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ArchiDoc User’s Guide

1. Archidoc Overview.
2.  Working with ArchiDocAdmin.exe
3.  Working with ArchiDocClient.exe.

1. Archidoc System.

1.1. Overview
1.2. Architecture

1.3. Categories of users and Tools.

1.1. Overview

The success of business now heavily depends on effective document processing. EDocuStor line is state of the art
document management solution for all type of business. In this line ArchiDoc represents simple and powerful document
management desktop tool for Small Office / Home Office (SOHO). Its main features include:

1. Flexibility. You can apply different processing rules and policies to process document of particular business nature
(like on-going project documents, or media files, or accounting data, or legal documents, etc.).

2. Accessibility. Qualified users can easily find and process specific documents using attached index set. EDocuStor
(ORACLE) version offers secure Internet type excess from anywhere.

3. Security. All documents can be stored in encrypted databank, preventing unauthorized disclosure.
4. Reliability. ArchiDoc backup policy allows 100% document recovery in the case of system failure.

5. Office Integration. ArchiDoc System can be easily integrated into existing office environment. From final user's
point of view it looks and acts as Windows Explorer. The difference is behind the scene - in functionality. Explorer
manage unsecured file system, ArchiDoc makes this system hidden and secure.

1.2. Architecture.

All documents are stored in Databank. Databank consists of (one or more) logical partition -Libraries. Library is storage
of the documents of the same business type (like on-going project documents, or media files, or accounting data, or legal
documents, etc.). Main distinction that differs one library from another is the essence of document processing rules and
policies. They include business specific indexes, attached to documents, and specific set of document templates. Index is
the tool to accelerate and simplify processes of search and documenting. Template facilitates creation of document.

Such approach offers exceptional flexibility regarding management of any kind of documents.

To provide up-to-date security and accessibility features, ArchiDoc implements Domain paradigm. ArchiDoc's databank
is physically divided into set of Domains - independent and non-overlapped collections of documents. All documents
within domain are to be and may be processed by Work Group (Domain Users) designated to this domain. From one
hand, it provides collaboration feature among work group members. From another hand, it provides needed security,
preventing disclosure to non-members. Actually, Domain is virtually private databank for work group.

1.3.Categories of Users and Tools.
Process of document management includes 2 types of activities - document processing and databank support, that are
accomplished by 2 corresponding categories of users - workgroup members and support team.

First group includes Domain Managers (one per domain) and Domain users (unlimited, may be 0). They use
ArchiDocClient.exe tool.

Second group consists of preinstalled Databank Manager (one per installation) and Databank Administrators (unlimited,
may be 0). They use ArchiDocAdmin.exe tool.
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2. Working with ArchiDocAdmin.exe

2.1. User's interface.

2.2. Connecting to / Disconnecting from Databank
2.3. Library Management

2.4. Domain Management

2.5. Template Management

2.6. Managing Databank Administrators

2.1. User's Interface
2.1.1. Main window.

2.1.2.  Library Management Window.

2.1.3. Domain Management Window.

2.1.1. Main window (Desktop)

BEX

Arcriline = Liopeidrn Henacae (Uann ] o Bapteco £ MO nSllc

Database  Administration  Help

SR8 =i @ =2 @ f

Uzer ARCHSYSADKM Connected as:ARCHSYSADMS  @DeskiopFilesfrom03.02....  Categomny:Domain Super

T T T R T T

The Desktop contains:
Menu Bar — The menu bar provides access to the features and functions of ArchiDocAdmin.

Toolbar — Icons that give you access to the features used most often in ArchiDocAdmin. By holding the cursor arrow
over an icon for a second, a short description of its function will appear in a balloon.

Status Bar — The status bar at the bottom of the ArchiDocAdmindesktop displays:

Name of the user;

Parameters of DB connection
Log on time

User category
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2.1.2. Library Management Window.

Lgraries sz ira o)
D ata Bank Libraries Libran:D ata bark
ED Data bank. Librarny identity
=8 ] i Fie server Marne 1 Data bank
& Domain A Fome s Data bank
I |!F' i Health Care e .
----- |!F' i Inzurance ihéme
] ..... ﬁ' I Legal Mame 4
----- |!F' i Human Resources
----- |!F' i General Office
..... Fi 1al
ﬁ'ﬂ FAEIE Serchable attributes
Mame | Data type
Koey words String i
{ | =& D X o &
]

Library Management Window contains Databank tree view, 'Library identity' list and 'Searchable attribute' list.
Databank tree view displays library tree and domain drawers, that particular library contains.

When you select databank (Library) on tree view, corresponding Databank (Library) identity data and searchable
attribute set are displayed on the lists and become available for modification.
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2.1.3. Domain Management Window

Linrneir acliirdz e tlor)

Cromain List

E- D_u:u:uS Erver
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Dramain prafile
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Shaort name Domain A
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Diamain manager
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Long name
Position (]
Addresz D'amain & manager
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Active libranes
| File server ] Leqal
F Health Care 7 Financial

|:| Insurance

&I

|:| Human Resources

] (]

4

® | | X

Dromain manager log in name
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g
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2.1.4. Template management window

Tarplatzs
=== Data bank Folder Index
[]---,ﬁ'n Projects 1
,u,'i'l] Archive -
-l Kiew _I
Ell‘.'i'ﬂ wilzon Codel MNews Folder Index
= wilzan Dlomain CodeZ Mew Folder Index

o[ == Wew Folder Index
- Document lndex
= | % Folder Index
@ Mew Folder
[Z]E Drocurnent

attributes | Stamps |

Included Aevailable

E-Currenc',-' {Currency’)
|issue dake (Dake)
gstring {Skring)

mo

| [ Exit
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2.2. Connecting to / Disconnecting from Databank
To connect:
2"

1. Click button ‘Connect’:
2. Log on window pops up:

Eniter gasiort

User log name KURAT
Pazsword
Database IC&NTECD ﬂ

[ JConnect ][ } Cancel ]

3. Type in User log name, password, select Databank and click ‘Connect * button. If entered data are correct, you will
see main Desktop window.
Note for ORACLE based system: Contact your ASP to get valid user name, password and database
requisites.
Note for Desktop system: The only option for Database is 'Desktop Files'.
To disconnect:

Click ‘Disconnect’ button %@

2.3. Library Management:
New library is created to provide databank structure specific to certain industry. Inside library you can create specific
folder and document templates and determine searchable attributes - set of parameters, which can be included into

Al

indexes, attached to folders and documents. To work with libraries click 'Create/Delete/Edit Library’ button on Tool

bar. Library management Windows (2.1.2) pops up.

|
NOTE: you can check the size of the selected library at anytime by clicking on the “DB Storage” icon.
Library Management consists of:

2.3.1. Library Management.
2.3.2.  Searchable attribute management

2.3.1. Library Management
To Create New Libraries

.D_
Click 'New library' button """, New library appears on databank tree view.

To Modify Libraries
1. Select library on databank tree view.
2.  Modify names in the 'Library identity' list.
Note: Changes are applied when you move focus to another cell of this list.

To Delete Libraries
1. Select library on databank tree view.

4
2. Click on the “Remove Library” button. Library disappears from tree view

2.3.2. Searchable attribute management
Note 1: You can provide searchable attribute set for (A) databank and/or for (B) library. In case (A) attributes
included into set will be available for any document / folder throughout all databank. In case (B) attribute will
be available throughout particular library.
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Note2: When you select Databank (Library) on tree view, corresponding attribute set is displayed on
'Searchable Attribute' list and become available for modification.
To Add New Attribute

o
Click 'New attribute' button """\, New attribute appears on 'Searchable Attribute' list.

To Modify Attribute Name
Edit corresponding cell in the first column of 'Searchable Attribute' list.

Note: Changes are applied when you move focus to another cell of this list.

To Modify Attribute Data Type
Select appropriate data type from corresponding combobox in the second column of 'Searchable Attribute' list.

Note: Changes are applied when you move focus to another cell of this list.

To Delete Attribute

X
1. Click on the 'Remove Attribute' button. A confirmation window pops up.
2. Click "Yes' button. Attribute' disappears from 'Searchable Attribute' list.

2.4. Domain Management:
Domain is virtual private databank for domain users. Domain management consists of 3 parts: (2.4.1) Domain
management and (2.4.2) Databank access management.

fal

To work with domains click 'Domain management' button on Tool bar. Domain management Windows (2.1.3) pops
up.

Note: Process of domain creation consists of the following steps:

e Creation of Domain as Databank entity, described by Domain identity data,

e Creation of Domain manager -member of domain's work group with special athority,

e Assigning of active libraries. At this step inside each library, checked as active, there created domain

cabinet - topmost folder, that could be accessed by work group members.
e Granting databank access rights to Domain manager.

