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Introduction
How to Use this Guide
This user guide is intended to have theminimumamount of information needed to allow a user to maintain product
data and assets. It does not contain any advanced funtionality such as attribute creation, workflow management,
or translations.

Options and Licenses
There are a variety of options and licensed components available for the STEP system. This user guidemaymake
reference to one or more of those components. If your system does not behave in the samemanner as described
in this user guide, you should first check tomake sure that you have that option available in your system.

What is meant by “product database”?
Generally, a product database is amedium in which product data is stored andmaintained. Stibo’s product
database is called the Product InformationManager (PIM).

The PIM is a dynamic tool for maintaining product information. Information about almost any type of element can
be stored in the PIM through the use of specification and description attributes. There are functions to increase
data integrity and efficiency, such as validation routines. The PIM also allows information to be stored that is
context-dependent, such as
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Getting Started with the STEP Workbench
This section introduces some of the basic concepts and general functionality of the STEPWorkbench. STEP
users of all expertise-levels will benefit from reading the topics listed in this section as they provide foundational
information about how STEP users populate andmaintain data in STEP. This section also features a visual guide
to the STEPWorkbench interface, using annotated screenshots to show where and how the various functions are
performed.
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Main Window in STEP Workbench
The screenshot below shows a basic view of the STEPWorkbench. Though system customizations and variable
access permissionsmay result in a slightly different view, the basic elements appearing in this view of the
workbench'sMainWindow will be present for most users. Nine of those basic elements are numbered in the
screenshot below and labeled in the list appearing below the screenshot. Each item is covered in detail in separate
topics.

Main Window - Basic Elements

1. Menu Items

2. Toolbar

3. Tree Tab
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4. Search Tab

5. Background Processes Tab

6. SystemSetup Tab

7. Bookmarks Tab

8. STEPWorkflow Tab

9. Object Details

Main Window - Other Elements
Other elements appearing in this view of the STEP workbench that are useful to understand but do not require
their own topic are numbered in the screenshot below (a duplicate of the previous screenshot). An additional list
appears below the screenshot that names these elements and provides additional information.

1. System Information. At the very top of the STEP window, important information about the user's STEP
system is listed. The first element displayed is the name of the STEP system, then the user ID, followed by the
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URL of the STEP system being accessed.

2. Thumbpin. Clicking this icon activates the "pin" which, when engaged, allows the user to navigate in the
hierarchy (left panel) while keeping the object details displayed in the right panel static.

3. STEP connection status. Displays the status of STEP's connection to the internet. When the connection is
strong and STEP is ready to run normally, the status will read 'Ready'. Other statuses that may appear are:

l Reading. STEP is requesting information from the database.

l Lost Connection to. STEP has lost connection to the server.

l Reconnected to. STEP has reconnected to the server after a lost connection. May alternate with the
Lost Connection to status if the connection to the internet is lost for a significant period of time.

4. Connection strength. A small graph illustrating the connection strength between the user and the server,
also know as the 'Network Latency'. If a user hovers their cursor over the graph, a hover-over display will
appear showing how fast data is traveling between the server and the user asmeasured inmilliseconds.
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Menu Items
Listed below are all of the functions accessible via STEP'smenu bar. Thoughmany tasks central to using STEP
can be accomplished with a right-click on an object and then selecting the desired option from a dropdown, some
of the less frequently used functions are only accessible via themenu bar.

File Menu

Translate
Allows the ability to translate Products / Assets / Classifications in theWorkbench and to import translations.

Import / Export
Allows the ability to load data / images and documents / eCl@ssClassifications, GPC, ETIM, or to export data /
images and documents. The user can also schedule imports and exports from their menu selections.

Note: To import eCl@ssClassifications a license is required. For more information about eCl@ss, see
STEPtrade User Guide.
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Reports
Launches the Standard Reports and any custom data reports.

Bulk Update
Allows the user to launch or schedule a Bulk Update.

Schedule Category Profiling
Launches the Schedule Category Profiling dialog.

Save
This allows the user to save any changes that aremadewithin theWorkbench.

Change Password
During any session, any user may change their own password.

Empty Recycle Bin
Contents of the Recycle Bin are permanently deleted when this function is selected. Can also be accessed by
right-clicking on the Recycle Bin icon in the [Tree] tab.

Empty Recycle Bin Before
Contents before a specified date are deleted from here.

Purge Old Revisions
This is a global purge of revisions contained within a specified workspace.

Check integrity of external assets...
This option is enabled on systems set up to store images in file system and not in the STEP database. If a
Classification is selected the user can click thismenu item to see if all images in the selected classification have
been successfullymigrated from the database to the file system.

Migrate assets to file system...
This option is enabled on systems set up to store images in file system and not in the STEP database. If a
Classification is selected, the user can click thismenu item tomigrate images stored in the database to the file
system location.

Close Window
This option closes the active window.

Exit STEPworkbench
This will exit the STEP Content Manager completely by exiting all active windows.
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Edit Mode

Undo
Undoes the last action of the user. Note: it doesNOT undo character by character changes in text editors.

Redo
Once an action is undone by selecting 'Undo', a user can then select 'Redo' to repeat the action.

Cut
Standard 'cut' operation.

Copy
Standard 'copy' operation. Note that if a folder is copied, the subfolders will NOT be copied.

Paste
Standard 'paste' operation.

Paste Link
Allows the copied object to be linked into another object (e.g. linking an attribute into a second attribute group).
Creates another instance (not a copy) of the same object, just in a different location.

Select All
Standard 'select all' operation.
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Spelling
Automatic spell check is enabled / disabled here andmanual spell check can be accessed here.

Asset
Create local content of asset, delete local content of asset, update asset system properties, and edit asset can be
accessed here.

Edit Unique Key Values
Edit the key values of the currently selected object.

Remove Row(s)
Removes a selected row, e.g. an attribute linked to a product. Keyboard Shortcut = Ctrl + '-'.

Insert Row
Adds an additional row, e.g. an attribute linked to a product. Keyboard Shortcut = Ctrl + '+'.

View Menu
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Mode
l Normal viewingmode can be accessed here. This is the normal view where themajority of product
maintenance occurs.

l Translation view shows a split-screen between a selected source language and the currently selected
language. The source language is also selected in thismenu.

l Workspace viewingmode can be accessed here. It shows a comparison of values between workspaces.

l Context Viewingmode can be accessed here. It shows a comparison of values between different contexts.
For example, this will allow a user to view values for all languages or for all price versions.

l Revision ViewingMode can be accessed here. It shows a comparison of values between different revisions.

l Update ViewingMode can be accessed here. It is a comparison view between object differences across
workspaces. Additionally, it allows the user to update the object in the current workspace from a source
workspace.

Context
Context shows all available contexts. It is possible to change context and view objects as they appear in different
contexts.

Workspace
Workspace shows all available workspaces. It is possible to the change workspace and view objects as they
appear in different workspaces.

Note: In theWorkbench toolbar next to the context selector, a toggle icon ( ) is available. It makes it possible to
switch betweenMain and Approved workspaces.

Target
Depending on the view chosen, this function changes from target to source. E.g., when in the Translation view,
this allows the user to select the source language.

Filter
A view that filters out empty attribute values, non-mandatory attributes, uneditable attributes, and/or illegal
attributes.

Primary Hierarchy
A product may be located in several different hierarchies. When searching for products, a user maywish to locate
the product in a particular hierarchy. For example, a product manager may alwayswant to view the product in its
position in themain classification (All Products). However, a web administrator maywish to view the product in its
location in the alternate web classification. This option sets the default as to which hierarchy the product will be
displayed in when it is selected from the search’s 'hit list'.

Select Version
Allows the user to set the default publication / version used for proofing.
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New View
Allows the user to create / customize a new view to hide / show attributes.

Remove View
Removes an unwanted / unneeded view.

Product Views
Shows the products that are selected.

Show Source Context
Attribute namesmay be translated. This option allows a user to view attribute values in a foreign language but still
view attribute names in the source language.

Rotate Table
This will flip the selected table so that the columns become rows and vice versa. This ismost often used in amulti-
product editor. Keyboard Shortcut = F11.

Reload
Retrieves updated information from the database including other users’ changes.

Collapse Tree
Collapses the folders in the Tree navigator.

Disable calculated values
Disables the calculation of calculated attributes. This will make the STEP interface load faster.

Note: IfDisable calculated attributes is checked, calculated attributes can be rendered one by one by clicking
theCalculate button on the Product editor

Default Font Size
Allows the user to changeGUI font.

Choose User Display Sequence Attribute
Allows the user to select a user specific Display Sequence Attribute, different from the global set up in [System
Setup], Users & Groups, in the SystemSettings tab, under Product InformationManager Default Settings.

Default Context
Sets the default context used when logging in.
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Logs
DisplaysWorkspace and SystemSetup logs.

Navigate Menu

Search
Searches for all different types of objects within the PIM (products, attributes, assets, etc.). Also contains the ability
to search a) within a selected hierarchy, b) via attribute values, and c) via custom queries.

Search Below
Performs a search within a selected hierarchy.

Goto
A quick way to jump to a particular object in the database based on the name, ID, or Unique Key value. If there are
multiple hits, it will jump to the first one it finds.

Goto Next
When there aremultiple hits from the 'Goto' function, the user can opt to select Goto Next to continue on to the
next hit.

Back / Forward
Jumps the user backwards or forwards to previously selected objects. Works the same as the Back / Forward
button in a web browser.

Bookmarks
Allows the setting of bookmarks specific to individual users – just as in a web browser. For example, a user can
'bookmark' a specific search query.
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Find Similar Product
Populates a search based on the attributes of the selected product. When selected, a window will appear
prompting the user to check off common attributes to search for.

Format Menu

Style
Users can apply style formatting to selected strings of text such as bold, italic, or custom style tags.

Clear All Styles
Removes all styling that is applied to a selected string of text such as bold and italic.

Character Tag
Inserts custom tags e.g. <BigStar/> into a text string.

Insert Special Character
This is an embedded character map. It shows themost recently used characters and offers a complete Unicode
character range.
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Maintain Menu

Insert
Insert an object based on either the currently selected tree or elsewhere.

Link
Allows users to link attributes to products, assets, products to classifications, etc.

Merge
Depending on the selected object, the user canmerge attributes, LOVs, and LOV values.

Delete
Standard 'delete' function. Warns the user if the selected folder contains subfolders. All deleted objects aremoved
to the Recycle Bin (where they can be revived or totally removed from the system).

Force Delete and Purge
If an object is selected in the workbench, and Force Delete and Purge is clicked, the object will be deleted and
purged from recycle bin.
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Unlink Object Type
A SystemSetup option. Allows a superuser to unlink a selected object type from its parent.

Duplicate
Standard 'duplicate' operation. Essentially a copy and paste in one click.

Duplicate Recursively
If a hierarchy needs to be duplicated, the user can select the top node in the hierarchy and click Duplicate
Recursively. The hierarchywill be duplicated.

Make Revision
Allows a user to force a revision on a product and provides a comment for explanation.

Approval

Approve Object

Approves an object from theMain workspace to the Approved workspace and changes the red X ( ) to either a
green checkmark ( ) or a yellow one ( ).

See theObject Approval Overview section of theSTEP User Guide / Getting Started documentation for
more information.

Partial Approval
Approve selected parts of the unapproved changes on selected object.

Check Approve
Generates report that showswhat would happen if the object is approved.

Approve Deletion
Deletes the object from the Approved workspace.

© Stibo Systems - Confidential 22



Approve Recursively
Launches a workflow process that will approve the currently selected object and all of its children.

Transfer Object To
Takes selected object andmoves it into the chosen workspace.

Update Object From
Updates the object across all workspaces, including references and values for classifications, products and
images & documents.

Update Workspace From
Updates the current workspace from another workspace. It is possible to update the entire workspace or only a
part of the workspace. Objects that do not exist in the current workspace will be transferred to the current
workspace.

Update Object
Updating objects acrossworkspaces. Thismeans that if an object exists in different workspaces, values and
references can be updated across these workspaces.

Revive
Revives a deleted object.

Revive Recursively
Revives a deleted object recursively.

Window Menu

New PIM Window
Allows the user to launch another PIM session.

Goto Dashboard
Brings the user to the dashboard.
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Zoom Window
Maximizes the selected PIMwindow.

Help Menu

Help
Brings the user to the online help documentation.

About STEP
Displays the workbench introductory window.
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Toolbar
The features accessible on the STEP toolbar, (located beneath themenu bar), are geared towards navigating
between objects and viewing object data in different ways.

The various features available on the STEP toolbar are described below.

Stibo Systems Logo

Clicking the Stibo Systems logo allows the user to toggle between the STEP dashboard and the STEP
Workbench. For more information regarding the Dashboard see theGlobal Dashboard documentation .

Context List

'Context' acts as a filter that allows a user to view object data defined by, for example, country or language.

To select the context, the user clicks the dropdown and then selects the desired context from those listed.When
working in STEP it is useful to check that the context is properly set because viewing data in the wrong context is
likely to cause significant confusion. For more information regarding contexts see the Contexts documentation .

Workspace Toggle Icon

Located to the right of 'Context', theWorkspace Toggle button, , switches the user's view of a given object
between the 'Main' and 'Approved' workspaces. In the 'Main' workspace, object information is editable. In the
'Approved' workspace, the user will see only those values that have been approved, andmay not edit them.

Navigation Icons
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To navigate backward or forward to a previously viewed screen or to refresh the current screen's data, the user
can click the 'Back', 'Forward', or 'Reload' buttons, respectively. These buttons are located between the
'Workspace Toggle' button and the URL field. When clicked, these buttons behave in a way similar to most web
browsers' 'Back', 'Forward', and 'Reload' functions.

Address Field

Tomaximize navigability of the STEP tool, all objectsmay be accessed via an in-tool URL. Aswith the URL bar in
a standard web browser, a product may be reached within STEP by pasting its unique URL into the URL bar. It is
important to note that the STEP URL always beginswith "step://", unlike web URLswhich begin with "http://" or
"https://".

Viewing mode icons

STEP enables the user to view STEP data in a variety of ways, dependent on the need.When clicked, each of the
five 'View' icons that appear to the right of the URL field in the toolbar present STEP data in different ways. Below
are the five view modes described:

Normal mode

This is the default view of the STEPWorkbench.With this view selected, users will see a listing of all relevant
attribute andmetadata associated with that object.

Translation mode

With thismode selected, users can view all object-related data in up to two languages. The data is presented in a
comparison display format. STEP automatically highlights in green those attributes that require translation.

Workspace mode

With the 'Workspace' view active, users can see object data as it appears in both the 'Main' and 'Approved
workspaces. This comparison view can be useful by allowing a user to view, at a glance, which values have
changed since the object was last approved. However, if the object is in 'Never been approved' status, only the
'Main' workspace will show when this view is active.

Context mode
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With this view enabled users can view all of an object's data for two or more available contexts in a comparison
display format. The number of contexts viewable at one time is configurable.

Revision mode

With thismode selected, users can view the current state of an object's data aswell as all previous revisions in a
comparison display format. The number of revisions viewable at one time is configurable, but the current and
previous versions are shown as the default.

Goto field

This field enables searching for specific objects. To quickly locate objects in the hierarchy by their ID, name, or key,
that data can be added into the 'Goto field' and searched on.When the desired item appears in this field, the user
can click on it, taking them directly to the object. For more information regarding theGoto field, see the UsingGoto
documentation . For more information on Keys, see the Unique Keys documentation
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Tree Tab
The Tree tab displays Products, Classifications, Assets, Entities, Publications, Collections, eCatalogs, and the
Recycle bin.
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Search Tab
The Search tab allows users to perform simple searches by typing directly into the default search field.

Users can also performmore complex searches by selecting and/or combining additional search criteria.
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For more on Searching, see the SearchOverview section of the STEP User Guide / Getting Started
documentation).

