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« How to identify areas of

automation

« Explorations
(big and Sma”) I;e:;t;rea Monica
« For the user |
- For the team | Cloud 9

« For the admin

. Q+A






Trimming the fat

« Places to look
- Your email inbox/sent folder
- Company setup
- General tab for feature usage

« Reports
- Trending searches

- Project Management tab




Trimming the fat:

Your email inbox/sent folder
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To ‘Mlexandra Burton’
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Subject: Notes

Alignment with Team impacts outcome
Hitting and missing deadlines iImpacts bottom line
Lack of collaboration = communication
Collaboration breakdowns
Dedision makers seeking opinions before making final decision
Truthful and effective discussions

People seek
Encourage Idea sharing > taken seriously by peers and superiors, info not lost
L @ stage > Solicit 1 from group

Log Important communication
Umit Group Size > Comfy close knit, not tunnel vision
Resist urge to direct > allow stumbles > correct carefully
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Trimming the fat: Company

« General tab for
feature usage

* Reports

* Trending searches

« >cla i i om/spaces/company_admin?tab=reports&rt=search_history_keyword_

Company Settings - Reports

_date=&s 7%

Options +

| General | | Groups | | Task Templates | Look &Feel | Reports | Advanced | Biling | Proof |
Reports
Report To Run | search History: by Keyword Popularity =]
Date Selection ©
] @~ @~

Please Note: Data only goes back to Dec 2007.

Report: Search History: by Keyword Popularity - Last Year

& Exportto CSV.

Keyword(s) Searched
gesign

david

spring

Design

karen

Karen

a

asxsugar
starbucks

togo

gavid green
army

wildiife

Ay
outbounding
starbucks design
asx

Total Times Search Executed
35
1
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setup

Low Usage

Discussions

Instead of sending mass
emails, try creating
discussion topics in your
workspaces.

Tagging

Your tags could be optimized
It appears you have almost as
many tags as items.

Qutlook Plugin

Improve user adoption by
letting your Outlook Users
know that a plugin is avaslable.
CD for Mobile

Improve user adoption by
letting your Users know that
Central Desktop is available
from their tablet or
smanphone

Status Updates

Use status updates to take
advantage of Twitter- or
Facebook-like features in your
Archive Workspaces
Contents of Archived
Workspaces are still avaslable
in search but are marked as
“Read Only” for archival
purposas.
Databases

Online Spreadsheets
Callaborate in real time with
muitiple users with Online
és;-:uunwum

Saved Web Pages

Save web pages you find
online to share with your
team.

External Members

to your workspaces.

Shared Folders

Use shared folders to share
files and discussions across
workspaces and reduce
redundant file uploads.

Custom Style Template
Customize the look and feel of
your account to match your
website or brand.

Single Sign On

Leverage your Active Directory

or LDAP senvice for user
menticati




Trimming the fat: Project management

CH O | wsricive

Workspaces v g, My Dashboard v

Klewis@centraldesktop.com Sign Out

[ vome | ries s scvssns|

atGo Interactive v

Web Meetings | oy Favorites

Account v Help w»

People | Settings v E Properties

ProjectGantt | {=| Status Report | Options v

TaskListGantt &y (&)

klewis@centraldesktop.com Sign Out  atGo Interactive v

Go | interactive

Workspaces~ . My Dashboard v Web Meetings | i Favorites

| Home | Files & Discussions | Project Management v | Calendar | People | Settings v ; Properties

Account v Help

Go Design Project
New Milestone | New Task List
Task Lists jobox
Inbox 3) ‘Create New Task.
Tasks by Assignee v @ Wore options
Tasks by T:
asks by Tag v ® Tte
" @ Lookinto building code
Milestones Expand All @
@ Testthe new computers
VTS TE © Follow up with Client
Design Drafts 3) C leted Tasks
T Sstupihis
w Company Party
e
Bookings @) @] © LogicarWork
Follow up )
Research 2
Site Visits 3)
w Web Design
Budget (3)
Demographic 4)
Layout 4)
-