2.4.1. Domain management
To Create New Domain

Click 'Clear' | =" button
Enter information for the domain i.e. name and information for domain administrator
Select the libraries that will be accessible through that domain

Assign a username for the domain
Note: the password is the same as the username and is automatically assigned

L=

-
5. Click “Create Domain” " button.

To Modify Domain
1. On the tree view Select domain you wish to modify
2. Modify Domain identity data, and/or Domain manager data, and/or check/uncheck Active libraries.

3. Click 'Modify domain' button. Modified domain data apear on Domain management window.

To Delete Domains
1. On the tree view Select domain you wish to modify

X
2. Click 'remove domain' button. Confirmation window pos up.
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3. Click 'Yes' button. Domain disappears from Domain management window.

2.4.2. Databank access management.
To Grant access to the Domain manager:

Note: You can grant access only if it was previosly revoked.
1. Enter User Name in the 'Log in name/password' edit box.

-
2. Click 'Register domain manager' button.

To Revoke access from the Domain manager:
Note: You can revoke access only if it was previosly granted.

L
Click 'Unregister domain manager' button.

2.5. Template Management

Template is a tool that facilitates process of populating the databank with new content. ArchiDoc allows to prepare
simple (empty) folder/document templates, as well as, templates of arbitrary complexity (Compound template folder).
Compound template folder, for example, could contain predetermined documents and/or subfolders. Subfolders in turn
could contain documents and/or subfolders and so on.

Scope (visibility, usability) of the template is determined by the node of databank it is attached to.

Global Templates (templates attached to topmost nod -Data bank) can be used for creating new objects (folders and/or
documents) throughout whole databank - inside any cabinet.

Library Templates (templates attached to the library - industry specific templates) can be used only inside any cabinet
that belongs to said library.

Note: Each domain could have not more than 1 cabinet per library.
Cabinet templates (templates attached to the cabinet - customer specific templates) can be used only inside said cabinet.

Application ArchiDocAdmin.exe allows managing Global and Library Templates. Cabinet template management, due
to their customer specific nature, is managed by Domain manager trough ArchiDocClient.exe.

Template Management window (2.1.4) is the same for both applications and is designed to manage indexes and
templates.

Template Managemen consists of Index Management (2.5.1) and Template Management (2.5.2).

2.5.1 Index Management.
To create new index

1. Select Databank if you want to create Global index (or Library. ) on template tree view and click New

template/index' button. 0 . 'Insert new' windows pops up
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Falder Index

Blank Folder Template
Blank Document Template
Folder Index

Document Index

W 0K I M Cancel

2. Select 'Folder index' ('Document index') from drop down menu and click 'OK' button. New index will be
highlighted.

25

Tamplat

=== Data bank Folder Index
=5l Projects 1
il Archive —
,u"i'n (SN _I
El'“l‘.'i'ﬂ wilzon Codel MNew Folder Index
Ellg “wilzon Domain Code2 Mews Folder Index

o[ =i Wews Folder Index
| Dacument lndex
[ % Folder Index
% Mew Folder
o] ﬁ Document

Attributes I Stamps|

Included Aevailable

Currency (Currency)
issue date (Date)
skring (Skring)

To modify index
1. Select index on template tree view.
2. To change icon: select from drop down menu.
3. To change display name and long name: type in boxes labeled by 'Code 1' and Code 2'.
4. To add parameter to optional descriptive attribute set: select parameter on 'Available' list under 'Attributes' tab and

(=}

click 'Add attribute to index set’ button
5. To remove parameter from optional descriptive attribute set: select parameter on 'Included’ list under 'Attributes’

tab and click 'Remove attribute from index set' button
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6. To add signature attribute to optional signature attribute set: click 'New signature' button AN under 'Signatures

tab. New signature attribute will appear on signature list view.
Note: You may not add more than 2 signature parameters.

Attributes || Stamps |

Action . |

Develop w 1| @

To modify signature label
1. Select signature attribute on signature list view, select proper name in 'Select due action' drop down menu

2. Click 'Apply" button
To delete signature attribute from optional signature attribute set

1. Select signature attribute on signature list view

2. Click 'Remove signature' button

To delete c index
1. Select index on template tree view.

2. Click ‘Delete template/index’ button. X Warning message pops up:
[

@’ e

& Y'ou are about to delete Attnbute Index "W Falder [ndex"

[ W e “ X Abort ]

3. Click ‘Yes’ button.

2.5.2. Template management.
To create Template

1. Select cabinet folder on template tree view and click 'New template/index' button. 0 . 'Insert new' windows

pops up
2. Select 'Blank Folder template' ('‘Blank Folder template') from the drop down menu and click 'OK' button. New

template will be highlighted.



ArchiDoc User’s Guide

14

To ModifyDocument Template

l.

SAINAIF e

Select document template on template tree view.

..... ﬂi' i
----- Ml
Er

----- O Diocurment | ndex
T 2 S T T (R T

[=]-== [ ata bank,

Frojects 1
Archive
Kigw
wilson
Wilzorn Dlomain

To change icon: select from drop down menu.
To change display name: type in box labeled by 'Code 1'.

To upload file as new document template content:

Document Template

=l

Codel

Ilpload Document

Document index

MHew Template D ocument
Select>
Select...

Double click field labeled as ‘Upload document’. Standard ‘Open file’ dialog pops up.

Click ‘Open’ button to start file transfer. ‘Uploading.” message window pops up. Wait until transfer finished.
Warning. Use ‘Cancel’ button on ‘Uploading.” message windows cautiously!

To attach new index: select edit box labeled 'Document index' to activate drop down menu and select proper

document index.

To Modifying Folder Template Attributes.

l.
2.
3.

4.

Select folder template on template tree view.

To change icon: select icon from ‘Select icon’ drop down menu.

To modify main descriptive strings (fields labeled as ‘Code 1’ - “Code 4°): type in corresponding edits box.
Note. String from edit box ‘Code 1’ will appear as Template name in tree view.

To attach new index: select edit box labeled 'Folder index' to activate drop down menu and select proper folder

index.

To Modify Folder Template Structure

Note: Besides simple folder template Archidoc allows to create compound template objects of arbitrary
complex structure. Complex folder template may contain child folders and documents with arbitrary
hierarchy. Complex template is created from simple folder template by populating with child folders and/or

documents.

To add child object to the template folder:

1.

Select folder template on template tree view and click New template/index' button.

pops up.

. 'Insert new' windows
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9]

s

Inzart naw (e,

Blank Conkent Document

Blank sub-Folder
Sub-Folder -Template From lisk

Blank Content Document
Document Template From lisk

I W OF I 2K Cancel .

From drop down menu select type of object you want to insert as child.

e If you want to insert blank document, select 'Blank Content Document'.

If you want to insert empty folder, select 'Blank Sub-Folder'.

If you want to insert existing template folder, select 'Sub-Folder Template from list”.

If you want to insert existing template document, select 'Document Template from list'.

In last two cases you will be offered to select actual folder or document template from emerging list

1

Diocument Ternplate From lisk

Mew Whacurmenk

7o

Click 'OK' button. New template structure will be highlighted.
Note 1: You can modify child Blank Sub-Folders and Blank Content Document cases (i-ii) in the same way
as you do it with templates itself.
Note 2: Templates inserted as child object into template folder (cases iii-iv) will be displayed on tree view as
shot cuts (references) to actual object. You cannot modify them.
Note 3: When you create actual object in the Databank (new folder) you do it by coping one of template
folders. Independently on type (real document/folder or short cut)

To remove child object from the template folder:
Select sub-folder (document, short cut) on template tree view.

Click ‘Delete template/index’ button. X Warning message pops up:
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f =1

& EIFTriL

& Y'ou are about ta delete Sharteut ta Document M ew Whocument'!

[ W Tes “xgl:u:urt ]

7. Click ‘Yes’ button. Modified template will be highlighted.

Removing of Folder (Document) Template

1. Select folder (document) template on template tree view.

2. Click ‘Delete template/index’ button. X Warning message pops up:
@ zrring ﬁ

& Y'ou are about to delete Template Folder "Mew Template Folder"!

[ W ‘ez “xgl:u:urt]

3. Click ‘Yes’ button. Modified template tree will be repainted.

2.6. Managing Databank Administrators (support team)
Support team management is accomplished by Databank manager by creating new users, modifuing end removing
existing. User management is accomplished in the same way as described in p. 3.4. User Manager.

