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Editorial

Electronic document management systems have become a viable method to make the work
with documents more and more efficient. On the one hand, scanners are now more powerful
than ever in quickly and cheaply digitalizing documents. On the other hand, datahd<eGT
technologies have become so advanced that they make efficient work with those digitalized
documents ever so cheap and fast without requiring expensive hardware. bitfahiv DMS

unites all available technologies into one powerful document nmenagt system, which
contains many abilities and options that can outline a company's processes on the level of
documents. To support you, the user, we want to offer this manual as a reference guide and
assistance for some of the most commonly used featof this program. This way, you will
receive the support you need, even after having become acquainted with it.

In case you have any suggestions for this manual or the user interface, do not hesitate to let us
know. We will make our best effort to igete them logically.

For this, please visit our suppdorum at:

https://sourceforge.net/projects/bitfarrarchiv/forums

You can also find more information on the bitfafnchivGPEEdition at:
bitfarm Informationssysteme GmbH
Spandauer Str. 18
57072 SiegenGermany

info@bitfarmarchiv.de
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I. The bitfarmArchiv viewer General information

The bitfarmArchiv Viewer is the central application of the bitfaknshivsystem. It is used to
edit and organize all archived documents.

The viewer offers, depending on the authorization given to you, an overview of the entire
archive and its structure. On first glance, the archive structure and handling might resemble
that of the Windows file structure, but the idea behind it is a diffecere. The goal of this
program is to minimize the number of archives as much as possible, in order to simplify the
search for documents, and render the need for manually searching through complicated and
unorganized folder structures obsolete. It willbaleee you from having to copy a document
multiple times, just to make them available in different contexts.

This way a document, say an incoming invoice, can stay in an 'indovaiegs' folder, but it
will also appear in contexts such as:

- The organiation of a project, which needed to purchase mean, through the name or
number of the project,

- Connecting the purchase to an order to check if the agreed upon conditions are met,
- accounting, who send the receipts to certain accounts,

by simply filling inadditional fields or shortcuts automatically, or manually. Where the
document is located does not actually matter.

Documents can be assigned to users, with notifications and instructions attached to them,
using preestablished workflows.

Through the vieer, you can process a document in many different ways. Meanwhile the
original document is only one click away, removing the need for navigating through a seemingly
infinite amount of folders. You can add, edit, and format instructions, or underline ationm

on archived documents, with just a view clicks.

The viewer also makes it possible to export individual documents, or even entire archives. This
enables you to make documents available outside of the network, or to quickly send files and
links to arbived documents.

Attention: Depending on the authorizations given by your administrator, some of the options
outlined in this manual may not be available to you.
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lll. Operating the bitfarrArchiv viewer

1. The login window

When opening the viewer, a logiwvindow will

appear, in Wich you be prompted to select a ARCH IV

Dokumentenmamnagemaent

profile, and then enter your username anc

) ouree GRFL Editlon
password (GPL 3.x: 'User' without passworc - [t |
ratile Icrarm_L'emo W
The password will not appear legible, fo Username et |

security reasons. After you have entere Passward | |

Yersion: 3.5.0.5 ; - -
username and password, you proceed & "R S o o [ Lean | [optens| [ Eat |
clicking orlogin.

[&]

You have also the ability to change some settins - o ==
beforehand by clicking aptions This will open  Fiesetvize to defaul settings

a drop-down menuwhich offers you three optionsto not remember password, remember
passwordand restore default vievgettings.If you want to have th@assword field filled in
automatically before every login, click mmember passwordf you selectio not remember
passwordyou have to enter the password manually with every login. You should only select
the first option, if you are the only person that has access to youR&Ibre default view
settingsis not commonly used, unless you want to fix an issue with the v@esentation.

You can perform every action by selecting them and then clicking on the green arrow on the
right.

2. Changing the password

The password used for initially logging into t Change my password .
bitfarm-Archiv viewercan and should be change
immediately. In thefile menu you can find the
option change passwordClicking on it opens ¢
window, which asks for confirmation of the o
password as well as entering the new password 1
times (to avoid typos since the letters are illegible

Pleaze enter pour curent pazsword

Pleasze enter a new pazsword:

Pleasze confirm pour new passwaord:

Clicking osavewill save the ne password; clicking Save || Cancel |
on cancelwill cancel the process.
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3. General mouse behavior in the viewer

NEW:Positioning the mouse over the viewer will lock the mewieel to the arrowposition

on the viewer.Moving the mouse on the documemniew will immediatelgnable the zoom
mode. Via the miniature view you can use the mewbeel to scroll through the pages of
longer documents. Via the tree, the list of results, and the additional fields the function of the
mousewheel will also be interpreted according t@thosition of the mouse.

