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[bookmark: _Toc49788193]Introduction
This document details the ability to assign article tasks to other users, work teams and workflows.
[bookmark: _Toc49788194]Overview
Kapture Tasks facilitate Admins and Authors with the options to manage and create tasks for articles and assign them to others based on their profiles permissions.
[bookmark: _Toc49788195]Requirements
The below modules are part of content management in Kapture. 
1. Global Variables
2. Global Find and Replace
3. Version Management
4. Task Management
a. Translation Task
b. Workflow Task
c. Review Task

1. [bookmark: _Toc49788196]Global Variables
Global variables store text that is reused in the knowledge system. Edits of the global variable update all instances it appears in the content Ex: copyright information, contact information, department information, disclaimers, etc.
Global variables are defined in  <globle_variable> format in kauthor and the text value it stores will be shown in ksearch content display.
The variables are defined in the Global Variable section within configuration tab. 
1.1 [bookmark: _Toc40978642][bookmark: _Toc49788197]Add Variable
The following is required to add a variable.
a. Variable Name: It’s a text field. Only alphanumeric value can be accepted.
b. Value: The value of the variable defined for each locale. The value will be displayed in the content based on content locale.
I. Locale:  Value will be populated from locale management.
II. Value: Variable value
1.2 [bookmark: _Toc49788198]List Variable:
List of all the defined variables in tabular format.
a. Variable Name
b. Variable Value: Displayed based on user’s default locale.
1.3 [bookmark: _Toc49788199]Edit Variable
Variable name and value is editable.
1.4 [bookmark: _Toc49788200]Delete Variable

2. [bookmark: _Toc49788201]Global Find and Replace
This functionality provides user facility to search a word or phrase throughout kCMS articles and replace it with the provided word/phrase. This option will be displayed under CMS configuration tab.
2.1 [bookmark: _Toc49788202]Global Find:
Below are the fields for global find.
a. Find: Input text field which need be search.
b. Match whole word: Yes/No. If selected, then will search for the entire phrase.
c. Match case: Yes/No. Match for the input text case.
d. Locale: Multiselect. List of active locales in the system. This option will allow user to search text in specific content locale.
e. Content Type: Multiselect. Available content type in the system. This option will allow user to search in specific content type.
f. Search: Button. Search the text in the published articles based on above selected option and display in tabular format with below fields.
I. Content Type
II. Document ID
III. Title
IV. Version: Current version of the article
V. New Search: Button to perform another search
g. Cancel: Cancel the operation.

2.2 [bookmark: _Toc49788203]Global Find and Replace:
Below are the fields for global find and replace.
a. Find: Input text field which need be search.
b. Match whole word: Checkbox. If selected, then will search for the entire phrase.
c. Match case: Checkbox. Match for the input text case.
d. Locale: Multiselect. List of active locales in the system. This option will allow user to search text in specific content locale.
e. Content Type: Multiselect. Available content type in the system. This option will allow user to search in specific content type.
f. Replace with: Text field: Text which replace the find text
g. Search: Button. Search the text in the published articles based on above selected option and display in tabular format with below fields.
I. Checkbox: To select the record.
II. Content Type
III. Document ID
IV. Title
V. Version: Current version of the article
VI. New Search: Button to perform another search
VII. Replace: Button. Replace the text of selected article without modifying the article version.
h. Cancel: Cancel the operation.

3. [bookmark: _Toc49788204]Version Management
All articles should have version control to effectively track and control the changes. Below is the requirement for kCMS article version management.
a. When an article is created and saved, a new minor version should generate.
b. When an article is created and published, a new major version should generate.
c. When an article is edited, minor version of the article should increment.
d. When an article is published, it generates a major version.
e. Version of an article will be displayed in article properties.
f. Workflow approval/rejection process should not change article version.
g. A translated article’s versioning should start from begin.
4. [bookmark: _Toc49788205]Task & Notification
Task and notifications can be configured in Task & Notification section within Configuration tab.  
Below article tasks can be performed from Kapture CMS. This will be displayed when Task & Notification section being selected.
1. Article Review 
2. Article Expiration 
3. Workflow Task
4. Translation Task
4.1 [bookmark: _Toc49788206]Article Review:
Article Reviews notify article owners that their article is needing reviewed at a set time and date and assign a task when an article review is required. Review date is determined from article’s review date property. Below are the properties of the article review task.
There should be an option to add task (currently we have only enabling/disabling of the task (email/sms)
a. How many days ahead this task should be created? Text field. This will take integer as input. This will start sending notification and create a task specified days ahead of review date.
b. Enable this task: Yes/No. Option to enable this task. If selected yes, task details will be displayed in Task tab within kCMS.
c. Enable email notification: Yes/No. Option to enable email notifications for this task. The below fields will be displayed based on this selection.
I. Email ID: Email from which notification should be send.
II. Locale: List of active locales. This will provide translation option for email notification.
III. Subject: Text field. Subject of the email.
IV. Email Body: Content of the email

Based on locale selection, content of the email should be modified.
Email subject and body should have facility to accommodate document id, title and content type name as variables.
d. Enable SMS notification: Yes/No. Option to enable sms notifications for this task. Below field will be displayed based on this selection.
I. Locale: List of active locales. This will provide translation option for sms notification.
II. SMS Content: Content of the SMS message

Based on locale selection content of the sms should be modified.
SMS content should have the facility to accommodate document id, title and content type name as variables.

