-

ReadOnly: Activate this option if you would like to impede that the text be changed.

-

Style: Definition of the style of the font, border, color, shading etc...

o

Search for text: Add a field where one may enter the text to be searched to do the search.

o

User: Allows one to define the search according to the creating user or last modifier of the CIF-KM
Smart box.
-

UserOperand: select the user condition that will be applied in the search and that has been
specified in the list of predefined conditions.

o

Template: Filter the results according to the creation template. Apart from the common properties
it has the following one:
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Template Id: Select the template that will be used as a filter for the search, and that must be
previously specified in the search tab.

o

Dates: Allows one to filter the results of the search by/according to the range of dates indicated.
-

DateOperand: select the condition on the date that will be applied in the search and that has
been specified in the list of predefined conditions..

o

Search in: Specify if the text entered in the search must appear in the title, description, files, notes,
etc.
- SearchInAttributeValue: Search the text entered in the value of the object´s attributes.
- SearchInContainerComment: Search the text in the comments.
- SearchInContainerName: Search for a coincidence with the name of the object.
- SearchInContent: Search the text entered in the contents of the object.
- SearchInDescription: Search in the description.
- SearchInNote: Search the attached notes to the object.
- SearchInTitle: Search the text in the title of the object.
- Attribute controls:

•

Attribute controls

Option of attribute value control. Properties:
-

AttributeCondition: Specify the attribute by which one will run the search and which must be
defined in the search tab.

-

EditorWidth: Total width of the control.

-

LabelWidth: Width of the control label.

-

ShowCombo: Display or hide the control option that indicates the type of condition that the
attribute must satisfy (any value, value equal to etc.)

•

Text: Text that the attribute label will display.

Group controls

Controls related to groups of users who will have access to the Smart boxes to be searched for.
o

Name: Reference name of the group that one is requesting.

o

Groups: Drop down field for the selection of the group with which Smart box permissions gap will
be covered.

Properties common to these controls:
-

GroupContainer: Specify the gap defined in the section “Publication permissions” to which one

-

ReadOnly: Allows one to modify or not the selected field.

-

Style: Font, color, border etc... options.

-

Required : Indicate if it is necessary to cover the field.

is referring.

2.

Tabs / sections.

See the section with the same name in the section “Form designer”.
Apart from the general controls of the windows designer, there appears the box “Display in advanced
search” that allows one to activate the advanced search in the search window.

CIF, S.L.

Paseo de la Castellana, 176 – 1º

28046 – MADRID

http://www.cifkm.com

44

A D M I N I S T R A T I O N

www.cifkm.com

G U I D E

Permissions section.
Limit which groups of users will have access to the search and with which permissions.

1.

Display the types of possible searches.

It is possible to search for groups by name or the groups to which a specific
CIF-KM user belongs and that we may see.
2.

Displays the list of all the groups.

3.

Displays the results of the search according to the text entered.

4.

Allows one to perform an advanced search. Displays the groups that are visible to the user
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Groups section / Permissions filter
This section allows to filter by permissions of the Smart box.
1

2

3

4

5

1. Display the list of groups.
2. Displays the groups that coincide with the text entered.
3. Allows one to perform an advanced search of groups.
4. View. View the group selected.
5. Eliminate Sel. Eliminate the group selected from the list.

Reports section:
section:
Section to design those reports to be generated from the search.
To be able to edit reports it is necessary to have previously configured the results section, with those
columns that will be returned in the search.

The option “Launch when opened” will allow for, when a user opens a search with an attached report, this
report to be launched automatically, without the user having to press the button search.
If various reports are added to a search in the search execution window, a button will be displayed that
will allow one to choose the report that one would like to use.
When a new report is added, one will be asked for the name of the report to be added, after which the
reports editor will appear (available also when pressing the “Edit report”).
The first thing one has to do is assign the results columns to the origin of the data that the reports editor
will use:
CIF, S.L.
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After this operation, one will be able to add the band of data to the report. Only the band of master data
can be used, though the rest of the bands can be used that are not data, such as the title, summary,
bottom of the page.
When the band of master data is selected one has to assign the origin of the data that we have just
configured:

Once the band of data has been added we can use the palette on the left, to paint Smart boxes on the
band. Thus one can alter its size and properties using the object inspector (floating panel located on the
right of the screen).
To add one of the results columns to the report we select the control “Text” in the palette with de las
which will allows us to drag a box over the data band (or over any position, but if we would like to cover it
with data, it must be in the band of data). When we do this, the text configuration dialogue will open:

1. Text label that we have just released over the band of data. One may redimension and
adjust its configuration from the object inspector panel.
2.

Button to add an expression or field of data to the text, we shall see a dialogue with an
option tree where we will be able to see all the result columns of the report. We may also
write numerical expressions or use functions provided by the report editor.

3.