© Stibo Systems - Confidential 30



Background Processes Tab
The Background Processes tab shows all active and non-active processes in STEP. Each time there is any activity
such as imports, exports, bulk-update, creating collections, etc, there is a background processes, BGP, which
generates the logs and lets the users know if the processwas successful. In the event of an unsuccessful
background process, an error message is displayed showing the reason for failure.

Based on the type of activity being generated, there aremany different kinds of background processes. A few are
mentioned below:

1. Approve recursively

2. Bulk Update

3. Create Collection

4. Download Report
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5. Export Manager Pipeline

6. Import Manager Pipeline

7. Purge Revisions

8. Revive Recursively

9. Translation

10. Translation Import

Background Process View Options
In the Background process tab, there are two option for viewing BGPs. A user logged in can choose to see only
the BGPs that they have initiated or the user could choose to see all the BGPs run by everyone. These two options
can be selected by clicking on either the 'OneMan andGear' button or the 'TwoMen andGear' button.

One Man and Gear: This icon, , will display the background process run by the user who has logged into the
STEP system.

Two Men and Gear: This icon, , will display the background process run by all users of the STEP system. To
have this privilege available, the 'View Background Processes of Other Users' setup actionmust be added for the
users who need access to this feature.

Background Process States
Fore each background process started, there are four states that it could enter. Below each state is described in
detail:

Active Process
This shows the list of processeswhich are currently being executed. If there are any processeswhich failed, then
those processeswill still be in the active process node, but highlighted in Red color.
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Queued Process
This shows the list of processeswhich are in queue. Once the active processes are complete, the queued process
moves to the active process.

Completed with Errors
This shows a list of processeswhich are completed, but with a few errors. Theminor errors are displayed with the
details, but the one’s which can be processed will eventually complete.

Ended Process
This displays a full list of all the processeswhich have been processed without any errors.
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System Setup Tab
Schema objects aremaintained from the SystemSetup tab. Examples of such objects are Attributes, Action Sets,
Contexts, LOVs, Object Types, Tags, Units, Users & Groups,Workspaces, and Reference Types. Most actions
performed here require Super User access.
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Bookmarks Tab
The Bookmarks tab allows users to set bookmarks for any objects in the Tree, and allows users to easily access
these objects without having to search or navigate the Tree.
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Adding a Bookmark
1. On the tree, select the item to be bookmarked.

2. On the Navigatemenu, select Bookmark and Add Bookmark

Tip: Notice that the existing bookmarks are displayed on themenu.

3. Your new bookmark is displayed on the Bookmarks tab
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4. Click the new bookmark

5. The bookmarked data is displayed on the Bookmarks page
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Removing a Bookmark
1. On the Bookmarks tab, right-click the bookmark to be removed and click Remove Bookmark.

2. The selected bookmark is removed.

© Stibo Systems - Confidential 39



Editing a Bookmark
1. On the Bookmarks tab, right-click the bookmark to bemodified and click Edit Bookmark.

2. Modify the name or URL of the bookmark

3. The name is updated on the Bookmarks tab
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Copying a Bookmark to the Clipboard
1. On the Bookmarks tab, right-click the bookmark to be removed and click Copy to Clipboard.

2. Use Ctrl-V to paste the copied URL of the bookmark.
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STEP Workflow Tab
The STEPWorkflow tab has 2 sub tabs (Tasks and Profile).

Tasks

The Tasks sub tab is the primary interface for working with workflows in the STEPWorkbench.

1. Each workflow has a flipper that can be opened to display details about the workflow.

2. Administrators can configure which states are displayed for each workflow. The number of tasks for the state
are displayed.

3. The Refresh button updates the data displayed for number of tasks in the workflow.

4. Clicking theShow All Items button displays all tasks in all displayed states, regardless of the assignee. Only
users with the STEPWorkflow Administrator privilege have access to this button.

5. Clicking theShow All Items assigned to me or any group I am a member of button displays tasks directly
assigned to the user or any group that the user is amember of.

6. Clicking theShow All Items assigned to me button displays only tasks that are directly assigned to the user.
7. Clicking the ... (ellipsis) button allows users to filter the list of displayed tasks based on a Collection. For

example, if a user wanted only to see objects in the workflow where the Color Attribute = Blue, they can first
perform an Attribute search on the Search tab, then save the result as a Collection, and use that Collection to
filter the objects to display only those where Color is Blue.
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Profile

1. Click a Profile link to see details of the configuration .

2. TheEdit Configuration button allows you tomodify the data being profiled.
3. TheUpdate on-demand data button runs the profile and updates the data displayed.
4. TheCopy to Clipboard button saves the data displayed to your computer's clipboard
5. Once saved to the Clipboard, this data can be pasted into Excel for further analysis.
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Object Details
When an object is selected from the left panel in STEP (e.g.Tree tab, SystemSetup tab, etc), the right panel
displays details for the selected object. The kind and number of tabswill vary depending on the selected object.
However, all objects will have an ID, Name, andObject Type.
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Product Maintenance
This section deals with products. In STEP terms, a product is a part number, a stock number, an order number, a
catalog number, a product number, etc. In other words, any orderable item that a company sells.

After reading this section, you should be able to:

l Create/Delete products

l Link/Unlink attributes to product groups

l Edit attribute values
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Product Hierarchy
The Product Hierarchy is an organized hierarchywhere all products in the workbench are stored. This is also
where products and product attributes are linked and product attribute values are defined. Although configurable,
the Product Hierarchy is usually amulti-level hierarchy—each level controlled by its own uniqueObject Type.
Superusers can control the naming convention(s) used to categorize the products at their different levels.

The system allows for any number of different types of hierarchies to be created . For example, supplier
hierarchiesmay be set up, aswell as country/region hierarchies, customer hierarchies, and so on. All of these
hierarchy types are configured via the “Tree” tab.

That said, a standard systemwill always have aminimum setup (configuration) of one hierarchy type—the
Product Hierarchy.

The above is a screenshot of a Product Hierarchy.

All product groups are represented by a file folder ( ).

A + sign signals that the folder contains subfolders and can be expanded, the same as inWindows File Manager.

An actual product is displayed below its parent folders.

© Stibo Systems - Confidential 46



Attribute Inheritance
An important advantage of linking product attributes to the product hierarchy is inheritance.When a product
attribute is linked to a product folder, that attribute is inherited down through the tree. For example, attributes such
as Price, Warranty, Description, andManufacturer Name are considered to be global attributes. Thus, these
attributes are linked to the top level and are inherited down to all products beneath, nomatter how many levels
there are.

Attributes can be linked to any point within the product hierarchy. As just stated, 'Global' attributes are linked to the
top level, while attributes that aremore specific to the product are linked to the appropriate and corresponding
product groups. For example, the attribute 'Ink Color' would be linked to the product group 'Pens' but not to
'Projectors'.

Attribute inheritance onlymeans that the attributes are now valid (or available) for all of the products beneath
where they are linked. The process of linking attributes to different levels does not have anything to do with the
actual values that will go into the attributes for any particular product. In the 'Ink Color' example, when linking that
attribute, you are only concerned with making that attribute available to all the Pens products—not with the ink
color for every product.

Attribute Values & Value Inheritance
Once the product hierarchy is created and the attributes are linked to the appropriate locations, the next step is to
enter values. Obviously, youmust be able to state that for product ABC-2500-1006, the ink color is 'Black'. This
can be done either by importing a file manually or by entering 'Black' into the value field of the product editor in
workbench. For large amounts of data, the Import Manager is recommended.

Asmentioned above, it is possible to set attribute values for an individual product, but consider a situation where all
products within a product group share common attribute values, i.e. all pens that have the samemanufacturer.

There are two ways to approach this: 1) keep all common valueswith the individual product or 2) set the common
value at a higher level in the product hierarchy (the product group level). By setting the value higher in the
hierarchy, the attribute value is inherited down to all products beneath.

© Stibo Systems - Confidential 47



An example of an inherited value – the Product Name

The figure above shows an inherited value, which is designated by a green upside down arrow ( ).

The value is set at the product group, or in this case, 'Pens'. Therefore, all products beneath will inherit the same
value.

It is possible to override an inherited value by setting a different value at any subordinate level, e.g. the product
level. This is called a localized value. It may be that amajority of the products in a group have the same
manufacturer, so the “default” value would be found in the product group while local valueswould be set for the
exceptions.

Advantages of Inherited Values
There aremany advantages to setting common values.

l When an update is needed, the value is only entered once in the product group instead of – potentially –
separately, across hundreds of products.

l When new products are added to the group, they automatically inherit the product group’s values.

l The translation of product group values only need to be performed once, as opposed to translating the same
value every time for individual products.
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The Product Maintenance Interface

1. Product Description - This area displays the ID, Name, andObject Type of the selected product. It gives
further information about when this product was last edited and its complete path.

It also provides information about the Approved status of the product. SeeObject Approval Overviewwithin the
STEP User Guide / Getting Started documentation for more information.

2. Attribute Group 'Flippers' - All attributes and attribute groups that are valid for this product and are available
to the user for editing (via User Rights and Privileges) will display here. Each attribute group has its own 'flipper'.
Shown is the flipper for the attribute group called Category Specific Attributes.

By default, attributes shown in the Product Editor of a product are listed in alphabetical order. If an Attribute
Display Sequence Attribute has been set on your STEP system, the attributes shown in the Product Editor are
sorted according to the order set in the Display Sequence attribute. Attributes that have no sequence number, and
therefore are alphabetically sorted, will be placed last in the list. SeeAttribute Display Sequence within the
STEP User Guide / Getting Started documentation for more information.
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Creating New Products / Product Groups
The following task list is appropriate for all objects except Attributes, Assets, and Users.

SeeOverview of Asset Maintenancewithin theSTEP User Guide / Getting Started documentation for more
information on asset creation.

Note: Themenus and windowsmay change slightly depending on the object being created.

1. Select the parent folder. Right-click and selectNew... from the context menu.

2. Select the appropriate type of object to create (i.e. SalesItem). Type in the ID and Name of the new object.

Depending on the parent object, the list below will contain different choices – or may not appear at all. The ID field
must be unique. In some system setups, the ID is autogenerated and will simply display the next number in a
system list. In that case, just type in the name.

3. Select theCreate button.

The newly created object will appear.
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Deleting Products / Product Groups
1. Select the item to be deleted. Right-click and selectDelete from the context menu.

2. A delete confirmation window will appear. SelectDelete and the object will go to the Recycle Bin.

Note: Themenus and windowsmay change slightly depending on the object being deleted.

If the object has subfolders, a separate warning window will appear and ask if you wish to continue. You cannot
delete an object (i.e. empty fromRecycle Bin) if it is used in amodule (for products & assets). Ideally, the user
should check to see whether the object is being used in amodule before sending it to the Recycle Bin.
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Linking an Attribute to a Product
Tomake attributes valid for products, theymust be linked to the appropriate trees in the Product Hierarchy. Many
attributeswill be global attributes linked to the “Product Hierarchy” root node. These global attributes are then valid
for all products.

1. Select the product or product group, then click theReferences tab. Under Linked Attributes, clickLink to
Attribute.

A standard search window will appear.

2. Locate the appropriate attribute(s) and then clickSelect.
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Unlinking an Attribute from a Product
Right-click on the attribute row under Linked Attributes area and selectRemove Link to Attribute (Ctrl + “-”)
from the context menu.
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Editing Attribute Values
Values can bemaintained at the individual product level or on a selected group of products.

Edit Single Product
1. Navigate to the relevant product in Tree and open up the product editor.

2. On theProduct tab, select the value field next to the attribute you wish to edit.

Note: Editing in the workbench is similar to Excel editing. Pressing the tab key shifts the focus to the next cell.
Shift+Tab shifts the focus to the previous cell. F2 enters the cell. Alt+F2 will open a large editor with a dialog to
assist keying in a valid value.

3. Make the appropriate changes to the attribute value and then hit Tab to leave the value field.

Edit Multiple Products
1. Navigate to the relevant products in Tree andmulti-select them to open up themulti-product editor.
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The valid attributes for the selected products will appear on the right. To flip the columns& rows, either right-
click & selectRotate Table or press F11. To view all products within a product group, select the group & then
select theSub Products tab on the right.

Multi-product Editor

2. Type in the appropriate values in each cell.

Additional Notes
l If the object has subfolders, a separate warning window will appear and ask the user if theywish to continue.
Some attributesmay have validation rules assigned to them. Users can tell this by the icon next to the attribute
name. For example: means that there is a Text validation for this attribute. Values that are enteredmust
conform to the preset validations. There are no exceptions.

l Some attributesmay have a List of Values (LOV) to choose from. In this case, the user is presented with a
dropdown list with a selection of choices. In some cases, usersmay be able to add additional values by typing
directly in the LOV field.

l Copy/Cut & Paste - The editor will allow users to copy/cut & paste from other sources. These are similar to
Excel in functionality.

l A large editor can be opened by pressing Alt+F2. For text based attributes the following short-cuts can be used
in the large editor

l Ctrl+Shift+Space: Inserts a non-breaking space

l Ctrl+Y will open a style tag dialog

l Ctrl+R will open a character tag dialog

l Ctrl+H will open a special character dialog

© Stibo Systems - Confidential 55



The Product Variants Tab
List view

1. View dropdown - Dropdown for switching between List view andMatrix view.

2. Validate checkbox - When checked, products that have potential duplicateswill be highlighted with a red
background. Information about possible duplicates on a highlighted product is shown in a tooltip when hovering
over the product. If no potential duplicates are found a green checkmarkwill be shown next to the check box label.

3. Variant attribute - Column showing attributesmarked as variant attributes. An attribute ismarked as a variant
attribute by linking the 'Super Product' (the product containing the variant products) to the desired attribute, and by
setting a priority for that attribute.

4. Variant attribute values - The value of a variant attribute. Values can be changed by clicking the value and
choosing another value from the drop down.

Matrix view

1. Row and Column - Here you can specify which variant attributes should be shown as columns and which
should be rows.

2. Variant Info - The dropdown is used to change between different views. Two views are available: "Title", which
makes only the title visible in thematrix view and "Primary Image & title", which also displays an image in thematrix
view if the primary image attribute contains an image.

3. Matrix cell - Products are grouped in cells defined by the variant attributes selected for rows and columns,
making it easy to identify potential duplicates.
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The Sub Products Tab

1. Viewing Menu - This dropdownmenu allows you to choose the different viewingmodes to display what
information you want to see. This grid view lets you see and edit attributes for the products under a parent
node. The advantage of this view is that youmay compare products on one screen rather than having to scroll
to each individual product.

2. List of Attributes - All attributeswith values used in each product under a parent group.
3. List of Products - Products that reside under the parent group.

Note: You have the option of highlighting the different values in each product by right-clicking and selecting the
Mark Different option in the Object Details Screen.

Note: The grid view can also change in orientation.
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The References Tab

1. Document References - Documents that are linked directly to the currently selected product will display here.

2. Image References - Images that are linked directly to the currently selected product will display here.
3. Classifications - Product to Classification links will be shown here. It allows the currently selected product to

be lined into Classifications.

Icons
used
for
Link
Types

Description

Link Icon

Link is inherited from a higher level in the Tree.
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Icons
used
for
Link
Types

Description

Link Type is set to be Mandatory. A Link from Product to Classification will have to exist in order to Approve Product
or Classification. If a Mandatory Link has not been established, Approval will be prevented.

Important: The Approval check for Mandatory Product to Classification Links is determined by the
ownership of the Product to Classification Link. TheOwnership of a Link is setup on the Classification
Object Types. For more information, seeObject Types and Structureswithin theSystem Setup
documentation.

4. Product References - ShowsProduct to Product References. It allows the currently selected Product to be
referenced to another Product.

Icons used for
References

Description

Reference Icon

Reference is inherited from a higher level in the Tree. The inherited Reference can be
overwritten.

Reference is set asMandatory.

Reference is set asmandatory. A Reference is inherited from a higher level in tree. The
inherited Reference can be overwritten.