« Backto Project Options v
Project Status Report
€] i [ i Tasks Completed Tasks
Milestone / Task Owner Start Date Due Date Status.
% Complete Designs Apr 25,2012 Apr 30,2012
Design Drafts (0% Complete)
© Brainstorm Design Ideas Karen Wilson Tue Apr 24th Wed Apr 25th 160 Days Late
® Review Mockups David Green Thu Apr 26th Fri Apr 27th 158 Days Late
® Review Final Drafts - Sun Apr 2th Wed May 2nd 153 Days Late
¥ Company Party Oct 31,2012 Oct 31,2012 Pending
Bookings (0% Complete)
® Caterer - None None Pending
oo - None None Pending
© Photographer - None None Pending
@ Rentals - None None Pending
Follow up (0% Complete)
© Budget Analysis - None None Pending
® Survey - None None Pending
Research (0% Complete)
© 5Places to Consider - None None Pending
O List - None None Pending
Site Visits (0% Complete)
® step1 - None None Pending
® step2 - None None Pending
O Step3 - None None Pending




Trimming the fat: Questions to ask

Do I see patterns in the people I work with...in
the actions I take...in the information I am

getting?
« Are people always asking for clarification?
« Am I always looking for the same thing?
« Do I always send in the same format?

 Are my projects structured in the same way?




PFLYING SOLO

F
R 4
o

/..




Flying solo: For the user

* Flex your email muscles (email in content)
- Email templates
- Custom contacts for folders
 Make your own mark
- Using favorites
- Identifying where you land
« Report on the things that matter
- Custom reports
- Saved for future use




Flying solo: Flex your email muscles

Email templates for email-in

Email This Folder

Email this address to create a new online document

older. 2715676.239085.316427984D2FF223. 39C44A53747

Email this address to upload attached files
‘ file.2715676.239085.316427984D2FF223308CB53F 139C44A53747864

Email this address to start a discussion

‘ newmsg.2715676.239085.316427984D2FF223308CB53F 139C44A537]

e




Flying solo: Flex your email muscles

Custom contacts for folders

D x ™™ a9 )3 Design Folder - Contact
S y
I Contact l Insert Format Text

file.2715686.239085.316432939D2F 38...

file.2715676.239085.316427984D2FF 2...

= A . - . —
“#%-| g3 Save & New ~ & Activities Assign Task [] Private @_'
o FEILEES B T 2 4 . v i
&5 Send ~ \ E Certificates @ ‘Web Page g [} Address Book k
Save & General| Details ) E-mail Meeting Call - Business Picture Categorize Follow Spelling | Contact
Close X Delete E=] Al Fields - DMap Car < z Up~ 8/ Check Names e Notes
Actions Show C i Options Proofing || OneNot:
[Full Name... ] [besign Folder I Design Folder
Company: l GO Design Workspace I 3 GO Design Workspace
Job title: [ | file.2715676.239085.316427984D2FF2....
File as: lFolder, Design EI
Internet
[ Emai.. [ -] [fle.2715676.239085.31642798402FF223308CB5 3F 139C44A5
Display as: l Design Folder tﬁle.2715576.239085.31542798402FF223308'| Nt
Web page address: l l SI
= - o de
A l Contacts (Search Results) Fol - Fol |9
Phone numbers
== 1| Folder, Clients Folder, Design Folder, Projects
Clients Folder Design Folder Projects Folder
GO Design Workspace GO Design Workspace GO Design Workspace

file.2715689.239085.31643381123112...




