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TECH TIP

ORACLE UNIFIER EMAIL TIPS AND SETTINGS
ORACLE PRIMAVERA UNIFIER

Like many applications, Unifier uses email as a key communication method to keep users aware of
activities and tasks. This fech tip summarizes some of the various features and seftings available as a
system administrator or as a user to make the most effective use of email.

For example, Unifier can send individual task notifications to each user when they are required to
take an action. If a user fails to take an action in the specified time, reminders can be sent to them.
Also, nofifications can be sent to users when certain actions take place—for example, if someone
needs to know when a contract is created.

In this tech fip we'll review setftings and options both for the end-user and also for system
administrators:

1. User Preferences

2. User Preference Templates

3. Using Groups in Distributions

4. Email Formatting/Content

User Preferences
For end-users, there are several options and considerations available to each user.
In the application, each user can click on their login name in the window and select “Preferences”
from the dropdown. Select the “Email Subscription” tab to display all the various email items and
alerts that might be sent to a user. A user can check or uncheck items that they want to receive or
not receive.
Examples:
1. A user wants to receive emails on personal fasks (checked) but does NOT want to receive
overdue notifications (unchecked.)
2. A user wants to receive ONE email daily for everything—in this case, the user will check the
“Send nofifications in a single daily digest”.

These tech tips are offered free of charge in the spirit of sharing knowledge with others. They do not include technical support, should you have a problem with them. We are always interested in how they can be improved, please do not hesitate to email us your comments. These tips have
been thoroughly tested by our in a variety of envir . Please read these tech tips thoroughly and be sure that you understand them before trying to use them. We can not be responsible for issues that develop because of the configuration of your hardware, technical
environment or application of the tech memos. If you are not sure, then we urge you to contact Oracle technical support or your local support consultant for assistance.
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Preferences

General Email Subscription Region Format

Email Subscription

' Send notifications in single daily digest

Workflow Business Processes
v/ Personal tasks

V| Decline tasks

| Overdue personal tasks

v Messages

V| Discussion group comments

| Record workflow complete
v Record Modification

Non Workflow Business Processes
/| Record Creation
v Record Modification

Portfolio Manager

/| Scenario Shared or Approved

Proxy More

Document Manager - Project/Shell

Document upload
Transfer ownership
Move

Delete

Document revise

Folder rename

Document Manager - Company

Document upload
Transfer ownership
Move

Delete

Document revise

Folder rename

Mailbox
v Personal Mail
User Defined Reports
v New report granted
+/| Results from scheduled reports
Alerts
V| Each alert
Gates
+/| Change Phase Notification
V| Auto- email PDF Gates run
Project/Shell

v Successful Creation

E-Signatures

V| E-Signature Requests

Nofe that these preferences cover most areas of Unifier functionality. If an organization does NOT
use certain elements—for example, if not using Portfolio Manager—checking or unchecking this by
the user will not have any impact.

Generally, most users want to be notified of each task they have to take (Personal tasks). However, if
that user is constantly logged intfo the application and viewing their tasks there, they may choose to
turn this feature off.

Another consideration is users that are actively a PROXY for someone else. If | am someone’s proxy—
typically because | am covering while they are on vacation—I will receive emails for all of THEIR
actions. If both people have an action to take, then the user covering for the other will receive two
emails—one for themselves and one for the user they are a proxy.

User Preference Templates

While user preferences are available to be changed by each user, Unifier also provides the ability for
administrators to set up User Preference Templates that set these preferences.

From the Company Workspace, Administration view, select Standards, and Libraries node, and select
“User Preference Templates”.

From here, it is possible to define all General, Preferences, and Region Format settings and save this
template.

Once setf up, the administrator can push these seftings out to select or all users, and this will update
their profile. This can be useful to set up one or multiple standard preference settings and then use
these when setting up new users. Also, if appropriate, these can be pushed out to existing users, and
this would overwrite any seftings that the user may have set individually.