5. Index Words - Allows you to link indexwords to the currently selected product. Indexwords are now
maintained in a dedicated hierarchywhere it is possible tomaintain the word itself along with a sort word.

6. Publications - Publications that the currently selected Product is linked to will be displayed here. 
7. Linked Attributes - Attributes that are linked directly to the selected product and attributes that were linked

further up in the hierarchy (and are being inherited) will display here. The Inherited from column showswhere
the attribute is linked.

The first column under Linked Attributes always shows the Display Sequence attribute. The (inherited) symbol
in front of the row tells you if the Display Sequence attribute is inherited from a higher level in the hierarchy. If there
is a (inherited) symbol next to the number, the value of the Display Sequence attribute is directly taken from the
Display Sequence value set on the Attribute itself.
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In theAttribute Groups column, you can see if the attribute belongs to one or more Attribute Groups.
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The Referenced By Tab

1. Referenced by Products, Classifications or Entities - Products, Classifications and/or Entities that the
current Object is referenced bywill display here.

2. Used By Product-Overrides - Showswhich Product-Override is based on a specific product and it also
showswhich Product-Overrides have the product as a child.

3. Linked into Product-Overrides - Shows if a Product is used in a Product-Override.
4. Used by Match Code Objects - Shows if a Product is being used in aMatch Code.
5. Used on Page - ShowsPages saved back to PIM that Product ismounted on.

6. Applied Privileges - Showswhich privileges are applied.
7. Visible Sub-Products in Other Contexts - Showswhich Sub-Products are visible in another Context.

Note: Only if the Product hierarchy is dimension dependent.
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The Images & Documents Tab
All images and documents linked to a selected product are displayed as thumbnail images on this tab. STEP also
displays useful information for each asset. Asset name, pixel size, file size, and the asset reference type being
used for linking display beneath each thumbnail. For more on image and document reference types, see the
Reference Types topic in theSuper User Guide / System Setup documentation.

Interacting with Assets on the Documents Tab
When a user is on the Images and Documents tab, they are able to interact with the assets in a number of ways.

l They can click the asset name and be brought to where the actual images and documents reside in the
classification folders.

l By right-clicking on the asset, users can edit any assets on the page, open an external viewer, save the image to
a disk or local PC, and view the image on a larger scale.
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l A user can also filter the images by entering the name of the asset in the 'Filter' filed. This action displays assets
that arematched to the name entered in the field. It is important to note that when using the filter, wild cards (*)
will not work . However, users can enter a few characters of the asset name, and STEP will find all of the assets
which have these characters.

To remove the applied filter, users have to delete the characters in the filter field and press the Return / Enter
key on their keyboard.

l Lastly, there are two buttons displayed at the top of the Images and Documents tab, Previous andNext, that
allow the user to navigate to the next screen of linked assets whenmore than 50 assets are linked to a product.
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The Status Tab

1. Revisions - A record of all the changes that have beenmade to a currently selected product will display here.
This record will allow you to see the user that made the change and when the change wasmade.

2. Workspaces - All the workspaces that the selected products are in will display here.
3. Translation - All the translation relations and translation statuseswill display here. For more information, see

About STEP Translationwithin the Translation documentation.
4. Approval status in all contexts - Displayswhich contexts the product is approved in.
5. Hidden Values - Hidden inheritance value not associated with the product's parent. Usually this value is

based on some other context such as language or country.

6. Diagnostics - Displays any ongoing issues associated with the topic.
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The Table Tab

1. Tables - All the table types that are relevant to the currently selected product will appear here.
2. Definition Sub-Tab - Allows you to create columns and rowswithin a selected table type.
3. Preview Sub-Tab - Allows you to preview a selected table type. You are also able to create table

transformationswhich allow you to sort, insert rules, format, andmerge or remove certain columns or rows.

SeeSetting Up Tableswithin the Tables documentation for more information on table creation.
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The Proof View Tab

1. Template - The default template applied to the currently selected product will appear here.
2. Proof View - Allows you to preview a template for the currently selected product. This is a close representation

of how it would lookwhenmounted onto a page.

Note: For more information on template creation, please refer to the STEP’n’design User Guide.
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Product-Override
Product-overrides are alternate versions of products and product families that may have differing values,
references, links, and structures. Attributes and values applied to the product family are inherited to the product-
override and can be replaced with local values and references on the product-override.

Note: A product-override can include products from various product Families.

1. Tree Structure - The product-override option is only available in the product structure.

2. Override Interface - The product-override object makes it possible to override the children, attributes, and
references of a product / product family. This is useful in order to publish a limited version of a product family
without modifying the object itself.

Example of a Product-Override:
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In this example a Product-FamilySki Jacket Pro has three products. A product-override 104061 is created and
based on the product familySki Jacket Pro. Attributes, values, and references are inherited from the product
familySki Jacket Pro to the product-override and can be replaced with local values and references on the
product-override.

Later, two products from the product familySki Jacket Pro are linked into the product-override: SKU 00001 and
SKU 00002. The product-override only contains a subset of the products included in the original product familySki
Jacket Pro. The product-override has SKU 00001 and SKU 00002, but not SKU 00003.

Important: Values and references inherited to a product-override will not be inherited to products linked into the
product-override. These products will have their values inherited from their original structure instead.

Selecting the Product tab or References tab on the product-override will indicate with a yellow icon, if a reference
is inherited from an overridden product. In this example, the Primary Image reference is inherited from the product
Ski Jacket Pro. The inherited reference can be replaced with a local reference.

Creating a Product-Override
1. In Tree, Select a Product Family
2. Right-Click and selectNew Product-Override
3. In the Create Product-Override dialog,

l Click anObject Type

l Key in ID and Name

l Optional: Press the ellipses button [...] to select a product family to adapt values, references, and links
from. The product-override will inherit all values, references, and links from the selected product family.
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l Optional: Click 'Adapt Children' if the product-override should also include all products from the overridden
product family.

4. PressCreate to create the product-override.

Linking Products into a Product-Override
1. In Tree, select the product-override
2. Right-click the product-override and selectAdd Children to Override
3. Search orBrowse for the products to be linked into the product-override

Removing Products from the Product-Override
1. In Tree, select the product-override
2. Expand the product-override and select the product to be removed

3. Right-click and selectRemove Child from Override

Creating a Sub-Product-Override
1. In Tree, select the product-override
2. Select a product linked into the product-override

3. Right-click the product and click Convert to Product-Override

The product will be converted into a product-override. Values, references, and links will get inherited from the
overridden product. 
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Entity Maintenance
This section deals with Entities. In STEP terms, an Entity could be any object not defined as a product. Entities are
commonly used tomodel customer related data such as contacts, addresses, markets or customers, though they
can be used for any number of datamodeling scenarios.

Compared to Products, Entities do not contain all of the Product specific functionality like GDSN tracking,
packaging hierarchies, specification attributes, value inheritance, or tables. It is also not possible to publish Entities
in printed form or to translate Entities using a background process.

However, Entities retain the standard datamodeling capabilities and provide evenmore configurability, in that it is
possible to define an entity object type that does not have to be approved. Entities can be created as globally
revisable, meaning they are the same in both theMain and Approved workspaces.

Entity Hierarchy
Any number of entity hierarchies can be added to any system. For example, youmay set up address hierarchies,
customer hierarchies, market hierarchies, and so on. All of these hierarchy types are set up viaObject Types and
Structures, which can be found in theSystem Setup documentation.

The above is an example of an Entity Hierarchy.

Entities are represented by icons chosen as part of the implementation process and will likely differ on each
system.

A + sign signals that the entity contains child entities and can be expanded, while a - sign tells you it is already
opened.

Entity Values
Once the Entity Hierarchy is created and Description Attributes are applied to the Entity Object Types, the next
logical step is to start entering values.
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Note: It is not possible to link Specification Attributes into Entities. Only Description Attributes can be applied to
Entity Object types and will appear in the Entity editor.

An example of an Address:
The figure above shows an Entitymodeled as an Address. The Entity Object has 4 Description Attributes applied -
City, Country, Street and Zip that can bemaintained, aswell as the Name. In this example, the Entity Object Type
has beenmodeled to beGlobally Revisable. For Globally Revisable entities, approval is not applicable and
therefore the Approval status is not shown.
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Creating, Deleting, and Editing Entities
Creating New Entities
1. Select the relevant Entity Object (in this example Customer). Right-click and select 'New Entity Node' from the

context menu.

Note: Tree iconsmay appear different and are created by the customer according to preference.

2. Select the appropriate type of object to create (in this example Address). Type in the ID and Name of the new
object. Depending on the parent object, the list below will contain different choices . The ID field must be
unique. In some system setups, the ID is autogenerated (as in the example below) and will simply display the
next number in a system list. In that case, just type in the name.
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3. Select theCreate button. The newly created Entity Object will appear.

Deleting Entities
1. Select the Entity Object to be deleted. Right-click and select 'Delete' from the context menu.

Editing Entity Values
Values can bemaintained at the individual Entity Object or on a selected group of Entities.

Note: If a field is colored yellow, it cannot be edited. This is because the field is either inherited or not valid for the
object type.

1. Multi-Select the relevant Entities by pressing the Control key to select desired Entities.

The valid attributes for the selected Entities will appear on the right. To flip the columns& rows, either right-click &
select 'Rotate Table' or press F11.

2. Type in the appropriate values in each cell.

© Stibo Systems - Confidential 73



Editing is similar to Excel editing. Pressing the tab key takes the focus to the next cell. Shift+Tab shifts the focus to
the previous cell. F2 enters the cell. Alt+F2 will open a large editor with a dialog to assist keying in a valid value.
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Entity References, Referenced By, and Status Tabs
References Tab
Selecting the References tab on an Entity Object will list valid References. In this tab it is possible tomaintain
references from the selected entity to other objects.

SeeReference and Link Types in theSTEP Super User Guide documentation for more information.

An entity can reference a number of difference objects. It is possible to create:

l Entity to Entity references

l Entity to Product references

l Entity to Classification references

l Entity to Asset references

In the example below one Entity to Entity reference type is valid on the selected entity object. Clicking the + will
open a large editor where you can select objects to be referenced. Alternatively you can key in an object in one of
the white target fields and press enter.

Referenced By Tab
Selecting the Referenced By tab on an entity will list valid Reference Types. In this tab it is possible tomaintain
references from other objects to current entities.

SeeReference and Link Types in theSTEP Super User Guide documentation for more information.

An Entity Object can reference a number of difference objects. It is possible to create:

l Product to Entity

l Entity to Entity

© Stibo Systems - Confidential 75



l Asset to Entity

l Classification to Entity

In the example below, one Entity to Entity reference type is valid from an Entity to the current selected Entity
Object. Clicking the + will open a large editor where you can select objects fromwhere a reference to the current
selected Entity Object should bemade. In the example, a reference from an entity named 'Customer A' ismade to
the current selected Entity Object.

Status Tab
A record of all the changes that have beenmade to a currently selected entity will be displayed here. This record
will allow you to see the user that made the change and when the change wasmade.
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Overview of Publication Maintenance
Before generating InDesign pages fromSTEP through any of theSTEP Publisher components—
STEP'n'design ('drag and drop'), STEP Flatplanner, STEP AutoPage, or STEP PublishingWebUI—it is
necessary to build out a publication hierarchy (green hierarchy) in the STEPWorkbench.

The topics in this section describe how tomanually create the necessary objects in the Tree that compose a
standard publication hierarchy. Instructions are also included for duplicating a publication and linking products,
assets, and classifications to nodes (publications and sections) in the publication hierarchy.

Before creating any of the objects detailed in this section, youmust first ensure that all relevant object types for the
publication hierarchy have been created inSystem Setup. Instructions on how to create and configure these
object types are detailed in theCreating a Standard Publication Object Type Hierarchy section of the
System Setup / STEP Super User Guide documentation.

A publication hierarchy can also be built by importing aSTEPXML or Publication Excel file. Details on these
more automatedmethods of creating a publication hierarchy are not included in thePublication Maintenance
documentation. For more information on building a publication and publication hierarchy through imports, see the
following sections of the STEP online help / STEP user guides:

STEPXML imports:

l STEPXML Format in theSTEP Import Manager documentation
l Managing Objects in AutoPage in theAutoPage documentation

Publication Excel imports:

l Importing Publications in Excel in theSTEP'n'design documentation
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Creating a Publication Group
Creating a publication group in the STEPWorkbench is the first step in creating a publication after all necessary
publication-related object types have been configured in SystemSetup. Publication groups not only serve as the
parent nodes of publications, but at least one publication groupmust exist before publication templates and
product templates can be saved back to STEP.

Note: Unless created by Excel or STEPXML import, publications cannot be created in STEP until at least one
publication template and one product template has been saved back to the workbench. For instructions on how to
configure and save these templates into STEP, see theSTEP’n’design documentation.

Steps to Create a Publication Group
1. In the Tree, click on the top level of the publication hierarchy (green tree node). The standard ID of this root

node isPublication hierarchy root. If this root node does not exist on your system, contact Stibo Systems for
assistance.

2. Right-click and selectNew Publication Group.

3. In the Create Publication Group dialog box that displays, click the relevantObject Type, if applicable.
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Note: In order to choose an object type for your publication group, these object typesmust first be defined in
SystemSetup. For more information, seeCreating a Publication Group Object Type in theSystem
Setup / STEP Super User Guide documentation.

4. Type an ID in the ID field if the STEP ID for your publication group object type has not been set to autogenerate
with an ID Pattern in SystemSetup. (The preceding screenshot shows an ID that has been created
automatically.)

5. In theName field, type a name for the publication group.
6. ClickCreate. The publication group is created.

A Note on Revisability
Publication Groups objects are globally revisable, meaning that they are the same in both theMain and Approved
workspaces. Each time a change ismade by a different user, a numbered revision is created and logged.
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Creating a Publication
Publications are created in the green publication hierarchy in the Tree by the same basic processwhether the
publication will be used for standard STEP'n'design publishing ('drag and drop'), AutoPage, or Flatplanner.

Unlike themore straightforwardmethod of creating objects in the Product or Classification hierarchies, all
publications require the linkage of two types of STEP'n'design templates: publication templates and product
templates. Flatplanner publications require three template types: publication templates, product templates, and
page templates. These templatesmust already be saved in STEP before a publication can be created.

Though publications can be imported in STEPXML or Publication Excel formats, it is recommended to create your
first publication in STEPmanually. Once created, this publication can be exported to produce a 'template'
spreadsheet that can be used for later publication imports.

Steps to Create a Publication Manually in the Workbench
1. In the Tree, open the top-level node of the publication hierarchy, then navigate to the publication group object

in which you would like to create your publication.

2. Right-click this publication group object and selectNew Publication.

3. A Create Publication dialog box displays.
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4. If the STEP ID for your publication object type has not been set to autogenerate with an ID Pattern in System
Setup, type an ID in the ID field. (The preceding screenshot shows an ID that has been created automatically.)

5. In theName field, type a name for the publication (a name is required for publications).
6. In theObject Type list, select a publication object type (only applicable if more than one publication object type

has been created in SystemSetup).

7. In standard STEP systems there will be only one choice of engine—InDesign engine. If aQuark engine is
required, contact Stibo Systems for assistance.

8. Under theProduct Templates flipper, clickAdd template. A Select Product Template dialog appears.
Either search or browse for the product template(s) that you would like to use in your publication. To select
more than one template, hold the Ctrl or Shift keywhile making selections. ClickSelectwhen finished.
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9. (For Flatplanner publications only)Under thePage Templates flipper, clickAdd template. A Select Page
Template dialog appears. Either search or browse for the page template(s) that you would like to use in your
publication. To select more than one template, hold the Ctrl or Shift keywhile making selections. ClickSelect
when finished. (You can add page templates after creating the publication if the page templates are not already
in STEP.)

l A green checkmarkwill appear next to the first page template to indicate that it is the default page template
for the publication. To change the default template, click in the emptyDefault cell next to the page template
that you would like tomake default.
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9. In the Publication Template field, click the ellipsis button. A Select Publication Template dialog appears.
Either search or browse for the publication template that you would like to use in your publication. ClickSelect
when finished.