Flying solo: Make your own mark

« Using favorites
- Identifying where you land

7
GO | Interactive klewis@centraldesktop.com Sign Out  atGo Interactive Account v Help v

Workspaces v g, My Dashboard v Web Meetings [ISSERITIIC _ Search Advanced

| Home | Files & Discussions ject] My Favorites Last Viewed
= lillies
Go Desian Files [=5 Kevin (ReviewApproveTe... 2
winter <ok Workflow | Options
9 [ Projects 3 Support Rev... 2 ) % | on M
P Upload | v [E] Project 3.0 Help Cente... e
blue
i . i [Z] 2012-10 Staging Testin... - T
Views: Detailed | Simple <\ photos {§ Delete | 4 BulkActions v
- images
[Zg New Folder Des|gns Va4 a
[ Items notin Folders 4 design i
(1) Alltems Name W FrontPage (Support) Status Modiieds
2 Blueprints [ 1.0 Design - Karen Wilson, Jun 16,2011
[= [ Designs (1) 1.0 Design Lorem Ipsu
B [& Clients 2 Comments i
Projects
= = Clients

Items notin Folders

m




Flying solo: Report on things that matter

 Custom reports
« Saved for future use

G O | Interactive Klewis@centraldesktop.com Sign Out @t Go Interactive v Account v Help v
My Reports v Web Meetings Favorite arcl Advanced
Workspaces- Search
Project Reports Options v
Select Report to Run “This report has not been saved yet. To Save it Click Here
Select a Report to Run [=] &, Exportto CSV (4 Email Report
Run Report Type  Description Start Date Due Date Assigned  Status Workspace
i Workshop: Pariners Workshop (In Preparation - ) Kevin Pasadena
B Sonomon o oanaon Sep 12.2011@ 1201am- Sep 14,2011 @ 11:5%pm  Konrt s,
- 00am - evin asadena
Report Type B EC:Breakfast meeting Sep 15,2011 @ 1:00am - 2:00am e s
Activity Report B 211.WCB: One Health workshop in cameroon Sep 22,2011 @ 2.00am - Sep 23,2011 @ 3:00am t::/‘lr‘s Pasadena
© Detailed - List
© Detailed - Calendar B Uganda MoH IDSR/HR Review Sep 27,2011 @ 3:00am - 4:00am Kevin Pasadena
Resource Report e Lewis Parks
© Project - List View ™ . Kevin Pasadena
e B Uganda EPT Partners Meeting Sep 26,2011 @ 3:00am - 6:00am e paex
Workspace Filter - ; Kevin Pasadena
P Testing for Observer Sep 29,2011 @ 8:00am - 9:00am sty J5os
© Allworkspaces
© Include Certain Workspaces SEA- Global Health Institute Short Course; "Emerging R Kevin Pasadena
L Zoonofic Diseases: Integrative Researc. Sep25,2011@9:00pm - Oct7, 2011 @ 5:00am Lewis Parks
© Exclude Certain Workspaces &l
to
i SEA-2nd OH Network Working Group Mesting, Kuala . Kevin Pasadena
CALfe Group> B 0ct9, 2011 @ %:00pm - Oct 11, 2011 @ 200am e Paea
Life Group.
CED Marketing > CBD New Business i SEA-Thailand National One Health Meeting, Siam City R Kevin Pasadena
Hotel, Bangkok, Thailand Oct30.2011@ 800pm -Nov2, 2011 @ 6:00am Lewis Parks
CBNB-2012 General New Business
Central Deskiop >
Samp!e Intranet - SEA - The 6th TEPHINET Bi-Regional Scientific § y Kevin Pasadena
o o e ot NEN Gonterence, Nusa Dus Corventon Certer sl Nov6, 2011 @ 8:00pm - Nov 11,2011 @ 5:00am onie e
Customer Experience Hgmt
Implementation Services @ WCOHCEA Country cordinating commitiee (CCUS), R Kevin Pasadena
Support first meeting at Kinshasa. Nov19,2011 @8:00am - 4:00pm Lewis Parks
ral Deskiop > Depts
e PREVENTIRESPOND Co-training for Journalists on R —— Kevin Pasadena
Thought Loop "Outbreak Reporting’
i Seattive n v Account v Help v
GentralDesktop » Marketing ma  SEA-Vietham National One Health Meeting, Nha Nov20, 2011 C:(O | tnteractive Sign out g
a CD Blog 2012 == Trang, Vietnam .
(] Marketing Calendar - SEA - 3rd One Health Network Working Group Meeting, Nov22, 2011 My Reports Web Meeting: +r Favorite Search \dvanced
[Tl web Marketing Nha Trang, Vietnam 3
ral Desktop > Other i
c 4 Consul v dentity Service Provider 0ct31,2011  Nov2s,2011 RROISctRepoiS G @
Central Deskiop > Partners
= Sﬂiﬂ‘:\ oo B Nairobi CCC meeting Decs 2011 @f Manage Reports - Rename or Delete Project Reports.
Report Name Actions
] Calendar Report Run Report | Rename
[S] Iy Incomplete Tasks Run Report| Rename
a New Report Run Report | Rename
or Retumto Project Reports
Central Desktop Blog| User Forum| System & Partner Portal| Training & Consulting| Contact Us
Copyright © 2012 - Central DesKiop Inc.- All Righis Reserved. Privacy Policy Terms of Senvice
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The flight crew can now prepare for
takeoff: Least common denominator