3. Working with ArchiDocClient.exe.
3.1. User interface
3.2. Working with Folders and Documents
3.3. Viewers and Editors Configuration
3.4. User manager
3.5. Security management
3.6. Template management

3.7. Search and Presentation

3.1. User Interface
2.1.1. Main window — Desktop.

2.1.2. New Folder/Document window.

2.1.3. Folder Properties Window.

2.1.4. Document Properties Window.

2.1.5. Quick viewer.

2.1.6. “Viewers and Editors Settings” window.
2.1.7. User manager.

2.1.8. Security manager window.
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2.1.9. Template manager window.

2.1.10. Search and Presentation Window.

3.1.1. Main window — Desktop.

- = = |

ehonSior M Carizen /ML B@

Database Edit View Administration Bookmarks Help

Sl 3 e K EREHR[OE - BE = @ 0l
El-=# Data bank Folder First
EI---@'_[] Projects 1
Eﬁ% D omain & # | Mame [ Ty.. | size | Date I
= T 1 Document DOC 19456 17.10.0315:3358
-y 1 ANew Folder Q@ 2  Mew pDocument JPG 55737 1E10.03 251:11
EIE 2 Folder2
-l Auchive
ﬁ'ﬂ Kiew Folder First
|'_—'|---ﬂ[| wilzon
Attributes | Signatures |
MHame | Walue
Comments i
Cumency 23477
Id &
ztring
“User lena .az LEMAZ @CANTECO on 18.10.03 21:42:46 Category: Manager

The Desktop contains:
Menu Bar — The menu bar provides access to the features and functions of ArchiDoc.

Toolbar — Icons that give you access to the features used most often in ArchiDoc. By holding the cursor arrow over an
icon for a second, a short description of its function will appear in a balloon.

Folder Tree Window — The Folder Tree Window appearing on the left side displays a graphic hierarchical tree of the
Databank. Use the mouse to double-click on a Cabinet, Drawer, Folder or Subfolder to expand the tree below each level.

Tip. Increase your productivity by using the right mouse button. Highlight a Cabinet, Drawer, or Folder and
use the right mouse button to bring up a menu of commands that apply to that item.
Document Window — Click on a folder in the Folder Window and the top-right Document (Folder Contents) Window
will display a list view of the documents contained in that folder.

Attribute Window — Click on a folder in the Folder Window (document in the Document Window) and the bottom right
Attribute Window will display a list views of the Optional attribute, attached to selected folder (Document). Set of
descriptive attribute will be displayed under “Attributes’ tab and set of signatures - under ‘Signatures’ tab.

Status Bar — The status bar at the bottom of the ArchiDoc desktop displays:

Name of the user;
Parameters of DB connection
Log on time

User category

3.1.2. New Folder/Document window.
See:

2.2.5. New Folder.
2.2.6. New Document.

To pop up ‘New Folder/Document’ window click button ‘New’ '
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IrnZgrt figs

1. Select Falder or Docurment

Folder from Template list w

2. Select proper Template

Mew Folder

Mew pFolder

Mews project
Alew Folder

i W OF I X Cancel i

This window allows creating (based on selected template) new folder or documenting in the folder that is selected in
databank tree view.
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3.1.3. Folder Properties Window.

See:

2.2.9. Editing Folder Properties (Attributes).

Folelzp HMlorestion

1l
f ot

Statuz General j
FEE Select lcon j

Codel Location £

Code2 Location £

Codel

Coded

Folder Category Mew pFolder

Folder index pFolder Index

Attributes | Stamps |

Comments e

Cumrency 23477

Id 51

ghring
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3.1.4. Document Properties Window.

See:

2.2.10. Editing Document Properties (Attributes) and Uploading Content.

Dneiment Mz _aluei,,,

@ Locked for editing j

Status
o Select lcan j
Coded Mew_pDocument
Ilpload Docurment JPG[EETET]
Ilpload Thumb Select:

Document Categon

Mew pDiocument

Document index

pllocument [ndex

MBI versions to save:

Attributes i_Stamps

Comments

Currency
Id 0
glring

0.00

3.1.5. Quick viewer.
See:

2.2.11. Viewing the Document Content.
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O 200%, 3 100% ) 50%:

Lrez) Yizsar
Scale
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3.1.6. ‘Viewers and Editors Settings’ window.
See:

2.3. Viewers and Editors Configuration.

Wewrers and Editors sztiings

Fegiztered file types

E stention | Type

BrF Bitmap Image

.CEL

C5Y Microzoft Excel Comma Separated Y aluesz File
LCUT

.DIB

.nac Microzoft Wword Document
EMF

GIF GIF Image

ACE

ACO lcon

APEG JPEG Image

JPG JPEG Image

[m]m] ¥ |

Mew document kype | Remove document type

Document type: DOC [Microzaft wWord Document]

iewers I Editars |

Clignt Default [r%Pragram Files\Microzoft OfficehOffice \winwaord. exe

add viewer Delete viewer

3.1.7. User manager window.
See:

2.4. User Manager.
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Dizeairimzrit, smployas el Uzer acliiniz iratior)

=20 Domain A

Department :developers

Short name developers
B lena {LENA} Lang name developers

dzer Data

T4 2] e8] | x

Shart name

Long name

Position
Address
Phone

Login name / statug

T (e |83 | x

Cateqgary

Log in name/pagzward

R

Clipboard

o
el

3.1.8. Security manager window.
See:

2.5. Security Management.
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[

e T e G E NN BN S ETTE 1S

El-=#= Data bank
EI---@'E Projects 1

Eﬁ-ﬁ- Domain &,
E%E Laocation A

Building B
1 Building C1
@ 2 BuldingC2

..... Al achive

----- Ml Kiev

ol wilson

Dormain Damain A

Cabinet/drawer manager

Refresh

[ ... including Documents

B ®

KURATOR
Sub-domain profile | Individual ac:c:ess|
Access rights
Public: Wwork group
| Mo access L% | | Create/Delete w | |:|:=,
Sub-dorain group
Full M ame | Department.l Paozition .
% lena HelpLine
Scolt developers | Any position
| x

=

3.1.9. Template manager window.
See:

2.6. Template Management.

I } E it
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Tamplaias

[=]-= Data bank
=-flli  Projects 1

@S] MNew Spec
%Eb Mew project
[0 0 Mew study

----- lﬁ' i Archive
----- lﬁ' i Kiev
=ll]  wilson

----- [ B Document Index
----- [ % Falder Index
@8} New Folder

..... [ ﬁ' Document

—[]|% proj. Folder Index
...... CIg> proj. Document Indes

Dramain *ilzon Domain

[+3]

3.1.10. Search and Presentation Window.

See:

2.8. Search and Presentation.

B Esit |
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Fulclzr lzur Liorz]

Setkings Dataset Reports

g i27] ']EX |<:Del:ault:=- v !ﬁaé:ﬁli_xl i"E!

Drag a column header here to group that column
General

Path [+[ID [+]|Name [*||Size  [+]|Type [+]| Currericy| = || =l
Laited [ A0 | Document 4978 BMP [ 1]
Sited ﬁ B001 Document [ 5655 JPG ﬁ 0
Sites ' 5101 Document 55737 JPG '
ASited G201 | Document 1118 GIF
JSEntitg 1/5ike 501 Docurment 1.1 19456 DOC 1]
JEnlity 2/5ite/ : 5401 Document 2.1 ' 13456 DOC : 0
iSLite 2 1/Enfity 2 5B Document 2.1.1 19456 DOC 0

1 | | Z pl
- - | »” Select | ’v Close . 5
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3.2. Working with Folders and Documents.
3.2.1. Connecting to / Disconnecting from Databank.

3.2.2. Navigate Databank.

3.2.3. Reordering Folders.

3.2.4. Reordering Documents.

3.2.5. New Folder.

3.2.6. New Document.

3.2.7. Showing (Hiding) Clip Board Window.
3.2.8. Removing of Folder/Document.

3.2.9. Editing Folder Properties (Attributes).
3.2.10. Editing Document Properties (Attributes) and Uploading Content.
3.2.11. Viewing the Document Content.
3.2.12. Downloading document content.
3.2.13. Editing of Document Content.

3.2.14. Versioning.

3.2.1. Connecting to / Disconnecting from Databank.
To connect:

s

Click button ‘Connect’:

Log on window pops up:

Enter passvrorl

User log name KURAT
Pazsword
Database ICANTEED j

[ o Connect ” P Cancel ]

Type in User log name, password, select Databank and click ‘Connect ° button. If entered data are correct, you will see
main Desktop window.

Note for ORACLE based system: Contact your ASP to get valid user name, password and database
requisites.
Note for Desktop system: The only option for Database is 'Desktop Files'.