Note: Only one publication template is allowed per publication, as it is themaster reference for all page sizes,
paragraph styles, object styles, character styles, colors, and table rule settings in your publication.
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10. ClickCreate. The publication will now be created together with aCommercial Data folder. The Commercial
Data folder is created by default with every publication object. Though it cannot be deleted, it will not negatively
impact the publication if it remains empty.

11. Once the publication is created, the systemwill automatically route to theVersion tab.

12. Before proceeding further with publication creation, youmust create at least one publication version. For
instructions on creating a version, seeCreating and Removing a Version in thePublication Maintenance
documentation.
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Creating and Removing a Publication Version
Once a publication object has been created, the next step in completing a publication is to create at least one
version. Publications need at least one version to define the context(s) and workspace(s) that will be used within
the publication. Multiple versions are created when there aremultiple languages being used within the same
publication. For example, if the publication will be published in five languages, then five versionswill be created.

Note: Publication sections cannot be created until at least one version has been defined.

Creating a Version
1. In the Tree, open the top-level node of the publication hierarchy, then navigate to the publication in which you

would like to create your version.

2. Select theVersion tab. TheVersion Description flipper displays.

3. ClickAdd version. A Create Version dialog box displays.

4. If the STEP ID for the 'Publication Version' object type has not been set to autogenerate with an ID Pattern,
type an ID in the ID field.

5. In theName field, type a name for the version.
6. From theContext dropdown list, select the context fromwhich the product data should be published.
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7. From theWorkspace dropdown list, select the workspace fromwhich the product data should be published.

8. ClickCreate to create the version.
9. Create the number of versions needed by repeating steps 1 - 9 or by duplicating the version you just created.

Note that the name, context, and workspace can be changed after creating a version.

Removing or Duplicating a Version
1. To remove a version, right-click on the version that you want to remove from the publication, then select

Remove version. The version will be removed.
2. To duplicate your version, right-click on the version that you want to duplicate, then selectDuplicate version.

The version will be duplicated.
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Creating a Section
After creating a publication object with at least one version, the next step in completing your publication is to create
at least one section. Sections are required for storingmounted (actual) InDesign pages in STEP aswell as
creating Flatplanner planned pages (spreads).

Steps to Create a Section
1. In the Tree, open the top-level node of the publication hierarchy, then navigate to the publication object in

which you would like to create your section.

2. Right-click this publication object and selectNew Publication Section.

3. In theNew Section dialog that displays, select the relevant sectionObject Type (only applicable if more than
one section object type has been created in SystemSetup).
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4. In the ID field, type the ID of the section (if not generated automatically).

5. In theSection Name field, type a name for your section. If no name is provided, STEP will automatically name
the section with the STEP ID of the section surrounded by parentheses, e.g., (123005).

6. If your system does not contain the STEP Flatplanner publishing component, no additional configuration steps
are required. ClickCreate to create the section.

TheDTP Documents node is automatically created along with sections. The DTP Documents node is used to
storemounted (actual) InDesign pages in STEP.

Additional Steps for Flatplanner Publications
For systems that contain the STEP Flatplanner publishing component, the fields within thePages section of the
New Section dialogmust be populated before the section can be created.

1. In the First pagenumber field, type the page number at which the planned pages in the section should begin.
(For new sections, the default page number is 1. For subsequent sections in the same publication, the page
number will pick up after the last page number in the previous section.)

2. In theNumber of pages field, type desired number of planned pages that should be created along with the
section.

3. In thePage Template dropdown, choose the page template that should be used for the planned pages in the
section. To create a section without any planned pages, enter '0' forNumber of pages. (Note that planned
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pages cannot be named at the time sections are created. If names are required, theymust be added after the
planned pages have been created.)

Note: It is also possible to add sections to a Flatplanner publication using the Publication Planner. For more
information about the Publication Planner, see Inserting Sections in A Publication in Publication
Planner in the Flatplanner documentation.

Create a New Section From Existing
Creating a new section from an existing section is a useful feature that can help reduce time spent onmanual tasks
such as:

l Reassigning of product templates on Flatplanner pages

l Remounting of attribute values on pages

l Re-saving of InDesign pages into STEP

Steps to Create a New Section From Existing
1. In the Tree, navigate to the publication or section where you would like to create the new section.

2. Right-click and selectCreate new Section from existing….

© Stibo Systems - Confidential 89



3. In theCreate Section dialog that displays, click the ellipsis button (…) by the From Section field. (Or, type the
name or ID of the section into this field.)
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4. In theSelect Section to copy from dialog, browse to or search for the relevant section, then clickSelect.

5. Type an ID in the ID field if the STEP ID for your section object type has not been set to autogenerate with an
ID Pattern in SystemSetup. (The following screenshot shows an ID that has been created automatically.)

6. Type a name for the section in theName field.
7. Select Include linked elements to carry over the product and asset objects that are linked to the source

section.

8. To keep all mounted (actual) pages from the original section, select Include documents and actual pages .
(For Flatplanner publications, a duplicated section will still contain all planned pages even if this checkbox is not
selected.)

9. If Include documents and actual pages is selected, theUpdate all values checkbox is activated and the
Destination Version andSource Version options display.

10. Under Source Version, choose the relevant publication version (from the source section) from the dropdown
list(s). This will essentially 'map' the actual pages from the source section into the relevant Destination Version
in the destination section.

© Stibo Systems - Confidential 91



11. CheckUpdate all values if you would like the actual (mounted) pages in the new section to be updated with all
changesmade to attribute values in STEP since the time that the original pagesweremounted.

Note: 'Update all values' will update all attributes from the original section. There is no way to choose a subset
of attribute values to update when duplicating a section.

12. The checkbox forObtain values from transformed tables, checking for table structural changes is
activated ifUpdate all values is selected. SelectObtain values from transformed tables, checking for
table structural changes if the following statements apply:

l Mounted tables exist on the actual pages of the original section

l Attribute valueswithin these tables have changed in STEP since the original section was created

l Youwould like to update the values contained in the table cells but do notwant to completely remount the
tables

Updated table cell valueswill be populated as they exist in the resolved table in STEP, i.e., the way the table
appears in STEP after all transformations have been applied.

Note: Any new transformations applied to tables since the original section was created will not be applied to
the updated tables in the new publication.

IfObtain values from transformed tables, checking for table structural changes is not selected, all
tables will be remounted in the new section. Remounting a table will update the tables with any changesmade
in STEP but will also cause the loss of anymanual table formatting that was applied to the tables in the original
section. Manual formatting includes changes such as the adjustment of columnwidths or addition of
background shading to cells.
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If the actual structure of a table itself has changed in STEP since the table wasmounted in the original section,
the table will be remounted in the new section regardless of whetherObtain values from transformed
tables, checking for table structural changes is checked or not. A basic example of a structural change to
a table is the addition or removal of a row or column.

Note: A configuration property can be set to allow values to update in tables—without remounting—even if
structural changes are present. For more information, see thePreventing the Remount of Structurally
Different Tables in Duplicated Publications section of theDuplicating a Publication topic.

13. In the Process description field, youmay enter a name for the background process that will run when
starting the duplication, though a name is not required.

14. ClickDuplicate. A 'Create Publication Section as copy of' background process starts and aStarting process
dialog box appears.

15. ClickGo to process to monitor the background process or clickClose to exit the dialog (the background
processwill still run).

16. Once the background process has finished, the new section can be found as a child object inside the
publication or section fromwhich the duplication processwas started.
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Organizing Publication Sections in STEP
Sections and subsections in publications can bemanually organized in the Tree through simple drag-and-drop
operations as long as the following object types are set toManually Sorted = Yes:

l Publication Group (typically, the object type with the STEP ID 'Publication group root')

l Publication (typically, the object type with the STEP ID 'Default publication type')

l Section (typically, the object type with the STEP ID 'Section')

Subsectionsmay be dragged and dropped out of their parent sections and promoted to higher-level subsections
or top-level sections. Likewise, sectionsmay be dragged and dropped into other sections, enabling the 'demotion'
of sections to subsections.

This functionality simplifies themaintenance of more complex publicationswheremultiple levels of organization
are needed.

The following screenshots shows a 'before' and 'after' example of sections and subsections rearranged in the Tree
through drag and drop. The 'before' image (left screenshot below) shows two top-level sections ('Safety' and
'Safety Equipment') with three subsections below the 'Safety Equipment' section. The 'after' image (right
screenshot below) shows an updated order, with 'Safety' as the parent section andmultiple levels of subsections
beneath.
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Note: Sectionsmay still be rearranged by drag and drop in the Tree ifManually Sorted is set toNo on
publication group, publication, and section objects, but the sectionswill automatically arrange themselves in
alphabetical order.

Templates (Publication, Product, and Page) may also bemanually sorted in the Tree ifManually Sorted is set to
Yes on the publication group object type. See theSorting Templates in STEP section of the STEP'n'Design
documentation for more information.

For more information about object type sorting in STEP, see theManually Sorted section of theSystem Setup /
STEP Super User Guide documentation.
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Duplicating a Publication
To simplify the creation of new publications that are similar to existing ones, duplicating a publication is a useful
feature that can help reduce time spent onmanual tasks such as:

l Remapping of import configurations for commercial data

l Reconfiguration of layer mappings

l Resaving of mounted (actual) pages into STEP

A common use case for needing to duplicate a publication is when a catalog is very similar from year to year. When
it is time to produce the latest catalog, the publication from the previous year can be duplicated.

Steps to Duplicate a Publication
1. In the Tree, open the top-level node of the publication hierarchy, then navigate to the publication that you would

like to duplicate.

2. Right-click and selectDuplicate. A Duplicate dialog box appears.

3. In the ID field, type the ID of the publication (if not generated automatically).

4. In theName field, type a name for the publication.
5. To keep all mounted (actual) pages from the original publication, select Include documents and actual

pages. (For Flatplanner publications, a duplicated publication will still contain all planned pages even if this
checkbox is not selected.)
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Note: An InDesign server must be connected to your STEP system in order to duplicate actual pages into a
new publication. If you select Include documents and actual pages and your system is not connected to an
InDesign server, the publication duplication processwill fail. For more information on the deployment of an
InDesign server, contact Stibo Systems.

6. The checkbox forUpdate all values is activated if Include documents and actual pages is selected. Select
Update all values if you would like the actual (mounted) pages in the new publication to be updated with all
changesmade to attribute values in STEP since the time that the original pagesweremounted.

Note: 'Update all values' will update all attributes from the original publication. There is no way to choose a
subset of attribute values to update when duplicating a publication.

7. The checkbox forObtain values from transformed tables, checking for table structural changes is
activated ifUpdate all values is selected. SelectObtain values from transformed tables, checking for
table structural changes if the following statements apply:

l Mounted tables exist on the actual pages of the original publication

l Attribute valueswithin these tables have changed in STEP since the original publication was created

l Youwould like to update the values contained in the table cells but do notwant to completely remount the
tables

Updated table cell valueswill be populated as they exist in the resolved table in STEP, i.e., the way the table
appears in STEP after all transformations have been applied.

Note: Any new transformations applied to tables since the original publication was created will not be applied
to the updated tables in the new publication.

IfObtain values from transformed tables, checking for table structural changes is not selected, all
tables will be remounted in the new publication. Remounting a table will update the tables with any changes
made in STEP but will also cause the loss of anymanual table formatting that was applied to the tables in the
original publication. Manual formatting includes changes such as the adjustment of columnwidths or addition
of background shading to cells.

If the actual structure of a table itself has changed in STEP since the table wasmounted in the original
publication, the table will be remounted in the new publication regardless of whetherObtain values from
transformed tables, checking for table structural changes is checked or not. A basic example of a
structural change to a table is the addition or removal of a row or column.

Note: A configuration property can be set to allow values to update in tables—without remounting—even if
structural changes are present. See thePreventing the Remount of Structurally Different Tables in
Duplicated Publications section later in this topic for more information.

8. Select Include commercial information to duplicate the commercial lists and commercial data import
configuration(s) into the new publication.

9. Select Include linked elements to carry over the product and asset objects that are linked to the sections in
the original publication.
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10. In the Process description field, youmay enter a name for the background process that will run when
starting the duplication, though a name is not required.

11. ClickDuplicate. A Publication Duplication background process starts and aStarting process dialog box
appears.

12. ClickGo to process to monitor the background process or clickClose to exit the dialog (the background
processwill still run).

13. Once the background process has finished the new publication can be found in the Tree .

Create a New Publication from Existing
Another method of duplicating a publication in STEP is to create a new publication from an existing publication.
Thismethod is ideal if you do not want to locate the existing publication, duplicate it, then cut and paste or drag and
drop the duplicated publication from the 'old' location to the 'new' location.

1. Locate the publication group where you would like to create the new publication.

2. Right-click and selectCreate New Publication from existing one....
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3. Browse to or search for the publication that you would like to duplicate. ClickSelect.
4. The sameDuplicate dialog box as described in step 2 of the 'Steps to Duplicate a Publication' section of this

topic (above) displays.

5. Follow steps 3 - 11 as outlined in that section to create your new publication.

Preventing the Remount of Structurally Different Tables in Duplicated Publications
To prevent tables with structural differences from remounting in a duplicated publication, a config propertymay be
added to the sharedconfig.properties file on the STEP application server. This property is
InDesign.TableMissMatch.

l IfObtain values from transformed tables, checking for table structural changes is selected during
the publication duplication process and InDesign.TableMissMatch is set to = 1, then tables with structural
differenceswill not remount in the duplicated publication. Attribute values in the table will update but the table
structure will not change. Manual formatting from the original publication will also remain.
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l IfObtain values from transformed tables, checking for table structural changes is selected and
InDesign.TableMissMatch is set to = 2, tables with structural differenceswill remount andmanual
formatting will be lost.

l IfObtain values from transformed tables, checking for table structural changes is selected and
InDesign.TableMissMatch is set to = 3 (or any other value), tables with structural differenceswill be
skipped. Valueswill not be updated, nor will tables be remounted.

Considerations and Limitations
If the possibility exists that a large number of attribute values have been changed in STEP since the time that the
original publication was completed, it is not recommended to update all values during publication duplication by
selecting theUpdate all values checkbox. It is recommended instead to duplicate the publication with the original
values intact, then update the values on the duplicated pages afterward fromwithin InDesign.

The reasons for this recommendation are:

l Updating attribute values by clickingUpdate all values is an 'all or nothing' scenario. The data update
options under the STEPmenu in InDesign—includingUpdate Document Data andCheck DB Update—
allow greater flexibility in what should be updated, including the ability to update values from specific attribute
groups only.

l Updating data in InDesign also allows for values to be updated in text but not in tables. Updating values in
tables all at once during publication duplication can provide unpredictable results if there have been
structural changesmade to the tables since the creation of the original publication.
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Linking and Unlinking Publication Products,
Assets, and Classifications
Product, asset, and classification objectsmay be linked to publication sections in the publication hierarchy.
Product and asset objects (but not classifications) may also be linked to publications.

Linking products and assets to a publication at the top level can be a useful way tomake a 'collection' of objects
available for the entire publication. Linking products, assets, and classifications to publication sections is a useful
way to further organize these objects for DTP operators. This organization helps to eliminate guesswork for DTP
operators as they choose objects fromSTEP tomount ('drag and drop') onto pages in InDesign.

Linking these objects directly to publications and sections also eliminates the need to organize them in an alternate
classification hierarchy.

Linked products, assets, and classifications can be viewed directly beneath the applicable publication nodes in the
Tree (left screenshot below) aswell as from theSTEP Structure View palette in InDesign (right screenshot
below).
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Note: Reference types are not used to link products, assets, or classifications to publications. Due to this, any
product, asset, or classification object typemay be linked to any publication or section object type. In addition,
metadata cannot be placed on links between publications / sections and linked objects.