Content zone of the text, we will be able to write text here that will be used as fixed
text. The texts added from the expression button or field of data will be included
between braces, and will be replaced by the final result when the report is executed.
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Using the available tools in the reports editor, we complete the report, and when we finish, we may close
the window and save the changes or, from the file menu, save the changes manually.
It is also possible to save the report on a disk for its use in another search, though in this case it will be
necessary to reassign the data fields to a new search.

Template filter section:
section:
Select one or several templates with which the Smart boxes to be searched for have been created.
The object of this filter is performing a search for documents created with the selected templates.

Template filter section. (related Smart boxes):
boxes):
Select with which templates the Smart boxes associated to the results of the search must be created.
For example: search for activities associated to the Smart boxes of the “contact” template.

Conditions section
section:
tion:
Search conditions that the Smart boxes to be searched for must satisfy. Since they are conditions, they
may be combined. (These conditions are also used to filter, run searches for specific data).

-

Creation date/modification: filter the results to be displayed according to their date of creation or
modification.

-

Creator/last modifier. Search for the creating user, or last user that modified the document.
Template attribute: if the template with which the results of the search must be created, has been
specified, this option allows one to select its attributes.

-

Generic attribute: add any available attribute, whether it belongs or not to the template. If there is a
generic attribute “name” and it is used in the template A and template B, when we search for this
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generic attribute we will obtain Smart boxes from both templates. If we search only by attribute of
template A. name it won´t find for us the results from template B.
- The composite search conditions are a combination of the previous conditions with the logical
operators and/ or (AND/OR).

It is possible to specify if one would like the results to be returned to satisfy all the conditions specified or
if it is only necessary that they satisfy some of them.

Conditions section (related Smart Boxes):
Boxes):
Define the conditions that the Smart boxes of the results of the search must satisfy.
The same conditions as in the previous section may be specified. Smart boxes that have links to other
Smart boxes that satisfy these conditions will be searched for. For example: search for activities that have
contacts that meet the required filter.

Results section:
section:
Allows to define the result columns that the search will display.
1
2

3

4

5

6

1.
2.

7

This checkbox will allow text searches to display a text fragment showing where it has been found.
Add results column: Allows to select the data to be displayed in the results column and configure the
order and priority. To create a new search, it is necessary to specify these data. The following may be
added:
- Title
- Description
- Creation date
- Main file
- Creator
- Icon

CIF, S.L.

Paseo de la Castellana, 176 – 1º

28046 – MADRID

http://www.cifkm.com

49

A D M I N I S T R A T I O N

www.cifkm.com

G U I D E

- Nº of contents
- Attribute: in the results of the search, attributes of Smart boxes may be displayed, either those of
the creation template to which they belong (which must be specified in the conditions tab), or
other CIF-KM attributes.
3.

Add data (relate Smart box): The same as in the previous case but the data will refer to linked Smart

4.

Eliminate sel.: Eliminate the selected column.

5.

Move up-down: Establish the order of the columns to be displayed.

6.

Order of the results: The list allows one to also define how the results may be ordered, and in the

boxes.

following column if the order will be either ascending or descending.
7.

Indicates by means of an icon if this column corresponds to a related Smart box data (such as the
name of a contact when one searches for activities).

10. TYPES OF CONCEPTS THAT MAY BE INVOICED.
These consist of all the quantifiable aspects that must be taken into account when invoicing, such as diet
administration, work hours etc...
One accesses the administration of types of concepts that may be invoiced, from the submenu
“administration” of the CIF-KM floating icon menu.

1. Update. Updates the list of the types of concepts that may be invoiced.
2. New. Create a new type.
3. View. Opens the window of the selected type.
4. Eliminate sel. Eliminate the selected object.

10.1. Create a type of concept that may be invoiced
To create a new type of concept that may be invoiced, we should access the administration of types of
concepts that may be invoiced and click on New.

A window will appear where one must enter the name and the unit of measurement to be used.

CIF, S.L.

Paseo de la Castellana, 176 – 1º

28046 – MADRID

http://www.cifkm.com

50

A D M I N I S T R A T I O N

www.cifkm.com

G U I D E

11. ADMINISTRATION OF TYPES OF NOTICES.
They serve to classify the notices in types, that allow one to later filter by/with them in searches,
depending on the organization´s needs.
Access the administration of the types of notices from the administration menu of the floating icon.

1. Update: Update the list of types of notices.
2. New. Create a new type.
3. View. Open the window of the type of notice selected.
4. Eliminate sel. Eliminate the Smart box selected.

11.1. Create a type of notice
To create a new type of notice we should access the administration of types of notices and click on New.
A window will appear where we should enter
the name of the notice to be created.
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12. FILE SENDING QUEUE.

From this window, it is possible to verify the correct transfer of files, if they are still in the queue, pending
completion of the transmission, or if this has completed.
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