4. Archivetree (1)

The Archivetree enables an overview of the entire archive. It displays the storage locations
(house symbol) and archives (folder symbol). However, you can only view the archives for which
you have the authorizein.

5. Miniature view (4)

In theminiature viewyou can navigate through the documents by using the navightitions,
or by clicking on the page you want to view. The page will then appear in the viewer. The page
you are currently viewing will be marked by a red frame.

6. Search (2)

In this area you caset up different filters for your search, by using the forms available in the
file tab on top.

7. Interface

You can personalize the interface of your viewer using the symbols sh 4 g |
on the right. With the houseymbol you can show or hide thechivetree

(1). He next one you can toggle theniature view (4)The star shows thexged searches and
bookmarks (10)Finally, the right symbol shows tl& of resubmissions (5)

a) Tooltips

All buttons in bitfarArchiv are equipped with smalledTooltips whichoffer information on
their function when moving the cursor over them.
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b) Undockingriewercomponents

Repositories and arc... .

It is possible taindockthe archive tree, miniature view, and resubmissiq %z

~

=4 constuctiontdevelopr
H product_A
) infopoal_dewveloprr

by dragging them out of the viewaindow. When doublelicked, they| z
jump backinto place. By clicking in between the spaces, you can a }bi.;;“"“

=gt 1T

their Size . DDUESpﬂﬂdEHC.EJ

== IT-Documentatior:

H ) ITnfopoal v
< m >

c) Showhiddensymbols ——

Depending on the size and resolution of you viewiedow, some of the I won 1w
symbols may not show up. The double arrows on the right side of eac [« § ’I}s

show, which aybols are currently hidden. To make them visible, simply «x NI ]
on the arrows and then activate the symbol. -
d) Undockingand scaling toolbar elements
By 'grabbing' the dotted line on the left corner, you adjust the size of the
¥ o= i1

and make more, or lesslemnents visible, move them, atock them out”
.-ﬂini_-\+||r wr

completely to make them appear as a window. They can also be moved back in
place by double clicking them.

8. Search

You can search the entire archive in bitfaknehiv. However, if yot 7---\,r IT
know exactly in whictarchive folderor storage locationyour =
document is located, you can select that folder to make the se. hem
faster and reduce the number of results. Furthermore, you car |
search for the contents of additional fields using ghebal search

To do this, you rexl to use the fultext search, which will be able to search for those as well.

IT Docurnentation

] |T-Cu:urrespu:undenu:e

bitfarm-Archiv offers different search options, which can help you to get the most useful set of
results: thedefault searchthe full-text searchand thesearch via additiondields.

a) Defaultsearch

Thedefault searclenables you to search for special features of a wanted document, which
helps you to obtain accurate results. Of course you can combine different-epéiais. For
example: show all documents that a user &dded only on a certain day, or show documents
that have added to them certain references as well as their current status.

Status: || Links [ Original file M In process packed M checked M delivered M calculated

To perform a status search, mark the related status fields by clicking once for 'status
set' (green) and twice for 'stag not set’ (red).
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In the example above, these would be the archive's documents that have the status
packedbut not thecheckedSetting these automatically sets thiatuscheck box to enabled.

In the same way, you can search for documentstibaée ann progresstatus.

b) Fullextsearch

The main function of the fulext search is t0  Search options

search for a document via a certain worc Full text | Additional fields
You can narrow the search even further b [zoom +function

activating thesemantic fulkext searchor by
including the keywords of ¢hdocument in

markiere Suchwirter

the search. hest to zoom: i pressed. the zoom
itng the mouge. the cursor tumnz into a hand. No
icon i the toolbar.

In the fulktext of the found document you
can highlightthe terms used for the search. To do this, select the fialb text next to the
document preview and tick the baighlight searciierms.The used terms will now appear in
color.

c) Additionaifield search

If documents of an archive possesSearch options
additional fieldsyou can perform a searct| standard | Full text | Additional fields |
according to their contents. This offers ve

Return Address:
quick and accurate results, especially wh(  |rmeier@bitiam-archiv. de] K
the contents of multiple additional fields Sender.
. |H|:|Ianu:| b eier | =]
are defined.
) ) ) Subject:
Using the buttons on the right side you cz | K

also use for its negation. The buttonllwi 0O

turn red when clicked. In the giver [odk | ©
example you would therefore search for ail
Emails, which were not addressed to Kodak.