This topic outlines themanual steps involved in linking and unlinking products, assets, and classifications to and
from nodes in the publication hierarchy. For information onmore automated linkingmethods, refer to the following:

l For more information on linking objects to publications and sections throughSTEPXML imports, see
Managing Objects in AutoPage in theAutoPage documentation. (Though this topic is in the AutoPage
documentation, themethod is valid for any publication type.)

l For more information on linking objects to publication sections throughExcel imports, see Importing
Publications in Excel in theSTEP'n'design documentation.

Steps to Link a Product to a Publication or Section
1. In the Tree, open the top-level node of the publication hierarchy, then navigate to the publication or section

object to which you would like to link your product(s).

2. Click on the relevant publication or section, then right-click and select Link product.

3. In theSelect Product dialog, browse or search for the product(s) that you would like to link to the publication
or section. Multiple productsmay be selected by holding the CTRL or Shift keywhile clicking.
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4. ClickSelect to link the selected product(s) to the publication or section.

Unlink a Product from a Publication or Section
1. In the publication hierarchy, navigate to the product that you would like to unlink from the publication or section.

2. Click the relevant product, then right-click and selectUnlink product.

Link an Asset to a Publication or Section
1. In the Tree, open the top-level node of the publication hierarchy, then navigate to the publication or section

object in which you would like to link your asset(s).

2. Click the relevant publication or section, then right-click and select Link asset.
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3. In theSelect Asset dialog, browse or search for the asset(s) that you would like to link to the publication or
section. Multiple assetsmay be selected by holding the CTRL or Shift keywhile clicking.

Assets will typically be selected from a location in the Classification hierarchy but they can also be chosen from
the Product hierarchy if they have been linked to the product by an asset reference.
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4. ClickSelect to link the selected asset(s) to the publication or section.

Unlink an Asset from a Publication or Section
1. In the publication hierarchy, navigate to the publication or section that contains the asset you would like to

unlink.

2. Click the relevant asset, then right-click and selectUnlink asset.
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Link a Product to a Publication or Section from the Product
References Tab
Productsmay also be linked to publications and sections from the productReferences tab. (This option is not
available for assets or classifications.)

1. Navigate to the Product object that you would like to link to the publication or section and click on the
References tab.

2. Expand thePublications flipper and clickLink to Publication or Section.

3. In theSelect Publication or Section dialog, browse to or search for the publication or section into which you
would like to link your product.

4. ClickSelect. The product is now linked to the selected publication / section.

Unlink a Product from a Publication or Section from the Product
References Tab
1. Navigate to theReferences tab of the Product that you would like to unlink from the publication or section.

2. Expand thePublications flipper and click the arrow to the left of the row that contains the publication / section
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fromwhich you would like to unlink.

3. SelectUnlink from Publication or Section.

Link a Classification to a Publication Section
To link aClassification folder to a publication section, simply drag and drop the Classification folder from its
location in the Tree into the relevant section folder.

Note: There is no right-click option available on sections for linking Classifications. Also note that Classifications
cannot be linked to publications at the publication level.

Unlink a Classification from a Publication Section
1. In the Publication hierarchy, navigate to the section that contains the Classification you would like to unlink.

2. Click the relevant Classification, then right-click and selectUnlink classification.

Considerations and Limitations
Linking Products (and Assets and Classifications, if applicable) to publication sections ismandatory forAutoPage
publications. In addition, Products, Assets, and Classifications can be linked to sections in AutoPage publications
by using theAutoPage Publication Planner.
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For more information on object linking for AutoPage publications, see the following sections of theAutoPage
documentation:

l Overview of the AutoPage Interface
l Managing Objects in AutoPage
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Navigation and Searches 
This section describes themany different ways you can access specific data. Whether it be by standard
navigation, Bookmarks, basic, advanced or drill-down searches, STEP providesmanyways to locate the required
data.

This section will allow users to:

l Navigate hierarchies

l Find data quickly using theGoto function
l Find data using basic and advanced searches

l Perform drill-down searches using theSearch Result Profiling page
l Use standard andSearch Bookmarks
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Basic Navigation
You can navigate the STEP tree structures in the samemanner as you navigateWindows folder structures.

Expanding a Folder
l Click the plus sign (+) to the left of a folder

l or double-click on collapsed folder

Collapsing a Folder
l Click theminus sign (-) to the left of a folder

l or double-click on expanded folder

Note: Folders with an (x) sign cannot be expanded in the hierarchy, because they contain toomany subnodes. To
reach objects beneath such folders, the search orGoto functionalitymust be used.

The remaining navigationmethods are standard techniques similar to those just described. These basic desktop
computer skills are prerequisites for all users of the STEP system.
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Using Goto
TheGoto functionality allows you to locate an object in STEP in a quick and efficient manner. You simply type in
theName or ID of an object in theGoto field, press Enter or click theGoto next object button to the right of the
field, and the systemwill take you to the object without displaying a list of search results. If there are several
matches, theGoto function will take you to the first hit it finds and you can then browse through the additional hits
using theGoto next object button.

Note: Pressing Ctrl+Gwill take you to theGoto field.

Once you start typing in theGoto field, the systemwill suggest objectsmatching the typed-in text (case insensitive)
and display them on a drop-downmenu as shown below.

Items can be selected from themenu using either themouse or the keyboard ARROWUP/DOWN keys. A
maximumof 20 itemswill be displayed.
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Bookmarks
In the STEP system there are two different types ofBookmarks, standard navigationBookmarks andSearch
Bookmarks.

Note: Bookmarks are stored on the local STEP system and are not accessible when logging into STEP from a
different computer.

Standard Navigation Bookmarks
Standard navigationBookmarks are used for quickly accessing specific nodes in the Tree andSystem Setup
hierarchies.

You can add a standard navigationBookmark by selecting a node in the hierarchy and clickingAdd Bookmark
in theNavigate: Bookmarksmenu or alternately by using the Ctrl+D keyboard shortcut. TheBookmarkwill
afterwards be accessible in the left sideBookmarks tab.

Search Bookmarks
Search Bookmarks are used for storing specific searches that can then easily be re-run.

You can add aSearch Bookmark by selectingAdd Search Bookmark in theNavigate: Bookmarksmenu
with theSearch tab open.

When you click a storedSearch Bookmark, the search will automatically be run and you will be taken to the
Search tab.

Editing a Bookmark
Both standard navigation andSearch Bookmarks can be edited in theBookmarks tab by right-clicking the
Bookmark and selectingEdit Bookmark in the context menu. It is possible to edit theName of theBookmark
and also the object / search URL if theEdit URL checkbox is activated.

Removing a Bookmark
Both standard navigation andSearch Bookmarks can be removed from theBookmarks tab by right-clicking the
Bookmark in the tab and selectingRemove Bookmark on the context menu.
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Search Overview
TheSearch tab in combination with theSearch Result Profiling page offers extensivemethods for locating
objects in STEP quickly and efficiently.

If you know specific details about the object you wish to find, using theSearch tab you can find, for example, all
Productswhere the value for the attributeWeight is less than '5 kg', the object is located below the Product
Folder 'Office Chairs' and is not of theObject Type 'Item'.

If you do not know the details, you can start with a broad search and then narrow it down using theSearch Result
Profiling.

Search Elements
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1. Search Criteria Type Selector - Click the text / triangle icon to display a list of available search criteria options.
SeeBasic Search Criteria & Functionalitywithin theSearch Overview documentation for more
information.

2. Add Criteria / Operator Button - Click the button to add a new Standard Search Criteria. The type can be
changed for each search criteria. If you hold down themouse button, you can choose anOR operator or an
Exclude operator. SeeBasic Search Criteria & Functionalitywithin theSearch Overview documentation
for more information.

3. Remove Search Criteria Button - Clears the criteria from the search. Click the Search button to refresh the
Results Area.

4. Reset Button - Clears all results from theSearch tab andSearch Result Profiling page.
5. Search Button - Runs the defined search.

6. Search Result Counts - The number of items currently displayed and total number of items found by the
search. If the search finds objects not visible in the current Context or objects that you are not privileged to see,
amessage is displayed and the objects are not displayed in the search result.

7. Show Details / Hide Details Toggle - Hyperlink shows or hides search result details. The details view displays
asset thumbnails.

8. Search Results List - Click an object to open the object editor in the Search Results Profiling pane while
continuing to display the Search Results list. A maximumof 100 results are displayed in this area. The
complete result set can be viewed, exported or updated using theOperations on Entire Result options.

9. Save asCollection Button - Click to open theSave as Collection dialog which allows you save the entire
result set as aCollection. Collections are available on the Tree tab. SeeSearch Operationswithin the
Search Overview documentation for more information.

10. Export Button - Click to open theExport Manager wizard which allows you to export the entire result set to a
specified file type. SeeSearch Operationswithin theSearch Overview documentation for more information.

11. Bulk Update Button - Click to open theBulk Updatewizard which allows you tomodify a variety of elements
on each item in the entire result set . SeeSearch Operationswithin theSearch Overview documentation for
more information.

12. Search Result Profiling Page - Page displays profiling information about the search including categories and
the ability to easily refine the search. See theSearch Result Profiling Page section within theSearch
Overview documentation for more information.
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The Search Result Profiling Page
TheSearch Result Profiling page appears when you have run your search. The page displays statistics about
the search grouped under the headersResults by Object Type,Results by Position in Tree Hierarchy and
Results by Value.Apart from giving you information about the results of your search, you can use the page to
further refine your search. See the example below:

For all types of searches, theSearch Result Profiling page will display the results sorted byObject Type. The
screenshot above shows theResults by Object Type. The search result includes 78Products of theObject
Type "Product", 8Assets (where 7 are of theObject Type "TIFF Image" and 1 is of theObject Type "JPG
Image") and finally 1Attribute.

If you click TIFF Image, an Object Type Search Criteria is added to the search. The search runs again, finding
only objects with theObject Type "TIFF Image".

If you click exclude next to TIFF Image, anObject Type Search Criteria is added to the search, but this time as
anExclude Criteria . Hence, all objects of theObject Type "TIFF Image" will be excluded from the search result.
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Basic Search Criteria and Functionality
This section describes the different types of search criteria available in the STEP system aswell as some basic
search functions.

The Standard Search Criteria
The standard search criteria named 'Search' allows you to find objects in STEP based onName, ID andAttribute
values.

If you simply enter a text string and click theSearch button, the search will find objects with an ID, and / or aName
and / or anAttribute valuematching the entered string. Below you can see how you can further refine your
standard searches.

Note: By default, standard searches are case insensitive forName andAttribute value searches and case
sensitive for ID searches. You canmakeName andAttribute value searches case sensitive using the
Advanced option "Match Case on Names and Values".

Search Field Typeahead
Once you start typing in the standard search criteria text field, the systemwill suggest possible entriesmatching
the typed in text (case insensitive) and display them on a drop-downmenu as shown below.

In the typeaheadmenu, objects are displayed with their relevant icon, thenName and ID in brackets, whereas
Attribute values are shown as text.
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Items can be selected from themenu using either themouse or the keyboard ARROWUP/DOWN keys. A
maximumof 100 itemswill be displayed.

Note: Using system properties it is possible for a system administrator to control the behavior of the typeahead.
E.g. after how many entered characters should suggestions be shown etc.

Limiting Result to Matches on ID's
You can limit standard searches tomatch on ID only by entering "ID = " at the beginning of the text field as shown
below.

Note: "id" and "Id" will work aswell and spaces on each side of the equals sign are optional.

Limiting Results to Matches on Name
You can limit standard searches tomatch only onName by entering "Name = " at the beginning of the text field as
shown below.

Note: E.g. "name" and "NAME" will work aswell and spaces on each side of the equals sign are optional.

Attribute Value Searches
Using a standard search, you can limit the result to onlymatch on values for specificAttributes.

There are at least three ways to construct anAttribute search query:
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1. Start entering an AttributeName or ID, then select the relevant Attribute from the typeaheadmenu, after which
"Attribute Name (Attribute ID)" is inserted in the text field, then enter a search operator or enter a SPACE and
select an operator from the typeaheadmenu and enter the value to search for.

2. Enter the Attribute ID (case sensitive), enter a search operator or enter a SPACE and select an operator from
the typeaheadmenu, then enter the value to search for.

3. Enter the AttributeName (case insensitive), enter a search operator or enter a SPACE and select an operator
from the typeaheadmenu, then enter the value to search for.

Note: As shown on the screenshot above, if you have the required privileges you will get typeahead suggestions
on existing values after having specified a search operator.
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Attribute Value Search Operators
There are 7 operators that can be used when performingAttribute value andReference Metadata Attribute
value searches.

< - Less than operator. Only works for number validatedAttributes (Validation Base Type = number, integer or
fraction)

<= - Less than or equal to operator. Only works for number validatedAttributes (Validation Base Type = number,
integer or fraction)

= - Equal to operator.

> - Greater than operator. Only works for number validatedAttributes (Validation Base Type = number, integer
or fraction)

>= - Greater than or equal to operator. Only works for number validatedAttributes (Validation Base Type =
number, integer or fraction)

! - Operator used for finding objects where the specifiedAttribute does not have values in currentContext. Note
that the search does not checkwhether theAttribute is valid for a given object. Also, if the specified attribute has
an inherited value (not a local value), then the object will be listed in the results set even though the value field is
not empty.

!! - Operator used for finding objects where the specifiedAttribute does not have local values in anyContext.
Note that the search does not checkwhether theAttribute is valid for a given object. Also, if the specified attribute
has an inherited value (not a local value), then the object will be listed in the results set even though the value field
is not empty.

Using Wildcards in Searches
In searches you can use two different wildcards for performing searches on partial text strings. The wildcards are
asterisk (*) and questionmark (?).

The difference between the two is that while the asterisk (*) represents any number of characters in a string, the
questionmark represents exactly one character.

Searches in Full Text Indexed Attribute Values
Searches in values for Attributes configured as Full Text Indexable do not work in the samemanner as searches in
ordinary Attribute values. If you, for instance, have a full text indexed Attribute "Description" with the following
value on a given Product:

"Black powder coated diecast aluminum enclosure. Textured surface. Bulk version: Enclosures possiblymay have
flaws in the finish such as scratches, dents, discoloration, etc."

Then apart from common English words like "in" and "as", each word will be indexed as a separate entity.

Thismeans that a search for: "Description = aluminum" returns theProduct. On the contrary, if theAttribute is
not configured asFull Text Indexable, for the search to find the product you would have to place wildcards on
both sides of the "aluminium" text like this: "Description = *aluminum*.
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Note: Searches starting with a wildcard as shown above will be significantly slower than other searches.

Note: For more information about which words are not indexed see the "English Default Stoplist" on Oracle's
homepage.

Note: As a default, if you have not specified anAttribute, typeahead for full text indexed Attribute value entries is
turned off. If you have specified anAttribute, you will first get typeahead suggestions after having entered 3
characters of the value entry.

Combining Search Criteria
You can combine different search criteria to create advanced searches. Except for caseswhere one or moreOR
operators are used, the sequence of the criteria does not matter.

Thus, the search shown below:

...will generate the same results as:

When not usingOR Operators or Exclude Search Criteria in the search, all criteria will be combined with an
implicit AND operator.

As for how to construct your search usingExclude Search Criteria andOR Operators, please see below.

Using Exclude Search Criteria
It is possible to negate all the different types of search criteria using theExclude Search Criteria functionality.
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You can addExclude Search Criteria to your search either by clicking theAdd Criteria/Operator button,
holding themouse button down and selectingAdd Exclude from themenu, or by clicking an "exclude" link on the
Search Result Profiling page.

Exclude Search Criteria appear with a redminus icon on the left side of the criteria panel as shown below.

As long as noOR Operators are used, it does not matter where in the sequence of criteriaExclude Search
Criteria are placed.

Taking the example depicted above, the search will find objects where all the "positive" criteria aremet minus
objects where theAttribute "Color" is "Gray".

Note: You can use asmanyExclude Search Criteria in your search as you wish to.