This is useful mostly for corporate environments that want to control these seftings.
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General Preferences Region Format

Default Viewer:| Native v

Viewer Exceptions

Use semi-colons to separate extensions.
Always Use Native:

Always Use Unifier:

Default Login View: (J Use Custom Dashboard as default login view
Email Subscription: (J Send notifications in single daily digest
Workflow Business Processes
(O Personal tasks
O Deciine tasks
O overdue personal tasks
O Messages
(O piscussion group comments
(3 Record workflow complete
(O Record Modification
Non Workflow Business Processes
[ Record Creation
0 Record Modification
Document Manager - Project/Shell
O pocument upload N
(O Transfer ownership
O move
O Delete
M Nariman + raviea

Apply || OK || Cancel

Using Groups in Workflow Routing
In Unifier workflow processes, records can be routed fo preassigned users or set fo “User Select”
where the person sending can manually select which users or groups to send to.

By default, Unifier uses “Groups” to define permissions and access to processes in the project. It also
can streamline the workflow action by setting a "Review” or “Approval” step fo a group of
reviewers/approvers.

Also in the case of “User Select”, a “"Group” can be selected in the picker to automatically select a
block of users rather than selecting them one by one.

Ideally, these are identified at the time of designing the business process, since the groups must be
listed in the workflow setup. Once the “group” is defined, each project can set up which users
belong in that group.

Managing and sefting up groups will not be outlined here; the presumption is that you've created
the groups, pushed them out to your projects via the template, and then assigned users within that
project to the group. In the project’s business process workflow setup, you will then add these groups
to any appropriate steps in the workflow.

The key point here is that if you use a group in a task action, it will nofify all those users in one action,
eliminating the need fo select individual users.
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User and Group Picker

iew

Groups v Q|

Users and Groups

Available Items
Name
@ @8AIl Project Users
@ @8 Contract Cost Reports
@ @8 Contractors
@ HQCost Engineer Read Only
@ QQCOSI Engineer Users
@ @8 Cost Engineers
@ sﬂDocumem Controllers
@ @Rlssue Viewer
@ @8!ssue Creator
@ HQProJecl Administrators
@ gaResldemr‘Ofﬂce Engineers
@® g8Reviewers
 KRView Only
Total: 14

Using Groups in Linked Mail

It is also possible to create individual groups for a single project (not a standard grouping used in a
workflow.) If using Linked Mail, users will always have access to send to these extra groups. Note that
this can only consist of Unifier users, however. If you want fo route via Linked Mail to an external (non-
Unifier) email, you will need to use the External CC option and cannoft select from these groups.

However, it is possible to set up other groups that are not used in a business process workflow, and
these groups can be seen from the user and group picker.

Customize the Email Format
Unifier emails support several customizations that can be made, allowing the end-user to better
understand the actions that need to be taken.
1. Customize the email content in BP design
2. Workflow Setup for each BP step
3. Custom Email Subject Line and Content for each BP design
These are all process or standardized configurations, so this is strictly an administration function.
The email content is controlled in several ways:

1. In the BP design (uDesigner) there are options to determine what data elements are
included in the email body. You can select and order which fields you want to be
displayed in the email here, and then all emails in that business process will include the
same items.

a. Opening the View Form in uDesigner, select View, “Email Notification Data Elements”
b. This will let you select and order which fields you want to be displayed in the email.
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File Edit View Help

Save Blocks Editable St Dand Ont G5 \nlistati I yo— 4= o, = o

Insert Row Delete Row [2) Email Notification Data Elements - Google Chrome

N . p 5
Tab Name: Change Notice 8 @& mtaunifiermimprojectservices.com/bp/sys/studio/form/bp_email_content.vm

ey Elements <Block Name: keyelem| Email Notification Data Elements

[CN Number Element Label Data Element

CN Title = Contract/CWO/MA No contrewo_number_txt
Change Management Number om_number2

[Change Management Number i Full CN Number full_cn_number

CM Title CN Title on_title

Contract Type

[Contract/CWO/MA No

Full CN Number

ost Summary <Block Name: cost_s

2. In the workflow setup of the process, you can determine what is included in Notifications at
each routing step. This includes:

a. Enable response via email (lets the user click a button in the email instead of logging in
to Unifier).

b. Include record items or attachments as email attachments. (Note: If the attachments
are too large to email, Unifier will include a notation in the email that the user must log
in fo view the attachment; otherwise will include the attachment.)

c. Custom print can be selected to be sent instead of the standard record information.

d. Custom email content can be included as a standard text in lieu of the other
information.