With two consecutive quotation marks you can also seardbldokadditional fields.

d) Searchistoryand favoritessearch

Allof your past searches are saved and can be viewed by clicpreferences

on the star button in the toolbar. Now, you can see a tree =-{J Local Bookmarks
: : : : : . |3 Check Documents

whichlocal bookmarkand history favoritesare listed. By right =

clicking an archive in the archive tree, you can view and se = .. delivery notes

: Kumberyard list
. =B History-Bookmarks
r saved favorit I3 History
your saved favorites o 11.12.2019 03:35:29
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In the history favoritegou find your search history, and are by default named after date and
time of their creation.

You can open evefavoriteby doubleclicking it. You can drag and drop it from the history to
the local bookmeks Select the name of tHavoriteand click on it again to edit it.

Now you can create a local bookmark much faster by clicgamgmber searcim thebookmark
menu. Now, a dialogue box opens in which you can enter a name for this search bookmark.
Clik onOK and the bookmark will appear in your local list.

Up to five individual documents can be saved
bookmarks.For this, open a document and-
select the menu optionfavorites and then
remember documenalong with the number
you want the document agg to. Alternatively, . Retrieve memorized document 2 Strg+2
you can remember a document by holding Ct: Retrieve memorized document 3 Strg+3
+ Shift and pushing a number from 1 to 5, ar{  Retrieve memorized document 4 Strg+4
retrieve it by holding Ctrl and pushing th(ﬂ Retrieve memorized document 3 Strg+5
assigned number. The viewer keep Memorize document 1 Umnsch+5trg+1
remembered documents even after a restart. B’I: Memorize document 2 Umsch+5trg+2

holding Ctrl angpressing 0 you can also open:  Memorize document 3 Umsch+5trg+3
the previous document I Memeorize document 4 Umsch+5trg+4 -

LIRS Tools Graphics 7

Save search entries

Retrieve previous document Strg+0

Retrieve memorized document 1 Strg+1

S | I L ]

I Mermorize document 5 Umsch+5trg+5 ™

I et
e) Generakearch functions

In every search you can choose how many documents are shown at most. The list always shows
the newest first, if the number of result exceeds that of the set limit.

With the Re®t-button you can delete all entries you have made in the seanctiow. This
will deleteall entries that you have made in tretandardsearch, fultext searchand the
additionalfield search.

With the blue arrow pointing left move a

Maw. hits: |50
step backwards ithe search history, while EI IEI e I—VI \M‘
the one pointing right will bring you one

step forward (unless you already are at the
latest search).

You can sort théist of resultan any way you want. If the search has been performed on a
specific archive, you can find &dditional fieldsas a column on the right side of the standard
columns. You can view them by scrolling right, or you can pull on the right edge to make more
columns visible. Columns can be rearranged by selecting and dragging them. Clicking on the
head d a column sorts the table according to the content of that column.
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Attention: If documents cannot be found, it might be because the user forgesstibefore
entering the search criteria, and as a result the old criteria still limit the search!

Hint If you get too many results, you can limit #earcheven further to get more accurate
results. To do this, you can combine multiple words (or components) or numbers (or
components) in thdull-text search. If necessary you can also add other searchnsplile
statusbuttons one or moreadditionalfields,or a timewindow (e.g. date of scan).

ExampleAll invoices of the last four weeks from the supplier Ingram, which are not booked
yet.

Hint If a document, which you have just scanned in, does naaaip the viewer, it might be
because the bitfararchiv server is processing many documents, and thus the document could
still be in thequeue You can view the state of tlygieueby moving the cursor on the area
shown in the picture.

9. Zooming and draguj

In the preview you can zoom in and out of the document by scrolling the mdwess. If the
switch with the magnifying glass next to 'zoom:' is pressed, the zoom function for the-mouse
wheel is available immediately when you move the cursor into #haéqw panel. The zoom is

not fixed to the center of the document, but to the point, where the cursor currently is. When
clicking the mouse, the cursor turns into a hand. Now you can drag the document around in
any direction freely by moving the mouse.

Since this mode is deactivated after addinguamotationin the viewer, you need to reactivate
it by clicking the arrovcon in thetoolbar.

10. Annotations (private and public)

If you have the necessary permissions, you can add public and/or private amsotatthe
document. These can be objects such as stamps, notes etc. Private annotations are, by default,
only visible to yourself, unless you make the necessary changesdoctiment editoy.