Note: As theExclude Criteria are subtracted from the "positive" search result, a search containing only an
Exclude Search Criteriawithout an Include criteria as point of departure will not generate any results.

Using the OR Operator
You can add anOR Operator to your search by clicking theAdd Criteria/Operator button, holding themouse
button down and selectingAdd Or from themenu.

When usingOR Operators your search will be divided in to completely separate parts containing one or more
criteria. Each part is in effect executed separately and the results then added before presenting the final result.
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As an example, the search shown below will return all objects where theName starts with the text "Hat123" and
theColor is "Black" plus all objects where theName starts with the text "Hat123" and theColor is "Gray".
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Advanced Options
Additional options for narrowing a search can be accessed under theAdvanced flipper in Simple Search.

Advanced Search Options
1. Match Case on names and Values - When selected,Name andAttribute value searches are case sensitive.

Note: ID searches are always case sensitive.

2. Include Inherited Values - When selected, attribute value search results will show objects where thematch
includes inherited values aswell as objects where thematch includes locally defined values.

3. Exclude Values - When selected, attribute values are not searched for the entered search term. If unchecked,
attribute values are searched for the entered term and objects with the search term populated as an attribute
value are included in the search results.

4. Regular Expression - Search using regular expressions
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Object Type
With theObject Type search criteria you can limit your search result to items of a specificObject Type. These
objects aremaintained through the STEP Workbench, on the SystemSetup tab, and under the Object Types
& Structures folder. Simply start typing in the field or drill down through the hierarchy tomake a node selection.

1. Navigate to theSearch tab and click on it. You will see a small dropdown bar that defaults toSearch. Click on
the dropdown bar and selectObject Type.

2. A new dropdown bar will appear with a number of options to select from (optionswill vary depending on client
search needs). For the purpose of this example,Productswill be used for the search.

3. With the search field established, click on the green + symbol to define what product is to be searched.

4. You will notice that a new search field appears and the wordsObject Type = Product remain at the top as
part of the search criteria. Type in the criteria that you wish to be searched, and click theSearch button on the
lower right hand side. (For this case, it is all products that aremade by ACME).
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5. Results are listed on the left side, and on the right side a Search Result Profile will populate.

If this is still not as refined as needed, keep adding search boxes by pressing the green + symbol and typing in
further information.
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Search Below
TheSearch BelowSearch Criteria allows you to limit your search result to objects below a specified node in the
Tree tab hierarchy.

1. Navigate to theSearch tab and click on it. You will see a small dropdown bar that defaults toSearch.

2. In theSearch Criteria Type Selector selectSearch Below.

3. Click the ... button (ellipsis) to display theObject Selector Dialog.

4. Select a node in the hierarchy and click theSelect button.
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5. Click theSearch button

6. The Results displayed includes only items at or below the selected node.
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Revised Objects Changed Since
With theRevised Objects Changed Since search criteria you can find recently edited objects in the
STEP workbench. To narrow your search, enter an exact date/time to determine how old the changes can be, or
you can simply use intervals of days, hours, or minutes.

1. Navigate to the sideSearch tab and click on it. A small dropdown bar will appear. Click on the dropdown bar
and selectRevised Objects Changed Since.

2. A new dropdown bar will appear with a number of options to select from: 'Date',' Interval of Days', 'Interval of
Hours' and 'Intervals of Minutes'. For the purpose of this example, 'Date' will be used for the STEP Workflow
search field.

3. Click on the [...] and determine the date / time of the oldest objects you wish to search. ClickOK.
4. Click the green plus sign to add additional search criteria. (Optional)

5. Click onSearch to run the search and view results.
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If this is still not as refined as needed, keep adding search boxes by pressing the green + symbol and typing in
further information.
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Document Content
With theDocument Content search criteria you can search for a specified word / text string in text documents
stored as Assets in STEP.

1. Navigate to the sideSearch tab and click on it. A small drop down bar will appear. Click on the drop down bar
and selectDocument Content.

2. Enter the word / text string into the text field that appears.

3. Click the green plus sign to add additional search criteria. (Optional)

4. Click on 'Search' to run the search and view results.
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Search from List
With theSearch from List search criteria you can search using a list of data. This data can bemanually entered
into the user field or pasted in from another source, such as an Excel spreadsheet or Smartsheet. Usersmay
specify whether the entered data should be used to search for object IDs, Names, Key values, Attributes values
(with specification of the particular attribute), or other criteria determined by client's needs. ThismakesSearch
from List an efficient and easyway to find large numbers of objects in STEP and, in combination with other
available search plugins, suitable for highly complex and extensive searches.

1. Navigate to the sideSearch tab and click on it. A small dropdown bar will appear. Click on the dropdown bar
and selectSearch from List.

2. A data field and dropdown bar will appear with a number of options to select from (optionswill vary depending
on client search needs). For the purpose of this example, 'ID' will be used for the search.

3. Enter the data list you wish to search. Copied data can come fromExcel or any other application as long as line
breaks or tabs are included to separate the values. Alternatively, data can be enteredmanually, usingEnter to
create a line break between each value.

Note: The separators used for data are tabs and line breaks. To copy data in, each valuemust be listed on its own
line or separated by a tab delimiter, without any characters around it, including bullet indicators and spaces.
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4. Click the green plus sign to add additional search criteria. (Optional)

5. Click on 'Search' to run the search and view results.

If this is still not as refined as needed, keep adding search boxes by pressing the green + symbol and typing in
further information.

© Stibo Systems - Confidential 132



JavaScript
The JavaScript search criteria searches through all JavaScript in STEP. It canmatch items according to
BusinessRules, Match Algorithms, Decision Tables or any other structure programmed through JavaScript.

To set a criteria as a JavaScript search, first click on the side search tab. You will see a small drop down bar that
defaults to Search. Click on the drop down bar and select JavaScript.

.

By running a basic search, it will return results in all categories for the desired JavaScript part.

If you pressMatch Case, the search will only return results that match the upper or lower case letters that are in
the search criteria.
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IfMatch whole word only is checked, it will return only results that are the exact criteria that were put in that
stand alone. An example would be if the letter 'a' were typed into a search, and only results that had 'a' in it that
stand alone somewhere in the JavaScript were returned.
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Missing Mandatory Values
TheMissingMandatory Values search criteria is used for finding Product objects that have validMandatory
Specification attributeswithout values.

To set a criteria as aMissing Mandatory Values search, first click on the side Search tab. You will see a small
dropdown bar that defaults to Search. Click on the dropdown bar and selectMissing Mandatory Values.

The search criteria requires no data input or selections to bemade. However, it is encouraged to use in
conjunction with another search criteria (by pressing the green + sign) to help further refine the search.

Note: As theMissing Mandatory Values search criteria only works on Product objects, using it in combination
with other search criteria will limit the search result to such objects.

TheMissingMandatory Values search criteria can also be set to exclude Product objects with missingMandatory
values. This functionality is described in Using Exclude Search Criteriawithin theBasic Search Criteria
documentation.
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Unapproved
This criteria is used to identify objects that are not currently approved. These include classifications, objects,
images and documents, and entities setup to beWorkspace revisable.

To set a criteria as anUnapproved search, first click on the side Search tab. You will see a small dropdown bar
that defaults to Search. Click on the dropdown bar and selectUnapproved.

Once you select this, there are three options to use: 'Never approved or modified in main,' 'Never approved,' or
'Modified in Main.'

Never Approved or Modified in Main: Thismeans that when it was uploaded, no criteria on the item has been
touch or changed ever in the approved or maintenance states.

Never Approved: Thismeans that the itemwas never certified (or approved).

Modified in Maintenance: The object wasmodified or added to in themaintenance setting.

Status in Current Context: When this box is checked, it will only search in STEP under what is selected in the
Context box.
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Product Override
With theProduct Override search criteria you can locate and identify any product overrides present in your
system. You can simply search for all overrides in STEP or you can narrow your search to overrides of a specific
product. If more concise results are required, you can even specify sub-products.

1. Navigate to the sideSearch tab and click on it. A small dropdown bar will appear. Click on the dropdown bar
and selectProduct Override.

2. Two optionswill appear: 'Find All' and 'Find byOverridden Product'. 'Find All' will search for all product
overrides in your system. For the purposes of this example, 'Find byOverriden Product' will be used for the
search.

3. Select the 'Find byOverridden Product' option and either type in the product's name you wish to search or click
the [...] to browse for a product to search.
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4. Clicking 'Add Child Product' and selecting sub products will narrow the search further, requiring search results
to have those specific sub-products linked to them. Checking the 'Exact Match on Child Products' boxwill
require search results to have every sub-product you have specified—nothingmore, nothing less.

5. Click the green plus sign to add additional search criteria. (Optional)

6. Click onSearch to run the search and view results.

If this is still not as refined as needed, keep adding search boxes by pressing the green + symbol and typing in
further information.
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References and Referenced By
The References andReferenced By criteria work similarly.

To navigate to either of these searches, go to the side Search tab and click on it. You will see a small dropdown bar
that defaults toSearch. Click on the drop down bar and selectReferences orReferenced By.

Both options require a reference type selection to begin. Reference types are setup in the STEP Workbench
SystemSetup tab in the Reference Types folder, and theWebUI Advanced Search allows you to pick from image
and document reference types, classification reference types, and product reference types.

Once a reference type is entered, no additional options need to be filled in to start a search. Use the information at
a high level or fill in the other values to drill down further (e.g., multi-supplier item references). Select a reference
source underReferenced By and a target under theReferences. Plus enter specific attributes and values to
search referencemetadata.

References
For References, there are two boxes that can be checked: Include Inherited References and Finding Missing
References.

Include Inherited References: When this is selected, it will show items that have the particular search criteria
passed down to them from a parent folder or level.
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Finding Missing References: When the reference type is selected, and this box is checked, the populated
results will show all items that have that particular missing reference.
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Reference and Referenced By Metadata Attribute Value Searches
Values for metadata attributesmay be searched by using theReferences orReferenced By search options.
Usersmay indicate any value to search allmetadata attributes for amatching value. The following pictureswill
demonstrate withReferences, but know that the same holds true forReferenced By.
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Alternatively, usersmay enter an attribute ID or name, operator, and value for amore restricted search.

Note: It is not possible to perform searches onmissingmetadata values.
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Workflow
With theWorkflow search criteria you can search for andmonitor STEP workflows. Selecting a specific workflow
from the dropdown list will show all items associated with the workflow. You can also specify the workflow state to
narrow your search.

1. Navigate to the sideSearch tab and click on it. A small dropdown bar will appear. Click on the dropdown bar
and selectWorkflow.

2. A new dropdown bar will appear with a number of options to select from (optionswill vary depending on client
search needs). For the purpose of this example, 'Sales ItemCreation' will be used for the STEP Workflow
search field.

3. Specify the State you wish to search within from the State dropdown list. Selecting the '[any State]' state option
allows you to search the entire workflow, if you prefer not to choose a specific state. For the purposes of this
example, '[any State]' will be used for the search.

4. Click the green plus sign to add additional search criteria. (Optional)

5. Click onSearch to run the search and view results.
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If this is still not as refined as needed, keep adding search boxes by pressing the green + symbol and typing in
further information.
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Unpushed or Failed Assets
TheUnpushed for Failed Assets search criteria allow you to identify Assets that have not been successfully
pushed. These assets have an Asset Push Status of "Never been handled", "Asset not in workspace" or "Error".

1. On theSearch tab click theSearch dropdown.

2. Select theUnpushed or Failed Assets option.

3. Click the… (ellipsis) button to display theSelect Asset Push Configuration dialog.
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4. Select a configuration and click theSelect button.

5. Click theSearch button.
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6. The Search Results List and Profiling information are displayed.

Note: Click an item in the list link to view it or click a Profiling hyperlink to update the Search Results List.
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Search Operations
There are three operations that can be found at the bottom of theSearch Tab.

Exporting a Search Result
After conducting a search it is possible to export the search result by clicking theExport Search Result button at
the bottom of theSearch tab.

When clicking theExport Search Result button, STEP will attempt to use all the objects in the result as root
objects for theExport Manager (equaling selecting the objects on theProduct Selection step of theExport
Manager). Which objects are exported is thus determined by the selectedExport format and the selectionsmade
in theExport Manger.

Saving a Search Result as a Collection
After conducting a search it is possible to save the entire search result as aCollection.

When clicking theSave as Collection button, a dialog is opened where it is possible to specify the ID,Name, and
location of the new Collection.

Bulk Updating a Search Result
When having conducted a search it is possible toBulk Update the entire search result.

When theBulk Update Search Result button is clicked, theBulk Updatewizard appears with the search result
selected as the dataset.

Note: If you only wish toBulk Update some of the objects in the result, you can select or multi select in the
search result and then select theRun Bulk Update option on the File menu
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About Bulk Updates
Bulk update is an efficient way of updatingmultiple objects in a single operation, and it is available on themajority
of objects in Tree or SystemSetup that have an editor.

A user can run the bulk update process on a collection, a search result, or objects in tree or system setup. It is also
possible to select multiple objects and run a bulk update on all selected objects. See theRunning Bulk Updates
topic within theBulk Updates documentation for more information.
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Running Bulk Updates
The bulk update functionality allows a user to easily update large amounts of objects in a single operation.

There are three possible ways to run a Bulk Update:

1. It can be run on all objects in a single collection or multiple collections. To do so, right-click the relevant
collection(s) in Tree and chooseRun Bulk Update.

2. It can be run on a single or multiple selected objects in Tree or SystemSetup. To do so go to File > Bulk Update
> Run Bulk Update.
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Objects that it can be run on in Tree are: 
l Assets

l Classifications

l Collections

l Configurations

l eCatalogues

l Entities

l IndexWords

l Products

l Publications
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Objects that it can be run on in System Setup are:
l Attributes

l Attribute Transformations

l Asset Importer

l Change Packages

l CompletenessMetrics

l Event Processors

l Event Queues

l GatewayEndpoints

l GDSN- Data pool- Receiver or publisher

l Global BusinessRules (actions, conditions, and libraries)

l Inbound Integration Endpoints

l Keys

l List of Values

l Match Codes andMatching Algorithms

l Outbound Integration Endpoints

l Tables

l Tags

l Units

l Users andGroups

l WebUIs

l Workflows

l Workflow Profiles

l Reference types / link types

l Object type & structures (asset, classification, publication, setup group, etc.)

l Context -Dimension points

3. Lastly, it can be run on search results. To do so, perform a search and then click on theBulk Update button,

, at the bottom of theSearch pane.
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For more on how to perform searches using the Search tab in STEPWorkbench, see theSearch Overview topic
in theSTEP User Guide / Getting Started documentation.

After selecting one of the three options above to run a bulk update, the Bulk Update wizard will appear. Steps for
navigating through the Bulk Update wizard are described in theBulk Update Wizard in theSTEP User Guide /
Getting Started documentation.
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Scheduling Bulk Updates for Collections
Scheduling a bulk update with collections can be useful for a group of objects that need to be updated on a regular
basis. Additionally, should a user want to schedule a group of objects for a bulk update instead of performing it
manually, they can only do so using collections. An example of thismight be if a user knows that they need all
current accessory references removed at a certain time on a group of objects before they are to be implemented
into a workflow.

There are a few prerequisites that must take place before a collection is scheduled to run a bulk update.

1. A collectionmust first be created. More on creating a collection can be found in theCreating Collections and
Collection Groups topic in the STEP User Guide / Getting Started documentation.

2. A bulk update configurationmust be created. See Running Bulk Updates in the STEP User Guide / Getting
Started documentation for more on how to configure a bulk update.

The steps below explain how to schedule a bulk update using collections.

Scheduling Bulk Updates
If a user wishes to perform a bulk update on a collection at regular intervals, they can create a schedule that
applies to that particular collection. The bulk update is then automatically run at the scheduled time.

To begin, open the Schedule Bulk Update wizard by going to File > Bulk Updates > Schedule Bulk Updates.

Step 1 - Setup
On the first screen, specify the collection and the configuration that is needed.

