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This product includes software components distributed by MetaStuff.

THE SOFTWARE IS PROVIDED BY METASTUFF, LTD. AND CONTRIBUTORS "AS-IS" AND ANY EXPRESS OR IMPLIED
WARRANTIES, INCLUDINGBUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR
A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL METASTUFE, LTD. OR ITS CONTRIBUTORS BE LIABLE
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BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, ARISING IN ANY WAY OUT OF THE
USE OF THE SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

Copyright © 2001-2005 Metastuff, Ltd. All Rights Reserved.
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The Software shall be used for Good, not Evil.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED, INCLUDING BUT NOT
LIMITED TO THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND
NONINFRINGEMENT. IN NO EVENT SHALL THE AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM,
DAMAGES OR OTHER LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE, ARISING FROM, OUT
OF OR IN CONNECTION WITH THE SOFTWARE OR THE USE OR OTHER DEALINGS IN THE SOFTWARE.

Copyright (c) 2002 JSON.org

This product includes software components distributed by OpenSSL (http://www.openssl.org/).

THIS SOFTWARE IS PROVIDED BY THE OPENSSL PROJECT "AS IS" AND ANY EXPRESS OR IMPLIED WARRANTIES,
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A
PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE OPENSSL PROJECT BE LIABLE FOR ANY DIRECT,
INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO,
PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA OR PROFITS; OR BUSINESS INTERRUPTION)
HOWVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT
(INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF
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Copyright © 1998-2007 The OpenSSL Project. All rights reserved.

This product includes software components distributed by Yahoo! Inc.

THIS SOFTWARE IS PROVIDED BY THE COPYRIGHT HOLDERS AND CONTRIBUTORS "AS IS"" AND ANY EXPRESS OR
IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND
FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE COPYRIGHT OWNER OR
CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL
DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE,
DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER
IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF
THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

Copyright © 2008 Yahoo! Inc. All Rights Reserved.
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Preface

Introduction

Document management means different things to different people. For some,
it is simply the ability to scan and view paper documents on the desktop. For
others, it may mean being able to track a huge number of word-processing
files circulating within a department. Still others are concerned with task
efficiency; that is, providing information to office workers whenever they
want it. The challenge of document management is to find a solution that
addresses individual management needs such as these in an effective and
complete manner.

Documanage is the most advanced and complete document-management
solution that you will ever need. Documanage’s strength lies in its open
architecture which allows for document capture, storage, access, and
processing.

Using this manual

Documanage is divided into two integrated modules: the Client module,
which is fully described in this Documanage Workstation Guide, and the
Administrator module, which is run by the Documanage Administrator (refer
to the Documanage Administrator’s Guide for more information.) Both
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modules work together in creating the Documanage document management
system.

This Documanage Workstation Guide describes how you can use the
Documanage Workstation module to perform such document management
functions as annotating, importing, exporting, emailing, and printing
documents in your Documanage system. Note that the availability of these
functions for you is dependent on the rights assigned to you by the
Documanage Administrator.

This manual also describes how to access Documanage workflows using
Documanage Workstation.

This manual is organized as follows:

@ Getting started: This chapter describes starting and logging into the
workstation, how to use the File Room, how to work with Cabinets, and
how to use the Watched Folder. It also explains Documanage print and
system options.

€ Using Documanage Workstation: This chapter explains how to use the
toolbar, folders, and details document management options.

€ Using Documanage Viewer: This chapter explains how to use
Documanage Viewer to view and annotate documents.

@ Working with workflow: This chapter discusses how to access and work
with Documanage workflows. This feature is not available in the
Documanage Server Lite product.
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& Appendices: Appendix A provides a listing of file types supported by
Documanage Workstation. Appendix B provides information about actual
size printing. Appendix C describes the User Notification Utility, which
can be installed and run to let you know when you have work pending in
Documanage. Appendix D describes the Documanage Filer Utility, which
describes how to export documents into Documanage from Windows
applications using a print driver.

Conventions

The Using Documanage Workstation manual provides consistent typographic
conventions and keyboard formats to help you locate and interpret
information easily. These conventions are provided below.

Typographic and keyboard conventions

‘ Convention Description ‘

Italics Command, dialog box, icon, and field names

San serif font Directory, folder, and file names

1 Numbered lists Provide step-by-step procedures for
performing an action

¢ Bulleted lists Provide grouped information, not procedural
steps

Workstation Guide for Documanage
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Related documents

In addition to this manual, the following related publication(s) are also
available from Skywire Software:

4 Administrator’s Guide
4 Programmers Guide to Documanage

Suggestions

We welcome your comments, suggestions, and concerns about this manual or
any Oracle Software publication.

Send comments to:
Skywire’s Documanage for Oracle Software Technical Documentation

3353 Peachtree Rd NE, Ste. 800
Atlanta, Georgia 30326
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Getting Started

Introduction

Documanage Workstation provides a user interface to the Documanage
Server. The main interface is the File Room where you can manage cabinets,
use the Watched Folder, and set system and print options.

In this chapter

The information in this chapter will help you answer the following questions:
-+ How do | start and log in to Documanage?

What is the File Room and how do I use it?

-+ How do | work with the Watched Folder?

What are Documanage Workstation options?

+

-

+

What are Documanage Print options?

Workstation Guide for Documanage 1
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Starting and Logging into the Workstation

Starting and Logging into the Workstation

The first step in running Documanage is to start the program. Generally, you
can start Documanage from the Windows Start menu.

NOTE: Your Documanage startup process may differ from the one listed
below. If so, please see your system administrator.

To start and log in to Documanage Workstation

Before you can begin using Documanage, you must start and log in to the
Documanage system by entering your Documanage user name, password and
domain in the Login dialog box. This information will be the same that is
used in your Windows system.

1 Click the Windows Start menu.

2 Select Programs|Documanage|Workstation.
The Documanage Login screen opens.

3 Enter your User Name and Password in the Login screen.

The password will appear as a series of asterisks (****, for example) in
the Password text box.

Documanage Workstation Login

User Name: | ak.
Paszward: | Cancel
Clomain; | Bouter...
™ Use Windows logon credentials far future logans
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Starting and Logging into the Workstation

4  Enter the correct domain in the Domain field.

The domain should be the Windows NT or 2000 workgroup of which the
Documanage user is part.

NOTE: If you do not fill in the User Name, Password and Domain before
clicking OK, your Windows logon credentials will be used.

5 Select the Use Windows logon credentials for future logons check
box if the user wished to log into Documanage using the logon
credentials established when they logged onto their machine.

NOTE: This option can also be set on the FileRoom tab of the Options
dialog.

6 Click the Router button to set the router information.

5Set Router Information

Router Information

Address: Ifirehnuse

Pretacel | TCPAP =l

End Paint: |4EIEIEI

ok | ! Cancel !

& Address: This is the TCP/IP address or the domain name for the
Documanage Router.

¢ Protocol: This value is filled in automatically. This is TCP/IP network
specific information. If you need to change the value consult with
your network administrator.

Workstation Guide for Documanage 3
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¢ Endpoint: This value is filled in automatically. This is TCP/IP

network specific information. If you need to change the value consult
with your network administrator.

7 Click OK.

Working with the File Room

The File Room window opens once Documanage Workstation is started and
you log in. The File Room organizes and provides access to Documanage
components. File Room components display in a tree format. For example, a
plus sign (+) to the left of a File Room item means that there are items

4 Workstation Guide for Documanage
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beneath it that are not currently displayed. A minus sign (-), means that all
objects under that item are being displayed.

~ | File Room
File Room  View ‘Watched Folder Help

Favorite
Q Amergen Complete

6 Documanage ”~
[l Personal Cabinet
Pending Tasks
e Claim Properties
Generate Received Claim Letter[2)
Inzide Adjuster(3]

] e test Nulls
Decide(3]
Low(1]
testlsers
testwF

WORK(1)
WORK1([2)
WORK2(1)

Suszpended Tasks
Cabinets

B Amergen wi Document Filker

& ARCHIVE

) CAR4RETIO01 2245672901 2345672901 2345678901 2345672901 2345672901 234
B Cal<Power

B Cal<Power v/ Yariable Filter

g Claim Properties: Completed T asks

B Claim Properties: Overdue Tasks

A Claim Properties:Pending Tasks

) Consclidated AmergendLoth/Calx

B DCIG by Claim

g DCIG by Policy

B Documentation

B Lothian

B Lothian w! Authorities

Q Lothian v/ Order By DESC

B Lothian_90123245672901 2345678901 22345672901 2345672901 2345672901 234
B Nw_Customners

Bl Printer Resources

PATRICK KEY

File Room components include:
@ Personal Cabinet. Your private workspace.

@ Favorites. The cabinets with queries you use most often.
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*

*

*

Cabinets. The Documanage Cabinets to which you have access.

Tasks. The workflow projects to which you are assigned and/or have
access. NOTE: The workflow feature is not available in the Documanage
Server Lite product.

View Windows. A list of each open Documanage Viewer window.

Active Projects. A list of each checked out project in the workflow. The
workflow feature is not available in the Documanage Server Lite product.

Document Edit Sessions. A list of each document being edited in an
external application.

The File Room also provides access to the Watched Folder and Documanage
Workstation options. See “Using the Watched Folder” on page 20 for more
information on the watched folder. See “Documanage Workstation Options”
on page 32 for more information on Documanage Workstation system
options.

Working with Cabinets

6

Documents in Documanage are accessed through Cabinets. Much like a
physical cabinet, a Documanage Cabinet contains a collection of related
folders. System cabinets are those cabinets set up by the Documanage
Administrator to which you have access. The Personal Cabinet is your own
private workspace.

Workstation Guide for Documanage
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NOTE: The Documanage Administrator creates Cabinets and user groups
and grants security access. You do not need to perform such
Documanage Administration functions.

The benefits of a Documanage Cabinet are:

@ security can be set for an individual

@ multiple users can simultaneously access a document

@ specific documents can be checked out within a particular folder

By default, only 100 folders can be viewed at any one time, though the
Documanage Administrator can change this number. If the number of folders
exceeds 100, you must use the Next Set of Folders option from the Cabinet
menu to view these folders. To return to the previous 100 folders, you must
use the Previous Set of Folders option from the Cabinet menu to view those
folders. These limits can be changed from the Options dialog.

Cabinet folders can contain documents and sub-folders, which in turn can
contain documents and further sub-folders, and so on. Depending on the
access rights assigned to you by the Documanage Administrator, you may not
see the same Cabinets, folders, and documents other Documanage users may
see. This is done, among other reasons, for security purposes. For further
details, please contact your Documanage Administrator.

Opening a system cabinet
You can open a cabinet with or without filters. Opening a cabinet with filters

allows you to search for specific folders based on a query. You can also open
multiple instances of a cabinet with different views. For example, you can run
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Working with Cabinets

multiple queries on one cabinet and keep each query view open. The opened
cabinets display as child nodes under the main cabinet node.

NOTE: You cannot open the Personal Cabinet using filters or in multiple

instances.

To open a cabinet

1

2

Go to the File Room.

Select the cabinet you want to open.

Right click and select Open Cabinet.

The cabinet opens and displays all the folders associated with it.

-~ Amergen (2)

Cabinet View Folder Document  Help

it

_1ol =1

e e e = B s BT

Ho Cabinet Guery set

Contents of Folder: Bradley

= =lmE] sy wlDls] mE] B Sl

=12 Amergen Label [ Category [ &dded On [ &uthar [
= el (24%5] Chart - Excel File STATEM.. 2002-07-1609:03:44  DMG
E:;’ILPE";:LE::‘ offer L ¥\ Family Protection Offer L., CORRE.. 20020716 03.0354  DMG
Frintstream Propery Pol Printstream Property Pali...  POLICY 20020715 09:0401  DMG
B Summany of Coverage Summary of Coverage FOLICY 20020716 09:0450  DMG
) wisloome Letter Twielcome Letter CORRE... | 2002-07-160%:0458  DMG
& Aceident Photo | 8 Acoident Phota CLAIM 2002-07-25 15:55:40  DMG
_ igz:gz:: ;Zifsn' FROMN @3 Accident photo - FRONT... CLAIM 200207-2516:0454 | DMG
7 Emall (2002-06.05 15,02 [E) accident Repon CLAIM 200207-2516:05:30  DMG
T orashed car [ 1Email (2002-08-08 16.03... ACCOUNT | 2002-08-08 18:0505  EZPOWER
T crashed car T crashed car ACCOUNT | 20020809 11:05:23  EZPDWER
‘? Family Frotection Offer L B crashed car ACCOUNT | 2002-11-21 16:52:38  EZPOWER
t ﬁ:::ﬁj“"ﬂf;gg‘eg:: | TFamiy Protection Otfer L., ACCOUNT | 20021210711:38:28 | EZPOWER
Family Pratection Offer Surmmary of Coverage ACCOUNT | 2002121011:38:34  EZPDWER
=&#5;] Chart - Excel File | Family Protection Offer L., ACCOUNT | 2002121311:17:48  EZPOWER
e B Con T Family Protection Offer L. ACCOUNT | 20021213 11:45:14  ASLOTKIN
B Jones =] Chart - Excel File STATEM... 2002-071603:0344 DMG
v B Lobdale
B sdfadi
B Slotkin
B Smith
| HiE—— 5]

B

[17a7

NOTE: You can also open a cabinet by double clicking on the cabinet node.
This option can be set on the FileRoom tab of the Options dialog.
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To open a cabinet with a query

Documanage provides extensive search capability through its Cabinet Query
feature. You can query a cabinet by selecting the cabinet, right clicking, and
selecting Open Cabinet with Query. The Cabinet Query screen is divided into
several tabs, each containing different fields.

1 Go to the File Room.

2 Right click on the cabinet you want to search and select Open
Cabinet with Query or if the cabinet is already open, select the Set
Cabinet Query option from the Cabinet menu.

The Cabinet Query dialog box opens. If the Cabinet has only one level,
the Folder Properties tab is as shown here. If the Cabinet has several
levels, the Folder Properties tab contains a tab for each level.
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Cabinet Query

Folder Properties | Document Properties | Categories FuIIIextSearchIEditSQLI

Field Operator Yalue
Account Number  fincludes o
Last Mame Equalz =
Firgt Mame Orits e
i Mot Equal =
Service Address 1 Begins With e
Service Address 2| Includes =
Service City Mat Equal |
Service State Beginz *With |
Service Zip Mat Equal -
1| | »

¥ Dwenides Edit SOL Screen

[T Case Semsbive [ Indicate Empty Folders

o | C_Iearl Clearalll gance||
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The Cabinet Query dialog box for a multi-level Cabinet is shown here. In
addition to a Level tab for each level, the Folder Properties tab also
contains a Clear button on the Folder Properties tab that clears all of the
levels on the tab.

Cabinet Query

Folder Properties | Document Propertiesl Eategoriesl Full Text Searchl Edit SQLI
Level 1 |Leve| 2| Level 3| Level 4|

Field Operator VYalue
Claim Mumber  |Equals =

Wehicle 1d Equals il
Claim Remarks | Includes

4

4

Paolicy Mumber |Equals
Claim Approved | Includes

-

Clear LEVE|| ¥ Ovemides Edit SOL Screen

[¥ CazeSenstive [ Indicate Empty Folders

ok | Cla | Ceaar | Concel |

NOTE: You can also select Open Cabinet with Query by double clicking on
the cabinet node. This option can be set on the FileRoom tab of the
Options dialog box.

3 Select the tab that corresponds to the type of search you want to
conduct.

The more information you enter regarding a document, the narrower your
search.

You can choose from the following options:
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Folder Properties. Queries Folder Properties
Document Properties. Queries various Document Properties
Categories. Queries various Category Fields

Full Text Search. Query for a set of words or phrases, or a
complete sentence.

¢ Edit SQL. Write a SQL statement to query Folder, Document, and
Extended Document Properties.

And conduct the following kinds of searches:

¢ Includes. Includes the words and phrases being queried.

¢ Equals. Search matches the words and phrases being queried
¢ Omits. Omits the words and phrases being queried.
*

Not Equal. Search does not equal the words and phrases being
queried.

¢ Begins With. Search starts with the words and phrases being queried.

® 6 0 o0

4  Enable the Case Sensitive checkbox in the lower-left corner to
further define your search by requiring search results to match the
case of your search criteria.

5 Enable the Indicate Empty Folders checkbox if you want to see
which resulting folders are empty.

If you inadvertently enter incorrect data, click Clear to erase that data.

6 Click OK.

NOTE: You can save cabinets with the Cabinet Query filters that you use
most often by selecting Cabinet|Add to Favorites after running the
query. The Indicate Empty Folders option will also be saved. The
favorite will be stored in the Favorites node in the File Room.
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Removing a query

After you have used the Cabinet Query feature, and you again wish to see all
of the folders and documents in the cabinet, you must clear the query. You do
this by selecting the Clear query option from the Cabinet menu. Once the
filter has been cleared, you are ready to perform the next query.

To remove filters

@ Select the Clear query option from the Cabinets menu (F12).

The filter is cleared and you are ready to perform a new search.

Opening a cabinet with Variable Filters

The System Administrator can set up a cabinet so that it can be opened with a
filter. This limits the folders and documents that you see to those matching
the filter condition. For instance, a cabinet could be set up with a filter on the
state field. A user could then open the cabinet and set the filter to see only
folders that have an address in the state of Maryland. Another user could open
the folder and see only folders that have an address in the state of Minnesota.

NOTE: Variable filters are distinct from a cabinet Query. The variable filters
are set when you open the cabinet and they are maintained by the
Documanage Server. A cabinet Query is set on the client side and can
be cleared or changed.
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Setting the filter conditions for a cabinet.

1 Open acabinet that has variable filters defined for it.
The Variable Filters dialog appears.

Cabinet Filters for Amergen Test:Completed Tasks
EndDate ARG ~ |

Performed By I j

Start Date I j

Thiz cabinet iz defined with a filker which requires you ta
provide walues for the filker critenia. Once zet, theze values

can only be changed by cloging and reopening the ok

) O Cancel |
cabinet.

2 Select values from the End Date, Performed By and Start Date Lists.

NOTE: Once set, these values can only be changed by closing and reopening
the cabinet.”

¢ If you assign a value to one filter variable, you must specify values
for all of the filter variables.

¢ If you leave the End Date, Performed By and Start Date fields blank
and click OK, the cabinet will be opened without any filters.
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¢ When you open a cabinet with a variable filter in effect, an icon
appears in the Filter Conditions panel of the Status Bar.

Adding favorites to the File Room

The File Room allows you to save cabinets with the Cabinet Query filters that
you use most often. This allows you to open the cabinet with the query filter
already set. The Indicate Empty Folders option is also saved.

To add a favorite cabinet to the File Room

1 Go the File Room.

Flefoom Wiew  Wokdhod Folder  Help

Favosts |
& fumigen Coniels

[ Documansoe =
Persoral Cabeet
Fereirg Tass
A Gl Fropertess
Gientols Frcerees Clomm Litef2)
:g Vabe fupsto] 3
S et Nk
Decadel|
Lond1]
teatlass
- satwF
‘WORK()
WORKI[Z)
WOREH)
Suipended Tatks
Cabinets

[ mergen
Amesgen w! Document Filer
ARCHIVE

CaPovers
ol Powers v Variable Fiin
Claen Progoentons Cinrpiebed T ik
Claen Progoertons Drvmchon Tk
Clam Fropestess Perdrg T ashs
Corsvbdated fimerpenvLath/Cal<.
DACIG By Claen
DOIG by Pobey
Documartstion
Lotisn
Lothian w/ Authorbies
Lothian s/ Dsder Dy DESC

o1
Wl Cumtomers
Piries Reaoaces b

PATRICK KEY

Workstation Guide for Documanage 15



Getting Started
Working with Cabinets

2 Rightclick on the cabinet you wish to open and select Open Cabinet
with Query.

The Cabinet Query screen opens.

3 Setthe correct filters.
A cabinet opens based on your query.

4  Select Cabinet|Add to Favorites.
5 Enter a name for the Favorite and click OK.

6 Return to the File Room.

The name displays under the Favorites branch in the File Room. You can
then open the favorite cabinets by double clicking or by right-clicking
and selecting Open Favorite. You can remove the favorite cabinet by
right-clicking and selecting Remove Favorite.

Personal Cabinet

The Documanage Personal Cabinet is the location that contains folders and
documents specific to you. Only you can access your Personal Cabinet,
making it a secure location to store confidential documents.

Open the Personal Cabinet by double clicking the node or right clicking the
node. It opens in a 2 paned view. In the left pane, listed under Personal
Cabinet, are two folders by default: Checked-Out Documents, which is the
location where documents checked-out to the personal cabinet appear and
New Documents, that you can use for any documents you bring into the
system. These folders display in a tree format similar to Windows Explorer.
Clicking a left pane folder displays its contents in the right pane. (Note that
only one folder can be open at any one time). The name of the open folder
appears above the Label column on the right pane.
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A small icon appears to the left of each document in the right pane. This icon
serves as an identifier of that particular document. For example, a Microsoft
Word document appears with a small blue “W” to its left, while a graphic icon
appears to the left of each graphic image.