With help of the three buttons (shown on the right) yam edit the layout of the
annotations on the current document. The left button shows or hides| |_]|gi €
annotations. The middle and right button toggles between showing public
(middle) and private (right).
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11. Adding object (notes, highlighting) in the preview

Mogt tools for adding notifications or annotations are available irptegiew

(additional options are available in the documeditor). In the toolbar of the e
preview, you can use five differgmteferred stampsas well as many different i
pens, marker, nog lineandtext. You can also choose to change the shape ¢ &
positioning. Presets for different tools can also be set up. &
. . =
NEW:To make the use of annotations even more simple and fast, we a 2
new shortcuts for the most commonly used functions of trewer and 2
documenteditor: :
- F7-Activate the scroitoommode (alternative to clicking the arrew | =: 1  [5;
icon). 2
. . . . @3 =)
- F8—Activate the seleetdit-mode (alternative to clicking the fowray | . soT
arrow-icon). S
- Using theTabkey (and Bift-Tab), you can jump between each eleme =

With returnyou enter theedit-mode of that element. In a text field you can use this to
begin writing immediately. The cursor will jump to the end of the already existing content.

The savebutton is deactivated when working with annotations, becahsy will be
saved automatically. Only when deleting annotations you will be askestéd/Vith the
Esebutton you can restore the document as it was before deleting the annotation
(before the lassave. You can also ugssdor the additional fields, for the same purpose.
Attention: this is not possible after saving a second time.

Some more new features are related to moving around annotations. Now, they will react
more logically to collision with other annotations. Whevirgg textannotations, it will

now be reduced to its minimal required size to increase the space for additional
annotations.

archive, which

Export folder{w

of your choic%
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To highlight text with gext marker select the textnarkertool by activating the related button.
Now click on the documeiaind draw a box around the text you want to highlight while holding
down the mouséutton.

archive, which  When letting go of the mousautton, the area will be painted to the preset

Export folder w color.

of your choice.  You can add aote to the document in similar way. First, select the note
tool. Then, you can draw a rectangle in the size necessary for the text you want to add. When
releasing the mousbutton, a note will appear.

Now, you can overwrite the defad#xt 'new note' with your annotation.

You can usénesand pencilsto underline @ mark text in
The viewer offers, d¢  the document. Select one of these tools and click on the
archive and its struct point of the document, where théine/drawing should
A that of the Windows start. The pencil draws for as long as the meus#on is
held down. When % A
releasing the mousbutton, while using théine-tool, - 2 B
astraight line from the starting to second point, wher.
the mousebutton is clicked again, will appe&lick
the mousebutton twice to finish the object.

.......

Using thetext tool,you can addext elementdo the i
document. Select the text tool and one @fuy preset tex{favorites. ":' ax 10%15
Now you can draw a rectangle and click it to edit it(twice to reedit) R oth
necessary. ©

oo of

Thecross arrowwhich you can find in the toolbar underneath the assyunbol allows you to
change the size and position of the objects.

Adivate the tool and click on the object that you want to i

edit, in order to mark it. Several drag points should ncgsee protocol of 27.05
appear on the edges. You can use these to change the '
of the object by clicking and holding the mouse buttoif === o
and pulling in the directioyou desire.

To relocate an object, click it and then hold the meus| ee prolocol'-oi 27 05
button. The cursor turns into a cross and you can mo
the object to any point of the document.

You can change the preset for you objects by makinggtiensappear with help of the gear
icon. You can find further information on thptionswindowin the documenteditor
section.
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12. Graphics menu
Some of the options to edit documents after thgort can be m ?

found in thegraphicamenu. You can also undo all chesgvith Graph. objects - options
the restore original documeraiption in thetoolsmenu. 1EZ) Invert color
. Straighten page
a) Options for graphical objects ! . Remove single dots

| Rermove border

To access the options for objects, you can use the toolbar as'
as thegraphics menuThis way you can change the settings «
annotations, stampstc.

Turn page left
+ 4 Turn page 180°
* Turn page right

l% Starmnp

b) Invertcolors

Theinvert coloffunction replaces each color of your document with its counterpart in the color
space. This will basically create a negative version of the original image.

c) Align page
Especially with #{oscan there is a high chance that one or mgrages of a document are
imported crookedYou can counter this with the functiafign page.

d) Removespots

If the scan produced unwanted spots on the document, you ¢
remove them by using theemove spotdutton the ingraphics
menu. In the droglown melu you can select, up to what size
spots should be removed from the document.

e) Remove margins

Remove single dots ... .