Workflow Configuration

G
E-=2 WF-05

[E}-= Creation Commenting: (J Allow hiding of comments

[=}-= Log TO/CWO and Assign Cos O Allow deletion of comments

[=} = PM/CA Draft Review

== Log/Attach Document For Vel OJ Allow CC users to add general comments

[=1-—* Route for Signature
[=1-© Bypass eSignature Proce
=-© Route to eSignature Email Response: ® Enable response via email
[=-= Add Sign Off Information
[=-= CC Route for Signatures
B-= Recommend Include record information as attachment

Email Notification

Email Attachments: € include both record and line item attachments

[=- = CC Route for Approvals Override default format
[=1-= Approve1
== Approve2
[=1- = Log/Attach Document for App
[~ Route for Signature
E-© Route to eSignature
[=-© Bypass eSignature Proce
[=-*= Distribute Executed Documer
[=}-* Finalized Document with Edit

Zl.59 aQinnatir near P

Format: O PDF @ cCustom Routing CWO/TO ar v | *

Email content:

3. Customize Email Subject Line and Content. These options are in the Business Process
configuration and provide the opfion to customize the email subject line from the default
and also in Content to create a completely custom HTML formatted body content.

a. Subject Line
i. This lets you customize the subject line for a given business process for Personal
Tasks, CC, Overdue, Workflow Complete, and Decline Tasks.
i. Nofe this is by a business process so these changes apply fo ALL projects. It isn't
possible to customize these project by project.
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Announcements

License Manager

Consent Notice

Partner Companies

uDesigner

Data Structure Setup

Access Control

User Administration

Gateway

Configuration

Business Process
Change Notice (CN)

Log Views
Customize Email

Subject Line

Customize Email Subject

Type

1 | Personal Tasks

English

2 | CC'd Tasks
3 | Overdue Personal Tasks ACTION OVERDUE
Record Workflow Complete

5 | Decline Tasks

For ${bp.workflowStep}: ${bp.full_cn...

You are Copied: ${bp.full_cn_numbe...

for ${bp.workflo.

German

b. Content

i. This lets you create a custom formatted “template” for emails by business process
rather than using the default Unifier design. The body is HTML formatted and can
include font formaftting, paragraphs, images, etc.

i. Nofe thisis by the business process so these changes apply fo ALL projects. It isn't
possible to customize these project by project.

reate lemplate

8 License Manager

B Consent Notice Arabic  Chinese (Simplified)

@ Partner Companles

W uDesigner Sl Erter Template N

B Data Structure Setup

% Access Control P
Paragraph 3 B I U & A &

8 User Administration Looa

= Gateway
& Configuration Type here.
Business Process.
Ghange Notice (GN)
Log Views
Customize Email
Subject Line
Content
Shell Manager
Custom Templates
Navigation Tabs
User Mode Navigator
Landing Page

Internationalization

B Standards & Libraries

Chinese (Traditional)

Dutch English French German lalian  Japanese Korean Portuguese (Brazil)

Available Data Elements 55 ()
Element Label

4 Upper Form Information

= o BE XX ” D
Route SOW Approval fo User 1
Full CN Number
Flle Code
TIA Insiructions
Route TIAto User 1
Goniracior Job Tile
E-Signature Error Deails
PM Approved By Contact Emall
Prev Authorized Value
CAApproved Date
Generate Document Options
CSP Due Date
N Number Lookup
Goniract/GWOMA No
Publish Path
GAApproved By Contact
Route for CTE?

e ootential inacts on oiher Projecis or

Russian ~ Spanish

Element Name

bp.sow1_user
bp.ful_cn_number
bp.cn_cmFileCode
bp.tia_remarks
bp.tiat_user
bp.mctoJobTitieT8128
bp.ugenEsignEror
bp.pm_apprvby_email
bp.prev_auth_value
bp.cn_ca_appr_date
bp.cn_need_PK
bp.cn_csp_due_dt
bp.cn_number_lookup
bp.controwo_number_ix
bp.uLu_dm_publish_path

bp.MCAC

CTB36A
bp.route_cte

Merit,

Data Definition

User Pk
SYS Short Description Text 120
SYS Short Description Text 16
MultiTextBox_4000Char

User P

SYS Medium Name
MuliTextSox 4000Char

SYS Medium Name

Gurrency Amount

Date Picker

ON Need

Date Only Picker

cn number lookup

SYS Short Description Text 32
SYS Description Tex! 2000
SYS Short Description Text 36

Yes No Integer PD

Meri

Summary

Hopefully, these tips will help improve communication

action turnaround.
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ulfimately

better manage
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