NOTE: By default, only 100 folders can be viewed at any one time, though
the Documanage Administrator can change this number. If the
number of Personal Cabinet folders exceeds 100, you must use the
Next Set of Folders option from the Cabinet menu to view these
folders. To return to the previous 100 folders, you must use the
Previous Set of Folders option from the Cabinet menu to see those
folders. These limits can be changed, however, from the Options
dialog.

Opening the Personal Cabinet

To open the Personal Cabinet

@ Select the Personal Cabinet and double click.
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Adding a folder to the Personal Cabinet

You can add folders to the Personal Cabinet. When you do so, the New
Personal Folder dialog box displays, prompting you for a folder name. Once
the folder name is entered and accepted, it appears in the Personal cabinet.
To add a folder to the Personal Cabinet

1 Go to the File Room.

2 Open the Personal Cabinet.

3 Select the Add Folder option from the Folder menu.
The New Personal Folder dialog box opens.
Mew Personal Folder

Erter a name for the new Perzonal Cabinet folder

4 Enter a Name for this folder.

5 Click OK.
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Deleting a folder from the Personal Cabinet

You can delete any folder as long as you have the necessary authorities and
there are no documents directly under it. Folders containing documents from
consolidated cabinets and sub-folders in a multilevel cabinet can be deleted.
By default, folder delete authority will always be turned off. The
Documanage administrator must enable the delete authority for each table
and its user.

NOTE: A workflow folder cannot be deleted.
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To delete a folder from the personal cabinet
1 Go to the File Room.

2 Open the Personal Cabinet.
3 Select folder to delete.

4 Select the Delete Folder option from the Folder menu.

 Documentation (2) =10 x|

Cabinet View Folder Document Help

o) w6l e Bl sl sl sl
No Cabinet Query set Contents of Folder: DmgMotifier 1.0

[=] {E Dacumentation [This Folder s Empty I
o % DmgMatifier 11 I
Q Documan:  Import File..,

B, Docusave Properties
Ad Falder. ..

Start Warkflow Praject,.,

1303 | 4

Using the Watched Folder

The first time that you run the Documanage Workstation, an Import to
Documanage folder is placed on your desktop. You can copy documents into
this folder to later import into Documanage. On startup, Documanage
Workstation polls the Import to Documanage folder. If there are documents in
the folder, you are notified that there are documents in the Watched Folder
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and asked if you want to view the contents of the folder. If you do not want to
see this dialog in the future, click Cancel.

You can also check the Watched Folder from the File Room and can import
the files at any time. Files are imported to the New Documents folder of the
Personal Cabinet.

To copy files into the watched folder

1 Locate, on your hard drive, the file(s) you want to copy.

2 Select the file(s) and copy.

3 Go to the Import to Documanage folder on your desktop and paste
the files.

The files will remain in that folder until you import them to Documanage
using the Watched Folder option.

To use the Watched Folder option when starting
Documanage Workstation

1 Open and login to Documanage Workstation.
A dialog box opens if there are documents in the folder.

x
® There are & files pending in wour Watched Folder, ..
Ci\Documents and Settings\Documanage User\Deskbop! Import to Documanage
Select CAMCEL ko nok see this message in the future,

[0 wou wank to view the Watched Folder dialog?

Yes Mo | Cancel |

2 Click No if you don't want to view the contents, or Cancel to not see
the message in the future.
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3 Click Yes to view the contents of the folder.
The Watched Folder dialog box opens, displaying the files in the folder.

~ Watched Folder =10/ x|

= Files &vailable for Impart

C:\Documents and SettingsiDocumanage User\Desktophimpart to Documanage

Account Termns and Condtions. TIF
Business Property Fee SchedulexL3
i al Liability e TIF
Farrily Pratection Offer Letter.DOC
[uarterly Statement Adjustment.JPG
[Juates for Life Property and Auta LS
Summary of Coverage.DOC

Welcome Letter DOC

|mpart | [lose |

- File Preview

<| >| Page 1 of 7

neurance DECLARATIONS

Sarmpio COMMERCIAL GENERAL LIABILITY COVERAGE PART
Compary

Nammed Insured Bil B
Policy Mo, OETRESET

LIMITE OF INEURANCE

GEMERAL AGGRECATE LT [Diher Than Produsts - Compbetind Opsriorsd & 360.00
PROCUCTS COMPLETED OPERATIONS ADGRECATE LBAT § 500.00
PEREONAL & ADVERTS! G IRLILITY LIMIT 400,00
EAH DCCURFENCE LRAT B0 00
FIFE DMAGE LT T E——
MEDIGAL EXPENSE LIMIT B 900.00 ARY HE FERION j
‘ Polled Watched Folder @ 10/22/2004 02:32.27 PM File count = 8 Y
]
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4 If you wish to refresh the list of files, click Refresh.

5 Select the file(s) you want to import and click Import.
The file(s) you have selected appear in the Folder Preview area.

NOTE: Only jpg, tif, emf and bmp files can be viewed in the File Preview
area.

6 Select where you want to import the document in the Select a
Destination Cabinet and Folder drop down list.

% Import To Documanage Folder , x|

— Select a Destination Cabinet and Folder————————————————

Folders1-70f7  Prey et |

[mpart LCancel
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7 Click Import.
The Documanage Document Properties screen opens.

Documanage Document Properties E|
Estended Properties ] Content kanagement ] Retention ]
General l Histary ] Application ]

1 ane:

Category: | =1

Walume: ’W

File Type: AFP

Added By |DMG

Yersion Number; |1 oo

Dezcription:

Cloze | | |

8 Enter the document properties and click OK.
The document is placed in the selected cabinet and folder.

9 Click Cancel to the close the Watched Folder screen.
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To use the Watched Folder option from the File Room
1 Go to the File Room.

2 Select Watched Folder|Start.
The Watched Folder dialog box opens and displays all the files ready for
import.

 Watched Folder 10l =|

r— Files Available for lmport

C:ADocuments and SettingziDocumanage Uzer\Deskioptimport to Documanage

Account Terms and Conditions. TIF
Business Property Fee ScheduleLS
:Commercial Liabili e TIF
Family Protection Offer Letter, DOC
Quarterly Statement Adjustment.JPG
Guotes for Life,Property and Autox<L5
Summary of Coverage DOC

‘welcome Letter. DOC

Import | Cloze |

— File Previe

<| >| Page 1 of 7

: : Sampeo COMMERCIAL GENERAL LIABILITY COVERAGE PART

Insurance
C DECLARATIONS

Nammed Insured 8il Eant
Policy No., OETEES4D

LIMITS OF INSURBNCE

GEMERAL AGGREGATE LT (Ciber Than Prodhcts - Compbetert Copiorsd 8 350.00
FRANGUCTS COMPLETED OPEAATIONS AGORECATE LIAT & 500.00
PERSOMAL & ADVERTISING INILITY LIIT & 400.00
EADH DOCURFENCE LIMIT

FIFE DAMAGE LT
MEDICAL EXPENSE LIAIT

Ay g amg

AR s sEmEIN
-

| Palled W atched Folder & 10/22/2004 02:32:27 PM File count = 8 4
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3 Select the file you want to import and click Import.
The Import To Documanage Folder dialog appears.

-3 Import To Documanage Folder

Select a Destination Cabinet and Falder

| Lathian j

V¥ Show all folders when cabinet iz selected

Search For Folders. .. | |

i 5 6 | |

'ﬁ Bradley
Q Cou
Q Hugh
21 Jones
- Lobdale
Q Sriith

Add Folder | Beesh Eabinet|

| LCancel |

4 Inthe cabinet list, click the cabinet into which you want to place the
document

5 To display all the folders in the cabinet, go to step 6. To display
selected folders in the cabinet, go to step 7.

6 Click Show All Folders (or select the Show all folders when cabinet
is selected checkbox if it is not already selected). Go to step 16.

7 To display selected folders in the chosen cabinet click Search For
Folders.
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The Search For Folders dialog box opens. The contents of the Folder

Properties tab differs depending on whether the Cabinet contains one
level, or several levels.

If the Cabinet has one level, the Folder Properties tab appears as it is
shown here.

Search For Folders I

Folder Properties I Edit SEL |

Field Operator Value
Lhame Includes =
Frame Inchides = |
Polrum Inclides =]
Phonenum Inchides = |

¥ Ovemides Edit SOL Screen

[¥ Cage Sensitive. [ Indicate Empty Folders

o | E_Iearl Clearﬁlll gance||
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If the Cabinet has more than one level, the Folder Properties tab displays

a Level tab for each level, as shown here. The Clear button clears all of
the Level tabs.

Search For Folders I

Folder Properties | Edit SAL I
Lewvel 1 | Lewel 2 | Level 3 | Lewvel 4 |

Field Operator
Claim Mumber  |Equals
Yehicle 1d Equals

-

=

Claim Remarks  Inchudes ||
=

=

Yalue

Palicy Mumber Equals
Claim Approved | Includes

Clear Lewvel | [ Owerides Edit SAL Screen

[¥ Case Sensiive [ Indicate Empty Folders

oK I Clear | Clear &l | Qancell
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8

Select the tab that corresponds to the type of search you want to
conduct.

NOTE: The more information you enter describing a folder, the narrower

your search.

10

11

12

13

Choose from the following options:
¢ Folder Properties—Queries Folder Properties

¢ Edit SQL—Write an SQL statement to query Folder Properties and
conduct the following kinds of searches:

¢ Includes—Includes the words and phrases being queried.
Equals—Search matches the words and phrases being queried
Omits—Omits the words and phrases being queried.

Not Equal—Search does not equal the words and phrases being
queried.

Begins With—Search starts with the words and phrases being
queried.

* o o0

2

Select the Case Sensitive checkbox if you wish to have the case of
your search results match the case of your search criteria.

Select the Indicate Empty Folders checkbox if you want to see
which resulting folders are empty.

If you enter incorrect data, click Clear to erase that data.

Click OK.
The filtered folders are displayed in the selected cabinet.

Select the Folder into which you would like to place the document
and proceed to step 16. If you do not see a Folder into which you
would like to place the document, click Add Folder in the Import To
Documanage Folder dialog.
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The Folder Add Dialog appears.

Folder Add

Fieldd ame Value

Last Mame

Firzt Mame

Account Number

Phone Mumber

QK Cancel

14 Enter values for the Field Names in the dialog. Click OK.
A new folder appears in the selected cabinet.

15 Select the new folder.
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16 Click Import.
The Documanage Document Properties screen opens.

Documanage Document Properties rz|
Extended Properties ] Content Management ] Retention ]
General ] Histary ] A pplication ]
I arne;
Categony: | J
Yolume: ’W
File Type: AFP
Added By | DMG
Yerzion Mumber: |1 on
Description:
[oee ] | |

17 Enter the document properties and click OK.
The document is placed in the selected cabinet and folder.

NOTE: Many document fields are “sticky". That is, they retain the last value
defined for them and pre-fill the Document Properties dialog with the
saved values. These values are used for all document import
operations, and are even saved between sessions.
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18 Click Cancel to the close the Watched Folder screen.

Documanage Workstation Options

There are several system options within Documanage Workstation. These are
set through the View menu in the File Room.

Logging

Logging records Documanage Workstation activity and is useful for
troubleshooting. You can set log file name, location, and level of detail that is
recorded in the log. Detail levels are Off, Debug, Detailed, and Normal,
where Off records nothing and Debug records the most information.
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To set logging
1 Go to the File Room.

2 Go to View|Options.
The Options screen opens.

lmagingl Erinting] File Hooml ‘watched Folder l Labinet l Frefs l

Activity Log File
“Warious Workstation operations and errors can be written to a log file to help
diagnoze problems. 'ou can et the log file name and location and the level of
detail that iz reported to the file. You can alza tum off logging.

[ Owenwiite existing log file on startup LogLevel |Debug -
c:h\DmgClient.log
Choosze File...

Ermor Meszages

Thiz option shows some technical information on the error and message
dialogs. This might help diagnose problems.

[ Show eror message source on message dialogs

(] 8 | Cancel

3 Gotothe Logging tab.

4 Select the Log Level from the drop down list.

Levels include Off, Debug, Detailed, and Normal, where Off records
nothing and Debug records the most information.
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5 Click the Choose File button to specify the name and location of
the.log file.

The Specify an Activity Log File Name screen opens.
2|

Save in: Ia[ﬁlient j - £k Ea-

File name: IDocumanage “workstation j Save |
Save as type: I"_Iog j Cancel |
7

6 Enter aname for the log file in the File name field and browse to the
location you want to store the file in the Save in drop down list.

7 Click Save.

The file is created and saved in the specified location and the path
displays on the Logging tab.
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8 Select Overwrite existing log file on startup to start a new log each
time you start Documanage Workstation.

9 Select Show error message source on message dialogs to see the
source for errors you encounter.

10 Click OK.

Imaging

There are several imaging options in Documanage Workstation. They are
found on the Imaging tab of the Options dialog (View|Options|Imaging).

@ Color Imaging Options allow you to alter the appearance of images
derived from color AFP and MET files. You can render these images in
color or black and white. NOTE that only certain AFP and MET files
contain color. By default, Render color AFP and MET images in color is
selected and AFP and MET files will display in color. You can render in
black and white by disabling this option.

€ Gray Scale Quality Settings allow you to turn gray scaling on and off and
set the quality at which you'd like images grayscaled. High Quality
results in the best image, but takes the longest to render. Low Quality
results in a fair image, but renders quickly.

@ 8-bit Color Quality Settings allow for high to low quality color
rasterization of your images.
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To set color image options
1 Go to the File Room.

2 Go to View|Options.
The Options screen opens.

LDgglhgl lmaging] Erinting] Eile Hoom] Watched Fnlder] Qabinetl F'_refsl

Activity Log File

Warious Workstation operations and erors can be written to a log file to help
diagnose problems. You can set the log file name and location and the level of
detail that iz reported to the file. You can alzo tum off logging.

[ Owenwrite existing log file on startup Log Level: |Debug -

c:\OmgClient log
Chooze File. ..

Error Meszages

Thig option shows some technical information on the enor and message
dialogz. Thiz might help diagnose problems.

[ Show errar meszage source on message dialogs

ok | Cancel
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3 Go to the Imaging tab.

‘ Erintingl File Hooml ‘wiatched Folder l Cahingt ] Frefz l

Logging ¢ Imaging;

Calor Imaging Options
Thiz option determines whether AFP and Metacode printstream files should be
rendered in color or black and white,

|v Fender color 4FP and MET images in color

Grayscale Quality Setting

ou can gelect the qualty at which grapscale images are rendered, A lower
quiality might improve performance on a show computer,

|Medium [Juahty j

2-bit Color Quality Setting
You can zelect the quality at which 8-bit color images are rendered. & lower
quality might Improve performance on a slow compter.

|Medium Quality j

Ok | Cancel

4 Select Render color AFP and MET images in color if you want the
color AFP and Metacode files to display in color or disable the
option to display in black and white.

This option is enabled by default.
5 Click OK.
To set grayscale quality
1 Go to the File Room.

2 Go to View|Options.
The Options screen opens.
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38

3

4

5

Go to the Imaging tab.

Select the Grayscale Quality Setting you want. Medium Quality is
the default.

¢ Off. Image rendered in black and white, not grayscale.

¢ Low Quality. Image is rendered in grayscale quickly but at a fair to
poor quality.

¢ Medium Quality. Image is rendered in grayscale at an average time
and quality.

¢ High Quality. Image is rendered at an excellent quality but slower
than the other options.

Click OK.

To set 8-bit color quality

1

2

Go to the File Room.

Go to View|Options.
The Options screen opens.

Go to the Imaging tab.
Select the color quality setting you wish to use. Options vary from
low to high quality with High Quality resulting in the highest quality

rasterized image.

Click OK.

Print Options

DCD files contain objects such as backgrounds, which can be flagged as
display-only (i.e., to not print.) That is, they show on the screen, but when the
document is printed they are not drawn. For example, you might have
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background stock paper on which you print your images. The graphics on the
stock paper display as overlays in Documanage Workstation so you can see
on the screen what the printed image will look like. When printing, you do
not want to print these overlays as they already exist on the stock paper.

Documanage Workstation has an option: Ignore DCD printing tags (print
DCD documents as displayed), which is disabled (unchecked) by default.
When this option is disabled, objects tagged as display-only are not printed.
To print the image as it appears on the screen, enable this option by checking
the box.

To set DCD Print Options

1 Go to the File Room.

2 Go to View|Options.
The Options screen opens.

1maging] Erintingl File Flooml ‘whatched Falder l LCabinet l Frefs l

Activity Log File
W arious "Workstation operations and emors can be wiitten to a log file to help
diagnoze problems. You can set the log file name and location and the level of
detail that is reported to the file. You can alzo tum off logging.

[ Dwenwrite existing log file on startup Log Level: |Debug -
c:hDmagClient.log
Choose File...

Errar Meszages

Thiz option zhows zome technical information on the error and message
dialogs. Thiz might help diagnoze problems.

[ Show ermor message source on message dialogs

(0] | Cancel
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3 Go to the Printing tab.

File Hnnml ‘whatched Folder ] Cabinet l Frefs ]

Logging ] Iraging
DCD Frint Options
Docucorp DCD files are sometimes printed on preprinted forms. This option

zan be uged to print the filez including the form background,

[ lgnaore DCD printing tags [print DCD documents as displayed]

Ok | Cancel

4 Select Ignore DCD printing tags (print DCD documents as
displayed) to print the image that displays on the screen. If you do
not want to print DCD tags, disable this option.

This option is disabled by default and objects tagged as display only are
not printed.

5 Click OK.

For information about printing a document see “Printing a Document” on
page 133.
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File Room Options

File Room Options determine what happens when you double-click on a
cabinet in the File Room. The default option will be shown in bold when you
right click on a cabinet node.

The Cabinet Node Double-Click Action frame sets what should happen when
a user clicks on a Cabinet node in the FileRoom.

The Documanage Login frame determines whether the Login dialog should
be displayed or not. A checkbox on the Login dialog suppresses subsequent
display of the dialog. If the login fails, the login dialog is displayed regardless
of this setting. The UserName panel of the FileRoom status bar shows the
currently logged-in UserName. The tool tip for this panel shows the Domain
and UserName.
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To set File Room Options
1 Go to the File Room.

2 Go to View|Options.
The Options screen opens.

1maging| Erinting] File Floom] Wwatched Folderl Qabinetl F'_refs]

Activity Log File

W arious Workstation operations and emors can be writken to a log file to help
diagnose problems. You can set the log file name and location and the level of
detail that iz reported to the file. You can alzo tun off logging.

[~ Owenwrite existing log file on startup Log Level | Debug -

c:A\DmgClient.log
Choose File....

Error Messages

Thiz option shows some technical information on the error and message
dialogs. Thiz might help diagnose problems.

[~ Show error message source oh meszage dialogs

ak. | Cancel
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3 Go to the File Room tab.

Wwatched Folder l Cabinet l Prefs l

I__-:-ggingl lmaging] Printin

Cabinet Mode Double-Click, Action

This optioh determings what happens when you double-click on a cabinet
node in the File Room. The default option will be shown in bold when you right
click on a cabinet node.

(¢ Open Cabinet
(" Open Cabinet with Query

(" Expand closed node / Collapse open node

Documanage Login

The \Workstation can automatically log into Documanage using the name and
pazzword you used to log onta your computer. 1F you want ta lag into
Documanage az a different user, select the Show Login Dialog option.

" Use Windows login credentials

f¢ Show Login dialog

ok | Cancel

4 Under Cabinet Node Double-Click Action, click Open Cabinet, Open
Cabinet with Query or Expand closed node/Collapse open node to
determine what happens when a user clicks on a Cabinet node in
the FileRoom.

5 Under Documanage Login frame, click Use Windows login
credentials to have the WOrkstation automatically log into
Documanage using the name and password you used to log onto
your computer. Click Show Login dialog if you want to log into
Documanage as a different user.

NOTE: If the login fails, the login dialog is displayed regardless of this
setting.
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NOTE: The UserName panel of the FileRoom status bar shows the currently
logged-in UserName. The tool tip for this panel shows the Domain
and UserName.

6 Click OK.

Watched Folder Options

The Watched Folder tab sets up the Workstation to poll a designated folder for
files to import into Documanage. The tab sets the location of the Watched
Folder and how often it should be polled. The maximum polling interval is
just over a minute.
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To set Watched Folder Options
1 Go to the File Room.
2 Go to View|Options.

The Options screen opens.

] 1maging| Erintingl File Hoom] wiatched Folder] Qabinetl F'[efs]

Auctivity Log File

“Warious Workstation operations and errors can be written to a log file ta help
diagnose prablems. Y'ou can zet the log file name and location and the level of
detail that is reported to the file. o can also turn off logging.