Workspace templates

klewis@centraldesktop.com Sign Out  atGo Interactive +

GO | Interactive

Workspaces Web Meetin,

My Dashboard v +r Favorites

Account v Help w

Search  Advanced

Manage Workspaces

Templates

|' General | Workspace Groups

Private Workspace Templates

© Create New Workspace Template

Remaining Templates Drag into Creation Wizard

Client Connect

m Help Desk
Project Wiki
Q
Review and Approve

g Corporate Database

g) Community Forum

Drag Templates to include in Workspace Creation Wizard. Custom Templates are Green. Learn how to Create Custom Templates.

Options »
Update
Workspace Creation Wizard
Workspace Creation Wiz
Private Workspa | Public Workspace
& Recruiting a
Private Workspace Type
Project Tem|
- a @ Recruiting ® @ Project Template
Workspace template for projects

o - é Corporate or Department Blog " ﬁ Feedback Loop

Use a secure, intemal blog to share thoughts with
the entiire organization and improve team
communication.

o @ Project Workspace wostPoruLaR
Manage projects, Organize tasks, Milestones and
Track project status

‘ou Can always reconfigure you

Workspace lster. Leamn

Name

Central Desktop Blog| User Forum| System & Network Status| Partner Portal| Training

Copyright ® 2012 - Central Desktop Inc. - All Rights Reserved. Privacy Policyl|

Name
Project X

Typically the name of a projct, chent, department

Web address (URL) Waxmum S0 characters and 1o spaces.

poscr'uion
Top Secret, super cool project you wish you could
work on

hitps://gointeractivedemo.centraldesktop.com/ projectx

Aworkspace for clients to discuss the latest proof
of rough cut version with other colleagues and
team members in a centralized location.

"A La Carte” Workspace
Choose which features you want to enable in your
Workspace

how to Customize these Templates




The flight crew can now prepare for
takeoff: Use Workflow to:

« Send an email notification
« Create a task

« Perform an action




The flight crew can now prepare for
takeoff: Workflow automation

« Creating templates that work for you
« Database process notifications
* “File room” —

Insert Variable
. t Select a Database Fleld ';Jl
Maintenance ok T

New Project Request ##4STITLE### has been ###SACTIONED### —[##23WORKSPACE_NAME###]

e File and R

This notification has been sent to you because the request for: ###STITLE### has been ##4SACTIONED###

d O C u m e n t Title. #8##STITLES##

Category. ##SCATEGORY_Q6523QM0317264152P###
It Other, list: ##SIF_OTHER_LIST_BP8SL7MB317264153G###