To disconnect click ‘Disconnect’ button

3.2.2. Navigate Databank.

To optimize performance and reduce network traffic, ArchiDoc implements smart approach in retrieving data from
database. It always downloads only those data that relevant to close neighborhood to selected folder. So some distant

(from selected) nods in tree view could be displayed as not having children, while in databank they really could have. To
get relevant view for questionable nod you need

To refresh Desktop view double-click folder in tree view, information regarding which should be updated.

Upon selecting folder in tree view:
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Document list view will display set of documents that are in selected folder.

Attribute view will display index attached to selected folder.

Upon selecting document in document list view:

Attribute view will display index attached to selected document.

3.2.3. Reordering Folders.

To change relative order of folders inside set of sibling nod (set of nods, that have the same parent):
On folder tree view select node you want to move up or down

28 v s Dm KB

[=]-== Data bank
Sl Projects 1
H-£34€R Domain &
=1y S| First
zecond

----- e o [ e Folder
----- ﬂ I Arrchive
----- Ml Kiev
E]---ﬂﬂ wilzan

Click tool button t to move folder up or 4 to move down.
Selected nod (folder) moved.

5558 t 3 B EE

[=-=f Data bank
Sl Pojects 1
E-{2Q Domain &
=-S5 Fist
3 i o = Foldler

(B second

----- ,ﬁ' I Archive
----- il Kiev
ol wilson

3.2.4. Reordering Documents.
To change relative order of documents inside set of sibling documents (set of documents that have the same parent
folder):
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On document list view select document you want to move up or down

By NBDEHM SHE =EHEaes &0

Falder First

Mew pDocument BMP 4378 15.10.03 1:54:50

DOC 13456 13.10.03 20:40:23

Click tool button t to move folder up or 4 to move down.
Selected document moved.

Bag [ DBDHM SHE EHfeB &0

Falder First

Mame ... | Size Date

i
aﬁ 1 Document DOC 19456 131003 20:40:23
e il 2 MNew_pDocument BMP 4578 1510003 1:54:50

3.2.5. New Folder.
1. Select parent folder on folder tree view.

Click button ‘New’ AN . Windows ‘Insert new’ pops up.

2.
3. Select item ‘Folder from template list’ in combobox.
4. Select template from template list box
5. Click ‘OK’ button. New folder is highlighted
Inzgrt nzyy:
1. Select Folder or Docurment
Falder fram Termplate list w
2. Select proper Template
Mew Folder
Mews pFolder === [ata bank
== Diata bank e pro et -l Pojects 1
Sl Projects 1 B B4 Domain A
L B8R Domain & E%E Location A
=@ Location & -2 Building B
Building B e
; 7@ 1 Buiding C1 e 1 Buiding C1
-G 2 Buiding C2 =@ 2 Building C2
_____ “ | Archive v OE [ XK Cancel ] _____ ﬁ'i! I fachive
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3.2.6. New Document.

1.Select parent folder on folder tree view.

2.Click button ‘New’ 0 . Windows ‘Insert new’ pops up.
3.Select item ‘Document from template list” in combobox.
4. Select template from template list box

5. Click “OK’ button. New Document is highlighted

- - o - ik ™
InZept gy
1. Select Folder or Document
Document From Templake lisk v |
2. Select proper Template
_Dcu:ument
MNews pDocument
[ews aDocurnent
W OF I X Cancel
El-h- D ata bank, Drrawer Building B
Elgﬁ'[] Projects 1
: Elﬁ% Doarmair & # | Mame | Ty [ size | Date |
-4 Location A C4l 1 MewaDocument DOC 109568 19.10.0316:23:30
= D Lilcling B
R A P e

3.2.6. Copy/Cut-Paste Folder/Document

1. Select source folder/document

ER:
2. Click “Copy’ (‘Cut’) button %

Clip board windows pops up:

-

T ~
Fulrlzrs E

Ahout to copy from folder “AMNew Folder'

# | Code | M ame | | |

1 AMew Falder | AMew Falder

3. Select target parent folder.
3a. If document is coping, select any document on document list view.

4. Click ‘Paste’ button. B
Relocated folder (document) is highlighted.
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3.2.7. Showing (Hiding) Clip Board Window.

E

Click ‘Show/hide clip board’ button.

3.2.8. Removing of Folder/Document.
Select source folder/document

Click ‘Delete’ button. @ Warning message pops up:

e

@ Farring

-

& Y'ou are about to delete Document "'Mew pDocument”

[ W Tes “xgbort ]

Click ‘Yes’ button.

3.2.9. Editing Folder Properties (Attributes).
1. Select source folder

2. Click ‘Property’ button. @ Folder attributes window pops up:

Fulelzr Yoz o A X

Statys General j
FEE Select Icon j

Codel Location A

Code2 Location &

Caoded

Coded

Folder Category Mew pFolder

Faolder index pFaolder Index

Attributes | Stamps |

Cormments i}

Currency 2377

Id BE

zlring

To modify folder’s Status: make selection from ‘Status’ combobox.
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To change folder’s icon: select icon from ‘Select icon” combobox.

To modify main descriptive strings (fields labeled as ‘Code 1’ - “Code 4°): type in corresponding edits box.
e Note. String from edit box ‘Code 1’ will appear as Folder name in tree view.
To modify values optional descriptive attributes (table under °Attributes’ tab): type in corresponding edits box.

To close Folder attributes window click ‘Exit’ button.

3.2.10. Editing Document Properties (Attributes) and Uploading Content.
1. Select source document

2. Click ‘Property’ button. B Document attributes window pops up:
Linetzrt e uluei).,

Status a Locked for editing j
aF Select leon j

Coded Mew_pDocument

Ilpload Docurment JPG[EETET]

Ilpload Thumb Select:

Document Categon Mew pDiocument

Document index pllocument [ndex

MRU wersions to zawve: 0 : .

Attributes i_Stamps

Comments
Currency 0,00
Id 1]
glring

To modify document’s_Status: make selection from Status’ combobox.
To change document’s_icon: select icon from ‘Select icon’ combobox.
To modify document name (field labeled as ‘Codel’): type in corresponding edits box.
e Note. String from edit box ‘Code 1’ will appear as Document name in document list view.
To upload file as new document content:
Double click field labeled as “Upload document’. Standard ‘Open file’ dialog pops up.
Click ‘Open’ button to start file transfer. ‘Uploading..” message window pops up. Wait until transfer finished.
e  Warning. Use ‘Cancel’ button on ‘Uploading..” message windows cautiously!

To upload file as new document thumb:



ArchiDoc User’s Guide 33

e Note. If thumb is attached, it is displayed in quick view window rather then document content itself.

Double click field labeled as “‘Upload thumb’. Standard ‘Open file’ dialog pops up.
Click ‘Open’ button to start file transfer. ‘Uploading..” message window pops up. Wait until transfer finished.
e  Warning. Use ‘Cancel’ button on ‘Uploading..” message windows cautiously!
To set up versioning: enter non zero value in to 'MRU versions to save' spin edit.

e Note. List of stored MRU versions is displayed on list view under 'Versions' tab of attributes page control of
desktop:

Falder Site

# | M ame | e | Size | D ate I
51 Docurent  JPG  B5737 221003 231616

Dacument "'Document'!

Attributes | Signatures | Versions 1

Yers i | Tw... | Size | |Jzer
DOC 13456 George 171003 0:10:45

JPG BBY3Y George 2210003 231530

3.2.11. Viewing the Document Content.
To view content of the document:

Select source document

Processing of this command depends on document type and existence of attached thumb as follows.

Click ‘View document’ button.

If document has thumb or document has no thumb, but document type is supported by local viewer, quick viewer
windows pops up:
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= i

Loeal yieser
Scale :
O 200%, 3 100% ) 50%: 7 25%, (%) Prop, |

The thumb, or if document has no thumb, document content will be displayed

Otherwise, if there is (are) external application(s) registered as viewer(s) for this document type, application, registered
as Default external viewer for this document type will start. Further document content processing will be accomplished
by Default viewer.

Otherwise, quick viewer windows pops up and displays error massage picture:
| = ="

Loeal wlzysor

Scale
(o zo0%  ®iao0%i so% Co2se OO Prop.

?

e Note. There are following document types, supported by local viewer:
Raster images of types:
BMP,CEL,CUT,DIB,EMF,GIF,ICB,ICO,JPEG,JPG,PBM,PCC,PCD,PCX,PGM,PIC,PPM,RLE,
SCR,TGA,VDA,VST,WIN,WMF
.TXT files and.RTF files
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3.2.12. Downloading document content.
Select source document

Click ‘Save document’ button. ‘Save as...” windows pops up.