4.2 [bookmark: _Toc49788207]Article Expiration:
This notify article owner and assign task when an article about to expire. Expiration date is determined from article’s expiry date property. Below are the properties of article expiry task.
a. How many days ahead this task should be created? Text field. This will take integer as input. This will start sending notification and create task specified days ahead of expiry date.
b. Enable this task: Yes/No. Option to enable this task. If selected, task details will be displayed in Task tab within kCMS.
c. Enable email notification: Yes/No. Option to enable email notifications for this task. Below field will be displayed based on this selection.
III. Email ID: Email from which notification should be send.
IV. Locale: List of active locales. This will provide translation option for email notification.
V. Subject: Text field. Subject of the email.
VI. Email Body: Content of the email

Based on locale selection content of the email should be modified.
Email subject and body should have facility to accommodate document id, title and content type name as variables.
e. Enable SMS notification: Yes/No. Option to enable sms notifications for this task. Below field will be displayed based on this selection.
I. Locale: List of active locales. This will provide translation option for sms notification.
II. SMS Content: Content of the SMS
Based on locale selection content of the sms should be modified.
SMS content should have facility to accommodate document id, title and content type name as variables.

4.3 [bookmark: _Toc49788208]Workflow Task:
When an article moves through workflow, for each workflow step (except first) this task will be available for eligible users. Also, this will send email/sms notifications.
The workflow task for an article will be available for the users who have:
· Privilege to create/view/modify content in the article’s content type
· Appropriate user view and locale assigned.
· Privilege to act at current workflow step  
a. Enable this task: Yes/No. Option to enable this task. If selected, task details will be displayed in Task tab within kCMS.
b. Enable email notification: Yes/No. Option to enable email notifications for this task. Below field will be displayed based on this selection.
I. Email ID: Email from which notification should be send.
II. Locale: List of active locales. This will provide translation option for email notification.
III. Subject: Text field. Subject of the email.
IV. Email Body: Content of the email

Based on locale selection content of the email should be modified.
Email subject and body should have facility to accommodate document id, title and content type name as variables.
f. Enable SMS notification: Yes/No. Option to enable sms notifications for this task. Below field will be displayed based on this selection.
I. Locale: List of active locales. This will provide translation option for sms notification.
II. SMS Content: Content of the SMS
Based on locale selection content of the sms should be modified.
SMS content should have facility to accommodate document id, title and content type name as variables.

4.4 [bookmark: _Toc49788209]Translation Task:
When an article translation is requested, this task will be available for eligible users and an email/sms notification will be send.
The translation task for an article will be available for the users who have:
· Privilege to create content in the article’s content type
· Privilege to create content at requested locale.
· Appropriate user view and locale assigned.
c. Enable this task: Yes/No. Option to enable this task. If selected, task details will be displayed in Task tab within kCMS.
d. Enable email notification: Yes/No. Option to enable email notifications for this task. Below field will be displayed based on this selection.
V. Email ID: Email from which notification should be send.
VI. Locale: List of active locales. This will provide translation option for email notification.
VII. Subject: Text field. Subject of the email.
VIII. Email Body: Content of the email

Based on locale selection content of the email should be modified.
Email subject and body should have facility to accommodate document id, title and content type name as variables.
g. Enable SMS notification: Yes/No. Option to enable sms notifications for this task. Below field will be displayed based on this selection.
III. Locale: List of active locales. This will provide translation option for sms notification.
IV. SMS Content: Content of the SMS
Based on locale selection content of the sms should be modified.
SMS content should have facility to accommodate document id, title and content type name as variables.
Note: Their should be an option to require workflow after translation Task.
5. [bookmark: _Toc49788210]Task
Task is a sperateseparate tab within kCMS which provide list of available and assigned tasks to user. Task list will be shown in tabular format and can be filtered based on assigned and available to user. It can further filter on task type and status.
Below fields will be display in task table.
1. ID: Task ID.
2. Task Type: Type of task defined in task and notification section.
3. Article Detail: Article at which task need to be performed.
4. Status: Open, assigned, closed
When user clicks on task, the below data will be displayed.
1. Task Type: Type of task defined in task and notification section.
2. Assign Task: This option will be displayed only of task isn’t assigned to anyone. This will display list of users within the user team to assign the task.
3. Reassign Task: Reassign the assigned task. This will display list of users within the user team to reassign the task.
4. View Article: This link will redirect user to article for which task need to be performed.
5. Status: Change status from open to in-progress (once task is assigned) and in-progress to close.
6. Save: Save the changes.
7. Cancel: Cancel the changes.
Workflow tasks will be auto deleted when article move out of current step. For example, when article moved from draft WF step to internal review WF step, a WF task will be created. If user approve the article from internal review WF step to final review WF step or reject back to draft WF step than the current workflow task will auto deleted.
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