[ Owerwrite existing log file on startup

Log Level |Debug -
Choose File...

c:A\DmgClient. log

Error Messages

Thiz option thows some technical information on the error and meszage
dialogs. Thiz might help diagnoze problems.

[~ Show eror message source on message dialogs

ak. | Cancel
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3 Go to the Watched Folder tab.

Cabinet l Prefs l

Logging | Imaging| Prnting| File Room | Watched Folder :
Impart to Documanage Folder

The Workstation can periodically poll a designated folder looking for new fles
taimport into Documanage. You can get the folder location and haw often it
should be polled. You can alzo turn thiz option off, The maximum palling
interval iz just aver a minute,

Location... Default Location

C:A\Documents and SettingshPatrick Kep GRANITE Desktophmport to
Documanage

Paling interval [milizeconds]  |§RRI5 [1-ERA3E]

[~ Show a message at startup if files are present in this folder

v “watch thiz folder for fles to import into Documanage

Ok | Cancel

4 Click Location... .

A folder browse dialog appears that allows you to select a WatchedFolder
location.

5 Click Default Location to default the Watched Folder to \Documents
and Settings\[Current Windows User]\Desktop\Import to
Documanage.

The default path appears in the dialog window.

If the Watched Folder does not exist, a dialog will appear so that you can
create one.
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6 Inthe Polling interval box, enter the interval at which the
Workstation polls the Watched folder for files to import into
Documanage.

7 Select the Show a message at startup if files are present in this
folder. checkbox to have the Workstation display a message if files
are present in the Watched Folder at startup.

8 Select the Watch this folder for files to import into Documanage.
checkbox to activate the Watched Folder.

9 Click OK.

Cabinet Options

The Cabinet tab determines what happens when you double-click on a
checked-out document. The currently available options are View Document
or Edit Document with View Document as the default. The menu item
corresponding to this setting is shown in bold on the context menu that
appears when you right-click on a document. If the option is not available for
a document. (because of user-authorities, for instance) no option is shown in
bold double-clicking does nothing.
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To set Cabinet Options
1 Go to the File Room.

2 Go to View|Options.
The Options screen opens.

lmagingl Erintingl File Fioc-ml watched Folder ] LCabinet l Prefs l
Activity Log File
W ariows "Workstation operations and errars can be wiitten o a log file ta help

diagnoge problems. You can set the log file name and location and the level of
detail that iz reported to the file. “Y'ou can alza turn off logging.

[~ DOwenwrite existing log file on startup Log Level: |Debug -

c:A\DmgClient.log
Choosze File...

Eror Messages

This option shows zome technical information on the emor and message
dialogs. Thiz might help diagnose problems.

[ Show error message source on message dialogs

Ok | Cancel
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3 Go to the Cabinet tab.

I__ogging] 1maging| Erintingl File Hoom] watched Folda

Checked Out Document Double-Click &ction
Thiz option determines what happens when you double-click on a checked
out document. The default action will be shown in bald when you right-click on
5 document,

*iew Dacument j

Preview POF Files
PDF files can be previewed on the preview panel if Adobe Acrobat Reader is
inztalled on pour computer.

[v Show preview for POF files i &dobe Acrobat iz available

PDF files must be downloaded in order to be previewed. Thiz can take some
time for large files. Y'ou can 2et a value to not automaticaly preview a PDF file
over a certain size. |f you wish to preview these larger files you can click the
Prewview buttan on the Preview Panel,

Max Preview size |2 Meg j

aK | Cancel

4 Select View Document or Edit Document from the list.

5 Click OK.

To View PDF files

1 Go to the File Room.

2 Go to View|Options.

The Options screen opens.
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3 Go to the Cabinet tab.

Prefz l

I:ogging] lmagingl Erintingl File Hooml ‘whatched Folder

Checked Out Document Double-Click Action
This option determines what happens when you double-click on a checked
out document. The default action will be shown in bold when vou right-click. on
a document.

iew D ocument j

Preview PDF Files

FDF files can be previewed on the preview panel if 2dobe Acrobat Reader is
ingtalled on your computer.

[v Show preview for PDF files if Adobe Acrobat iz available

PDF files must be downloaded in order to be previewed. This can take some
time: for large files. Y'ou can set a value to not automatically preview a PDF file

over a certain size. |f you wish to preview these larger files pou can click the
Preview button on the Preview Panel.

Max Preview size '_I

0k | Cancel |

4 PDF files can be previewed on the preview panel if Adobe Acrobat
Reader is installed on your computer. You can check the option to
preview PDF files if Adobe Acrobat Reader is available. Since the
files have to be downloaded from the server to be previewed you
can also limit the size of the document file to not automatically
download the document for preview.

NOTE: With version 6.6, Documanage can now render PDF files natively, so
this option is no longer necessary and should be turned off.
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Preferences

The Prefs tab allows users to set the number of top level folders that will be
displayed when a cabinet is opened. (This value was formerly stored in the
POffice.ini file but is now maintained by the Documanage Workstation).
To set the Preferences

1 Go to the File Room.

2 Go to View|Options.
The Options screen opens

3 Go to the Prefs tab.

opion: ]
]

I:Dgging] lmagingl Erintingl File Fh:\om] whatched Folder] Labinet : |

M aximum Folders Count
Thiz option determines the maximum number of top level folders that will be
dizplaved when a cabinet iz opened. You can navigate through a cabinet
containing a large number of documents in increments of the masimnunm folder
count.

b axirnum Folder Count {10 [10-500)

Ok | Cancel |

4 Enter the Maximum Folder Count. The value can range from 10 to 500.

5 Click OK.
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Introduction

Documanage Workstation allows you to manage folders and documents
within the Documanage. It offers browsing, query resolution, and integrated
document display. Using Documanage Workstation you can add, edit and
delete folders, check out a document; check in a document; cut, copy, and
paste; import and print documents among other features.

In this chapter

The information in this chapter will help you answer the following questions:
-+ How do | use the toolbar?
-+ How do | use folders?

- How can | manage documents?
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Working with the Tool Bars

54

The Documanage Tool Bars allow you to quickly access its features, which
are discussed in detail in subsequent sections of this manual. Some of these
features include: checking out a document, checking in a document, and
importing and printing documents.

The Documanage Tool Bars are directly under the menu bar. The Tool Bar on
the left is for folders. The Tool Bar on the right is for documents. Most
features that can be accessed from the Tool Bar can also be accomplished by
using menu commands. If you are unsure of a Tool Bar icon’s function,
simply position the cursor over the icon. Within a few seconds, its function
will appear in a rectangular box near the icon.

NOTE: To conserve screen space, you can choose to hide the Tool Bars and
Status Bar by selecting the respective options on the Window menu.
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Tool Bar Buttons

‘ Button Function ‘

Expands all nodes. This is enabled for multilevel
cabinets that contain folders.

&

Displays the previous set of folders

n

B£

Displays the next set of folders

ey
Lt

Displays selected folder properties

&

Adds a folder

E
il -

Starts a workflow project

-

|-L

I@ Shows selected folder contents

Shows folder index information
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‘ Button Function ‘

=]
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=
=

< @

5

g B

2
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Shows document image for annotating in place

Checks out a document from Documanage Workstation

Checks out a document to the current Cabinet.

Undoes document check out

Checks a document back in to Documanage

Displays document history

Shows who has the document checked out

Shows the source cabinet for documents checked out to
the personal cabinet

Shows document properties
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‘ Button Function ‘

Opens document in Documanage Viewer or native
application

=1

Imports a document into Documanage

|

Exports a document from Documanage

|

Launches a document in its native application so that it
can be edited.

Emails a copy of a document

Prints a Documanage document

L E =
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Lists

‘ List Function ‘

The Groups list groups the documents in the Cabinet
|[ Mo Groups ] Ll tree by Category, Sub-Category, or Author. [No
Groups], the default, indicates that documents are not
grouped. The grouping that you select with this list is
saved and asserted each time that you open the cabinet
if the you save the cabinet definition as a Favorite.
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Working with Folders

Folders organize documents within each Documanage Cabinet. A folder
represents specified LOB tables or views and can contain other folders or
documents. A parent folder contains an item, such as a document or other
folder.

Folders can be added to your Personal Cabinet or to each mapped cabinet.
Depending on the permissions granted by the Documanage Administrator
you can view, add, and edit folders, or only view folders to which you have
permission. You can also delete folders if you have the authority and if the
folder is empty.
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Adding Folders

You can add folders to each cabinet if you have the proper authorities to do

SO.

To add folders

1 Go to the File Room.

2 Open the cabinet to which you want to add a folder.

3 Go to Folder|Add Folder.

The Folder Add dialog box opens.

Folder Add

Properties

[

Motes ]

Fieldd ame

Value

Lname

Frame

Falnum

Phonenum

NOTE: In multi-level cabinets, the fields of a child folder that match those of
the parent are prefilled with the parent folder value. This helps ensure
that foreign keys are set correctly.
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4 Enter the Field Values associated with the data types as defined in
the database. All underlined fields are required. All bold fields are
set to “Part of Key.” Values must match format established in the
database.

For example, if you are adding a folder to the Employee Cabinet, and the
Employee ID is defined as Last Initial, First Initial, and 4 digit number,
you would enter the employee ID as SA1234.

5 Click OK.
The folder is created.
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Editing and Viewing Folder Properties

Each folder in a cabinet has properties. These properties are the indexes of
that folder. With the correct permissions from the Documanage
Administrator, you can edit folder properties. These properties, which can
differ from folder to folder, are actually indexes of that folder. For example, a
car insurance company might have a folder containing information on a
specific automaker, some of the properties you might see would include: auto
maker, car type, model, year. The Documanage Administrator determines the
properties you will see and which properties are editable. The Administrator
can also determine the exact type of information that can be entered into a
specific field as well as its length.

To edit or view folder properties

1 Go to the File Room.

2 Open the cabinet to which you want to view folder properties.
3 Select the folder whose properties you want to edit and right-click.

4 Select Properties.
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The Folder Edit screen opens.

Folder Edit

~A-CT1870F
Fielddame Value
Emp Id A-CT1970F
Fname Aria
bt
Lname Cruz
Job Id 1a
Job Lyl a7
PubId 1389
Hire Date 15931-10-26 00:00:00

Cancel

5 Edit the properties as necessary. Fields with a white background
are editable. Fields with a colored background are read only.

6 Click OK.

The folder properties are changed.
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Folder Notes

Documanage allows you to associate notes with a folder. Notes can be added
to a folder at any time, and can be viewed whenever folder properties are
viewed by switching to the Notes tab on the Folder Properties dialog.

Folder, Edit

1

Froperties T

4 | Added On | Added By | Description
NODO 20071207 144701  PATRICKKEY  Thisis a test nots
NODT 200804-23135710 PATRICKKEY  arother note

HKNODZ 20080429 164548 PATRICKKEY  test soft-deleted

x

Delete

A

Properties. .. Add. ..

[v Show Deleted Motes

ok Cancel

When a note is created Documanage will record the creation timestamp and
the user who created the note. Once a note has been created it cannot be
edited or deleted; however it can be marked for deletion ("soft-
deleted).Users can hide the notes marked for deletion via the checkbox on
the Notes tab.

To add a note
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1 Invoke the Folder Properties dialog.

2 Click the Add button.
The Note Add dialog appears.

Mote
Added On: | | AddedBy |

The accident photos for thiz claim have been reviewed.

Additional Info: |Accident phatos added to folder in Documanags]

3 Enter the note text (up to 1024 characters) and any additional
information about the note.

4 Click the Save button.

To "Soft-Delete" a note.

1 Invoke the folder properties dialog.

2 Select a Note from the list.
3 Click the Delete button.

4 The note is now marked for deletion (although notes are never
actually deleted).

5 You can hide notes marked for deletion by unchecking the Show
Deleted Notes checkbox on the Notes tab.
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To "Un-Delete" a note.

1

2

Invoke the folder properties dialog.

Select a deleted note from the list.
Click the Un-Delete button.

The note is no longer marked for deletion.

Working with Documents

66

Documanage assigns each document that it stores a unique set of properties,
including the document’s name, category, author, and version number. In
addition to providing information about a document, document properties
also serve as indexes that can be used to search for specific documents using
the Cabinet Query feature.

You can display Document properties using the Documanage Document
Properties dialog, which can be accessed through a menu option or by right-
clicking the document name and selecting Properties. The dialog is divided
into six tabs:

@ General—The General tab accesses the document Name, Type, Volume,

File Type, Added By, Version Number, Category and Description.

@ History—The History tab displays the date and time the document was

added to Documanage, the last edit date, checked out by and checked out
for information, and due date.
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& Application—The Application tab includes the document Sub-Category,
Status, Date and Rendition Key. If your Administrator has defined text
boxes or lists for a category, they will appear here as well.

& Extended Properties—You can use the Extended Properties tab to set up
additional properties for each Category.

¢ Content Management—You can set the status of documents to Approved,
Released, and/or Obsolete in the Content Management tab.

€ Retention—Retention management keeps you from altering or deleting
documents by putting automatic controls on how long documents will be
retained and when they will be deleted. You use the Retention tab to
determine the Document Protection Status of a document and to set its
Retention Review Date.

@ General. The General tab accesses the document Name, Type, Volume,
File Type, Added By, Version Number, Category and Description.

¢ Name: By default, the document name is the file name of the original
imported document without its extension. The Name can be edited as
the document is imported or while it is checked out. When a
document is exported, its name is combined with its File Type to
create the exported file name.

¢ Category: You choose the category of a document from the Category
list. Categories group documents according to the classification of
their contents, such as an invoice or purchase order. If necessary,
authorities can restrict the access of designated groups of users to
only certain categories of documents.

& \olume: The Volume is the name of the storage volume that contains
the documents in a Category.

¢ File Type: An extension for the document file name, like a DOS file
extension. It indicates the format of the file imported into
Documanage.
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*

*

Added By: The name of the user who originally added the document.
If you copy a document to Documanage. AddedBy remains the same
for all versions of a document, even as new versions are checked in
and old versions are archived.

Version Number: The version number is the major or minor version
of the document. You do not explicitly set the version number;
instead, when you check in a major version of a document, the
historical version retains its version information and the new or
current version has its version incremented.

Description: You enter data about the document into the Description
field; Documanage does nothing to process this data except store and
retrieve it.

@ History. The History tab displays the date and time the document was
added to Documanage, the last edit date, checked out by and checked out
for information, and due date. Most of this information is unavailable for
editing, since it is automatically entered and maintained by Documanage.

2

Added On: Added On contains the date and time the document was
imported into Documanage; after the document is imported AddedOn
never changes.

Added From: Added From indicates what client software initially
imported the document.

Last Edit By: Last Edit By names the user who last modified the
properties or content of the document. It is updated when changes are
checked in.

Last Edit On: Last Edit On contains the date and time the properties
or content of the document were last edited. This field is updated
when changes are committed. The checked out copy of a document
retains its previous LastEditOn until it is checked in.

Checked Out By: Checked Out By contains the user who checked out
the document. For a document that is not checked out, this field will
be blank.
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& Checked Out For: The Checked Out For indicates the reason that a
document is checked out. For a document that is not checked out, this
field will be blank.

¢ Due Date: Due Date: is the time and date by which a checked out
document should be checked back in. Documanage does not enforce
this date; it is for information only. When you check out a document
you specify the due date.

@ Application. The Application tab includes the document Sub-Category,
Status, Date and Rendition Key. If your Administrator has defined text
boxes or lists for a category, they will appear here as well.

¢ Sub-Category: Sub-categories are subsets of a document Categories.
For example, if you have a document category called Contracts, sub-
categories may include Sales Contracts, Marketing Contracts, and so
on. Each Category can have as many sub-categories as necessary.

¢ Status: The meaning of the Status field is defined by your
Administrator, and may vary for different document categories.

¢ Date: You enter a date and time into the Date field; its meaning is
defined by your Administrator and does not depend on when the
document was imported into Documanage. Documanage does not
process Date; it only stores it and retrieves it. The Date is stored
without time zone information, and does not receive any time zone
adjustments, because Documanage cannot interpret what it means.
Date may indicate the date on a piece of correspondence, or the date
a statement was generated, for instance.

¢ Text Boxes—Your Administrator can make up to two labeled text
boxes appear in the Application tab. For example, for a Contract
Category you could have a box labeled Company. You could enter
Acme Inc. into this box whenever you imported a contract with
Acme Inc., so that you could search for contracts with Acme Inc.
later on. If the Administrator does not specify any text boxes, none
will appear on the Applications tab.
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¢ Lists—Your Administrator can make up to two labeled lists appear in
the Application tab. The lists can contain as many items as desired.
The lists are used to classify the documents in the category when they
are imported. You can search for documents using items from the
lists that you have assigned to the documents. If the Administrator
does not specify any lists, none will appear on the Applications tab.

¢ Rendition Key: The RenditionKey box contains information that a
system performing document renditions—such as DocuFlex—uses to
select one from among several documents in a rendition set. For
instance, the key may include the color depth, resolution, and format
information that can be used to select one graphic file from among
several files in a rendition set. Documanage does not process the
RenditionKey; it stores it for other applications.

& Extended Properties. Extended Properties are document properties that
your Administrator can set up for each Category.

¢ Title: This column contains the names of the extended document
properties.

& \Value: This column contains the values of each of the extended
document properties.

€ Content Management. You can set the status of documents to Approved,
Released, and/or Obsolete in the Content Management tab.

Click the following buttons to determine whether the document version
is:

¢ Not Approved/Approved: Not Approved/Approved indicates whether a
document version has been approved. A document version that is
approved cannot be deleted or changed; changes must be checked in
as a new version of the document.

& Not Released/Released: Not Released/Released indicates whether a
document version has been released. A document version that is
approved cannot be deleted or changed; changes must be checked in
as a new version of the document.
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¢ Not Obsolete/Obsolete: Not Obsolete/Obsolete indicates whether a
document version has been designated as obsolete. Not Obsolete/
Obsolete is not processed by Documanage, but it can be used by
other software.

€ Retention. Retention Management keeps you from altering or deleting
documents by putting automatic controls on how long documents will be
retained and when they will be deleted. Use the Retention tab to
determine the Document Protection Status of a document and to set its
Retention Review Date.

¢ Document Protection Status: Document Protection Status indicates
the protection status of the document’s category. Document versions
can be protected for a set interval after they are imported into
Documanage, until a common review date, or forever.

& Retention Review Date: Use the calendar in Retention Review Date to
choose a date on which the document’s retention status will be
reviewed.

¢ Set Retention Date: Click Set Retention Date to set the Retention
Review Date you have chosen in the Retention Review Date calendar.

NOTE: You can only change the retention review date of a document that is
not checked out. The new review date must be later than any existing
review date assigned to the document or its versions.
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Bringing files in and out of the system

The following sections discuss Documanage’s Import File and Export File
options.

To import afile

This task is accomplished by using the Import File option from the Folder
menu. Files will be imported to the currently open folder, although you can
copy or move them to another folder, if desired.

1 Go to the File Room.

2 Open the cabinet and select the folder to which you want to import
the file.

3 Select the Import File option from the Folder menu.
The Select a file to import dialog box opens.

Select a file to import i 2=l

Loak i I@ My Documents j (] i

f ‘Farnil';.-' Protection Offer Letter

File name: IFamin Protection Offer Letter j Open I
| Files of type: I j Cancel |
7

4 Click the Look in drop-down list and select the drive and folder from
which you want to import.
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5 Select the file you want to import.

6 Click Open.
The Documanage Document Properties dialog box appears.

Documanage Document Properties [Z|
Estended Properties ] Content Management ] Retention ]
General l Histary ] Application ]
M arne:
Category: | =
Wolume: IW
File Type: AFP
Added By |D MG
Werzion Mumber: |'I.DD
Description:
Close |

NOTE: Many of the document fields are sticky so that they will be pre-filled
with the last-used value.

7 Type a new name for the imported document and make other
changes on the General and Application tabs as necessary.

8 Enter the values for the extended document properties on the
Extended Properties tab, if any exist.
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9 Set the document status on the Content Management tab, as
needed.

10 Click OK.

To import a file from Microsoft Outlook

You can import email and email attachments from Microsoft Outlook into
Documanage. Check with your system administrator if you are unsure
whether you have this option.

1 Open Microsoft Outlook.

2  Select the email that you want to import into Documanage.

3 From the toolbar, click Documanage.

If the email has an attachment, the Documanage: Select an Item to Import
dialog box opens. Go to step 4..

] Documanage: Select An Ikem To Im:: i[

i

iFamily Protection Offer Letter DOC
Welcome Letter DOC

0k Cancel

If the email does not contain an attachment the Documanage Login
dialog box opens. Go to step 5.
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4

5

Select the item you want to import into Documanage if the email you

selected has an attachment.
The Documanage Login dialog box opens.