Dosnlozie) ozt s

Save document az hd file

E :horanthBinhdha

| [ Select destination ]

I “Duwnluad . ’ E xit

(optional). To change target location on hard drive click ‘Select destination’ button and follow instructions.

Click ‘Download’ button.

3.2.13. Editing of Document Content.

e Note. Editing is available only if there is (are) external application(s) registered as editor(s) for this
document type.
Select source document

Click ‘Edit document’ button. =4 ‘Information’ windows pops up.

@’ Inioriztion

Diocument iz to be open for editing asz file
E:horanthBinhahwiark M ew_pDocument PG

[ W 0K “xgl:u:urt]

Click ‘OK’ button.
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3.2.14. Versioning.

ArchiDoc allows users to track revised versions of a document content. Versioning is setting up by assigning non-zero
value to 'MRU versions to store' spin edit on Document attributes window. This value represents maximum number of

most recently uploaded versions of document content to store.

Note. List of stored MRU versions is displayed on list view under 'Versions' tab of attributes page control of desktop:

Falder Site

# | I ame | i | Size | D ate

ﬁ'l Document  JPG BEFI7 221003 231E:16

Dacument "'Document'!

Attributes | Signatures | Versions 1
Yers i | Tw... | Size | |Jzer

DOC 13456 George 171003 0:10:45

JPG BBY3Y George 2210003 231530
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3.3. Viewers and Editors Configuration.
3.3.1. Viewers and Editors Overview.

3.3.2. Registering the Document Content Type.

3.3.3. UnRegistering the Document Content Type.

3.3.4. Registering Additional Viewer or Editor.

3.3.5. Replacing Viewer or Editor.

3.3.6. Deleting Viewer or Editor.

3.3.1. Viewers and Editors Overview.

eDocuStor is integrated into existing workstation environment by establishing association between document content

types and installed appropriate third party software. You can have several viewers and/or editors associated with the
same file type.

To establish such association:

Register document content type

Register application(s) to edit and/or view document content.

e Note 1. P.1 is necessary only if document content type is not one of the types, supported by local
(quick) viewer.

e Note 2. Specific to each workstation viewers and editor configuration is storing in the Databank.

3.3.2. Registering the Document Content Type.
e Note. If you wish to register some file type, first check presence of such extension in ‘Registered file types’ list
view of ‘Viewers and Editors Settings’ window. If it is, you do not need to register.

To register file type:
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Click “Viewers/Editors’ button . “Viewers and Editors Settings” window pops up.

Aevrors and Editugs Satiings ﬁ

Reqistered file types

E:-:tentin:nnl Type . |*
.EMP Bitmap Image

CEL

LCUT

.DIg

EMF

GIF GIF Image s
ACE

ACO lcon

APEG JPEG Image

JPG JPEG Image

.FEM

.PCC

o ] PO N e I T ;I

Mew document tvpe | Remove document bype

Wiewers | Editars

add editar Delete editor

Click ‘New document type’ button. Standard ‘Open’ dialog window pops up.

Select file with needed extension (In this sample - .DOC) and click ‘Open’ button. ‘Viewers and Editors Settings’
windows will show:

New file type (.DOC in our case) in ‘Registered file types’ list view ;

If workstation has application associated with this file type, this application in the box labeled ‘Client Default’ under
“Viewers’ tab.
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-

Azdrers andl Editurs S2irngs .

Reqistered file types

E stention | Type . | -
.EMP Bitmap Image

CEL

L5 bicrozoft Excel Cormma Separated Values File

LCUT

.DIB —
.0oc Microzoft \word Document

EMF

GIF EIF Image

ACE

ACO lcon

JPEG JPEG Image

..leP'D?j JPEG Image ;IP

Mew document tvpe | Remove document bype

Dacument type: DOC [Microzaft ward Dacument]

Wiewers I Editors |

Cliegnt Default [v:%Program Files\Microzoft Office\Office \winword. exe

Add viewer Delete viewer

3.3.3. UnRegistering the Document Content Type.

To unregister file type, i.e. remove all associations (viewers and editor), registered for workstation:
Click “Viewers/Editors’ button . “Viewers and Editors Settings” window pops up.

Select appropriate file type in ‘Registered file types’ list view ;

Click ‘Remove document type button’. The system removes associations and all viewers and editors for this document
type.

3.3.4. Registering Additional Viewer or Editor.

Click “Viewers/Editors’ button . ‘Viewers and Editors Settings’ window pops up.

Select appropriate file type in ‘Registered file types’ list view.

Select “Viewers’ tab to add viewer (or ‘Editors’ tab to add editor).

Click ‘Add viewer’ (‘Add editor”) button. Standard ‘Open’ windows pops up.

Navigate file system and select application for new viewer (editor). Click ‘Open’ button.

New row will appear under “Viewers’ ("Editors’) tab. First column — name, second — path to application.

3.3.5. Replacing Viewer or Editor.
Click “Viewers/Editors’ button . “Viewers and Editors Settings’ window pops up.
Select appropriate file type in ‘Registered file types’ list view.
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Select “Viewers’ tab to change viewer (or ‘Editors’ tab to change editor).

Type in first column to change display name of viewer (editor).
Double click second column to change application. Standard ‘Open’ windows pops up. Select new application and click
‘Open’ button.
3.3.6. Deleting Viewer or Editor.
Click ‘Viewers/Editors’ button . ‘Viewers and Editors Settings” window pops up.
Select appropriate file type in ‘Registered file types’ list view.
Select “Viewers’ tab to delete viewer (or “Editors’ tab to delete editor).
Select row with viewer (editor) you want to delete.
Click ‘Delete. Viewer’ (‘Delete editor’) button.
e Note 1. You cannot delete default viewer.

e Note 2. Default editor may be deleted, only if there are no additional editors.
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3.4. User Manager.

3.4.1. User Manager Overview.
3.4.2. Department Management.
3.4.3. Employee Management.

34.4. Database Access Management.

3.4.1. User Manager Overview.
User management implementation maintains corporate department / employees tree structure and (for authorized
persons) database user access policy. To exercise this option user must have ‘Domain manager’ category.

3.4.2. Department Management.
To create new department

Click ‘User management’ button ¢ ‘Department, Employee and User Management’ window pops up.

- : .
Lizgarim=nt, smoloyae ancl yzare aciiniz iraiiorn)
=7 Domain & Department :developers
""" Short name developers
EEI Larg hame developers
4y lena {LENA}

™ & 8 x

dzer Data

Shart name

Long name

Position
Addrezs
Phone

w o
Log in name / gtatuz

Category j
Log in name/pazsword

Clipboard ¥

b

Select parent department on Department/User tree view.

Type in edit boxes labeled ‘Short name’ and ‘Long name’ under panel heading ‘Department: <department short name>’
department identity data.

Click ‘New department’ button 0 . Created department will be displayed on tree view and ‘Department’ panel.
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To change department short/long name:
Select department on Department/User tree view.

Type in edit boxes labeled ‘Short name’ and ‘Long name’ under panel heading ‘Department: <department short name>’
new department identity data.

Click ‘New department’ button . Updated department will be displayed on tree view and ‘Department’ panel.
To delete department:

Select department on Department/User tree view.

Click ‘Delete department’ button X . Updated tree view will be displayed.
e Note. Only empty department may be deleted.

To relocate (change parent) department:

Select department on Department/User tree view.

..§
Click “Cut department’ button . Department will be displayed in expandable panel Clipboard’.
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Select new parent department on Department/User tree view and click ‘Paste’ button. Relocated department will be

displayed on tree view and ‘Department’ panel.
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3.4.3. Employee Management.
To create new employee:

Department :Oracle

Short name

Oracle

Long name

Oracle group

Select department on Department/User tree view.

Type in edit boxes of ‘User data’ panel employee profile and click “‘New Employee’ button 0

appear on Department/User tree view and on ‘User data’ panel.

™ E 8 x

*. New employee will
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To modify employee’s profile:

Select employee on Department/User tree view.

Type in edit boxes of ‘User data’ panel new employee profile and click ‘Edit Employee’ button . Updated
employee data will appear on Department/User tree view and on ‘User data’ panel.

To delete employee:

Select employee on Department/User tree view.

e Warning. You may not delete employee with granted databank access.

Click ‘Delete employee’ button X . Updated tree view will be displayed.
To relocate employee (change department):
Select employee on Department/User tree view.

D]
Click ‘Cut employee’ button 8 . Employee will be displayed in expandable panel Clipboard’.