Comments/ More Info: #44SCOMMENTS__MORE_INFO_MJB8L27J317264154C444
a p p rova Elements: #4#SELEMENTS_CA4ZWRCH317264156P48%
Please triage this request and assign the appropriate team to begin work
(Go) Notes® ###SGO_NOTES_KSPHBQDP317264157X###

Creative Director: ###SCREATIVE_DIRECTOR_RBPXXS577317264160N##4
Team: ###3TEAM_LS1EKTIN3172641615#8%

To view this record click here
#HSURL###

WF Rule: New project Request-Please Follow up




Hearing from Jason Diehl, CBS:
Workflow automation

« Identifying the need
* Designing the Solution
« Winning back valuable time




Hearing from Jason Diehl, CBS:

Workflow automation

atCBS «

jason.diehl@cbs.com Sign Out

Account v

Help +

CBS Upfront 2012 Home

—New Project Assignment Record (PAR)——

NOTE - The creation of a new record will automate the sending of
emails containing download links for the viewing and editing materials.
Once the record has been created there will be no way to stop the
emails from being sent.

Al four fields must have a value chosen from the pulldown menus.

Project

Name ‘ Choose a project... E”
Vendor/\WWP
endor [ Choose a Vendor/WP._.. E‘
Vndr
Acﬁvi(y‘ Choose their level of activity... E”
Level
Creative
Mg,,:._ ‘ Choose the Creative Director... E”

Miscellaneous Projects

& Customize | Version 65 | Options
v

Pilot Presentations

[0 Go to Folder
[-) Comedy_Sizzle

(=) Drama_Sizzle

[-) Eyecon_Open
[~ Eyelab BTS

[-) Image_2012_Hall
[-) Image_2012_Net
[-) Opener

() Back to Parent Folder

[0 Go to Folder
[£) Applebaum

=) Baby_Big_Shot

(=) Before_We_Made_lIt
[-) David_Gell_is_Back
(=) Elementary

L) Entry_Level

[=) Friend_Me

[-) Golden_Boy

[-) Oh_No_Its_You

(=) Partners

[ Super_Fun_Night
[-) The_Job

=) Trooper

[ZJ Untitled_Martin_Lawrence_Proj
[-) Untitled_Vegas_Proj
[£) Widow_Detective

() Back to Parent Folder




Hearing from Jason Diehl, CBS:
Workflow automation

Central Desktop Databases

Project Assignment Orchestrator
Record DB Workflow

| L
Emails Viewing Materipl Links /
1

L
Query Project DB for Viewing Material Link

Return Viewing Link URL = = = .)|

Query Vendor /Contacts DB for email address of Recipients for Viewing Material ——

----- Return Email Ad - »

1 Send Link to Vendor —)
|
1
|

Tt
[
Email Links for Viewingl& |

4
|
1
|
! 1
Editing Materials | | / | §—————— Query Project DB for Viewing Material Link
|
|
1
|

—|_|,
1|

- ==~ Retum Viewing Link URL —--Jy

Query Vendor DB for Editing Platform

|
|
----------------------- |- == -Retum Vendor Editing Platfonn----ll-----------------------,
|

|
§————Query Project DB for Editing Material Link

- - -Return Editing Materail Link = - -)|

alt
Query Vendor/Contact DB for email

—— Send URLS to Vendor —)

- |

= == ———— Return Email 1 —e—————oocco——C >
|
|




Hearing from Jason Diehl, CBS:
Workflow automation

aspera orchestrator

Dashboard Workflows Work Orders Accounts Engine Monitor Tasks Queues

Workflow: Upfront PAR processing (10) % Step | | ] Parameter | |D- Operator | | N Undo o save | o/ Publish | [

Created on: 2012-03-29 21:04:30 UTC

Last Modified on: 2012-08-17 22:53:40 UTC _ _
Get Project Status Check if project is alive Setup emails and link

\' Test activity UF - Sending media link sub-workflow

a

not CBS

Get new PAR Check Project Type| | Identify Vendor Test if Vendor ig
|
= < AP
SoAPh

‘ A

m.' ’ [ V

lIdentify Vendor -

[Setup emails and link ¥
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This is your captain speaking...