Documanage Login

Uger Mame: I akK I
Password: I Cancel |

Domain:  [MDLDOMAIN

Login to Documanage.

The Import To Documanage Folder dialog box appears.

= Import To Documanage Folder

Select a Destination Cabinet and Folder

| Lathian

¥ Show all folders when cabinet is selected

Search For Folders... ‘

Folders 16 of & ‘

gE Bradley

Q Cox

Q Hugh
!1 Jones
M Lobdale
- Gmith

4dd Folder | Bt Eabinet‘

| LCancel |

Workstation Guide for Documanage

75



Using Documanage Workstation
Working with Documents

6 From the Select a Destination Cabinet and Folder list, select the
cabinet into which you want to place the document

7 To display all the folders in the cabinet, go to step 8. To display
selected folders in the cabinet, go to step 9.

8 Click Show All Folders (or select the Show all folders when cabinet
is selected checkbox if it is not already selected). Go to step 15.

9 To display selected folders in the cabinet you have chosen click
Search For Folders.
The Search For Folders dialog box opens. The contents of the Folder
Properties tab differs depending on whether the Cabinet contains one
level, or several levels.
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If the Cabinet has one level, the Folder Properties tab appears as shown

here.

Lhame

Includes

Frame

Includes

Polrum

Includes

Phonenum
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If the Cabinet has more than one level, the Folder Properties tab displays

a Level tab for each level, as shown here. The Clear button clears all of
the Level tabs.

Search For Folders I

Folder Properties | Edit SAL I
Lewvel 1 | Lewel 2 | Level 3 | Lewvel 4 |

Field Operator
Claim Mumber  |Equals
Yehicle 1d Equals

-

=

Claim Remarks  Inchudes ||
=

=

Yalue

Palicy Mumber Equals
Claim Approved | Includes

Clear Lewvel | [ Owerides Edit SAL Screen

[¥ Case Sensiive [ Indicate Empty Folders

oK I Clear | Clear &l | Qancell
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10

Select the tab that corresponds to the type of search you want to
conduct.

NOTE: The more information you enter describing a folder, the narrower

your search.

11

12

13

14

15

Choose from the following options:
¢ Folder Properties—Queries Folder Properties

¢ Edit SQL—Write an SQL statement to query Folder Properties and
conduct the following kinds of searches:

¢ Includes—Includes the words and phrases being queried.
Equals—Search matches the words and phrases being queried
Omits—Omits the words and phrases being queried.

Not Equal—Search does not equal the words and phrases being
queried.

Begins With—Search starts with the words and phrases being
queried.

* o o0

2

Select the Case Sensitive checkbox if you wish to have the case of
your search results match the case of your search criteria.

Select the Indicate Empty Folders checkbox if you want to see
which resulting folders are empty.

If you enter incorrect data, click Clear to erase that data.

Click OK.
The filtered folders are displayed in the selected cabinet .

Select the Folder into which you would like to place the document
and proceed to step 18. If you do not see a Folder into which you
would like to place the document, click Add Folder in the Import to
Documanage Folder dialog.
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16

17

18

19

The Folder Add Dialog appears.

Folder Add

Properties T Maotes ]

Fieldd ame Value

Lname

Frame

Falnum

Phonenum

Cancel

Enter values for the Field Names in the dialog. Click OK.
A new folder appears in the selected cabinet.

Select the new folder.

Click Import.
The Documanage Document Properties dialog appears.

Assign properties to the e-mail by filling in the boxes in the dialog.
Click OK.

NOTE: The date and time that the Workstation has imported the e-mail

appear in the Name box of the Documanage Document Properties
dialog. If you wish, you can enter the subject of the e-mail or some
other descriptive title into the Name box.
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20 Select the tab that corresponds to the type of search you want to
conduct.

NOTE: The more information you enter describing a folder, the narrower
your search.

Choose from the following options:
¢ Folder Properties—Queries Folder Properties

¢ Edit SQL—Write an SQL statement to query Folder Properties and
conduct the following kinds of searches:

¢ Includes—Includes the words and phrases being queried.
Equals—Search matches the words and phrases being queried
Omits—Omits the words and phrases being queried.

Not Equal—Search does not equal the words and phrases being
queried.

Begins With—Search starts with the words and phrases being
queried.

L K R 4

*

21 Select the Case Sensitive checkbox if you wish to have the case of
your search results match the case of your search criteria.

22 Select the Indicate Empty Folders checkbox if you want to see
which resulting folders are empty.

23 If you enter incorrect data, click Clear to erase that data.

24 Click OK.
The filtered folders are displayed in the selected cabinet.

25 Select the Folder into which you would like to place the document
and proceed to step 16. If you do not see a Folder into which you
would like to place the document, click Add Folder in the Import to
Documanage Folder dialog.
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To export afile

The Export File feature allows you to export a document to another location
outside of the Documanage system. This task is accomplished by selecting
the Export File option from the Document menu.

1

2

Go to the File Room.

Open the cabinet and select the folder of the document you wish to
export.

Select the document you want to export.

Select the Export File option from the Document menu.
The Browse for Folder dialog box opens.

Browse for Folder HE

Select a Download Folder location

Eﬁ Deskiop -
=2 My Compuiter

- 3% Floppy ()

SRR

{0 3e14c7a2d8eafecd29244d0c51 20,

4

{1 aeaha?1fd7h2871

{1 InetPub

{2 Multimedia Files

{_ Program Files

{1 Recycler
N W ) hd
4| | B

oK I Cancel |

Select the Download Folder location.
Select the folder to which you want to export.

Click OK.
The document is exported.
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To import a file by scanning

The Documanage Workstation allows you to perform "ad hoc" scanning of
documents to bring them into Documanage using the Scan option from the
Document menu. You import Scanned documents into the current open
folder, although you can copy or move them to another folder if you desire.

1 Go to the File Room.

2 Open the cabinet and select the folder to which you want to import
the scanned document.

3 Select the Scan option from the Document menu.
Different scan dialog boxes appear, depending on the operating system in
use. Windows XP SP1 scans using Windows Image Acquisition (WIA).
Other operating systems scan using Imaging For Windows (IFW). A
message appears if these scanning libraries are unavailable.
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Windows XP Windows Image Acquisition dialog box:

Scan with Windows Image Acquisition

[ -
r
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Imaging For Windows (IFW) dialog box for other operating systems:

Scan with Imaging For Windows

- Optian Scan... |

File Type: (4155 - Dptions...l
Save File

[~ Show setup before scan
Cancel |

— Scanned Image File
Ak

4 Select the output file type and compression options for your
scanned file.

NOTE: Depending upon your scanner, you may also be able to set other
options. If your document contains more than one page, you must
select the TIFF file type as this is the only file type that allows
multiple pages in a single scanned file.
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5 Click Scan.

The scanner scans the page.

NOTE: Ifyou selected a TIFF file type, you will be prompted after each page
to scan another page. When the scan operation is complete you will
see an image of the scanned page. If the scanned file contains more
than one page you will be able to navigate through the pages by
clicking the arrows above the image.

6 Click Save File to accept the scanned file.
The Documanage Document Properties dialog box opens.

Documanage Document Properties

E stended Properties
General

Hame:

] Content Management ]

Histary ] A pplication ]

X

Fetention ]

Cox Auto Palicy

Category: | =l
WValurne: ’W
File Type: AFP
Added By |DMG
Wersion Number: |1 oo
Dresoription:
=1 e | |

7 Onthe General and Application tabs, type a new name for the
scanned document and make other changes as necessary.
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8 On the Extended Properties tab, enter the values for the extended
document properties if any exist.

9 On the Content Management tab, set the document status as
required.

10 Click OK.

Saving files to Documanage from other applications

You can save files to Documanage from any application that conforms to the
Open Document Management APl (ODMA\) standard. Such applications give
an opportunity to access Documanage instead of the normal file system. The
procedure given here shows dialog boxes that you see when using Microsoft
Word.

1 From your application, click File|Save As... .
If you have not already logged onto Documanage, the Documanage
Logon dialog box appears.

Documanage Logon

|Jzer name: |

Pazsword: |

Dromair; |

File System... | Bouter... | ] Cancel

¢ File System... —Click File System... to access the save dialog that
you normally use with your application.
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¢ Router... —Click Router to access the Set Router Information
dialog box. Refer to Step 6 of “To start and log in to
Documanage Workstation.”

¢ Cancel—Click Cancel to exit the dialog.

2 Inthe Documanage Logon dialog box, enter your User name and
Password. Click OK.

The Save File As Type dialog box appears.

Save File As Type

Save File as bvpe: Word Document (*,doc) j

Zancel |

3 From the Save File as type: list, select the file format that you are
going to use to save the file to Documanage. Click OK.
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The Save To Documanage dialog box appears The dialog shows a
hierarchical (or "tree") view of the folders in multi-level cabinets.

~ Sawe To Documanage

Save In Cabinet:| PersonalCabinet =] | e e sl 2
= ﬁ PerzonalCabinet

------- Q Checked-Out Documents
------- Q Mew Documents

LCancel

File Syzten. ..

Eind...

| et |
| o |
[
R
_ fna |

¢ File System—cClick File System... to access the save dialog that you
normally use with your application.

¢ Cancel—Click Cancel to exit the dialog.

¢ Next Folder Set—Click Next Folder Set to go to the next set of
folders.

¢ Prev Folder Set—Click Previous Folder Set to go to the previous set
of folders.

¢ Find... —Click Find to search for folders. Refer to “To open a cabinet
with a query” on page 9.

4 From the Save in Cabinet list, select the Cabinet with the folder into

which you want to save the file, or highlight a Cabinet and click
Open. Select the file from the list of files under the Cabinet name.
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Open changes to Save.

~ Save To Documanage

Save |n Cabinet: | Lathian

= E Lathian g
Flo Q
....... a EDH %
....... ones
------- 0 Lobdale -
....... Q Srith m

Find...

5 Click Save.
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The Documanage Document Properties dialog box appears.

Documanage Document Properties ['5—<|

Extended Properties ] Content M anagement ] R etention ]

General l Histary ] Application
M ame:
Cateqgony: | J
Yalume: DEFALLT
File Type: |,.f_-.,F|:'
Added By |DMI3
Yerzion Mumber: |1 o
Dezcription:

Cloze |

NOTE: Many of the document fields are sticky so that they will be pre-filled
with the last-used value.
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6 Type anew name for the imported document and make other
changes on the General tab, as necessary.

7 Enter a date and time into the Added On field and make other
changes on the History tab, as necessary.

8 Set the document retention review dates on the Retention tab, as
needed.

9 Click OK.

Your application saves the file to the database associated with
Documanage.

Opening files in Documanage from other applications

You can open files from Documanage in any application that conforms to the
Open Document Management APl (ODMA\) standard. Such applications give
an opportunity to access Documanage instead of the normal file system. The
procedure given here shows dialog boxes that you see when using Microsoft
Word.

1 From your application, click File|Open... .
If you have not already logged on to Documanage, the Documanage
Logon dialog box appears.
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Documanage Logon

|Jzer name: |

Fazzword: |

Dromain: |

File System. .. | Bouter... | 0F. Cancel

¢ File System... —Click File System... to access the save dialog that
you normally use with your application.

¢ Router... —Click Router access the Set Router Information
dialog box. Refer to Step 6 of “To start and log in to
Documanage Workstation.”

¢ Cancel—Click Cancel to exit the dialog.

2 In the Documanage Logon dialog box, enter your User name and
Password. Click OK.

The Save To Documanage dialog box appears The dialog shows a
hierarchical (or "tree") view of the folders in multi-level cabinets.
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~ Save To Documanage

Save In Cabinet: | PersonalCabinet

= ﬁ PerzonalCabinet

------- Q Checked-Out Documents

------- Q Mew Documents &

File System...

Find...

3 From the Save in Cabinet list, select the Cabinet with the folder into
which you want to save the file, or highlight a Cabinet and click
Open. Select the folder and file from the list of files under the

Cabinet name.
The file that you have selected opens in your application.
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Checking out a document

Checking out a document allows you to open and edit a document. There are
a few ways to check out a document: Check Out in Place and Check Out to
Personal Cabinet. Check Out in Place checks out the document from the
current folder and lets you edit directly from that folder. This is beneficial if
you need to make a few minor changes to only one document in one folder.

Check Out to Personal Cabinet checks out the document and moves it to the
Checked out Documents folder in the Personal Cabinet. This method is good
if you are editing multiple documents from multiple cabinets and folders. You
can check all the documents out at once, work from a central location, and
check them all back in when you are finished. This eliminates the need to
jump around to multiple cabinets and folders to edit documents.

If you have documents checked out to the Personal Cabinet and forget the
document source, you can use the View Source option from the Document
menu in the Personal Cabinet. When selected, a separate cabinet opens
showing you the cabinet and folder in which the document resides.

When a document is checked out, a lock displays to left of the document. The
person who has the document checked out will see an open lock, all other
users see a closed lock. The document is editable only by the person who
checked out the document. All other users can view the document, but not
edit.

To check out adocument in place
1 Go to the File Room.

2 Open the cabinet and folder where the document you want to check
out resides.

3 Select the document you want to check out.
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4 Select the Check Out in Place option in the Document menu.

The Check Out dialog box displays, with the current date and time
appearing in the Due Date text box.

Check Out
Reason For Checking Out:
Editing =]

Due D ate:

0 C |

Sun Mon Tue Wed Thu Fri Sat
2028 a0 203 4
E B 7 & &m0 1N
12 13 14 15 168 17 18
19 20 21 22 23 24 5
2L 2| 29 W oNn 1
2 3 4 & & 7 8

3 Today: 5/9/02
/12| |

5:25:38 PM =

5 Enter areason for checking out the document.

6 Click OK.
The document is checked out and can be opened and edited.

To check out a document to the Personal Cabinet

1 Go to the File Room.

2 Open the cabinet and folder where the document you want to check
out resides.

3 Select the document you want to check out.
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4 Select the Check Out to Personal Cabinet option in the Document
menu.
The Check Out dialog box displays, with the current date and time
appearing in the Due Date text box.

Check Out
Fieazon For Checking Out:
Editing =]

Diue Date:

May 2002 [ |

Mon Tue Wed Thu Fri Sat
24 3 o1 2 3 4
E 7 8 Wm0 1
13 14 15 16 17 18
DM 2 X4 HK
Jr = R N

3 4 5 B 7 8B

— 3 Today: 5/9/02

52538 PM =

5 Enter areason for checking out the document.
The document is checked out.

6 Select the Personal Cabinet option from the Cabinet menu.

7 Double click the Checked-Out Documents folder.
The document you checked out is listed.

8 Open and edit the copy in the Personal Cabinet.
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NOTE: If you inadvertently check out a document, you can “uncheck it out”
by selecting the Undo Check Out option from the Document menu.

Workstation Guide for Documanage 99



Using Documanage Workstation
Working with Documents

Using Document Versioning

Documanage Workstation allows you to use document versioning to keep a
history of your work. When a document is imported into the system it is
considered version 1.0. You can check out, view, and edit this document.
When you check the document back in, you are required to check it back as a
certain version, which allows you to track the document history.

There are different types of version check in:

¢ Same Version. This overwrites the current version of the document
with the changes you have made. The document version you checked
out, is replaced. The document, as it was before your changes, can
not be recovered.

¢ Minor Version. This increments the document version in small steps.
For example, incrementing v1.0 to v1.1. This is good if you made
only minor changes to the document.

¢ Major Version. This increments the version in large steps. For
example, incrementing v1.0 to v2.0 or 1.3 to v2.0. This is useful if
you made major changes to a document.

You can view a document’s history and view the different versions of a
document. However, you can check out and edit only the most recent version.
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Checking a document back in

After you have checked out and edited a document, you should check the
document back in. Once checked back in, the document is again available for
use by anyone with access rights to it in Documanage.

When checking a document in, you must specify the version you are checking
itin as.

To check adocument in

1 Go to the document you want to check in.

2 Select Check Back In from the Document menu.
The Check Back In dialog box opens.

Check Back In

r— Check Back in As:
= Same Yersion

i+ Minor Yersion

" tajor Yersion

Comrmerits:

Edits =]

[~
Ok, I Cancel |

3 Select one of the Check Back in As radio buttons:
¢ Click Same Version if you do not want to show versioning of a
document. Any changes that you make to the document after
checking out will be permanent and the current version will be
overwritten.
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¢ Click Minor Version if you want to show versioning of a document.
Checking in as a minor version is best suited to those situations when
only minor changes or annotations were made to the document.
Minor versions increment as follows: Version 1.01, Version 1.02 and
S0 on.

¢ Click Major Version if major changes or annotations were made to
the document. Major versions increment as follows: Version 1.0,
Version 2.0, Version 3.0 and so on.

4 Enter comments about what changes you made to the document if
you selected Minor Version or Major Version.

5 Select OK.
The OK button only becomes active after you have entered comments.

The document is checked back in.
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Using Checked Out By

If a document has been checked out and you want to know which user has
currently checked out that document, you can use the Checked Out By
feature. Using this option displays a message box containing the user’s name
who has the document checked out. Note that this feature may only be used
when a document is currently checked out; otherwise it is unavailable.

To use checked out by
1 Select the document that has been checked out.

2 Select the Checked out by option from the Document menu.

A message box opens listing the user’s name that checked out the
document.

Documanage Workstation il

@ Message Source: Checked ook by,

This docurient is checked out by

EZPOWER

3 Click OK.
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Editing document properties

Each Documanage document has a unique set of properties. These properties
include the document’s name, category, author, and version number. In
addition to providing information about a document, document properties
also serve as indexes that can be used to search for specific documents using
Documanage’s Cabinet Query feature.

Document properties are displayed on the Documanage Document Properties
dialog, which can be accessed through a menu option or by right-clicking the
document name and selecting Properties. The minimum properties required

for a document are a Name and a File Type. All other properties are optional.

To edit document properties
1 Go to the File Room.

2 Open the cabinet and folder containing the document whose
properties you want to edit.

3 Select and check out the document whose properties you want to
edit.

4 Select the Properties option from the Document menu.
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The Documanage Document Properties dialog box opens.

Documanage Document Properties E|
Estended Properties ] Content Management ] Retention ]
General ] History ] Application ]
Marme; Cox Auto Palicy
Categany: | J
Volurne: ’W
File Type: AFP
Added By | DG
Wergion Number: |1_nu
Description:
[ oo ] | |

Fields with white backgrounds are editable. Fields with grey backgrounds
are read only.

5 Make the desired changes.

6 Click OK when finished.

The changes to the Document Properties will be made when the
document is checked back in.
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Moving a document

Documanage provides a quick and efficient way to move documents
throughout Documanage. Using the Cut and Paste features, or “drag and
drop,” you can move a document from one Documanage folder to another.
You cannot cut portions of a document. You can only cut the entire document
itself. You can also drag and drop a document from your system into
Documanage.

NOTE: Documents cannot be cut and moved outside of Documanage using
this method.

To move a document within Documanage

1 Go to the File Room.

2 Open the cabinet and folder containing the document you want to
cut and move.

3 Select the document you want to cut and move.

¢ “Drag and drop” the document to the folder where you want a copy
of it to reside

OR

¢ Select the Cut option from the Document menu. The document name
is highlighted and the icon to the document’s left is grayed.

4 Select the location to which you want to move the document.
Any documents contained within the folder display in the right pane.

5 Select the Paste option from the Document menu.
The document is moved to the new location.
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6 Select the Refresh option from the Cabinet menu.

The Documanage screen is refreshed and any elements that have changed
appear on the screen.

NOTE: Refresh allows Documanage to show all of the changes that have
been made to cabinets, folders, and documents since you last opened
any of these elements. Refresh should be done to ensure that all
Documanage users have the most up-to-date information in the
system. Refresh should especially be performed after cutting,
copying, and pasting documents.

To move a document from your system into Documanage

1 Locate the file you want to move from your system into
Documanage.

2 Open the Documanage Cabinet to which you wish to move the
document.

3 Drag and drop the document from your system into the folder you
wish it to reside.
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The Documanage Document Properties screen opens.

Documanage Document Properties rz|
Extended Properties ] Content Management ] Retention ]
General | Histary I Application
N arne:
Categony: | J
olume: IW
File Type: ~FP
Added By |D MG
Wersion MNumber: |1 o
Dezcription:
[oee ] | |

4  Type aname for the imported document and make other changes on
the other tabs as necessary.

The document is moved into the folder.

5 Select the Refresh option from the Cabinet menu.

The Documanage screen is refreshed and any elements that have changed
appear on the screen.
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Replace Document File

It is possible to replace the file associated with a document. For instance, you
may have sent a copy of the document file to an associate for review and you
now want to replace the document file with the reviewed copy. In order to
replace the document file the document must be checked out by you.