ArchiDoc User’s Guide 45

-

Lzasirimsrit, smoloyse sl uzae sl

E-CT Domain &,

-7 HelpLine
=-£3 Oracle
n R Scott {}
4y lena [LENA}

b

Clipboard

| Employee to move
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Select new department on Department/User tree view and click ‘Paste’ button. Relocated employee will be displayed on
tree view and ‘User data’ panel.

1=
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E-Z7 Domain &
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3.4.4. Database Access Management.
To grant employee access to databank:

Select employee on Department/User tree view.
Select user category in ‘Category’ combobox, and type user name in edit box labeled as ‘Log in name/password’.
e  Note 1. There are 2 categories available: ‘Developer’ and ‘Manager’.

e Note 2. You should enter ONLY user name without password in edit box. Default password will be the same as
the user name. It is strictly recommended to change default password at the first connection.
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Long name Tyger
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Log in name / ztatuz
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Developer

Log in namedpassword [SCOTT]

Click button ‘Set up user’

<Granting> string.
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Log in harme / statuz
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After about 1 min (time needed to process this request) click button ‘Refresh’

in name/password’ wil

| have user name.

. Request processing begins and edit box labeled as ‘Log in name/password’ will have

. Updated edit box labeled as ‘Log
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Short name Scott

Lohg name Tyger
Position Arw pozition
Addrezs Ay address
Phone 1111111

™ & 8 x

Log in name / statuz

Category Developer
Log in name/passward [SCOTT

To revoke employee access to databank:

L]
Select employee on Department/User tree view and click ‘Dismiss user’ button . Edit box labeled as ‘Log in
name/password’ will contain ‘<Dropping>’ string.

Login name £ statug

Cateqgaory

Lag in name/pazzward | <Dropping:

-
After about 1 min (time needed to process this request) click ‘Refresh’ button . Edit box labeled as ‘Log in
name/password’ will be empty.
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3.5. Security Management.
3.5.1.  Security Management Overview.

3.5.2.  Upgrading Folder to Drawer Status.

3.5.3. Downgrading Drawer to Folder Status.

3.54. Replacing Drawer Manager.

3.5.5. Modification of the Drawer Access Policy.

3.5.6.  Assigning User to Work Group.

3.5.7. Removing User(s) from Work Group.

3.5.8.  Assigning Personal Access Rights to Folder/Document.

3.5.9. Revoking Personal Access Rights from User.

3.5.1. Security Management Overview.

Security management establishes desired level of rights to access certain documents, folders or folder group. These rights

may be applied to individual users or user groups (Work group). Users that have ‘Developer’ category cannot manage
security issue.

From security point of view folders may be of 2 types: (simple) Folder and Drawer. The difference between 2 types is
that Drawer applies its own security policy uniformly on all its child (simple) folders and their descendants. This policy
is determined by drawer's security profile. The profile includes:

1. Drawer manager - user responsible for managing domain security profile.

2. Work group for this drawer - list of selected domain user with special access privileges.
3. Access rights for member of group and all other domain users

4. Individual (for any domain user) privileges to access specific folder or document

Top level folder in domain (Domain folder) from security point of view is drawer. Its manager (Domain manager) is
assigned by service provider and may not be changed from client side.

e Note. The sphere of validity of the drawer security profile covers drawer itself and drawer's simple descendant folder
but has NO effect on descendant drawers (if any). The lasts imply their own security policy on their descendants. So
to figure out what security profile affected certain folder you should go to closest ascending drawer.

Security management is accomplished through 'Access management' window.

. e :
Click 'Access management' button “'Access Management” window pops up.
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3.5.2. Upgrading Folder to Drawer Status.

e Note. This action available ONLY for user, assigned as drawer manager for closest to folder ascending drawer.

To upgrade folder :

Select folder on folder/document tree view.

= . Result will be displayed

Click 'Upgrade to drawer button'
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- (=51E} Building B

@ 1 Building C1
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----- Al Aechive
..... Al Kiev
=olll  wilson

Crrawer Building C2

Cabinet/drawer manager

iy
[

KURATOR

| Sub-domain pn:ufiFI Individual access |

Access rights
Public Whork, group

Mo access w | Create/Delete 3 |
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e Note. By default drawer manager for new drawer is drawer manager of closest ascending drawer. Actually the
user, who created drawer.

3.5.3. Downgrading Drawer to Folder Status.
e Note. This action available ONLY for the user, assigned as drawer manager for closest to drawer ascending

drawer.
To upgrade folder :
Select drawer on folder/document tree view.
E|+ Data bank, Crrawer Building C2
EI---gﬁ'_l] Projects 1 _
Elﬁ% Diomain & Cabinet!drawer manager
E‘%E Lacatian A EURATOR !ﬂ
(=&} Building B
@51 Buildinglt | -
.. Bvilding C2 Sub-domain profile | Individual access |
""" fﬁ' i Achive fccess rights
""" Al K{EV Public “whork, group
=] wilson =
Mo access w Create/Delete 1’

Click 'Upgrade to drawer button' (= . Result will be displayed

3.5.4. Replacing Drawer Manager.
e Note. This action available ONLY for the user, assigned as drawer manager for closest to drawer ascending
drawer.

Select drawer on folder/document tree view.

ADrawer Click 'Select new manager' button . 'Drawer manager' windows pops up.
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Navigate on department tree view to reach needed department, then select user in user list view and click 'Apply' button.
'Access Management” window will reflect changes.

Note. User with 'Developer' category may not be assigned as drawer manager.

3.5.5. Modification of the Drawer Access Policy.
e Note. This action available ONLY for the drawer manager.

Select drawer on folder/document tree view.

=== Data bank,
=i Projects 1
E-1248% Domain &
-8 Location &
(=&} Building B

1 Building C1
2Rt gk uilding C2
----- Al Archive
..... Al Kiev

wilzon

Select desired type of access for work group members (combobox 'Work group') and/or for other domain users

(combobox 'Public'). Then Click button 'Register new public/group access settings'

will reflect changes.

Crrawer Building C2

Cabinet/drawer manager

KURATOR el
| Sub-daomain pn:ufiFI Individual access |
Access rights
Public Whork, group
Mo access w Create/Delete & 1’

03

-] .
. 'Access Management’ window
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3.5.6. Assigning User to Work Group.
e Note. This action available ONLY for the drawer manager.

Select drawer on folder/document tree view. Click 'New work group member' button X . "New group member'
windows pops up.

Navigate on department tree view to reach needed department, then select user(s) in user list view and click 'Apply"
button. 'Access Management’ window will reflect changes.
3.5.7. Removing User(s) from Work Group.

e Note. This action available ONLY for the drawer manager.

Select drawer on folder/document tree view, Select user(s) in group users list view under 'Domain/drawer profile' tab and

click 'Remove group member' button X .'Access Management” window will reflect changes.
3.5.8. Assigning Personal Access Rights to Folder/Document.
e Note. This action available ONLY for the drawer manager.
Select folder/document on tree view you want assign personal access rights to.
e Tip. While wishing to select document make sure ... including Documents' check box in 'Refresh' frame is

Click 'Individual access' tab to bring individual access controls to front.

checked. If necessary, click 'Refresh' button to update view.
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-2} Entity 2 =
2 Sute 21 Edit v Py
[ == Document '
-l .Du:u:ument 21 Sub-domain group
% Eptity 3 Full Mame | Documents | Pozition |
S | Document m
1| | B
Refresh
v ... including Documents
7 W x
| } E xit
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Click 'set up personal access rights for..." button . 'New personal access' windows pops up.

Navigate on department tree view to reach needed department, then select user(s) in user list view and click 'Apply"

button.

>
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'Access Management” window will reflect changes.
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Access rights
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Wigw i | ” !’
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Select desired type of access for work group members in the combobox and click button 'Register new individual access

O
settings'

® | 'Access Management’ window will reflect changes.
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3.5.9. Revoking Personal Access Rights from User.
e Note. This action available ONLY for the drawer manager.

Select on tree view folder/document you want revoke personal access rights from.

e Tip. While wishing to select document make sure ... including Documents' check box in 'Refresh’ frame is

Click 'Individual access' tab to bring individual access controls to front.

checked. If necessary, click 'Refresh' button to update view.

Select user(s) in users list view under 'Individual access' tab and click Revoke personal access rights' button
'Access Management’ window will reflect changes.
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3.6. Template Management.

Folder and document templates serve to populate Databank. The only way to create new object (folder or document) is to
copy template and pastes it in proper place. Actually, template is prototype and its structure replicate structure of real
object (folder or document).

Ideologically ArchiDoc document structure is based on existing hierarchical file systems. Each object (folder or
document) uniquely determined by its location on Databank tree and by its index -set of attribute (partially inherited from
file system, partially original). Index consists of mandatory and optional attributes.

