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Do you need to prepare a note for
your Director’'s or the Director-
General's signature and add an
explanatory note/ transmission note
with a background file?
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1. Create two separate records

2. Create an e-signatory in the 2" record

3. Add assignments to the actors of the e-
signatory in the 1st record

4. Create a link between the 2 records
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1. Two separate records because the metadata
of the 2 documents are not the same:

A. Transmission note with background file =>
Sender = HoU
Recipient = Director or Director-General

B. Official note with e-signatory workflow =>
Sender = Director or Director-General
Recipient = another person or DG.
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11-1645_note_explicative.doc rain decument French
11-1646_annexe_1_presentation.doc Annex French
11-1646_annexe_2_Tda.xls Annex Multilingal
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Explanatory notes and background file in Ares

B. Official note with e-signatory workflow
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Tableau d'archivage - mise en osuvre au sein de la OGT
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2. Create an e-signatory in the 2" record

Save number :
dgt.r.5(2011)1627

Title : [Tableau d'archivage - mize en ceuvre au sein de la |
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3. Add assignments to the actors of the e-
signatory in the 1st record

Save number :
dat.r.3{2011)1848

Title : |Mote explicative peur P=ignature de la ncte au S

Main document

Annex

Annex

- Add Assignments I

2 1/06 / 2 01 1 cad\FICHES-D-AIDE_et_PRESENTATIONS\Explanatory_notes_and_background_file_in_Ares.ppt S lide: 7



Save number :
dgt.r.5(2011)1646
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