To Replace a document file

1 Go to the File Room.

2 Open the cabinet and folder where the document you want to
replace resides.

3 Select the document you want to replace and check it out if it is not
already checked out.

4 Select the Replace document file... option in the Document menu.
The Replace Document File dialog box displays
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Replace Document File

Doacument: I.ﬂ.ccident phato - FROMTLEFT

C:A\Seratchh00cavl JPG

— Replace Document File in Documanage

Replace file and check-in revised document....
. Save D b
% a3 the Same Version wl
i as the nest Minor Yersion

. . C |
" as the next Major Yersion LI

Feplace file but...

i leave document Checked Out

Check-in Comments:

Thiz existing document file will be replaced with the zelected file.

Select the option ta check-in the revised document, replace the document file in
Documanage without check-in, or to Cancel.
The Document Properties dialog will be presented prior to saving the document.

5 Click File Path...
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The Select File dialog appears.

Look in: Ia Scratch j - c¥ B2~
IBockdata 6_laddLbxt
1D _Auto B_3.kek
DImaginng 6_3add.txt
| Intertel-UMClient2, 208 6_3addl.txt
1 vhécli 'ﬂ acmsetup. exe
[:I\-'MWare_S @acmsetup.hlp
| WFDProgressive_1_0_0 @ adec.h
@ _dbdan.h @ adactint.h
| D0cavl, PG ] adaid.h
EEE ] adaint.h
6_ladd bxt ] adajet.h
| i
File name: I j Open I
Files of type: I j Cancel |

r
6 Select the file you want to use to replace the current document file.
7  Click Open.
The Save Document button on the Replace Document File dialog is now
enabled.

NOTE: You can replace the document file and leave the document checked
out or you can check in the document as you replace the document
file.

8 Select the appropriate checkin option and enter comments if
necessary.

9 Click the Save Document button.
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The Document Properties dialog appears.

Documanage Document Properties fg|

Extended Properties I Cantent Management I Fietention ]
General ] Histany ] Application ]
M arme: Cox Auto Policy
Categary: | J
Walume: |DEFAULT
File Type: |AFP
Added By |DMG
Yerzion Mumber: |1 on
Dezcription:

Cloze |

10 Make any changes to the document properties that are necessary.

11 Click OK.

The file associated with the document is now replaced with the file you
selected.

NOTE: If you set the checkin options, the document is now checked in as
well. If you elected to keep the document checked out, the file has
been replaced but the document is still checked out.
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Edit Document File

It is possible to edit the file associated with a document. The document file is
copied from the Documanage server to your computer and it is launched in
the application associated with the file's extension on your computer. You can
then work on the file in the creating application and save the changes back
into Documanage. You can save the changes as a new major or minor version,
or replace the existing version with the edited file. You can also replace the
file with the edited file and leave the document checked out. In order to edit
the document file the document must be checked out by you.

To edit a document file

1 Go to the File Room.

2 Open the cabinet and folder where the document you want to edit
resides.

3 Select the document you want to edit and check it out if it is not
already checked out.

4 Select Edit Document... from the Document menu.

The document file is copied to your computer and it is launched in the
application associated with the file's extension. The Edit Document
dialog box displays
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Edit Document: Amergen - Family Protection Offer Letter

Document: |Fami|y Pratection Offer Letter

File Path: C:ADOCUME~1APATRIC™1.GRANLOCALS ~14Temphezpl 3000

Save Document to Documanage

- [ s |

~

Comments:

Thiz document iz currently being edited in an external application.
Wwhen the editing application iz clozed, the ather options will become available.

All of the options on this dialog are unavailable except for the Cancel
Edit button. The options become available when you quit the application
that was launched with the file, or if you save the file from within the
application.
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NOTE: Earlier versions of Documange Workstation would only allow you to
edit a single document file. You could not do any other operations in
the Workstation until you had finished editing the document. With
version 6.6 of the Workstation you can now edit multiple document
files and do other Workstation operations while the document edit
sessions are in effect (such as looking up document or folder
information, etc). An icon will appear in the FileRoom tree under the
Document Edit Sessions heading for each document edit session you
have open. You can click on those icons in the FileRoom to switch
between the edit session windows. If you shut down the Workstation
while any document edit sessions are still active, you will be asked if
you want to save the edited file to Documanage or discard the edited
file. In either case, the document will remain checked-out, but you
can check it back in the next time you start the Workstation.

5 Edit the file in the creating application, then save your changes and
quit the creating application.
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The Edit Document dialog options are now enabled.

Edit Document: Amergen - Family Protection Offer, Letter,

Document: |Fc‘|mil_l,I Protection Offer Letter

File Path: CADOCUME™1WPATRIC~1.GRAVLOCALS ~ 14T emphezpl 3.00C

Save Document to Documanage

Save chatnges and check-in revized document...
. SaveD t
™ as the Same Werzion S e

{* &z the next Minor Yersion

™ asz the next Major Yergion
Save chathges on server but...

7 leave document Checked Out

Comments:

Thiz document was edited in an external application.
Select the option to checkin the edited document, zave the edited file into
Docurmanage without checkin in, or to discard your changes.

NOTE: You can save the edited file as a new major or minor version
(depending upon you user authorities) or you can replace the current
version with the edited file. You can also replace the file with the
edited copy but leave the document checked out.
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6 Click Save Document.
The file associated with the document is now replaced with the file you
edited. If you set the checkin options, the document is now checked in as
well. If you elected to keep the document checked out, the file has been
replaced but the document is still checked out.
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Copying a document

You can copy documents from one location in Documanage Workstation to
another using the Copy and Paste features. You cannot copy portions of a
document. You can only the entire document.

Documents cannot be copied out of the Documanage system, nor can
documents that are cut or copied in non-Documanage applications be pasted
into Documanage.

To copy a document

1

2

Go to the File Room.

Open the cabinet and folder containing the document you want to
copy.

Select the document you want to copy.
Select the Copy option from the Document menu.
Select the location to which you want to copy the document.

Select the Paste option from the Document menu.
The document is copied to the new location.
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NOTE: You can also paste a shortcut to the document select the Paste
Shortcut option from the Document menu. A shortcut is created to the
document’s new location. With Paste Shortcut, you are not inserting a
copy into another location but are instead pointing to the original
document’s location. This assists you in saving storage space on your
network. After pasting the shortcut you can view the shortcut
properties by selecting the shortcut, right clicking, and selecting
Shortcut Properties. The Source Cabinet, Source Table, Source
Document, and Folder Data display.

7 Select the Refresh option from the Cabinet menu.

The Documanage screen is refreshed and any elements that have changed
appear on the screen.

NOTE: Refresh allows Documanage to show all of the changes that have
been made to Cabinets, folders, and documents since you last opened
any of these elements. Refresh should be done to ensure that all
Documanage users have the most up-to-date information in the
system. Refresh should especially be performed after cutting,
copying, and pasting documents.
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Displaying a document’s history

Documanage offers a Document History feature to allow you to view the
number of existing versions of a document (the result of Checking Out/
Checking Back In), as well as any comments previous users may have made
in conjunction with those versions.

To display a document’s history

1 Go to the File Room.

2 Open the cabinet and folder containing the document whose history
you want to view.

3 Select the desired document on which you want to get a history.

4 Select the Document History option from the Document menu.
The Version History dialog box displays the document’s history.

£ Verzion History
Wersion Comments Date Author
[200 [ Added new policy 2002-04-11 [ EZPOWER
1.01 Ipdates bo file 2002-03-06 ... | EZPOWER
1.00 Original 2002-0306 ... | EZPOWER
View | Lancel |

5 Select a document version and click View if you wish to view a
particular version of the document.

6 Close the Document History dialog box by clicking the Cancel.

120 Workstation Guide for Documanage



Using Documanage Workstation
Working with Documents

Document Renditions

You use Renditions to group together files with the same content but different
formats and so that you can use them in several applications, each of which
refers to one file in the set. For instance, you can store the same image in a
monochrome (or grayscale), a four-color and a TrueColor file. If you are
using a page-layout application you can display the TrueColor file on your
workstation screen and save a reference to it in your working document file.
You can use the monochrome file to print the image on a black and white
printer, or you can incorporate the four-color file into a pre-print color-
separation file.

Rendition Keys

Documanage stores a rendition key with each file's properties. This key
contains a string that labels the files so that your applications can distinguish
between their formats. You create the text for the rendition keys so that it can
be used by your applications; it is not used by Documanage. “To edit
document properties” on page 104 discusses how you can add a rendition key
to a document’s properties.

Renditions Command

Selecting a document makes the Renditions... command on the Document
menu available. When you click Renditions... the Edit Renditions dialog
appears. You use Edit Rendition Set dialog to view Documents—which can
be Documents or Historical Document Versions—in a rendition set, as well as
add and remove Documents from a Rendition set.
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NOTE: To make the Renditions... command available on your workstation,
your administrator must give your user group permission to allow
rendition editing. He must also give your group authorities to
perform renditions on specific database tables.

Viewing the renditions set for a document
To review the renditions set for a document:

1 Access the Renditions... command in the Document menu for the
Cabinet window, the Pending Task Queue window, or the Active
Project window.

2 Click Renditions....

122 Workstation Guide for Documanage



Using Documanage Workstation
Working with Documents

The Edit Rendition Set for... dialog appears.

 Edit Rendition Set for Welcome Letter ll

— Amergen — Rendition Set

o = Document | Tupe | Fiendition K.e | [
E pRiomlisey
il ‘whelcome Letter Ccoc

[. Amergen Cox Auto Policy AFP
Accident Repart ST ——

B 1.00 Farily Protection Offer Letter é

1.00 Cox Auto Policy Add

(a 1.00 Qluotes for Life, Property and &

‘ﬁ 1.00 Summary of Coverage

T 1.00 weloome Letter ﬁ

: 2] 1.00 Accidert Report
{33 1.00 Accident Photo

r\‘L Jones

- Lobdale

- Smith

Remove

1 |

| 1-50f 5 | The Rendition Set containg 3 items.

The title of the Edit Rendition Set for... dialog title ends with the name of the
originating document. The left area of the dialog contains a tree view of the
first level folders in the cabinet. Clicking on a node in the tree populates the
node with any folders or documents in the first level folder. Clicking on a
document node populates the node with any historical versions of the
document. The version number of a document precedes its label.

NOTE: When bring up the Edit Rendition Set for... dialog from a Workflow
gueue, the cabinet tree only contains the items that exist in the Task
Queue of the originating document, and the Query By Example
button is unavailable.
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The Rendition Set area of the Edit Rendition Set for... dialog lists the members
of the rendition set for the originating document—the document from which
the Renditions dialog is invoked. The list only contains the originating
document if you have not made it part of a rendition set.

@ Click Close to close the Edit Rendition Set dialog.

@ You can reorder and resize the columns in the Renditions Set area with
the cursor. The columns remain as you left them after you have closed
and reopened the dialog.

Adding documents to a Rendition Set

1 Select the documents you want to add from the cabinet tree.

2 Click Add or right-click the document and then click Add Item to
Rendition Set .

The item appears in the rendition set list.

NOTE: Add Item to Rendition Set... is unavailable if the item is already in a
rendition set and the originating item is in a rendition set, if the item
is the checked out copy of a checked out document, or the item is a
document shortcut.

Removing and re-adding documents from a renditions set

1 Select the document you want to remove from the rendition set list
and then click Remove, or right-click the document and then click
Remove Item from Rendition Set.

A message asking whether you wish to remove the selected document
appears.

2 Click Yes.
The document is removed from the list and the list is refreshed.
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The dialog highlights the document in the cabinet tree if it is available in
the current cabinet result set in the left area of the dialog. This makes it
easy to find the document and add it back to the set if you have removed
it by mistake.

If the document you have removed is not displayed in the current set of

folders, a message appears telling you that you must go to another cabinet
result set.

3 To find an document that is not in the current result set, navigate
through the cabinet's folder list by clicking Get Previous Set of
Folders and Get Next Set of Folders on the cabinet toolbar or use
the Query by Example dialog to find the document. Click Set
Cabinet Query in the cabinet toolbar to open the dialog.

To work with the Rendition set for an historical document
version

To work with the Rendition set for an historical document version, proceed as
follows:

1 Open the Document menu.

2 Click Document Version History...
The Document Version History dialog appears.

£ Version History
Yersion Comments D ate Authar
f200 T Added new policy 2002-04-11 ... | EZPOWER
1.01 Updates ta file 2002-03-06 ... | EZPOWER
1.00 Original 2002-03-06 ... | EZPOWER
Wiew | LCancel |
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3 Right click on the document that you want to add to the Rendition
set. Click Renditions... .

NOTE: The Renditions... command is available only if your administrative
group has the authority to edit renditions.

4 Use the Edit Rendition Set for ... dialog to add a version of the
document to the rendition set. Refer to “Adding documents to a
Rendition Set” on page 124.
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Emailing a document

There may be times when you want to send a copy of a Documanage
document to someone outside of the Documanage system. You can do this by
emailing the document. When you email a document, only a copy of the
document is mailed - the original document remains in the folder.

When the person to whom you have emailed the document has completed
working with it, they can send it back to you. You can then import the edited
version back into Documanage and delete the unedited version.

To email a document

1

2

Go to the File Room.

Open the cabinet and folder containing the document you want to
email.

Select the document(s).
Select Mail Document(s).

Follow the directions of your email program. A copy of the
document is emailed.
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Introduction

You can display documents quickly and easily using the Documanage Viewer.
Once opened, document pages can be manipulated, annotated, and printed.

NOTE: Keep in mind that Documanage Viewer is not a content editor. The
original document itself is never altered, only annotations can be
altered. If annotations are altered or added, you are asked if you want
to save the annotations upon exiting Documanage Viewer.

In this chapter

The information in this chapter will help you answer the following questions:
-+ What is Document Resource and Index information?
-+ How do | scale a page?

-+ \What kinds of annotations can | use?
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Viewing a document

You can view all Documanage Workstation documents to which you have
access. The Documanage Administrator can specify a list of file extensions
that will open the document in its creating application even if Documanage
can view it natively. Most file types can be viewed natively in the
Documanage Viewer. If Documanage encounters a file extension that it can
not view, it will ask if you want to open the document in its creating
application..

To view a document
1 Go to the File Room.

2 Open the cabinet and folder where the document resides.

3 Check out the document if necessary.
(It is not necessary to check out a document in order to view it).

4 Double click the document.
The document opens. You can now view the document as necessary.

Document Resource and Index Information

The Resource Information screen displays printer resources, and the
Document Index Information screen displays index information that may be
embedded in the printstream document. The Resource Information and Index
Information screens only apply to AFP and Metacode file types.
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Document Resource Information

The Resource Information screen displays available and unavailable printer
resources for the open AFP and Metacode print stream. After opening a
document in Documanage Viewer, you can access this screen by going to
Image|Resource Information. The screen can also be accessed from the Fetch
Resources dialog box that is displayed when you open an AFP or Metacode
print stream that contains missing printer resources.

The Resource Information screen lists found resources with a green check
mark and missing resources with a red x. If the displayed document does not
contain resources (such as a TIFF) None is displayed.

You can change the sort order of the resources by clicking the column
headings.

Document Index Information

The Document Index Information screen is accessed from Image|lndex
Information once you open a document in Documanage Viewer.

AFP and Metacode files may contain embedded index information. Print
stream files processed by AccessCommander/NT v1.5.2 or greater and
Docusave Server/NT may also contain an embedded “data map.” If a print
stream file contains index information and an associated data map,
Documanage Workstation can present this information in the Document Index
Information screen. Files that do not contain the necessary information will
still post the dialog with a None Available notice.
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The commands on the Zoom menu (and/or the Scale drop-down menu on the
Tool Bar) allow you to select the image scale for the page displayed in the
main window. You can also select the image scale by clicking on the image
and holding down CTRL+SHIFT to scale it down and CTRL+ALT to scale it
up. This is useful, for example, when text is too small to read at a particular
scale or when you’re interested in only part of the information on the page.
You can zoom to a certain percent of the image, fit the image to the window,
or display the actual size of the image.

Depending on the size of your monitor and the main window, only a portion
of the page may fit in the main window. You can use the grabber hand or
scroll bars to position the desired part of the page in the window. With a large
enough monitor the entire image displays.

Zoom

The values listed on the Zoom menu show the relationship between the
resolution at which the page was created and the screen resolution of your
monitor. When you select 100%, each pixel of the image is displayed as one
pixel on the monitor. Since most monitors have lower resolutions than the
resolutions at which pages are scanned (monitors are typically under 90 dots
per inch (DPI) while images typically run between 200 and 400 DPI), not all
pixels of a scanned image fit on a PC monitor. The image appears much
larger—only a part of it fits on the screen.

When you select a lower value, such as 50%, the Documanage Viewer
Window scales the displayed image so 4 pixels of the image are displayed as
one pixel on the monitor. At 25%, 8 pixels of the image are displayed as one
pixel on the monitor, and so forth. Text and image appear smaller and more of
the image fits on the screen.
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Some images will display differently depending on image format. AFP
documents are always rendered with a DPI of 240 while those from MET
files use a DPI of 300. Since they are different, the same scaling factor results
in different sized images. If you compare similar documents at the same
scaling factor, such as 100%, created from those two file formats, they will
look different. With the lower resolution, the AFP document will appear
somewhat smaller on the screen than the like Metacode document at the same
scaling factor.

Fit to Window

Fit to Width and Fit to Height scale the image so it matches the window size
in either width or height respectively.

Actual Size

The Actual size command scales the image as closely as possible to the point
where one inch of the original image appears as one inch on the screen. The
exact scale factor used is dependent on the combination of the document
resolution and the current display resolution settings.

See “Printing a Document” on page 133 for information about actual size
printing.

Printing a Document

You can print the page currently displayed in the Documanage Viewer
Window, the entire document, any portion of the document, or document
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annotations. You can toggle the Print displayed annotations option on and
off.

There are also several print options on the Print Setup Options screen. These
include Pixel to pixel, Actual Size, and Fit to page.

Pixel to Pixel

With Pixel to pixel printing, each pixel of the image matches a pixel on the
printed page and is based on a pixel ratio of the image and the printer. For
example:

¢ 600 dpi image & 600 dpi printer = same size printed image

¢ 300 dpi image & 600 dpi printer = width and height of printed image
reduced to 50%

¢ 200 dpi image & 600 dpi printer = width and height of printed image
reduced to 33%

Actual Size

Actual Size printing scales an image so that one inch of the image equals one
inch on the printed page.

Most images that are meant to span the entire paper size when printed are
printed on All Points Addressable (APA) printers which allow printing to the
edge of the page.

Non-APA printers have non-printable areas and are not as precise depending
on printer settings. When printing an image using the Actual Size option on a
non-APA printer, you may encounter cut off or misaligned images. For
example, if you are using actual size printing on a non-APA printer and the
image is larger than the printable area, parts of the image will be cut off.
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See “Appendix B: Actual Size Printing” on page 173for more information
about actual size printing. See “Scaling a page” on page 132 for information
about actual size scaling.

Fit to Page

Fit to page scales each page to fit within the printable area.

NOTE: If you have altered the document annotations, a dialog displays
prompting you to save your changes before continuing. Click Yes to
continue the print operation with annotation changes saved, No to
continue the print operation without saving the annotation changes,
or Cancel to end the print operation.

To print documents from a cabinet

1 Go to the File Room.

2 Open the cabinet and folder containing the document you want to
print.

3 Select the document(s) that you want to print.
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4 Select Print Document(s) from the Document menu.
The Print dialog box corresponding to your selected printer displays.

Pt 21|
r— Prinker
Properties |

Mame:

Status: Ready
Type: HP Lazer)et 8100 Sernes PS
‘where:  "HP Laserlet 8100 Series

Comment; ™ Print to file
— Print range Copie:
& all Mumber of copies; |1 3:
" Pages from:l'l lo:l?
: : ﬂ |_ ¥ Callate
) Selection

Options... | Qk I Cancel |

5 Select the print range and number of copies that you wish to print.

6 Click OK.

To print a document from the Viewer

1 Openitinthe Viewer.
(It is not necessary to check out the document to view it.)
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2 Select the Print option from the Image menu.
The Print dialog box opens.

it 21|

r— Frinter

Mame: WWPRIMARYSHP Lazerlet 8100 Series PS[ Eroperties |

Status: Ready
Type: HF Lazerlet 8100 Senies PS5
Wwhere:  *HP Lazerlet 8100 Series

Comment; [~ Print ta file
— Print range Copies
Al Mumber of copies; |1 3:
" Pages frorn:l'l to:l?
: : ﬂ |_ ¥ Collate
) Selection

Options... | Ok, I Cancel |

3 Click the Options button.
The Print Options dialog box opens.

Print Dptions x|

v Print displayed annotations

Print format: IFit to page j

4  Select Print displayed annotations option if you want to print the
annotations associated with the displayed image.

The option is checked by default. Click to uncheck the option if you want
the displayed page image to print without its associated annotations.
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5 Select Pixel to pixel, Actual Size, or Fit to page from the Print format
drop down list.