Mandatory attributes, for example, includes folder (document) name, versioning, status (locked, archive, editable), size
and type (doc, pdf, xls,...) of document content.

Optional attribute includes descriptive and signatures parts. Descriptive part represents set of document specific data of
different types: string, integer, currency, date, time. Signature part contains personalized information (such as,
‘Developed by...’, ‘Approved by...”) and is subject for authorization and checking by ArchiDoc system.

While mandatory parameters is firmly predetermined, optional is very flexible. Such flexibility allows customizing
system to perfectly fit any business nature.

Indexes are independent entities of Databank and should be having built before templates can use them.

ArchiDoc implements hierarchical approach to business customization. Top (Databank) level includes generic templates
and indexes all database. Second (library) level is industry specific and include indexes and templates that are valid and
visible throughout particular library. Further customization takes place on third (domain cabinet) level. Indexes and
templates of this level are valid and visible only inside domain cabinet and encompass business practice of certain
customer - domain owner.

Management of first 2 groups takes place on server side. Domain users can see and use them, but may not modify.
Cabinet indexes and templates are under full control of Domain manager.

Note. Cabinet index and template management available ONLY for the domain manager.
Cabinet Index and template management is accomplished through '"Template management' window and discribed in p.
2.5.

3.7. Search and Presentation.
3.7.1. Search and Presentation Overview.

3.7.2. Hiding and Showing Columns.

3.7.3. Column Width Adjustment.

3.7.4.  Sorting.

3.7.5. Grouping.

3.7.6. Multiple Lines.

3.7.7.  Filtering.

3.7.8.  Working with Layouts.

3.7.9. Presentation and Reporting.

3.7.10. Export and Import.

3.7.11. Closing 'Search and presentation' Window.
3.7.1. Search and Presentation Overview.

Main desktop window gives you general access to and view of all documents in databank domain. To get selective view,
you use 'Search and presentation' tool. To activate this tool:

Select folder in desktop tree view and click 'Search and presentation' button & . 'Search and presentation' window pops
up.
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Grid in this window displays ordered list of documents from selected folder and all its child folders.

e  Warning. Depending on quantity of documents in selected folder it may takes some time to load window. So be

patient!

Grid has 3 bands do display documents' attributes.

1. Band 'General' contains the same fields as the document list view in desktop window as well as path (relative to

selected folder).

2. Band 'Attributes' contains set of columns representing all possible optional descriptive attributes. Some fields in

these columns may be empty. They correspond to attributes that are not included into index that is attached to

document.
3. Band 'Signatures' contains optional signature attribute set.

e Note. Index may contain up to 2 signatures.
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3.7.2. Hiding and Showing Columns.

4

Click 'Show column set' button . Column management window appears

a2 x] [+
i
Column ible
[~]|Due2 Path
I
I arme
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Actl
Signee] =
Duel
Actual
3 |
’ Cloze

Check (uncheck) boxes to have particular field visible (hidden).
Click 'Show column set' button once more to hide column management window.

e Note. Another way to hide column is to drag column header into data area of the grid and drop it.

3.7.3. Column Width Adjustment.

4p

Click 'Show column set' button . Column management window appears

Click 'Column autosize: On/Off' button {F . The column size will be adjusted to fit visible grid width.
Click 'Column autosize: On/Off' button once more to return to previous settings.

Click 'Show column set' button once more to hide column management window.

3.7.4. Sorting.
Sorting is performed automatically by clicking on a column title. You can sort the list in either ascending or descending
order.

To sort documents in grid list:
Click the left mouse button on the column title; the database will sort on that column.
One click and the column will sort in ascending order.
Click again and it will sort in descending order.

To sort by multiple columns hold down the Shift key to select multiple columns in a sort.

3.7.5. Grouping.
One of the most powerful option is the ability to group data within the grid by any column.
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A group is a set of documents that has common data in a field - such as invoices from the same vendor or contracts due
on the same date. Group documents to see related items together, similar to an outline. You can expand or collapse the

group headings to display or hide the documents they contain.
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To Group documents

From the Column Header Bar drag and drop a field to be the first level of the grouping
Add additional fields as sub-groups
e Note. Groupings can be changed by dragging the field into a new position on the Group By Panel.

To expand grouped documents:

Click on the plus sign next to that group

To change grouping hierarchy in a Folder:
Drag and drop the group to move higher on in the hierarchy to the top of the list in the Group Panel

3.7.6. Multiple Lines.

Grid has a unique feature — the ability to place columns onto several lines so that users can view a great number of
columns without using the horizontal grid scrollbar.

To make multilane view:

Expand height of column title bar by dragging its bottom edge down.

Drag column names and drop them at desired position:
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Drag a column header here to group that column

General
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3.7.7. Incremental Search.
Grid provides an incremental search facility in grid cells.

Incremental search works in the following manner:

Types text within a cell. The Grid searches for the text in records during entry. If the search yields results, the Grid
moves selection to a those record. Otherwise, the selected node does not change.

To continue searching, press Ctrl-Enter (moves forward) or Shift-Enter (moves backward).
e Note. The Grid searches for text entered within a focused column only.
3.7.8. Filtering.

MS Excel® style filtering is available within the Grid. Filtering is a quick way to find a subset of data within a displayed
set of records. To activate the filtering capabilities use arrows that are drawn to the right of column captions.

To initiate a filter:
Click the appropriate arrow. List of option appears:

Drag a column header here o group that column

General

Path [+/[ID ¢ [*]|Name [*||Size  [*] Tupe E3| Currency[ =

ASited 5001 Docurnent 8 49?8 [
AEnltity 2/5ite/ 5401 Document 2.1 19458 [Custom...]

/Entity 1/5ite/ B501 Document 1.1 19456 DF [
ASuite 2.1/Entitg 2 A601 Document 2.1.1 13456 GIF [

JPG

To avoid filtering: select '(All)'.
To filter record with particular value: select one of the values below first two options.
To uses extended search: select '(Custom)'.

In last case 'Custom AutoFilter' window pops up:
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e Note. The Custom AutoFilter window allows you to determine two conditions for a column.

Upon competing, Grid displays records according to implied filter:

Drag a column header here o group that column

General &
Path [~|[ID ¢ [=]|Name [*||Size [+ Type [+ || Currericy[= || sting
Site 5001 | Dacument 4373 BMP o
AEntity 2¢/5ibe 5401 Documnent 2.1 13456/ DOC o
AEntity 1/5ite 5501 Documnent 1.7 13456 DOC 0
ASuite 2.1/ ritity 2 5601 Document 2.1.1 13456 DOC o

[[Type = BMF] OR [Type = DOC])

e Note 1. Filtering conditions are displayed in the bottom of Grid. .
e Note 2. Grid support multicolumn filtering. To use this option Consequently apply filter to needed columns.

To deactivate a filter:

Click button 'Clear Filter' .

3.7.8. Working with Layouts.
With the Grid, you can create and register several grid layouts and use them upon necessity. Layout registration is
workstation specific.

To create new layout:
Set up column and filter configuration you want to register.

Type in 'Select grid layout' combonbox new name of layout.

g

Click 'Save layout as' button . New layout will be registered.

To activate existing layout:
Select needed layout by name in 'Select grid layout' combobox.

M Ll 1 . . .
Click 'Refresh' button . Grid will be repainted.

To modify existing layout:
Select needed layout by name in 'Select grid layout' combonbox.
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Re-Set up column and filter configuration.

y:-

Click 'Save layout as' button . Registered layout will be updated.

To delete existing layout:
Select layout by name in 'Select grid layout' combonbox.

Click 'Save layout as' button X . Registered layout will be deleted.

e Note. You may not delete '<Default>' layout.

3.7.9. Presentation and Reporting.
Grid contains powerful presentation functions that allow you to save selected records directly to TXT, XML, HTML, and
Microsoft Excel® files.

To save data:

e In TXT format- click 'Save as HTML page' button ﬁ ,
e In Microsoft Excel® format- click 'Save as Excel file' button SFTB ,
e In HTML format- click 'Save as text file' button IIEX,

I_I: o
e In XML format- click 'Save as XML file' button "a s

'Select file' window pops up

- =1
=2laet filz
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1
n

Report wil be saved as
E:horanthBin'\FA eportzh B eport bt

(£ (2]

I Save I Select file I Cancel

Click 'Save' button, or if you wish to change destination, preliminarily select another file name and/or path by clicking
'Select file' and following instructions. The report will be saved in selected format.