1. Click the ellipsis button (…) to locate and select the relevant collection. If the collection selected is created using
the search criteria, and theRefresh before each run (Search Collections only) check box is selected, it
will refresh the collection based on the current data in the STEP system using search criteria, and execute the
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bulk update operations. If the collection was created by going to File > Bulk Update > Run Bulk Update, then
this option will not be valid.

2. Click the ellipsis button (...) to locate and select the relevant configuration.
3. CheckAuto approve changes if you want to place the updated objects in the approved workspace

immediately after the update.

4. ClickNext.

Step 2 - Preview
This screen shows an examples of the results of the update. ClickNext to continue.
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Step 3 - Schedule Process
In Step 3, create the time schedule. Select eitherNow, Later,Weekly orMonthly. The available options depend
on user selection. Select the options needed, and then clickNext.
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Step 4 - Name Process
In the final step, enter a name for theSchedule Process and for theProcess. ClickFinish to complete the
wizard.

Upon hitting Finish, it will give the user an option of going to the background process. If selected it will take the
user to the background process tab and display the background process.
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If the bulk update is scheduled, then it will show under 'Queued process'.
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Bulk Update Operations
There are a number of operation options available when performing a bulk update. Becausemore than one
operation type can be applied during a bulk update, and the order in which the operations are listedmatter when
performing a bulk update, it is important to fully understand what each operation does.

Note: Ensure that the operations are listed in the order that they are needed to perform. Operations are
performed from the top down. Thismeans that operations further down the list overwrite operations further up.

The following sections contain explanations of each operation type available in the Bulk Update wizard.

Operations are specified in Step 2 of the Bulk Update wizard.

See theRunning Bulk Updates topic within theSTEP User Guide / Getting Started documentation for more
information on the Bulk Update wizard.

For some of the operations, a user can specify a function in the Function editor. See the Function Editor
Overview topic within theAttributes documentation for more information on writing functions.
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Collections and Collection Groups
This section describes the functionality associated with the Tree hierarchy objectsCollection andCollection
Group.

Collections are containers for storing sets of objects andCollection Groups are containers that can hold
Collections or otherCollection Groups.

Collections andCollection Groups are found in theCollections hierarchy on the Tree tab.

Collections are used in relation with theBulk Update functionality but can also serve as a useful tool when
working withWorkbench in general.

Collections can, with a few exceptions, contain any type of objects to be found in the Tree andSystem Setup
tab hierarchies.

If aCollection contains less than 10.000 objects, these can be inspected in the Tree hierarchy by expanding the
Collection node.

When expanded, all objects in theCollectionwill be displayed in an entirely flat structure regardless of any
parent-child relations that may exist between the objects and regardless of which parents/children the objects
have when viewed elsewhere in STEP.

Besides the fact thatCollections can holdmore types of objects thanClassifications, a key benefit is that
objects are not affected (changing approval status) when included in aCollection. Nor will the objects be affected
when you delete theCollection.

Note: Collection objects are not under revision control and can not bemade dimension dependent, meaning
that theCollection objects will be the same across allWorkspaces andContexts. The content of aCollection
will, however, be filtered according toWorkspace/Context visibility and also according to the privileges of the
user inspecting theCollection.
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Creating Collections and Collection Groups
Collections are containers for storing sets of objects andCollection Groups are containers that can hold
Collections or otherCollection Groups. Below are instructions for configuring bothCollection Groups and
individualCollections.

Creating a Collection
Collections can either be created from a search result or using an import.

Creating a Collection from a Search Result
When you have performed a search, it is possible to save the result as aCollection, by clickingSave as
Collection at the bottom of theSearch tab. A dialog box appears, where you have to specify the ID andName of
the new Collection and also select where in theCollections hierarchy theCollection should be created.

Collections created from searches can be updated by selectingRefresh on theCollection context menu as
shown below.

Collections created from searches can also be edited by selectingEdit Search Criteria on theCollection
context menu as shown below.
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Creating a Collection with a File Import
You can create aCollection using a file import. Right-click aCollection Group, then select theCreate
Collection From File....
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Collections can be created from text files (specifically, files with *.txt extensions) containing newline separated
ID's of either Products,Assets orClassifications.

Note: Objects in the import file should already exist in STEP. Thus, the import will not create objects, only place
them in aCollection.

A Create Collection From File dialog box appears. Locate the file to be imported, then specify an ID and a
Name for the new Collection and select whether the import file contains ID's of Products,Assets or
Classifications.
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Creating a Collection Group
In order to create a new Collection Group, right-click either the top-levelCollections node or an existing
Collection Group in Tree, then selectCreate Collection Group....
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A Create Collection Group dialog box appears. Enter an ID and aName for the new object.
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Collection Properties
Apart from ID,Name and Last Edited By,Collections have two properties.

Number of Objects: The total number of objects in the Collection. The count is not filtered according to Context /
Workspace visibility and / or privilege checks.

Search URL (only shown onCollections created from search result): STEP URL of the search fromwhich this
Collectionwas created. You can copy the URL, paste it in to the URL field, press ENTER and see the search in
theSearch tab.
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Collection Statistics
Using theCollections Statistics flipper you can quickly get an overview of which types of objects
your Collection contains. ClickStatistics to open the Collection Statistics view.
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Deleting Collections and Collection Groups
Collections andCollection Groups can be deleted using either the context menuDelete option, theDelete
option in theObjectmenu or the STEP delete icon (X).

Note: AllCollections /Collection Groups below aCollection Groupmust be deleted in advance before it can
be deleted.
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Overview of Asset Maintenance
STEPWorkbench defines anAsset as any product-related electronic file, such as images (tiff, eps, jpeg, etc.),
Word docs, Excel files, PDFs, PowerPoint files, text files, etc. Images are a common asset so theywill be the focus
of this section. In most cases, the terms “asset” and “image” are interchangeable.

Although any image can be loaded into STEPWorkbench regardless of its quality or origin, it is important that a
quality check be performed by users with graphic arts knowledge. Ideally, this check occurs prior to STEP
Workbench import so that only approved images are available in the system.

Classification of Assets
Aswith products, themost logical way tomaintain assets is to classify themwithin a structured hierarchy. This
hierarchymay have asmany levels as necessary tomake a practical classification. Mostly, this classification will
function as amethod to easily navigate and find assets.

In this sample asset hierarchy, the folder icons represent the different levels in the classification. Each asset will
have a representative icon that is industry standard to the specific file type.

STEPWorkbench does not require that the image hierarchy havemultiple levels. Assets can be stored in a single
folder (a flat structure). This is not recommended since it can be impractical to navigate as the number of assets
increases.

Asset File Type Designation
When loaded, each asset will be recognized by STEPWorkbench and assigned the correct Object Type (i.e., tif,
eps, pdf, etc.). Each asset’s Object Type is displayed in the STEPWorkbench with the industry standard icon
associated with that file format.
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Image Handling
Image Pipelines
Different publishing projects impose various requirements on the use of images. For example, a highres image in
STEPWorkbenchmay be a TIFF. However, for the web, a jpeg is needed. Or, if the highres is an EPS, a GIF may
be needed instead of a jpeg.

To handle these scenarios, STEPWorkbench can use the “original” highres image to generate the needed image
versions based on a set of templates or Image Pipelines.When using an Image Pipeline, the images in STEP
Workbenchmust be of sufficient quality to allow these variations to be properly created.

Image Pipelines are built and configured by Stibo personnel according to a customer’s unique specifications. A
pipeline ensures:

l Nomanual creation of web images

l Consistency in image generations

l Images are delivered dynamically when generating web pages

Image On-Demand Variants
ImageOn-Demand Variants allow you to create custom versions of images “on demand” from the highres version.
A wizard allows you to download the original highres image or create a new image bymanipulating the DPI, file
format, color information or compression.
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Importing Assets
Note: You can start the Import Wizard by selecting asset files on your computer Desktop / Finder; dragging them
into STEPWorkbench and dropping them on the desired target destination. The Import Asset dialog will appear
with the import file location and target destination displayed.

To run the Import Images and Documents wizard:

1. Click the folder where the new assets belong.

2. Right-click and select Import Images & Documents from the context menu.

3. On the wizard, select one of theSpecify ID options.

l Use file name as ID sets the file name as the image ID attribute.

Note: If you want to link the imported images as the Primary Image for Products that exist in STEPWorkbench,
the image file name (excluding extension, e.g. jpg, tif, doc) must match the Product ID.

l Auto generate an ID sets a unique value as the image ID attribute.
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4. For Location click the ...(ellipsis) button.

5. On theSelect File dialog select individual images or folders to upload and clickSelect File.

Note: If you select a folder, imageswithin subfolders will also be imported.

6. Click theNext button.
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7. Select the intendedAsset Type selected click Next.

Note: STEPWorkbenchmay be configured to automatically recognize the file type. However, selecting the Asset
Type ensures the item can be assigned to your product successfully.

8. WithNone - Import independent of dimensions selected, clickNext.

Note:When STEPWorkbench is configured for languages, Context Dimensions allows you to select a specific
language. For example, an image with embedded text in French could be loaded into the French context.

9. If desired, check the Link to Product checkbox and set the qualifiers / delimiters to link the images to
products. ClickNext.
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10. To prevent accidental overwriting of existing assets, leave theOverwrite Existing Assets checkbox
unchecked. ClickNext.
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11. Review the Import Overview screen.

TheOverview shows any problemswith the import. The Status column reports:

l Status = Skipping when the image already exists and you selected not to overwrite

l Status = Overwriting when you chose to overwrite existing images and an image with the same name exists

l Linked to Product = File Name / Product ID is displayed if a match exists. "None" is displayed when nomatch
is found.

To view a report of the assets to be imported, including the existing assets, click theView Existing Assets button
in the Import Overview screen.
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12. A report window appears where you can view the various assets to be imported. The assets that already exist
in the database will include thumbnail, Referenced by Products, and Classification Link. ClickClose on the
report window.

13. If you are satisfied with the overview, clickFinish.
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14. An import status window shows the count of warnings and errors during the upload. Click theDetails flipper.

15. The status of each asset is displayed.
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Exporting Assets
An individual asset or a folder of assets can be exported.

1. For this example, select the image or folder of images, and selectExport Images & Documents.

This will bring up the Export wizard.

2. Select the 'Name' option, and choose the external folder to export the images to, then clickNext.

Note: Optionally, you can select 'ID' for the name of the exported files. If the ID is not an autogenerated ID, this
method of export may bemore suitable.
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3. Select the file format in which to export the image(s) and selectNext. If 'Custom' is selected proceed to Step 4,
otherwise skip to Step 7.
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4. Specify the format of the converted file by selecting the appropriate radio button, and then clickNext. The
format chosen here will be applied to all the images selected for this export process.

5. Choose whether or not to resize the image and selectNext.
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6. Choose whether to change the color settings and clickNext.
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7. Review the overview tomake sure the correct imageswere selected. Then clickFinish.

A small downloading window will appear showing the number of exported images against the total number to
export. Once this is complete, all the selected imageswill be available in the selected target folder.
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Editing Assets
Images or documents can be “checked out” fromSTEP, edited, and saved back. Other users will not be able to
edit any imageswithin the same folder at the same time.

1. In the Tree tab, select the image or document to edit and click on the picture thumbnail. This will produce a
message on the thumbnail that saysGo to Image, Image Viewer. Click on this and it will bring you to the
picture in the assets folder still in Tree.

2. Right-click on the thumbnail and selectEdit Asset. A smallEdit Assetwindow will appear along with the
appropriate application program for the selected file. Editing programswill vary.

3. Edit the image or document and selectSave in the program that you just edited the application in.

4. Then clickOK in the Edit Asset pop up window.

Note: The image or document will open in the application associated with the file type. For example, for files
ending with .xls, Excel will automatically be launched. Thismay be different from computer to computer. One
user’s computer may open up EPS images in Photoshop, while another user’s computer may open it in Illustrator.
File associationsmay be changed in aWindows file browser by going to themenu Tools Folder Options.
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Linking Assets to Products
If the asset’s name can bematched to the product, then this function can be performedwhen the asset is imported.
If not linked at this time, there are two ways that the interface allows the link to bemade: a) from the product or b)
from the asset.

Linking Assets to Products (From Products)
1. Select the product and then select theReferences tab. Click on the + symbol to link the image to the

correct area. For this example 'Primary Product' will be used as it is themost common reference type
made.

A search window will appear.

2. Search for and select the appropriate image. By selecting 'Primary Image,' it denotes that the image is the
exact representation of the product. Once a Primary Image has been linked to a product, a thumbnail of the
image will appear when the product is selected.
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Note:When assets are linked to products, youmust designate what type of reference is beingmade. For
example, is it an image that represents the product? Is it an accessory to the product? Or a related document?

Note: This reference type denotes that the image being linked to the product is a direct representation of that
product. When youmake such a reference, a thumbnail of the image is attached to the product. The thumbnail will
only appear for this reference type.

Linking Assets to Products (From Assets)
Select the image in the Assets folder in the Tree. Then select theReferences by tab. If it is not already open, click
on the 'Image References' flipper to open it. Click on the + sign for 'Primary Product Image' to link the image to the
product.

Navigate to the Product in the pop up window, and select it.
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Linking Assets to Products using the Import Manager
Thismethod is best used for large amounts of products / assets linking. Ideally, you should already have a file in
Excel that has the Products and desired Image ID set up according to how you want them to be after import.

Note: If you only need to link a few assets to products, then it ismore efficient to link them via the interface.

Go to File and select Import, thenData. An 'Import Manager' window will appear. On 'Select Data Sources', click
on the breadcrumbs next to 'Filename' and select your file.
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Proceed to Step 4 'Map Data'. Make sure to select an entire column and select 'Map'. This will allow you tomap
column A to 'ID' andmap column B to 'Asset Reference'. After selecting 'Asset Reference', select the 'Primary
Image' radio button when prompted.

Proceed through the wizard.

If the image IDswere not found or the import was not done correctly, then columnswill appear in red.
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Object Approval Overview
This section describes how to approveObjects. Furthermore, it contains a description of the Approved Symbols
that are visible in the different Object Editors.
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Approving an Object
Approving Objects is done from theMaintainmenu by clickingApproval > Approve Object.

Note: If 'approval' is a Taskwithin aWorkflow, thenObjects can alternately be approved from the Task view. See
Online Help - Tasks.

ApproveObjects is available when theMainWorkspace is selected.

Approving Objects is available for:

l Classifications

l Products

l Images & Documents

l Entities (setup to beWorkspace revisable)

The status of anObject in the variousWorkspaces can be viewed in theStatus tab in theWorkspaces field of the
relevant Editor.

Approving anObject is copying the current contents of the Object into theApprovedWorkspace. This is done
after the editing is completed, and theObject is ready e.g., for publishing.

Note that:

l Objectsmust be approved from theMainWorkspace.

l AnObject cannot be approved if parentsObjects are not yet approved (approvingmust be done from the top
and downwards in the hierarchy).

l To easily check differences in theMain andApprovedWorkspaces, selectPartial Approve.
l When approving, the Objects revision no. will change automatically.

l An entire hierarchy can be approved using theApprove Recursively option. For more information, see
'Approving Recursively' below.

l The user must have sufficient Approve privileges.

Partial Approve
It is possible to approve only selected elements of an object, i.e., only some of the attribute values.

To partially approve an object in theMainWorkspace:

1. In Tree, select the object you wish to partially approve.
2. In theMaintainmenu, click Approval -> Partial Approve. Optionally, right-click the selected object and click

Partial Approve.

This will bring up thePartial Approve dialog box:
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The dialog showswhich elements of the selected object have been changed since the last approval of the object.

BesidesName, Parent Object and Default DTP Template, the type of elements listed are Attributes, References
and Tables. For each element the values inMain andApprovedWorkspaces are listed.

To get detailed information about the value for an element, click theDetails…link. This will bring up a detailed view
of the element showing the values for theMain andApprovedWorkspace:

In the above example, the value for the attribute Brand Name has changed. Values only present in Main
Workspace aremarked with a green background color. Values only present in ApproveWorkspace aremarked
with a red background color.