The default is Fit to page.

6 Click OK.
You are returned to the Print dialog.

7 Select the print range and number of copies that you wish to print.

8 Click OK.
The page is printed.

Working with annotations

You can easily annotate any document that is opened in the Documanage
Viewer Window. To annotate the document, select the Annotation Mode
button or select Annotation Mode from the Image menu. You can set
annotation properties by right-clicking the annotation icon on the tool bar and
selecting Properties. You can also show and hide annotations by enabling/
disabling Show Annotations on the Annotations menu. You can select existing
annotations.

When you switch into annotation mode using the Documanage Viewer, the
viewer attempts to lock the annotations so that only you can annotate the
document. This lock ensures that all annotations are saved while annotating
and saving a document. If the annotations are locked by someone else, you
will not be able to switch into annotation mode but you will be able to see the
annotations.

When a document is locked, a message displays at the bottom of the Viewer
screen stating "Locked by: username @ yyyy-mm-dd hhmmss". If you
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attempt to annotate a document that is currently locked by another user or
session, the document opens in the Viewer, but the annotation options are
disabled.

Documanage Workstation's annotations include:

@ Attach-a-Note. Used for brief comments that can be “attached” to a
document page. They function similarly to physical sticky notes. By
default, the Documanage sticky note color is yellow with all text
appearing as 12 point in size. You can change this color to virtually any
color you choose.

@ Highlighter. Functions similarly to a physical highlighter. Just like a
physical highlighter, the highlighter annotation places a light color
directly over document text to draw attention to it. By default, the
highlighter color is yellow. You can change these defaults, if desired.

& Filled Rectangle. Places a filled bar over any part of a document you
choose, making that part of the document unreadable. A filled rectangle
is well suited for documents where security is foremost such as sales
profit reports, balance sheets, and other financial data.

@ Rubber Stamp. Places a stamp on the document indicating the
document's status. Options are: Approved, DRAFT, Received, and
Rejected.

@ Drawn objects. These objects include straight line, free hand line, and
hollow rectangle. You can set color and size for drawn objects.

@ Text. There are several text annotation options.
¢ Typed Text allows you to type text on top of the image

& Text From File allows you to import a text file which can be
overlayed on top of the image
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Annotating and viewing in Place

Documents can be annotated and viewed in the cabinet window, if so desired.
This allows for quick and easy annotation updates and viewing without
opening a separate window.

To annotate in place

1

Open the cabinet and folder containing the document you wish to
annotate.

Select the document you wish to annotate in the left pane of the
Cabinet window and click the Show Document Image button from
the toolbar.

The image is displayed in the right pane of the Cabinet window.

~ Amergen (2) iR P =] 5|

Cabinet  View Folder Document Help

e o e of el TR
o Cabinst Query set [5id s Foider | | Doctment Image - Family Protection Dffer Lelter
=B Amergen e & SE k| &L €135 B =] G B [Fy

(= BT Bradiey
= 3
w
raperty Pali
Ame Insuranc
Summany of Coverage rEen ©
“Wwelcome Letter PO Boox 1254
Accident Phota Akt (i 2039
Accident photo - FROMN
[igl] Accident Repart T st R
[] Email (2002-08-08 18,0 Atbota, O 30120
T crashed car
¥ crashed car
Q Cox Deur Tdn 0. Bradky:
Q Jones Fam &y Frotectin & an affarchbk e cfleria] De ath Mortgage Phndeveloped for fum i s Te yors R(mhh
B Lobdale 1 Frckact yox biggest twestment - your fam & hams - adprovide eawih greater peace of mind.
o B Smith The ralknkk Bormce progam wrlp: tahves
e orn Foiwiles v v e s 5 g e There ars

20 medical qe st 1 arswer ard vo kg appl aties tofilox.

T addiion to payig o Hlerfal Deathy Mt
Commen Cartier Filer. Epaye 2 Rerwtr £ ectirto your benef L Rry - T it s s
Tk YL are & e -PARE PASSIT 0 o P, i, e of ofber Keereed comman carrir

Pease chech e affordihle lone premiom s forthis covern.zr shomm antbe enchsed Acceptore e Fom v Jode
rer fhe Summary of Beaunce Corerge mh\m:k\ihhn.« Then sinplrfil outyox Acceptarcs Fam.

Erect e de of w0 s e s o goacHn s 5 cags £
TDpronl Sninom dey row. YAZ prumims wilts

% J, Locked hy EZPOWER (2 2002-12-03 20:07:56 —1
<l | E9% [ TaskDoc 1 of1 |Pagetar1 Farnily Pratection Dffer L
[150f5 [ >

140 Workstation Guide for Documanage



Using Documanage Viewer and Annotating Documents
Working with annotations

3 Annotate as necessary.

Attach-a-Note Annotation

Notes function similarly to physical sticky notes. That is, they are used for
brief comments that can be “attached” to a document page. By default, the
Documanage sticky note color is yellow with all text appearing as 12 point in
size. You can change this color to virtually any color you choose. You might
want to do this, for example, to differentiate one sticky note from another
within the same document. You can customize the size, font, and foreground
and background colors of sticky note annotations.

To create an attach-a-note annotation

1 Open the document in the Viewer.

2 Select Attach-a-Note from the Annotations menu.
The mouse pointer changes to a cross hair.

3 Click in the document where you want the upper-left corner of the
note to appear.

4 Drag the mouse until the sticky note is the desired size.

5 Release the mouse button.
The Attach-a-Note Text Edit box opens.
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6 Type the desired text and click OK.

7 Change the properties as necessary.

Highlighter Annotation

Highlighter annotations function similarly to a physical highlighter. Just like
a physical highlighter, the highlighter annotation places a light color directly
over document text to draw attention to it. By default, the highlighter color is
yellow. You can change these defaults, if desired.

To create a highlighter annotation

1 Open the document in the Viewer.

2  Select Highlighter from the Annotations menu.

3 Click in the document where you want to begin the highlight. Drag
the mouse across the desired text and release the mouse button.

4 Change the properties as necessary.

Filled Rectangle Annotation

Filled rectangle annotations place a colored bar over any part of a document
you choose, making that part of the document unreadable. A filled rectangle
is well suited for documents where security is foremost such as sales profit
reports, balance sheets, and other financial data.
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To create afilled rectangle annotation

1 Open adocument in the Viewer.

2 Select Filled Rectangle from the Annotations menu.
3 Click in the document where you want to begin the filled rectangle.

Drag the mouse across the desired text and release the mouse
button.
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Rubber Stamp Annotation

Rubber Stamp annotations allow you to indicate the document's status by
placing a stamp on the document. Stamp statuses include: Approved,
DRAFT, Received, and Rejected. You can customize the rubber stamp. You
can create a rubber stamp from scratch or use a pre-defined one. You can also
delete or edit a rubber stamp.

To create a rubber stamp annotation

1 Open adocument in the Viewer.

2 Select Rubber Stamp from the Annotations menu.

A list of rubber stamp statuses display: Approved, DRAFT, Received, and
Rejected.

3 Select the status you need and click the mouse on the document.

The status and date display on the document. NOTE: Dates do not display
for the DRAFT stamp.

4  Customize as necessary.

To customize the rubber stamp

1 Open adocument in the Viewer

2 Right-click the rubber stamp icon and select Properties.
The Rubber Stamp Properties screen opens.

3 Click the Create Text button to create a new stamp with new text.
The Create Text Rubber Stamp dialog box opens.
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4 Enter the Stamp Name and Stamp Text. You can also set the Font.
5 Click OK.

6 Click the Create Image button to create a new image for a stamp.
The Create Image Rubber Stamp dialog box opens.

7 Browse to and select the image you want to use for the rubber
stamp.

8 Click OK.

9 Click OK when all stamps are created and customized.

To edit a rubber stamp

1 Open adocument in the Viewer

2 Right-click the rubber stamp icon and select Properties.
The Rubber Stamp Properties screen opens.

3 Select the stamp you want to edit from the Stamps list.

4 Click Edit.
The Edit Text Rubber Stamp Properties dialog box opens.

5 Edit the Stamp name, Stamp text, and Font as necessary.

6 Click OK.
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To delete a rubber stamp

1 Open adocument in the Viewer

2 Right-click the rubber stamp icon and select Properties.
The Rubber Stamp Properties screen opens.

3 Select the stamp you want to delete from the Stamps list.

4 Click Delete.
The stamp is deleted.

5 Click OK.

Selecting an Annotation

You can select an annotation to edit or move it. There are several ways to
select an annotation.

To select all annotations
1 Open the document you want to view.

2 Select Select All from the Edit menu.
All annotations are selected.

3 Edit the annotations as necessary

To select individual annotations

1 Open the document you want to view.

2 Select Select Annotations from the Annotations menu OR select the
annotation pointer icon.

The annotation pointer is enabled.
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3 Click on the annotation you want to edit.
You can tell the annotation is selected by the handles on the annotation.

4  Edit the annotation as necessary.

Setting Annotation Properties

You can set annotation properties. This includes setting transparency, line
width, color, text, and font and text size. You can change annotation
properties in several ways. You can set the properties of an annotation type or
you can change the properties of a single annotation. For example, if you
want to change the color of all free hand lines, you would set annotation
properties from the toolbar. If you want to change the color of one or two free
hand lines that are already drawn, you can change the color by selecting the
specific lines.

To set annotation type properties

1 Open adocumentin the Viewer.
Select the annotation icon whose properties you wish to set.

2 Right-click the icon.
The Properties menu opens.

3 Select Properties.

The Properties dialog box opens. Most annotations, like the Highlighter,
Lines, and Rectangles buttons, provide the standard color and pixel width
properties that you can set and change as you want. The Typed Text, Text
from File, and Attach-a-Note annotations also allow you to change font
style and font sizes in addition to color.
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4 Change the annotations as necessary.

To set individual annotation properties

1 Open adocument in the Viewer.

2 Select the annotation whose properties you want to change and
right click.

The Properties menu opens.

3 Click Properties.

The Properties dialog box opens. Most annotations, like the Highlighter,
Lines, and Rectangles buttons, provide the standard color and pixel width
properties that you can set and change as you want. The Typed Text, Text
from File, and Attach-a-Note annotations also allow you to change font
style and font sizes in addition to color.

4 Change the annotation as necessary.

If you want to change the text for an Attach-a-Note or Typed Text
annotation, you can do so. Right click the annotation and select Edit. The
Text Edit dialog box opens and you can edit the text.

Editing Annotations

You can use Cut, Copy, Paste, and Clear in exactly the same manner as found
in any Windows program, such as Microsoft Word. Only the annotations
themselves are affected by these options. In no way will you be able to alter
the actual document.

Note that in order to cut or copy an annotation in a document, you must first
select it. For example, with the attach-a-note annotation, you can tell it is
selected by the handles that surround it. Note also that when you cut or copy
an annotation and then paste it, the pasted copy appears in the exact same
location from where it was cut or copied. Therefore, when performing this
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operation, you should drag the pasted annotation to the desired location in the
document.
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Working with Workflow

Introduction

NOTE: This feature is not available in the Documanage Server Lite product.

Documanage Workstation provides routing of documents along a pre-defined
series of destinations (people or departments, for example) in an organization.
Documanage’s Workflow Designer module enables you to design a workflow
map which contains the steps needed to route documents for a particular
project. Workflow Designer provides complete flexibility in handling
workflows from the very basic to the very complex, depending upon your
organization’s needs.

Your Documanage Administrator will have set up workflow maps. This

chapter describes how to use the maps to complete a project. Procedures for
setting up workflow maps are in the Administering Documanage manual.
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In this chapter

In this chapter

The information in this chapter will help you answer the following question:

-+ How do | use workflow maps in projects?

Understanding workflow

A workflow map is a set of tasks and links which form the complete steps
needed to route documents. A task is a destination where the documents are
routed to or from. A link is the connection from one task to another. A map is
processed by advancing from task to task along each link connecting them
together.

Workflow roles

There are several roles in the workflow model that are assumed by users.
These roles fall into one of three categories, whose respective functions are
explained below.

€ Administrators. Administrators are responsible for designing and
maintaining a workflow map. An additional duty is monitoring a
workflow for adequate throughput and lack of bottlenecks. All
Administrators are database users within the DMANAGE database.

€ Managers. Managers are responsible for assigning teams of people to

various tasks. All managers are users whose names are taken from NT,
LDAP, or database security. Only one manager is assigned to each task.
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€ Team Members. Team members are responsible for performing the
various tasks in a workflow. Each team consists of one or more groups
taken from NT, LDAP, or database security.

Getting started

Your Documanage Administrator will have used the Workflow Designer to

create workflow maps containing the steps needed to route documents for a
particular project. Once the maps have been created, they are ready for your
use.

NOTE: For information on defining workflow maps see the “Workflow
Designer” in the Documanage Administrators Manual.

Using maps in projects

Documanage Workstation is used to create, work on, and manage workflow
folders, or “projects,” based on workflow maps. Team members use
Documanage Workstation to process the tasks in a map.

The first step in starting a project is determining whether the data you will use
to create a map already exists in the workflow table. There are different
procedures for creating a project depending on whether the data row exists in
the table or not. Since the workflow is based upon a table in a database, you
need to ensure that you do not create duplicate rows for the data. If you create
duplicate rows, the table may be unusable or may not be updated properly.
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NOTE: One way to check whether the data exists is to create a cabinet based
upon the table. By looking at the cabinet you have created, you can
view the folders in the cabinet and find out whether the data is
already in the table. Have your Documanage Administrator assist
with determining if the data exists: you may not have rights to add
cabinets or add data rows to tables.

If the data exists follow instructions "To start a project from an existing
folder". If it does not exist follow instructions "To start a project by new
folder". You can only start projects if you are a member of a team assigned to
the BEGIN task in a workflow.

To start a project by new folder

1 Go to the File Room.

2 'Pending tasks’ will be listed, or possibly any ‘Overdue’ tasks.
Expand this node to see any available workflows, represented by

the © symbol.
The existing workflows are displayed.

3 Select the workflow you want to start, right click, and select Create
New Workflow Project.

The Project Add screen opens.

4 Select the priority value (it can be a value from 1 and 10) in the
Priority drop down list.

This priority is solely for the user’s informational purpose. It does not
rank one workflow over another in the In-Box.
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5 Click the ... button next to the Due Date box. Select the due date for
the project from the Enter date dialog box.

6 Type any comments about the project in the Comments text box.
(Comments are required).

7 Go to the Folder tab and enter the Field Values associated with the
field types as defined in the database. All underlined fields are
required. All bold fields are set to “Part of Key”. Values must match
format established in the database.

For example, if you are adding a folder to the Claim Properties workflow
Cabinet, and the Claim number is bold and underlined, it is required and
Part of the Key.

8 Click OK.
The workflow displays under the related Tasks node.
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To start a project from an existing folder

1

2

Go to the File Room.

Open the cabinet containing the folder on which you want to base
the workflow.

Select the folder on which you want to base the workflow.

Select Start Workflow Project from the Folder menu.
The Project Add screen opens. There are 3 tabs:

¢ Workflow. Contains the project attributes

¢ Folder. Contains folder properties

¢ Documents. Lists the documents in the folder

Select the priority value (it can be a value from 1 and 10) in the
Priority drop down list, on the Workflow tab.

This priority is solely for the user’s informational purpose. It does not
rank one workflow over another in the In-Box.

Click the ... button next to the Due Date box. Select the due date for
the project from the Enter date dialog box.

Type any comments about the project in the Comments text box.

Click OK.
The workflow displays under the related Tasks node.

Processing a Project

All tasks in a workflow map that are currently being processed or are waiting
to be processed are shown in a “task queue.” All the task queues are shown in
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the File Room in Documanage Workstation. Specifically, tasks appear in the
Tasks node which the File Room displays in a separate area from the cabinets.
The Tasks node displays only those tasks to which you are assigned.

Maps are displayed with their map names. Beneath each name are all the task
gueues that are waiting to be processed as part of the workflow. Each task is
displayed by the task description. Next to each task description is a number
listed in parentheses. This is the number of projects in the task queue.

The first step in processing projects is viewing the projects which need to be
completed. To view projects, double-click a task description. A window
displays a list of the projects that are waiting to have that task processed.
Check out a project from the task queue to take responsibility for the work
done on the project. After you check out a project, you can check it back in,
advancing it, or forward it.

Documanage Workstation also makes it easy for you to export files from a
project, copy or import files into a project, view a project’s properties, mail
documents from a project, and view or print a document from a project.

To check out a project

If work needs to be done on a particular project in a queue, then the project
can be checked out. This locks the project, ensuring that no other team
members can process the project until the person who checked it out has
advanced it.

1 Double-click the task for the map you wish to process.
The Task screen opens displaying the current projects associated with the
workflow. Each project is represented by a folder.
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Select the project you want to check out. Either select Project|Work
on Project from the menu, right-click on the folder and select “Work

on Project” or click on the ﬁl button on the tool bar.

The Active Project window opens. Tabs available in the dialog box

include Workflow, Folder, and Documents.

The project is checked out and a key displays next to the project. All
other users see a lock.

Edit as necessary. You can then check the project back in,

advancing the project, or forward it.

556 [Task: Generate Received Claim Letter]

L vz T Folder T Documents T Hates ]
Project Attibutes
Due Date: Started By:
[12/10/2007 04:00:16PM v | [PATRICK KEY
Started On: Azzighed To:
Added On: Locked By:

=

Etion:ments: o Fricrity:

est space in folder l—_l

1 -
[~ Suspended

Suspend Until: Suspended By:

[02/04/2003 04:3313PM =] |

Suzpended Faor:

Froject Options
Leave Checked Out Advance | LCheck In | Forward... | Instruchions... |

NOTE: If you cancel the checkout of a project but you’ve already made
changes to documents in that workflow, those changes remain.
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Cancelling a checkout only affects the project properties, not the
documents associated with the project (which may have changed.)

To suspend a project

You can suspend a project until a specified date. Suspension is useful when a
project is waiting for an external process to complete (e.g., a letter to arrive).

1

Create a Workflow Project.
See “To start a project from an existing folder” on page 156 for detailed
information.

Open the task.

Right click the folder on which you’'d like to work and select Work
on Project from the Project menu.

The Active Project dialog opens.

Select the Suspended Until drop down list to specify a date and then
click the check mark. The project will be suspended until this date.

Select the Suspended check box and click Check In to check in the
project or Leave Checked Out to keep the project checked out.

The project is suspended until the specified date, and is displayed under
the Suspended Tasks node in the File Room. The suspended project icon
will be displayed beside the suspended project in the Suspended Tasks
queue. This icon changes to a clock once the suspension becomes
overdue.

NOTE: A suspended project can be unsuspended (i.e. “resumed") by any

member of the project group, unless the project is checked-out. In
that case, only the person who checked out the project can unsuspend
it.
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To check out for edit

When you are working on a workflow project, you can check out a document
in place and edit it.

1 Begin a workflow.

2 Right click on the document you wish to edit and select Checkout
for Edit.

The document editor opens and you can edit the document.
3 Save the changes.

4 Check the document in as desired.

To advance a project
When all work on a project has been completed, the project can be advanced.
1 Check out the project.

2 Inthe Active Project window, click Advance.
The Choose a Decision dialog box displays.

If the task is not a human decision, the project is advanced. If the task is a
human decision, then follow steps 3 and 4.

3  Select a decision to which you wish to advance the project, then
click OK.

4 Click Yes to save the change.
The project advances.

To check in a project

You can check in a project so that other team members can access it. When
work on the project is not yet complete but you do not want to keep it locked
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away from other team members, you can check in the project. The project
remains at the same task and is not advanced to the next task in the workflow.

1 Check out the project.

2 In the Active Project window, click Checkin.

The project is checked in, and other team members are now able to check
out the project.

To forward a project

A project can be assigned to another person for processing. This is called
forwarding the project. The project is checked in under the name of the
person to whom it was forwarded.

1 Check out the project.

2 In the Active Project window, click Forward.

The Project Forward dialog opens with a list of available task team
members.

3 Select auser to forward the project to from the Active Project
window.

4 Click OK.
The project is forwarded.

To export afile

1 Check out the project containing the file you wish to export.
The Active Project Window opens.

2 Go to the Documents tab and right click the file you wish to export.

3 Select Export File.
The Browse for Folder dialog box opens.
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4 Drill down to the location to which you want to export the file, then
click OK.

All files that you export from a workflow also remain in their original
workflow location.

To copy afile into a project

1 Navigate to and right-click the file you wish to copy.
The Active Project window opens.

2 Select Copy.
3 Click the workflow folder into which you want to copy.

4 Select Paste from the Document menu.
The document is pasted into the project.

To import afile into a project

1 Check out the project to which you wish to import the file.
The Task dialog box opens.

2 Go to the Documents tab.

3 Right click and select Import File.
The Select a file to import dialog opens.

4 Browse to and select the file you want to import then click Open.
The Documanage Document Properties screen opens.

5 Type anew name for the imported document and make other
changes on the General and Application tabs as necessary.

6 Click OK.
The file is imported.
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To view a project’s properties
1 Open the task for the project whose properties you want to view.