3.7.10. Export and Import.
Grid allows to export data in binary files and import previously exported data.

To export data:
Click 'Save dataset' button .
'Select file' window pops up

Click 'Save' button, or if you wish to change destination, preliminarily select another file name and/or path by clicking
'Select file' and following instructions. The dataset will be saved in binary format.

To import data:

Select previously exported file and click 'Open'. Grid will display imported dataset.

Click 'Save dataset' button . Standard 'Open file' dialog pops up.

3.7.11. Closing 'Search and presentation’ Window.
To close window and jump to document, selected in the Grid, click 'Select' button.

To close window without changing desctop view, click 'Close' button.
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Software License
Software Product:

ArchiDoc
Canadian Trading e-Commerce (CANTECO) Corporation LICENSE AGREEMENT

IMPORTANT - READ CAREFULLY. THIS IS A LEGAL AGREEMENT BETWEEN YOU AND CANTECO. FOR
THE SOFTWARE PRODUCTS IDENTIFIED ABOVE, WHICH INCLUDES COMPUTER SOFTWARE AND
RELATED DOCUMENTATION. BY INSTALLING OR OTHERWISE USING THE SOFTWARE, YOU ACCEPT
ALL THE TERMS AND CONDITIONS OF THIS AGREEMENT. SOFTWARE IS PROVIDED WITH A FULL USE
THIRTY (30) DAY EVALUATION PERIOD, NO REFUND WILL BE ALLOWED AFTER PURCHASE. NO
REFUND WILL BE ALLOWED ON MEDIA ORDERED FOR EVALUATION OR USE.

Canadian Trading e-Commerce (CANTECO) Corporation, whose address is 403-45 Southport St., Toronto, Ontario,
Canada M6S3N5 ("CANTECO") hereby grants to you a non-exclusive license (a "License") to use the software product
identified above (the "Software") and the accompanying printed materials and User Manual (the "Documentation") on
the terms set forth below.

1. GRANT OF LICENSE. This License grants you the following rights.
* SOFTWARE. Except as set forth below, you may use the Software on any computer.

* STORAGE/NETWORK USE. You may store or install a copy of the Software on a storage device, such as a network
server, used only to install or run the Software over an internal network; however, you must acquire and dedicate a
license for the number of users to simultaneously have access to the shared data. A License for the Software may be used
concurrently on different computers. If the Software is installed on a network server or other system that physically
allows shared access to the Software, you agree to provide technical or procedural methods to prevent use of the
Software by individuals not specifically licensed to use the Software pursuant to this agreement.

* LICENSE PACK. If you have acquired this Agreement in an Archive Power License Pack, you may make any number
of additional copies of the Software as authorized in the License Pack Bill of Sale and you may use each copy in the
manner specified above.

* TRANSFER. You may transfer the Software and Documentation to a single recipient on a permanent basis provided
you retain no copies of the Software or Documentation (including backup or archival copies) and the recipient agrees to
the terms and conditions of this Agreement. If the Software is an upgrade, any transfer must include all prior versions of
the Software and Documentation.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

* REVERSE ENGINEERING. You may not modity, translate, reverse engineer, decompile, disassemble, or create
derivative works based on the Software, or any portion thereof.

* COPYING. You may not copy the Software or Documentation except as specifically provided for by this Agreement.

* SEPARATION OF COMPONENTS. The Software is licensed as a single product. You may separate the Software's
component parts for use on more then one computer.

* RENTAL. You may not rent or lease the Software or Documentation.

* PROPRIETARY NOTICES. You may not remove any proprietary notices, labels or marks on the Software or
Documentation.

* UPGRADES. If the Software is an upgrade from another product, this upgrade License supercedes any previous
License. You may use the Software only in conjunction with the upgraded product or you must destroy the upgraded
product.

* USE OF NAME. You may not use CANTECO and or ArchiDoc or CANTECO and or ArchiDoc's supplier's name,
logo, or trademarks in any manner including, without limitation, in your advertising or marketing materials, except as is
necessary to affix appropriate copyright notices as required herein.

3. TITLE.

Title, ownership rights, and intellectual property rights in and to the Software and Documentation shall remain in
CANTECO and/or its suppliers. The copyright laws of the Canada and international copyright treaties protect the
Software and Documentation.
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4. TERMINATION.

This License is in effect until terminated. The License will terminate automatically if you fail to comply with the
limitations described herein. On termination, you must destroy all copies of the Software and Documentation.

5. MISCELLANEOUS.

This Agreement represents the complete agreement concerning this license between parties and supercedes all prior
agreements and representations between them. The Agreement may be amended only in writing executed by both parties.
THE ACCEPTANCE OF ANY PURCHASE ORDER PLACED BY YOU IS EXPRESSLY MADE CONDITIONAL
ON YOUR ASSENT TO THE TERMS SET FORTH HEREIN, AND NOT THOSE CONTAINED IN YOUR
PURCHASE ORDER. If any provision of this Agreement is held to be unenforceable, for any reason, such provision
shall be reformed to the extent necessary to make it excluded, enforceable and the remainder of this Agreement shall
nonetheless remain in full force and effect. The Agreement shall be governed by and construed under province Ontario
law as such law applies to agreements between Ontario residents entered into and be performed within Ontario, except as
governed by Federal law.

6. LIMITED WARRANTY.

CANTECO warrants that the media containing the Software, if provided by CANTECQO, is free from defects in material
and workmanship and will remain so for thirty (30) days from the date you acquired the Software. CANTECO's sole
liability, and your sole remedy, for any breach of this warranty shall be, in CANTECO's sole discretion: (i) to replace
your defective media; or (ii) if the above remedy is impracticable, to refund the License fee you paid for the Software.
Replaced Software and Documentation shall be covered by this limited warranty for the period remaining under the
warranty that covered the original Software, or if longer, for thirty (30) days after the date of shipment to you of the
replaced Software. Only if you inform CANTECO of your problem with the Software during the applicable warranty
period and provide evidence of the date you acquired the Software will CANTECO be obligated to honor this warranty.
CANTECO will use reasonable commercial efforts to replace or refund pursuant to the foregoing warranty thirty (30)
days of being notified. THIS IS A LIMITED WARRANTY AND IT IS THE ONLY WARRANTY MADE BY
CANTECO. CANTECO MAKES NO OTHER WARRANTY, REPRESENTATION, OR CONDITION, EXPRESS OR
IMPLIED AND EXPRESSLY DISCLAIMS THE IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS
FOR A PARTICULAR PURPOSE, AND NON-INFRINGMENT OF THIRD PARTY RIGHTS. THE DURATION OF
IMPLIED WARRANTIES OR CONDITIONS, INCLUDING WITHOUT LIMITATION, WARRANTIES OR
CONDITIONS OF MERCHANTABILITY AND OF FITNESS FOR A PARTICULAR PURPOSE IS LIMITED TO
THE ABOVE LIMITED WARRANTY PERIOD; SOME JURISDICTIONS DO NOT ALLOW LIMITATIONS ON
HOW LONG AND IMPLIED WARRANTY OR CONDITION LASTS, SO LIMITATIONS MAY NOT APPLY TO
YOU. NO CANTECO AGENT OR EMPLOYEE IS AUTHORIZED TO MAKE ANY MODIFICATIONS,
EXTENSIONS, OR ADDITIONS TO THIS WARRANTY. If any modifications are made to the Software by you during
the warranty period; if the media is subjected to accident, abuse, or improper use; or if you violate the terms of this
Agreement, then this warranty shall immediately be terminated. This warranty shall not apply if the Software is used on
or in conjunction with hardware or software other than the unmodified version of the hardware and software with which
the Software was designed to be used as described in the Documentation. THIS WARRANTY GIVES YOU SPECIFIC
RIGHTS, AND YOU MAY HAVE OTHER LEGAL RIGHTS THAT VARY FROM PROVINCE TO PROVINCE OR
BY JURISDICTION.

7. LIMITATION OF LIABILITY

UNDER NO CIRCUMSTANCES AND UNDER NO LEGAL THEORY, TORT, CONTRACT, OR OTHERWISE,
SHALL CANTECO OR ITS SUPPLIERS OR RESELLERS BE LIABLE TO YOU OR ANY OTHER PERSON FOR
ANY INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES OF ANY CHARACTER
INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF GOODWILL, WORK STOPPAGE,
COMPUTER FAILURE, OR MALFUNCTION, OR ANY AND ALL COMMERCIAL DAMAGES OR LOSSES, OR
FOR ANY DAMAGES IN EXCESS OF CANTECO'S LIST PRICE FOR A LICENSE TO THE SOFTWARE AND
DOCUMENTATION, EVEN IF CANTECO SHALL HAVE BEEN INFORMED OF THE POSSIBILITY OF SUCH
DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY.