Note: The detailed view differs slightly depending on the element type selected.

All elements are selected as default . To unselect all elements, click the check box next to the All Elements node.

You can select the element(s) you wish to approve by clicking the check boxes next to each element. You can also
select a whole element group, i.e.,Attributes by clicking the check box next to the element group.
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To expand an element group click the + sign next to the element group. To collapse the element group, click the -
sign next to the element group. To expand all elements in the dialog, click theExpand All button. To collapse all
elements in the dialog, click theCollapse All button. To check if the selected elements can be successfully
approved, click the Check button. An Approve report will subsequently summarize the result of the check.

Clicking theApprove Selected button will approve the selected elements of the object and theApprove status of
the object will change accordingly. NormalPrivilege rules apply toPartial Approve. For more information, see
Action Sets.

Suppress Re-translation
Normally, an approval of a translated Product in a source language will cause the Translation status of the
Product to be set toRe-translation needed. In the Partial Approval dialog this behavior can be suppressed by
clicking theSuppress Re-translation check box. All existing translation relationswith status 'Up to Date' will
remain in status 'Up to Date'. This is especially used in caseswhere onlyminor changes are approved and no re-
translation is needed. For more information, see About STEP Translation.

Note: To get a list of language variations of the object that potentially will be affected by the approval, place the
cursor on theSuppress Re-translation label.

Check Approve
If you are not sure whether or not you are allowed to completely approve anObject, you can run aCheck
Approve.

1. In [Tree], click the Object to be approved.

The Editor shows theObject contents inMain andApprovedWorkspaces.

2. In theMaintain menu, clickApproval > Check Approve.

If you only have changed attribute values for which you have the Approve privileges, aComplete Approval
Possible dialogue box appears.

If you have changed attribute values for which you do not have the Approve privileges the Approval options are
unavailable.

Approving Recursively
Approving Recursively is done from theObject menu by clickingApprove Recursively.

Approving Recursively is available when aMainWorkspace is selected.
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Approving Recursively is available for:

l Classifications

l Products

l Images & Documents

l Entities (setup to be workspace revisable)

The status of anObject in the variousWorkspaces can be viewed in theHistory tab in theWorkspaces field of the
relevant Editor.

Approving Objects recursivelymeans searching for unapprovedObjects linked to (or below) a selected hierarchy
node, and approving theseObjects (copying them to theApprovedWorkspace).

This is useful and time saving e.g., when a lot of images have been imported and checked and should all be
approved.

To recursively approve in the 'Main' Workspace:

1. In [Tree], select the hierarchy containing theObjects to be approved.

2. In theMaintainmenu, clickApproval > Approve Recursively.

A dialog box appears, listing the Name of the selected hierarchy node, containedObjects and status of
analysis.

Note: Approve Recursively automatically performs a search for unapprovedObjects. You can click theSkip
Analysis button if this is not needed.

3. Optionally, type a name for the process.

4. ClickOK button to start the approve process.

A dialog box appears displaying information on the process.

5. ClickGo to process button.

The Process view will open showing details of the process and a report of approvedObjects.

The hierarchywill now have Approved status indicating that it is copied in theApprovedWorkspace.
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About Approved Symbols
The Approved symbols are used to indicate the status of a Product, Classification, Image or Document. The
Approved symbol is viewed by clicking either a Product, Classification, Image or Document.

If you need to approve data, this is typically done in:

l Normal viewingmode - either approve a single object, or you can approve recursively.

l Approvedmode - approve all Objects, or you can partial approveObjects (choose specific Values and
References to be approved).

Approved Symbols
AnObject can contain revised data or not revised data.

Not revisedObjects are:

l Externallymaintained Attributes

l Commercial Data

Revised data are:

l Internallymaintained Attributes (e.g. Description Attributes and Specification Attributes)

l References betweenObjects:

l Product to Image / Document Reference

l Product to Product Reference

l Product to Classification

l Product to Entity

l Classification to Classification

l Classification to Entity

l Image / Document to Entity

l Image / Document to Classification

l Entity to Entity

l Entity to Product
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l Entity to Image / Document

l Entity to Classification

l Object names (e.g. Product names, Images & Documents names and Classification names)

l STEP PIM Tables

l Linked Attributes to Product

Note: Only the status of revised data are reflected in the Approved field (see the table below for more
information).

The Approved field contains one of three different symbols indicating the Approved status of the current Object.

Approved
Symbols

Status Description

Unapproved Revised data on Product, Classification or Images & Documents in current
context are not approved.

Examples can be:

l An Object has never been approved.
l Revised data (e.g. Attribute Values, References, Object names or tables) have been

changed in current context without being approved.

Examples of changes to revised data could be:

l A change in Object name.
l A changed value on an internally maintained Attribute.
l If an Attribute has been linked to a Product.
l If Reference links to Objects have been made.

Note:When linking a Product to Classification and in case the Classification
Object Type owns the Product links, then the Product does not get the
Unapproved symbol. For more information, seeOnline Help - Object Types &
Structures.

Privileges can have an influence on the Approved symbols. See 'Users with
Different Privileges' below.

Approved Revised data on Product, Classification or Images & Documents are approved
in all contexts.

Note: No data in current context or any contexts are to be approved.

Partial The yellow Partial Approved symbol can appear if:
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Approved
Symbols

Status Description

Approved Revised data have been approved in current context but a Reference, Object
name, or Value need also to be approved for the Object to get approved in all
contexts.

If you change view to another context, then you typically see that:

l A dimension dependent Reference is not approved.
l A dimension dependent Value is not approved.
l A dimension dependent Object name is not approved.

Note: When all the dimension dependent References, Attribute values and
Object names have been approved, then the symbol will change from yellow
Partial Approved symbol to a green Approved symbol.

Privileges can have an influence on the Approved symbols. See 'Users with
Different Privileges' below.

Users with Different Privileges
If two users have differentView privileges, then theymight get two different Approved symbols when looking at an
ApprovedObject.

Example with Attribute can be:

l User 1 has the privileges to see all Attributes

l User 2 has limited privileges and can only see some of the Attributes

If changes aremade to the Attributes that only User 1 can see, then User 1 gets the Unapproved symbol, while
User 2 only gets the yellow Partial Approved symbol as no changes has beenmade to the Objects he can see.

If changes aremade to Attributes that both User 1 and User 2 have the privileges to see, then both users get
the Unapproved symbol.

Approval Feedback
Depending on yourApprove Privileges, youmight get different types of warnings, when clickingApprove
Objector Partial Approve.

Approve Object Feedback
If you havemodified attribute values for which you haveApprove Privileges, and at the same time you have
modified attribute values for which you do not haveApprove Privileges, anUnable to approve entire object
dialog appears.
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If you havemodified attributes values, for which you do not haveApprove Privileges, aMissing privileges
dialog appears.

Partial Approve Feedback
If you havemodified attribute values for which you haveApprove Privileges, and at the same time you have
modified attribute values for which you do not haveApprove Privileges, aPartial Approve dialogue box
appears.

In the example above, the user will be able to approve all attribute values in Attribute GroupGroup 1.
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Approve Recursively Feedback

1. In [Background Processes], clickApprove Recursively, unfoldActive or Ended Processes, click the
relevant process.

2. In theBackground Process tab, unfoldExecution Report.
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STEP Keyboard Shortcut
Within STEPWorkbench there aremany shortcut key combinations that allow users to quickly navigate andmake
changes through the system. The following tables list and describe the options available for Shortcut Key options.

Basic Shortcuts
Shortcut Description Shortcut

Key

Copy Creates a duplicate of the information selected that can be pasted somewhere else. Ctrl + C

Cut Takes away information that can be pasted into a different location if desired. Ctrl + X

Duplicate This duplicates the item selected, with the option to duplicate references aswell. Ctrl + J

Goto This brings the user to the Goto field in the upper right hand corner of the workbench
screen where items are looked up.

Ctrl + G

Goto
Next

Finds the next item that most closelymatcheswhat the user is looking for. The results
may differ depending on what tab the user is in and working with, or what area is
selected as active.

Ctrl + E

Help WhenWorkbench is open, it will populate another window that provides all of the
Online Help Documentation.

F1

Paste When information that was either cut or copied from before is placed into an alternate
area.

Ctrl + V

Redo Goes to the changed sate, if the change was reversed. Ctrl +
Shift + Z

Reload Reloads the workbench and updates to any changesmade. F5

Select All When the desired area is clicked in or is already the active area, pressing this key
combination will choose everything in this particular area.

Ctrl + A

Undo Goes back to the original state before the change wasmade. Ctrl + Z
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Navigate to Main Side Bar Tabs in Workbench
Shortcut Description Shortcut

Key

Background
Process
Tab

Unless a product is being viewed, this will bring the user to the Background
Processes tab. If a user is on a product, this key combination will not transpire.

Alt + P

Bookmarks Brings the user to the Bookmarks side tab. Alt + M

System
Setup Tab

Brings the user to the SystemSetup tab. Alt + Y

Search Tab Leaves the user looking at what theywere on in themain frame, but brings up the
Search Tab along the left hand side.

Ctrl + F

Tree Tab This will bring a user to the Tree Tab only if not viewing an item in Tree in themain
screen, or having an item still show up in themain screen even though navigation
has been away from it.

Alt + T

Workflow
Tab

Navigates to the STEPWorkflows tab. Alt + W

Navigate to Horizontal Tabs within Main Sidebar Tabs
To navigate to the horizontal tabswithin themain tabs in workbench, press Alt + (the letter underlined on the tab).

For example, if a workflow is selected within SystemSetup, pressingAlt + S displays theStatus tab for the
workflow being viewed because 'S' is the underlined letter for the Status tab.

Note that options for shortcut keys to horizontal tabs vary depending on what item is selected and in what main tab
a user is located (Tree, Search, Background Processes, SystemSetup, Bookmarks, and STEPWorkflow). Not all
tabs have underlined letters for shortcut key options.
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General Shortcuts Useful in Workbench
Shortcut Description Shortcut

Key

Add Bookmark When on an object and this is pressed, it will add the item to the
bookmark list on the Bookmark tab.

Ctrl + D

Add Element When adding various elements, pressing this key combination will often
(not in all cases), bring up a dialogue window allowing the user to add to
the desired list.

Ctrl +
Plus

ApproveObject When inMain, approves an object that was previously unapproved. Ctrl +
Shift + J

Mark Different (On
multi-product display)

In Tree, when viewingmultiple products at once, or when viewing the
horizontal Sub Products tab for an item, selecting this key combination
will mark all areas that are different green.

Shift +
F12

New PIMWindow With STEPWorkbench open, this will open an additional STEP
Workbench window.

Ctrl + N

Remove Element When deleting various elements from lists or rows, pressing this key
combination will often remove the desired connection or item.

Ctrl +
Minus

Rotate Table (On
Multi-Product display)

In Tree, when viewingmultiple products at once, or when viewing the
horizontal Sub Products tab for an item, this rotates the table view if the
table is the active area.

Shift +
F11

Toggle attribute
values selection
between blinking
cursor and blue filter

When on a field that is editable, selecting F2 allows the user to write in the
field. When pressed again, the entire field turns blue, rendering it entered
and non-editable, unless F2 is pressed again or the field is clicked into
again.

F2

Insert Options
Shortcut Description Shortcut

Key

Insert Action Set In SystemSetup, when in the Action Sets, pressing this key Ctrl + Shift
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Shortcut Description Shortcut
Key

combination will create a child Action in an Action set. + S

Insert Asset The Create Asset dialogue appears when in Tree. Ctrl + Shift
+ A

Insert Attribute Displays the Create Attribute dialogue in SystemSetup. Ctrl + Shift
+ T

Insert Attribute Group In SystemSetup, this creates a new Attribute Group if sitting
on the proper level.

Ctrl + Shift
+ I

Insert Background
Process toMonitor
Deadlines / STEP
Workflow Deadline
Monitoring

This allows a user to set up a background process tomonitor
states with exceeded deadlines in the desired time frame.

Ctrl + Shift
+ D

Insert Character Tag When typing in a field and this is selected, a dialogue
appears allowing the user to select from character tags.

Ctrl + R

Insert Classification In Tree, this inserts a new yellow folder, or classification. Ctrl + Shift
+ C

Insert Classification Root In Tree, a new Classification Root or top node yellow folder
is created.

Ctrl + Shift
+ R

Insert Dimension In SystemSetup, when sitting on the top node for contexts,
clicking these keyswill bring up the dialogue to create a new
dimension.

Ctrl + Shift
+ D

Insert Dimension Point In SystemSetup, when on a dimension, selecting this will
create the dimension point.

Ctrl + Shift
+ M

Insert Group In SystemSetup, when on the node that housesUsers and
Groups, selecting this key combination will create a new
group.

Ctrl + Shift
+ G

Insert List of Values In SystemSetup, when sitting on the top node for List of Ctrl + Shift
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Shortcut Description Shortcut
Key

Values, pressing this will bring up the dialogue to create a
new List of Values.

+ L

Insert Orphan Attribute When on a product, this will insert an orphan Attribute,
which will appear in italics.

Ctrl + Shift
+ O

Insert Product When in Tree, this will create a new object under the one
selected.

Ctrl + Shift
+ P

Insert Special Character When in a field that allows typing, selecting this brings up a
list of characters that can be selected and inserted into the
field.

Ctrl + Shift
+ E

Insert STEPWorkflow In SystemSetup, when on the top node for workflows, or
when inside the node for workflows, selecting this will bring
up a new STEPWorkflow Designer window to create a new
workflow.

Ctrl + Shift
+ R

Insert Workspace In SystemSetup, when on a workspace, selecting this key
combination will create a different workspace.

Ctrl + Shift
+ W

Linking Options
Shortcut Description Shortcut

Key

Link Asset When on References or References By tab, this allows asset links or references to
be selected and put into the appropriate folders. Note that the Reference Type can
be changed from the drop-downmenu in the dialogue that appears.

Ctrl +
Shift + F

Link Attribute
to
Classification

To link an Attribute to an item, select the item that needs the attribute and select
this key combination. Linked attributeswill appear in the References tab under the
'Attributes' flipper.

Ctrl +
Shift + Y

Link Attribute
to Product

When on a product, selecting this key combination links an attribute to a product. Ctrl +
Shift + K

© Stibo Systems - Confidential 204



Shortcut Description Shortcut
Key

Link
Classification
to a Product

This links a classification to a product. It can be seen under the Reference tab
under the 'Linked Attributes to ClassificationsHierarchy' flipper.

Ctrl +
Shift +H

Paste Link Creates a new reference (pointer or link) to an existing / copied object. An
example would be if the user copied a SKU from a blue folder and pasted it into the
yellow folders. Note that object types need to be compatible.

Ctrl + L

Link Product
/ Create Link

When on References or References By tab, this allows product links or references
to be selected and put into the appropriate folders.

Ctrl +
Shift + Q

Style Options
Shortcut Description Shortcut

Key

Bold When typing in a filed, this activates bold text. Ctrl + B

Italic When typing in a field, this activates italic text. Ctrl + I

Other Style This key combination can be pressed to bring up the Style box, where
there are a number of styles to choose from.

Ctrl + Y

Rich Text
Editor

Opens the Rich Text Editor in the STEPWorkbench when editing an
attribute value.

Alt + F2

Paste and
Match Style

When in a field, if 'text A' is copied from one area and is going to be
pasted into 'text B' that is a different style, pressing this key
combination will make it so the copied 'text A' will past into 'text B' with
the style of 'text B'.

Ctrl +
Shift + V
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Flatplanner Shortcuts
Shortcut Description Shortcut Key

Save (In Flatplanner) This save what is being worked on. Ctrl + Alt + S

Zoom In (In Flatplanner) This zooms in on what is being worked on. Ctrl + Plus

ZoomOut (In Flatplanner) This zooms out of what is being worked on. Ctrl + Minus
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