2 Select Properties from the Project menu.
The Project Properties screen opens.

3 View the properties.

To mail a document from a project
You can e-mail a document from a workflow project to someone outside
of the Documanage system. Any documents that you mail from a
workflow project also remain in their original project location.

NOTE: You must have access to a valid e-mail server for this feature to be
functional.

1 Select the document(s) you want to mail.

2 Select Mail Document(s) from the Project menu.
3 Follow the directions of your mail client to mail the document(s).

To view a document from a project

1 Select the document you want to view.

2 Select View Document from the Document menu.
The document displays in the Documanage Viewer.
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To print a document from a project

1 Select the document(s) you want to print.

2 Select Print Document(s) from the Document menu.
3 A Print dialog box displays.

4 Click OK.
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Appendix A: Supported File
Types

The following is a list of file types currently supported by Documanage when
the server is running on a Windows operating system. Documanage will
attempt to display documents of these types in the internal Documanage
Viewer and allow annotation. Not all features of every file format are
necessarily supported by the Documanage Viewer and its supporting libraries.
If a file type cannot be displayed or the image quality is not sufficient, your
Administrator should configure the file type on the Documanage Server to
"switch-launch" into another application supporting that file type such as the
native creating application. This is done using the "FileTypes.INI" file. Files
displayed in this way cannot be annotated within Documanage. Documanage
Lite does not include support for most of these image types.

Word Processing: Generic

ASCII Text 7 & 8 bit

ANSI Text 7 & 8 bit
Unicode Text All versions
HTML Versions through 3.0

IBM Revisable Form Text All versions

* & 6 O o o

IBM FFT All versions
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Word Processing: DOS

*

*

Microsoft Rich Text Format All versions

PDF - Adobe Portable Document Format file

Word Processing: DOS

I EE EE R E R X XXX X R R XX XXX R X R X R 2

DEC WPS (WPL) Plus Versions through 4.1
DEC WPS Plus (DX) Versions through 4.0
DisplayWrite 2 & 3 (TXT) All versions
DisplayWrite 4 & 5 Versions through Release 2.0
Enable Versions 3.0, 4.0 and 4.5

First Choice Versions through 3.0
Framework Version 3.0

IBM Writing Assistant Version 1.01

Lotus Manuscript Versions through 2.0
MASS11 Versions through 8.0

Microsoft Word Versions through 6.0
Microsoft Works Versions through 2.0
MultiMate Versions through 4.0

Navy DIF All versions

Nota Bene Version 3.0

Office Writer Version 4.0 t0 6.0

PC-File Letter \ersions through 5.0
PC-File+ Letter Versions through 3.0

PFS: Write Versions A, B, and C
Professional Write Versions through 2.1
Q&A Version 2.0

Samna Word Versions through Samna Word 1V+
SmartWare Il Version 1.02

Sprint Versions through 1.0

Total Word Version 1.2
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Word Processing: Windows

Volkswriter 3 & 4 Versions through 1.0

Wang PC (IWP) Versions through 2.6
WordMARC Versions through Composer Plus
WordPerfect Versions through 7.0

WordStar Versions through 7.0

WordStar 2000 Versions through 3.0

XyWrite Versions through I11 Plus

00000

Word Processing: Windows

JustWrite Versions through 3.0

Lotus AMI/AMI Professional Versions through 3.1
Microsoft Windows Works Versions through 4.0
Microsoft Windows Write \Versions through 3.0
Microsoft Word for Windows Versions through 2002
Microsoft WordPad All versions

Novell Perfect Works Version 2.0

WordPerfect for Windows Versions through 7.0
Professional Write Plus Version 1.0

Legacy...... \ersions through 1.1

Q&A Write for Windows Version 3.0

WordStar for Windows Version 1.0

LK R K R X 2R % X R X X 4

Spreadsheets

Enable Versions 3.0, 4.0 and 4.5

First Choice Versions through 3.0

Framework Version 3.0

Lotus 1-2-3 (DOS & Windows) Versions through 5.0

LR R X 4
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Databases

Lotus 1-2-3 Charts (DOS & Windows) Versions through 5.0
Lotus 1-2-3 (OS/2) Versions through 2.0

Lotus Symphony Versions 1.0,1.1 and 2.0

Microsoft Excel Windows Versions 2.2 through 2002
Microsoft Excel Macintosh Versions 3.0 - 98
Microsoft Excel Charts Versions 2.x - 7.0

Microsoft Multiplan Version 4.0

Microsoft Windows Works Versions through 4.0
Microsoft Works (DOS) Versions through 2.0
Microsoft Works (Mac) Versions through 2.0

Mosaic Twin Version 2.5

Novell Perfect Works Version 2.0

QuattroPro for DOS Versions through 5.0
QuiattroPro for Windows Versions through 10

PFS: Professional Plan Version 1.0

SuperCalc 5 Version 4.0

SmartWare Il Version 1.02

VP Planner 3D Version 1.0

LA R X X R B R X R EE X R R R X X2

Databases

Access Versions through 2.0

dBASE Versions through 5.0

DataEase Version 4.x

dBXL Version 1.3

Enable Versions 3.0, 4.0 and 4.5

First Choice Versions through 3.0

FoxBase Version 2.1

Framework Version 3.0

Microsoft Windows Works Versions through 4.0
Microsoft Works (DOS) Versions through 2.0

LR R K X R B B R 2R 2
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Graphics: Generic

LK X K X R R R X 2

Microsoft Works (Mac) Versions through 2.0
Paradox (DOS) Versions through 4.0
Paradox (Windows) Versions through 1.0
Personal R: BASE Version 1.0

R:BASE 5000 Versions through 3.1
R:BASE System V Version 1.0

Reflex Version 2.0

Q & A Versions through 2.0

SmartWare Il Version 1.02

Graphics: Generic

LK R K K R K 2 28 R X JEEE R R X 2 X X 4

Binary Group 3 Fax All versions

BMP (including RLE, ICO, CUR & OS/2 DIB) Windows

CDR (if TIFF image is embedded in it)

Corel Draw versions 6.0-8.0

CGM - Computer Graphics MetafileANSI, CALS, NIST, Version 3.0
DRW - Micrografx Designer Versions through 4.0

DXF (Binary and ASCII) AutoCAD Drawing Interchange Format
\ersions through 12-14

EPS Encapsulated PostScript TIFF header only

FMV - FrameMaker Vector Version 5.0

GDF - IBM Graphics Data Format Version 1.0

GEM - Graphics Environment Manager Metafile Bitmap and Vector
GIF - Graphics Interchange Format Compuserve No specific version
GP4 - CALS Raster Type | and Il

HPGL - Hewlett Packard Graphics Language Version 2.0

IMG - GEM Paint No specific version

JPEG All versions

MAC MacPaint No specific version

MET - OS/2 PM MetafileVersion 3.0
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Graphics: High-End

LA R X X R B R X R EE X R R R X X2

PCD - Kodak Photo CD Version 1.0

PCX PC Paintbrush No specific version

Perfect Works (Draw) Novell version 2.0

PIC Lotus No specific version

PICT1 & PICT2 (Raster) Macintosh Standard Bitmap only
PIF - IBM Picture Exchange Format Version 1.0

PNG - Portable Network Graphics Version 1.0

SDW Ami Draw

Snapshot (Lotus) All versions

SRS - Sun Raster File Format No specific version

TGA (TARGA) Truevision Version 2.0

TIFF Versions through 6

TIFF CCITT Group 3 & 4 Fax Systems Versions through 6.0
WMF Windows Metafile No specific version

WordPerfect Graphics [WPG and WPG2] Versions through 2.0
XBM - X-Windows Bitmap x10 compatible

XPM - X-Windows Pixmapx10 compatible

XWD - X-Windows Dump x10 compatible

Graphics: High-End

LR B K X 2

Al - Adobe Illustrator File Format Versions through 9.0
CDR - Corel Draw Versions through 6.0-8.0

DSF - Micrografx Designer Windows 95, Version 6.0
DWG - AutoCAD Native Drawing FormatVersions 12-14
IGES - Initial Graphics Exchange Specification Version 5.1
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Documaker and Docuflex Output Types

DCD - Docucorp Compound Document

DCZ - Docucorp Compressed File (output from Docusave Server)
IBM AFP support, including IBM AFP MO:DCA

Xerox Metacode

LR R X 4
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Appendix B: Actual Size
Printing

Printers: APA vs. Non-APA

All Points Addressable (APA) printers are precise printers that allow printing
to the edge of the page, and are used to print Print streams. Because APA
printers image the entire surface of the paper, page images generated for these
printers, such as print streams, often have contents that fill the entire page.

Non-APA printers are not as precise in paper alignment, and contain non-
printable areas around the edge of the page. Non-printable areas vary by
printer model.

Actual Size Printing on Non-APA Printers

Actual Size printing scales an image so that one inch of the image equals one
inch on the printed page.

Actual Size printing is meant to imitate what an APA printer does. However, it
is not possible to duplicate what APA printers do on non-APA printers. If you
need real APA output, you must print to a real APA printer. It is unrealistic to
expect all output on all non-APA printers to look like output from an APA
printer.
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When using Actual Size printing on non-APA printers you may encounter the
following:

4 Some of the image gets cut off around the edges.

4 When holding the pages up to the light with edges aligned, Actual size
printing doesn't line up perfectly with output from an APA printer.

@ The printed image position from one printer is different than the printed
image position from a different printer, even if they are the same type of
printer.

€ When printing multiple copies of the same image on a non-APA printer, it
doesn't always come out on exactly the same spot on the page.

The following are possible explanations to the above printing issues.
@ Non-APA printers have non-printable areas around the edges. If some of
the image falls into the non-printable area, then that part of the image is

cut off. If you must see the entire image, don't choose Actual Size.

@ Non-APA printers don't always have accurate alignment. Try adjusting
the printer.

@ Paper feeds on non-APA printers are not necessarily consistent. Try
adjusting the printer.
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Utility

Operation

The Documanage User Notification Utility is an optional application that can
be installed and run on your computer to let you know when you have work
pending in Documanage. When it is run, the utility inserts an icon into the
Windows System Tray on the Windows Taskbar. The icon will change color
depending upon the "urgency" of the work pending for you in Documanage.
You can also right click on the icon to show a menu which presents various
options. You can select an option to see what work items are pending for you
in Documanage. Another option enables you to change various settings for
the utility. You can also choose an option to shut down the utility.

At startup the utility reads the notification options and polling interval and
starts a log if one is defined. It then attempts to log into Documanage using
the Operating System logon credentials.(Should it fail to login, a login dialog
appears. Cancelling this dialog shuts down the Documanage Notifier.)

The utility inserts the status icon into the Windows System Tray. It then
queries Documanage for work pending for the user. The User Notification
Utility checks for the following work items in Documanage:

@ Overdue Pending Projects

@ Available Pending Projects



Appendix C: User Notification Utility

User Notification icon

@ Overdue Suspended Projects
€ Available Suspended Projects
@ Available files in the New Documents folder of the Personal Cabinet

The Notification Utility categorizes work items as Pending Projects,
Suspended Projects, or New Files. The color of the status icon changes based
on a set of default options, or based on the options you have set. When
Documanage Notifier shuts down, it logs off Documanage and removes the
icon from the System Tray.

User Notification icon

The User Notification icon, which appears in the Windows System Tray,
changes color to indicate the "urgency" of the work. You can specify the
polling interval and which work items correspond to each icon color.

The User Notification icon has three color levels: red, yellow and green.

The color of the icon reflects the condition of the work that most "urgent"
work condition. For instance, if a Pending Project is overdue and another
Pending Project is available but not overdue, the icon will be red because that
reflects the most "urgent” work condition.
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Notification Utility Dialogs

When you hold the cursor over the Notification icon in the System Tray, a
screen tip appears. The screen tip displays the number of pending work items
(If several items are pending, only the first is reported) when the icon is red or
yellow. The screen tip tells you to right-click on the status icon to get more
information when the icon is green. Right clicking on the icon displays a
shortcut menu. The menu options are as follows:

@ Show Pending Items—presents a dialog that lists pending work items.
@ Options...—presents the Options dialog

¢ Shutdown Documanage Notifier— quits the Notification Utility
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Show Pending Items dialog

Double-click on the status icon to display the Show Pending Items menu
option.

~ Documanage User Notification Utility 10l =|
File Help

N ame | T| Due Date | F'l Info

" Account Terms and Conditions F  200410-251350:43 0
“j Commercial Liability Coverage F 2004102513512
Nj Guotes for Life,Property and &uto | F - 2004-10-2513:51:32
“j Summary of Coverage F  2004-10-2513:51:38
uJohnson - Mew Claim F o 200410-25 132757 Generate Receive Claim Letter
F Generate Receive Claim Letter
P
5

Claim Review and Digposition

A williams - Mews Claim 2004-10-21 13:38:20
-',;\I Smithzon - Pending Claim 2004-10-2913:30:10
E® Douglas - Denied Claim 2004-11-01 13:34:14

MW= = o oo

Claim Review and Digposition

s[5 |

The menu lists pending work items. Double-clicking an item in the list
presents a dialog that tells you to work on the item in the Documanage
Workstation.
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The Show Pending Items menu has a File menu and a Help menu. The Help
menu presents an About Box that is identical to the one in the Documanage
Workstation.

The File menu options are as follows:

@ Refresh Pending Items —refreshes the list of pending work items

@ Options...—calls up the DmgNotifier Options dialog

@ Close—closes the Pending Items dialog

@ Shutdown Documanage Notifier—quits Documanage Notifier

Options Dialog

A set of default settings initially determine which work item conditions cause
the color of the Notification icon to change. If you want to set color
conditions different from these, or change the polling interval, you can set the
color level corresponding to each work item status in the Settings, Logging,
Pending Projects, Suspended Projects and New Files tabs of the Dmg Notifier
Options dialog. The Summary tab then gives an overview of what work
conditions correspond to each color level of the status icon.
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Notification Icon default settings

You can apply the default icon color settings by selecting the Default button.
The default icon colors for the notification levels are as follows:

@ The User Notification icon will be red if:
¢ One or more Pending Projects are overdue
¢ One of more Suspended Projects are overdue

@ The User Notification icon will be yellow if:
¢ One of more Pending Projects are available
¢ One of more Suspended Projects are available

@ The User Notification icon will be green if:

¢ One or files are available in the New Documents folder of your
Personal Cabinet

¢ Orif nowork is pending
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Settings Tab

You can change the notification level for any of the items through the Options
dialog and you can also change the polling interval. The default polling
interval is one minute, with a range of one to thirty minutes.

« DmgMotifier Dptions x|

Settlngsl Loaaing I Pending Prajects I Suzpended F'roiec:lsl HMew Files | Summaryl

Palling Interval

The notification utility will periodically check for pending work itemz in
Docurmanage. This setting determinzs how aften the utility will check for
pending work,

Polling interval [minutes) |-| (1-30]

Defauls | ok Cancel
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Logging Tab

Activity Log File options, which follow those of the Documanage
Workstation, are also available.

+ DmgNotifier Options x|

Settings

Pending Projects | Suzpended F'roiectsl Mew Files | Summaryl

r—Activity Log File
Warious ‘Work station operations and errors can be written to & Log File to help
diaghoze problems. You can set the Log File name and location and the level
of detail that iz reported ta the file. You can alzo turn off logging.

[~ Owenwrite existing Log File on starbup Log Lewvel: INmmaI VI

C:\Program Files\Docucorp

Internationa\DocumanagetClient\Documanage Flhase Flz, |
Motifier. log

—Ermrar Meszages

Thiz option shows some technical information on the emaor and message
dialogs. This might help diagnoze problems.

[~ Show eror message source on message dialogs

Defaults | ]S LCancel
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Pending Projects tab

The Pending Projects tab lets you set what color the icon should be if one or
more Pending Projects are overdue and what color the icon should be if one
or more Pending Projects are available.

The color notification levels can be customized using the Pending Projects
tab in the DmgNotifier dialog.

- DmgNotifier Dptions x|

Se_ttingsl Logaing EendlngF’rmeCt Suzpended F'miec:tsl Hew Filesl Summar_l,ll

r— Motification Ophions
You can zelect to be notified when Pending Projects for which you are
rezponzible are either available or overdue in Documanage.

— Orne or maore Pending Projects are overdue

" Green
= Yellow
{* Red

— One or more Pending Projects are available

" Green
f* ‘Yellow
" Red

Defaults | Ok Lancel
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Suspended Projects tab

The Suspended Projects tab lets you set what color the icon should be if one
or more Pending Projects are overdue and what color the icon should be if
one or more Suspended Projects are available.

- DmgNatifier Options |

Settings | Logging I Pending Projects Mew Files I Summaryl

r— Motification O ption:
*r'ou can select to be notified when Suspended Projects for which you are
responzible are either available or overdue in Documanage.

— Orne or maore Suspended Projects are overdus

" Green
= Yellow
* Red

— Drne or more Suspended Projects are available

i~ Green
& ellaw
" Red

Defaults | Ok Cancel
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New File tab
The New File tab lets you set what color the icon should be if one or more
files are available in the New Documents folder of your Personal Cabinet.

x|

Settings | Logging | Pending Projects | Suspended Projects ¢

Summary |

— Motification Option:
“r'ou can select to be notified when files are available in the Mew Documents
folder of your Personal Cabinet in Documanage.

One or mare files are available in the New Documents folder

' Green
 Yellaw
" Red

Defaults | Ok Lancel

Workstation Guide for Documanage 185



Appendix C: User Notification Utility
Notification Utility Dialogs

Summary tab

Once the color levels are set the Summary tab will give an overview of what

color the icon will be depending on what work item conditions are present.
x|

Settings | Logging | Pending Projects | Suspended Proiectsl Mew Files

The System Tray statuz icon will be RED if
One or more Pending Projects are overdue
One or more Suspended Projects are overdue

The System Tray statuz icon will be YELLOMW! if
One or more Pending Projects are available
One or more Suspended Projects are available

The System Tray statuz icon will be GREEM if
One or mare files are available in the New Documents folder
Or if there iz no work pending

Defaults | Ok Lancel |

Click OK to save the Options. Click Cancel to dismiss the Options dialog
without saving any changes.
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Filer

The Documanage Filer (DmgFiler) utility makes it simple to file documents
directly into Documanage from any Windows application that can send files
to a printer. Windows applications generate TIFF and PDF files using a print
driver supplied with Documanage Filer. The Filer then opens a dialog that
you use to send these files directly into the Documanage document store.

Setting up the Filer Print Driver

You can set up the File to Documanage print driver by making settings to the
Device Settings and File Formats tabs. These tabs appear in the “File to
Documanage Properties” dialog that you can access from an application, or
from the “File to Documanage Print Preferences” dialog that you can access
from the “Start Menu.”

Device Settings tab

The “Device Settings” tab sets the paper size, paper orientation and the
graphic resolution of the files output from the print driver to the Filer.
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%% File To Documanage Properties

Device Settings | File Formats

FPaper Size:
Faper:

Let

Paper width: |
Paper height: |

Add F& header: |0

[ Advanced Papersize

Force FAX resolution

[ Create fazable images

Orientation
A

Graphic Bezalution

i+ Partrait
" Landscape [

Uitz
f* 0.01%nch
£ 0.1 *mm
I Pizel
Edit paper hst .
—
=

Fesolution: | High R esalution

[600 = BOO DP)

[~

Horizantal Rezalution: | DFl | Force printer DFI
Yertical Rezolution: | )=
Generated Image Size: | ME
Fesztore defaults | About...
[ Ok ] [ Cancel

J

188 Workstation Guide for Documanage




Appendix D: Documanage Filer
Setting up the Filer Print Driver

Paper Size

@ Paper—To change the paper size, select the Paper list. The paper sizes in
the list range from those used for envelopes to those used for large A size
pages. Also included is a user-definable variable page size, which can be
set in increments of 0.01 inch, 0.1 mm, or a pixel. There are 45 Standard
paper sizes, and 36 Advanced paper sizes, as well as software specific
paper sizes such as FAX paper size, Variable paper size and Variable
paper size specified in pixels.
¢ \Variable Paper Size—The “Variable Paper Size” is specified in 0.01

inch or 0.1 millimeter (mm) units.

NOTE: Millimeters = pixels x 254/DPI or pixels = millimeters x DP1/254.

¢ \Variable Paper Size In Pixels—"“Variable Paper Size In Pixels” can be
any size within the boundary of the Microsoft environment. It can
have a maximum width and height of 65535 x 65535 pixels. The DPI
information will be ignored.