« Lather, rinse, repeat
- Task list templates
 Know your audience
- Custom fields
- Workspace properties
- Time tracking
« Less is always more
- Member groups




This is your captain speaking...
Lather, rinse, repeat

Task list templates

Help +

GO | Interactive klewis@centraldesktop.com Sign Out  atGo Interactive Account w

SWorkspaees~ 1. MyDashboard v Web Meetings | i Favorites _ Search Advanced

Company Settings Options
| General | Internal Members | Groups | Custom Fields | Task Templates I Look & Feel | Reports | Advanced | Billing | Proof |
Task List Templates
Add Task List Template
List Name Description Actions
Booking a Location Steps to take for booking a location for an event. & B
Closing a project & B
Kicking off a Project These are the standard steps for initiating a project. & @
New User Training Day 1 Use this template for new user training day 1 & B




This is your captain speaking...
Lather, rinse, repeat

Task list templates
 Book Review Process
« Design Stages
 Onboarding Process
 Reporting Steps

PP IIIIIIIIIIIIIIIIIIPP: C |



This is your captain speaking...
Know your audience

« Custom fields « Time tracking
« Workspace properties

Company Settings - Custom Fields

|' General | Internal Members ‘|’ Groups | Custom Fields | Task Templates ‘|’ Look & Feel | Reports | Advanced | Biling | Proof |

" User Profile I Workspace Properties | Time Tracking Properties |

dd new section

Go Interactive &
Primary Resource

Project Owner

e
Primary Beneficiary
Start and End Dates
Comments
Space Priority
<+ Drop fields here
+ Drop fields here Client Information &
Main Contact
* Fields required to be in layout Project Status Py .

Competitors
Current Advertising

=+ Drop fields here

Apply to Edit Layout

Save Changes el




This is your captain speaking...

Less is always more

Member groups

GO | Interactive klewis@centraldesktop.com Sign Out  atGo Interactive w

SWorkspaces~ " I, My Dashboard v Web Meetings |  Favorites

Group Administration

|( General I Internal Members l Groups I Custom Fields I Task Templates I Look & Feel I Reports I Advanced I Billing I Proof I

Account v Help +

Options »

« Back to All Groups

Name [Product Group |

Visibility Membership Visible on User Profile

Members nqwfobmbnd5284899987 4 Karen Wilson -
a5cawok5gjm284902501 Mark Fordham
xyt310551je270903980 Alexandra Burton

jackiemoon 4cm9xamw011297703124
t9ui85kaded299374463 Jessica Wilson
syichel4v3t292688846
David Green Add >
Habib Daof
Jared Allen Rl Add Al >>
r
John Winthrop

Josephine Hoffer

Kevin Lewis

Kevin Lewis

Michael Scott

Millie Zhou

Penny Braden T
Rachel Gellar

Sally Mae - .

Remove <

Remove All <

Create Group
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It's the little things...

« Cloning

Drag and drop
Email in content

Clone Workspace

&7 Edit Tasklist

é Clone Tasklist

% Move Tasklist

@ Delete Tasklist

&’ Edit Milestone

L Clone Milestone

% Move Milestone
@ Delete Milestone

[l Archive Milestone

&7 View Actions +

Subscriptions

i, Exportthis View to CSV
(&) Print Entire View

& Clone View




THANK YOU FOR
FLYING WITH US.

GET READY FOR
YOUR NEXT
ADVENTURE '

Alexandra Burton Kevin Lewis
aburton@centraldesktop.com klewis@centraldesktop.com
626 376 4556 626 768 0649