NOTE: The “Variable Paper Size In Pixels” is a special case. Normally, page
size times DPI is equal to the image size in pixels. With the “Variable
Paper Size In Pixels” setting, the image size in pixels is absolute and
the DPI can be set arbitrarily. The “Variable Paper Size In Pixels”
setting can be very useful in Web and graphic applications where the
physical size of the image is a critical factor.

& Paper width: —Paper width is shown in the selected unit: 0.01 inch, 0.1
mm, or a pixel.

@ Paper height: —Paper height is shown in the selected unit: 0.01 inch, 0.1
mm, or a pixel.
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@ Units: —The units are the type of measurement used to describe the
paper width and height. The units can be 0.01 inch, 0.1 mm, or a pixel.

€ Add Fax Header—The value entered in the Add Fax Header box reduces
the standard page height by the specified number of pixels. This option
can be used to attach private page header information on the top of each
page. For example, if the page height is 2200 pixels and the fax header
field is set to 100, the generated image height will be 2100 pixels.

4 Advanced Papersize—select “Advanced Papersize:” to list the paper size
in the list of Advanced papers in the “Paper:” list.

Edit Paper List

@ Edit Paper list—Click “Edit Paper List” to customize the list of the paper
sizes used by the printer driver. You can add new paper sizes, as well as
modify the name, size or availability of existing paper sizes.

Edit paper list Pz|

The list shows all of the paper sizes uzed by the driver.

Fll  The paper sizes marked as AVAILABLE will be listed in the Paper Size combobox.
To make a paper size UMNAVAILABLE without actually deleting it from the list go
to the Modify option and uncheck the Available checkbox.

e Faper Size

f2 611
all 8152411

Letter

Tabloid 11417
Ledger, 11 217

Statement, 51/2% 8172

Executive, 7 1/21101/2
A3, 297 « 420 mm sele

Ad, 210 % 297 mm

&4 small, 210 297 mm AL

45,148 % 210 mm

54 2505t o o] (o=

€ Add new..—Click “Add new...” to add a new paper size to the list of
existing paper sizes. Refer to “Add or Modify Paper Size” on page 191.
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*

Modify...—Click “Modify...” to change the parameters of the selected
paper. The user can change the name of the paper which is shown in the
paper selection list, the width and height of the paper, the availability of
the paper and also the paper size can be marked as Advanced paper. Refer
to “Add or Modify Paper Size” on page 191.

Delete—Click Delete to remove a selected paper size from the list. Once
a paper is deleted, it must be added again to the list of the papers by
clicking “Add new...”. To temporarily remove a paper from the list of
papers, make it UNAVIALABLE by deselecting Available.

Add or Modify Paper Size

*

L 2

Paper Size g|
|
Mame: |Letter, 81/2 411
) ) P Cancel

Paper width:  [2759 Dimenzions are specified in:

O 0.071 Inches
Paper height: 2794 (&) 0.1 Millmeters

) Pivels

[ &dvanced papersize

Available (listed as a Paper Size |

Name—Enter the name of the paper size in the Name box. This is what
will be listed in the Paper sizes box.

Paper width: and Paper height:—Use these boxes to set the width and the
height of the paper.

Dimensions are specified in: —The numbers you enter in Paper width
and Paper height can be specified using different units: 0.01 Inches, 0.1
Millimeters or Pixels. The printer driver can store the paper size in pixels
or in 0.1 millimeters. If you specify the paper size in 0.01 Inches, due to
the conversion the actual size of the image may be slightly different. The
difference can be a maximum of 0.1 mm.
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*

Advanced papersize—Select “Advanced paper size:” to list the paper size
in the list of the Advanced papers.

Available—Select “Available” if the paper size is in the list of the papers.
If you need to remove a paper size from the list of the papers shown by
the printer driver, we recommend de-selecting “Available” rather then
permanently deleting the paper size from the list.

Force FAX resolution

Set up the driver to create faxable images with one of two resolutions using
the Force FAX resolution area.

*

Create faxable image —Select Create faxible image to automatically
create images that have a fax paper sizes and fax resolutions. The paper
sizes and graphic resolutions are not restricted, but the resulting image
file will have a fax-able page size and fax-compatible resolution. For
example, if the page is Letter paper size and 600 DPI, the generated file
width will be 1728 pixels.

204x98 DPI or 204x96 DP1—With “Create faxable image’ selected, you
can select resolutions between 204x98 DPI (Standard Fax Resolution)
and 204x196 DPI (Fine Fax Resolution).

Orientation

Set up the driver to create pages with their long dimension vertical or
horizontal using the Orientation area.

*

Portrait or Landscape—Select Portrait or Landscape to set the default
page orientation. This orientation is also used for fax transmissions. If
Landscape orientation is selected the driver will report landscape paper
orientation to the printing application, but the image on the page will be
rotated 90 degrees so that the actual saved image will still be in portrait
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orientation just like when you print in landscape mode. This makes it
possible to fax a page printed in landscape orientation.

4 Rotate a Landscape Image to Portrait—With landscape mode selected,
selecting Rotate a Landscape Image to Portrait rotates the generated
landscape image 90 degrees so it can be printed. Selecting “Create
Faxable Image” automatically activates this option.

Graphic Resolution

From the Graphic Resolution list, select the default resolution (typically
measured in dots per inch, or DPI), for printing graphic images. Available
resolutions are shown in the Graphics Resolution list. These resolutions are as
follows:

¢ 204 x 98 DPI—Draft resolution (standard fax mode).
¢ 204 x 196 DPI—Low resolution (fine fax mode).

¢ Low Resolution (200x200 DPI1)—If the Fax Output check box is
selected the resolution is 200x200 DPI internally, but the image is
stored as 204x196 DPI. This feature is useful when printing from an
application that can’t print correctly when the horizontal and vertical
resolution values are different. Selecting this setting will print the
page correctly and the image can still be faxed.

¢ Medium Resolution (300 x 300 DPI)
¢ High Resolution (600 x 600 DPI)

¢ Custom Resolution max. (3000x3000 DPI1)—The *“Horizontal”” and
“Vertical” resolution fields are grayed out until you select “CUSTOM
Resolution max (3000x3000)”.

& Horizontal and Vertical Resolution—The custom resolution can be set

manually up to 3000 DPI in the “Horizontal Resolution” and “Vertical
Resolution” fields.
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@ Generated Image Size—When using settings over 600 DPI one should be
aware of the amount of memory that each file will use.

NOTE: When selecting a resolution for faxing, remember that increased
resolution slows down transmission speed, while lower resolutions
increase throughput at the cost of image quality.

& Force Printer DPI—If you select “Force Printer DPI,” documents will
always use the printer’s resolution, no matter what DPI setting is
specified by the document properties (for Microsoft Excel documents, for
example).

@ Restore Defaults—Click “Restore defaults” to restore all of the default
printer settings. The “File Formats” tab allows you to set the output file
format and its compression.

@ Print—Click “Print.” The File To Documanage print driver generates an

output file, and the Documanage Filer dialog appears. See “Filing
Documents to Documanage” on page 197.

File Format tab

Use the File Format tab to set the output image file type, color depth, and the
type of dithering used by the print driver.

194 Workstation Guide for Documanage



Appendix D: Documanage Filer
Setting up the Filer Print Driver

%" File To Documanage Properties

Device Settings | File Formats |

File format

| Partable Document Format [FDF] w

JPEG Loss Ratio:

PDF Compression; | Flate Compression b |
Color Depth
31 bit {7 8 bits {73 8 bitz Grayscale (%) 24 bits
Photo Guality
100

Intensity: € | Ed
{#) Dizable Phata Guality (") Sharp (7 Stucki
() Flayd-Steinberg ) Smooth () Threshald
(7 Jarvis-Judice-Minke

Restore defaultz

(] ] [ Cancel
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@ File Format—Click on the File Format list box to select the output image

file type for the driver. Click on the down arrow to scroll through the
available selections. The current selections are:

¢ Portable Document Folder (PDF) 1.4

TIFF with JPEG Compression

TIFF Group 3, 1 Dimension (CCITT Group 3 1D compression)
TIFF Group 3, 2 Dimension (CCITT Group 3 2D compression)
TIFF Group 4 (TIFF CCITT Group 4 compression)

L IR R R

NOTE: The list of file formats changes depending on the selected bit depth.

JPEG Loss Ratio—JPEG Loss Ratio sets the quality of a JPEG file. A
higher value produces a higher quality image; however the file size will
be larger. Conversely, a lower value produces a lower quality image, but
the file size will be smaller.

PDF Compression: —The compression used for an Acrobat file. Each
color depth has an option to use either no compression or the following:

¢ for 1 bit—CCIT Fax compression,

¢ for 8 bits—Runlength compression,

¢ for 8 bits grayscale—Runlength Compression,
¢ and for 24 bits—JPEG compression

Color Depth—The color depth buttons set the number of bits
representing the color of each pixel in the generated image. The value can
be 1 bit, 8 bits, 8 bits Grayscale and 24 bits.

The file types shown in the File Format combo box depend on the color
depth. The user can only select from file types compatible with the
current color depth setting. For example: if 1 bit is selected, the TIFF
JPEG file type will not be shown.
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Photo Quality

Digital half-toning, also referred to as spatial dithering, produces the illusion
of continuous-tone pictures on media that is only capable of displaying binary
picture elements (FAX machines and most printers, for example). Use the
Photo Quality area to select one of five high quality dithering filters which
perform dithering in the print driver.

The Floyd-Steinberg and Jarvis-Judice-Ninke dithering filters are popular
filters. The Smooth, Sharp, and Stucki filters produce better quality output,
although they are less popular. The Floyd-Steinberg is the fastest, because it
requires the least computation. The Stucki is the slowest, but produces the
highest quality output. Floyd-Steinberg is the default filter setting.

Use dithering to FAX or to transmit color pictures on a monochrome device.
When a color picture is faxed from a desktop fax machine, the result is
unrecognizable in most cases. On computer-generated faxes, the output
quality can be increased to picture quality using the printer driver.

@ Intensity scroll bar—The Photo Quality settings area also contains an
Intensity scroll bar that lets you control the intensity of the output image.
The lower the Intensity value is, the darker the output image will be.

@ Restore defaults—Click “Restore defaults” to reset all of the settings on
the File Formats tab to their original settings.

Filing Documents to Documanage

The left side of the Documanage File dialog contains a File Room Window
which shows a tree listing the folders and documents in each of the
Documanage cabinets. Refer to “Working with the File Room” on page 4.
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Any Favorites defined in the Documanage Workstation are also available.
These can be selected from the picklist on the left top of the window. Refer to
“To add a favorite cabinet to the File Room” on page 15.

You can also check the options to save the currently selected cabinet and
folder. The next time you run the Documanage Filer the cabinet and folder
will be automatically selected an opened. This is a useful feature if you
commonly file documents into the same place.

~ Dot umanage Filer

Cabinet Folder Document  Help

Favorite Import File Information

Document: BlacklceT est
Cabinet File Date:  5/11/2006 2:49:27 PM

|Amergen j Source:  Print To Documanage

_I_I J Zk Fuolder Information l Filelnformationl Ereviewl

| No Cabinet Query set

[D!l Bradley Fieldd ame |\I"alue
....... Q Cow [

Save Selection ‘

Sh C |
[~ Cabinet [ Folder et L ‘

1-10af10
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The following table describes the functions of the buttons above the File
Room window.

‘ Button Function ‘

Expand all nodes in multilevel cabinets containing folders.
B

Scroll through the previous set of folders.

[

Scroll through the next set of folders.

4

Displays selected folder properties.

i Add a folder to a cabinet if the proper if you have the proper user
authorities.

Activate the Query by Example utility, which filters the folder list.

Import File Information
The Import File Information area contains the name, the filing date and the

source of the document whose information and content is displayed in the
Preview, File Information and Folder Information tabs immediately below.
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Preview, File Information and Folder Information
tabs

A Preview tab, a File Information tab, and a Folder Information tab appear
below the Import File Information area:

@ The viewing window in the Preview tab shows the contents of TIFF files.
It can also show the contents of PDF files if Adobe Acrobat Reader is
installed on your machine.
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~ Doc umanage Filer

Cabinet Folder Document  Help

Farvarite
|Amergen Complete j
Cabinet
|Amergen j

®| mlg| | o >

| No Cabinet Query set

= E Amergen
+ [DQ Bradley
....... Q Cox

....... Q Keyd

....... Q Lobdale
....... Q Smith

Save Selection
|~ Cabinet I~ Falder

1-10af10

Import File Information
Document: BlacklceT est
File Date:  5/11/2006 2:43:27 Pt

Source:  Print To Documanage

Eolderlnformation] File Infarmation  Preview

File: Preview

ﬂﬂ Page 1 of 2

This is a test

|
|

Show Queue

Lancel ‘

@ The File Information tab shows the properties of the print job.
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- BX

~ Dot umanage Filer

Cabinet Folder Document  Help

Favorite Import File Information
|Amergen Carmplete j Document: BlacklceT est
Cabinet File Date:  5/11/2006 2:43:27 Pt
|Amergen j Source:  Print To Documanage
B =] E
_I_I J ﬂ FEolder Infarmation Freview l
| No Cabinet Query set
= 3 Amergen Field M ame | Yalue
[+ EDQ Bradiey Document Mame BlacklceT est.rt
Cox Image Format TIFF JPEG
Q Empty Mumber of Pages 2
....... Q Jones Frinted & 5/11/2006 2:43:27 PM
Q Key
Q Key2

Q Key3
Q Kepd
) Lobdale
....... Q Smith

|
v

Save Selection
Sh oK
[~ Cabinet [~ Folder o Lusue ‘

Lancel ‘

1-10af10

@ The Folder Information tab shows information about the currently
selected folder.

202 Workstation Guide for Documanage



Appendix D: Documanage Filer
Filing Documents to Documanage

~ Dot umanage Filer

Cabinet Folder Document  Help

Favorite Import File Information

|Amergen Carmplete j Document: BlacklceT est

Cabinet File Date:  5/11/2006 2:49:27 PM
|Amergen j Source:  Print To Documanage

® mir| o ol o

¢ Folder Informatio
| No Cabinet Query set

il File lnformationl Ereviewl

= E Amergen Bradley
¥ [DQ Eradley Fielddame Value
Lname Bradley
Frame John
Er 111111111
Phonenum
) Lobdale
....... Q Smith
Save Selection
Sh oK Cancel
[ Cabinet [ Folder sullee - ‘ = ‘

1-10af10

Workstation Guide for Documanage 203



Appendix D: Documanage Filer
Filing Documents to Documanage

Document Information

After selecting a folder displayed in the File Room Window of the
Documanage Filer tab, click OK. The Document Properties dialog appears.
Here you can set the properties for the document, including its Category and
Description. Refer to “Editing document properties” on page 104.

Documanage Document Properties ['5—<|

Extended Properties ] Content M anagement ] R etention ]

General l Histary ] Application ]
M ame:
Cateqgony: | J
Yalume: DEFALLT
File Type: |,.f_-.,F|:'
Added By |DMI3
Yerzion Mumber: |1 o
Dezcription:

Cloze |

Click OK. The Filer sends the print driver file into Documanage and displays
a message indicating that it has been successful.

204 Workstation Guide for Documanage



Appendix D: Documanage Filer
Filer Queue

If there are other print jobs pending, they are listed in the Documanage Filer
Queue dialog. Refer to the description of the “Filer Queue” on page 205.

Filer Queue
If you click Cancel or Show Queue in the Documanage Filer dialog, the Filer Queue
dialog appears. The Filer Queue dialog lists all of the jobs that are ready to be filed.
The dialog allows you to continue to send jobs to the Filer even if your connection to

the Documanage Server is temporarily unavailable.

Documanage Filer Queue

Job Mame Tirne: Star| Source
541122006 2:49: 27 PM Print To Documanage

Black|ceT est iif

BlacklceT est.rf 5172006 2:41:25 PM Print To Documanage

KN | i
Dptions... | Eile...
Delete
Quit

@ File... —Select a pending job from the job listing in the dialog and then
click File... to send it to Documanage. The Documanage Filer dialog
appears. Refer to “Filing Documents to Documanage” on page 197.
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& Delete—After you highlight a file that you want to remove from the
pending jobs queue, click Delete. A message dialog appears. Click Yes to
confirm that you want to remove the file from the jobs list in the Filer
Queue dialog.

@ Options... —Click Options to set the options for the Filer. The Options
dialog appears. Refer to “Options” on page 206.

@ Quit—Click Quit to exit the Filer. A message appears. Click Yes if you
are sure that you want to exit the Filer. If you quit the Filer, the Filter

Queue dialog will list the same unfiled jobs the next time that the Filer is
launched.

Options

The Options dialog sets up options for the Filer. It has a Logging tab, a Queue
tab and a Preview tab.

Logging tab

Use the Logging tab to set up a log file for Documanage Filer. Use the log file
to help diagnose any problems that you might have with the Filer.
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Logging l Queus l Preview l Prefs l

Activity Log File

Yanous Workstation operations and errars can be written to a log file ko help

diagnoze problems. Y'ou can zet the log file name and location and the level of
detail that iz reported to the file. You can alzo turn off logging.

[ Owenwrite existing log file on startup Log Level |Marmal -
C:ADocub anage_Safet\Clients\DmgFilerDmgFiler. log

Error Meszages

Thig option shows gome technical information on the error and mezzage
dialogs. Thiz might help diagnosze problems.

[ Shaow eror meszage source on message dialogs

(1] Cancel

@ Activity Log File

Use the Activity Log File area to select the location, verbosity, and the
permanence of the log file.

¢ Overwrite existing log file on startup—Select Overwrite existing log

file on startup if you want to have the Filer delete the log file each
time that you start your computer.
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¢ Log Level:—From the Log Level: list, select the verbosity of the
messages sent to the log file. Levels include Off, Debug, Detailed,
and Normal, where Off does not record any messages to the log file
and Debug records the most messages to the log file.

¢ Choose File—Click Choose File... for the Specify an Activity Log
File name dialog, which you can use to specify a location and name
for the logging file other than the defaults.

Specify an Activity Log File name

Save in: | (&} Desktop j L] £k E-
-] .DMy Documents |Z)watched PS Folders
\_'\35 } My Computer |2 Writing Tools
My Recent ‘-JMy Metwork Places EaS‘ﬁ Floppy (A}
Documerts |2 copy-HowTo-whitepapers.php_files |57 Docs&Help_Parts
@ (&1 g Filer Logging [a) Downloaded Program Updates
|Z)Documanage Deskkop

Desktap |[)Docusave Desktop

= |yindex.php_files

.’.'/' | )Move Desktop
|[)Mew Folder

|Z)Paint Shop Pro 6

~ L Parts on Siltfsl

=2
'_:153 IZ5)PS Installation Flles

|Z)5creenshots

My Documents

My Computer
|2 Technical Writing
3
My Metwark— File name: |DmgFiIer j Open |
Flaces
Save as type: |"_|og j Cancel

@ Error Messages—When you select Show message source on message
dialogs the part of the Filer that is producing an error is written to the log
file. The message source is also appears in the message dialogs which the
Filer produces when it encounters a critical error.
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Queue tab

Use the Queue tab to specify the folder where the Filer stores files before
sending them to Documanage.

¢ Click Default Location for the default folder. It is strongly suggested
that you use the default location.

l Preview l Prefz l

Logging

Queue Folder

The Lueue Folder iz a dizk location where files are stored prior to being
imported into Documanage. It is strongly suggested vou use the default
location.

Location... Default Location

C:ADocuments and SettingzhPatrick Kew ADT \Application D ata\DmgFilert,

ak. | Cancel

¢ Location—Click Location... to open the Browse for Folder dialog,
which you can use to specify a folder other than the default folder.
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Browse for Folder

Select a Queue Folder location

= @ Deskiop

E} My Documents

3 My Carmputer

\':; My Metwork Places
| copy-HowTo-whitepapers. php_files
|5 Dmg Filer Logging

[E] Documanage Deskiop
|5 Docusave Deskkop
|5 index.php_files

|5 Move Desktop
|5 Mew Folder

|5y Paint Shop Pro 6
#.-FF Parke an Sil Fai

(>

W

o | Com )

Preview tab

Use the Preview tab to turn off the preview of PDF files. Previewing PDFs
with Acrobat can sometimes slow down the Filer.
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Logging l Hueue Prefs l

Freview POF Filez

POF filez can be previewed on the preview panel if Adobe Acrobat Reader is
installed on pour computer.

Iv Show presiew far PDF files if Adobe Acrobat iz available

Ok | Cancel
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Preferences Tab

Use the Preferences tab to set the number of top-level folders that will be
displayed when a cabinet is opened. (This value was formerly stored in the
POffice.ini file but is now maintained by the Documanage Filer).

I:Dgging] _D_ueue] Preview

b aximum Folders Count
Thiz option determines the maximum number of top level folders that will be
dizplayed when a cabinet iz opened. You can navigate through a cabinet
containing a large number of documents in increments of the masimum folder

oLk,

M aximum Faolder Count (15 [10-500]

0k | Cancel
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