Dotz of which strength zhould be deleted?
Dl:lt:E: af 1 pirel in zize | W |

Dotz of 1 pisel in zize
all dots up to a size of 2 pixels
all dotz up to a size of 3 pikels

all dots up to a size of 4 pisels

Remove white edgesits out the white edges of a document up to the first black spot or area
on each side.

f) Rotatepage
You carrotate the page clockwise or coumtelockwise by 180°. This function is especially
useful for unsorted or vertically scanned landscape documents.
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g) Usingstamps
When clicking the standastamp tooin thegraphics Please select stamp . =]

menu, a window will appear, in which you can sel¢ | g _#valsbls starps
T Checked

the desiredstamp from a list. Click on a stamp tc | s Received

. . . . . . 28] spproved
highlight it, and then click cDKto activate it. & Lo
,-_,'t_'fj Signature

After choosing thetamp,you can place it by clicking
on the desired location within the preview of your
document.

13. Tool menu

In the tools and in thegraphicsmenu you carfind E&S Graphics 7
many different functions. However, these are mo| < Restore original decument
related to processes related to entire documents, a| 7 Document editor

not to grapht options of individual pages. its, Refresh document
Create blank docurment
a) Recovering original document Duplicate decument
ManuscanV3

With therecovering original documeybu can reverse & Export selection ,
changes to the docuemt such as: theemoval of = Eiter bar for Rsbm

spots,or theinvertingof a documentAnnotations are | ¢ Cancel collection of documents
unaffected by this, unless you agree to havil . Deletes non-audit-proof documents
annotations removed as well.

b) Documenteditor

This menu item starts thdocument editorwhich offers even more options fodiéing than
the tools in thepreview.

c) Updatedocument
If a document generates no or a flawfatl text,you can use this option to queue the document
again for another textecognition.

Even if a file that should be supported does not generate a preview, you can do it retroactively
(provided you have solved the underlying problem) witlate document.

Aftention: It is not always possible to creatéu#i-text this way. If no THte isgenerated due
to an unsupported fikkormat, textrecognition will not be possible. Another reason for no or a
flawedfull-text can be a scan of lower image qualityweeded, contact your administrator.
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d) Generatea blank document

Using this functionyou can generate a new document with an empty white page. You can use
this to file, for example, notes independent from documents into an archive. This will also
generate a related TXile, which you can also use for notes and texts.

e) Duplicatedocumens

You can create a duplicate of your document. This will also create a copy of the original file, if
one exists. However, annotation will not be carried over to the copy.

f) Manuscarv3

Manuscarcan be selected directly from théewer

g) Exportselection

Thefiles of documents, which you have selected inligteof resultscan be saved as a CSV
Excel, or OpenOfficdile. The documents and their files now appear in the table, and can be
viewed in the related selection. (The content of additional fieltmatabe viewed after a
search through all archives, because archives usually have different additional fields.)

DISP_MNAME USR_MAME TStamp In process  checked Approved
Output-Management h.miller  4/24/2009 10:05:10 AM no yes no
Automatically calcula b.bauer 4/24/2009 9:24:37 AM  no no no
WFD-Statements s.reimann  4/21/2009 3:29:03 PM  no yes yes
GPL-Enterprise h.miiller 4/14/2009 1:17:38 PM no no no

h) Filterbar for resubmissions

To find a specific resubmission quicker, you can search it using thbditdrmis function will
make a line gpear above the list of resubmissions. Here, you can enter the searched term and
activate the filter by hittingenter.

Attention: Enter the exact and entire term to get a result! A search for-songponents is not
possible.

i) Cancebocument collections

If you have reserved documents in order to send it viaa#, you can use this option to delete
the collection, if there is no need for it anymo@mly then, you can create a new collection.

j) Deletenontamperproof documents

This function is only activé you have permissions to delete documents in the related archive.
Generally, you can only delete documents that are not tarppezof.
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14. Printing

To print out the current document, you only have to click cor
the appropriate button in the toolbar. If yoclick on the . Standard document printer
printer-icon, then the document will be printed OU 7 piint with printer selection
immediately from the default printer. The same thing goes | | Print with preview
selecting thedefault documenprinter form the drop down

menu to the right of the icon.

N

+ =

You can also choose a different peinby clicking leoose printer and continu®Vith printing
with previewyou can make additional changes to the image before printing.

15. Sending documents; saving/using documents outside of bifacimiv

N

To send or externally save a document or its related file; ri i 4 D
- 1

click the preview of the document, or choose the desir o Save PDF file

)
sendingmethod from the save options in the toolbar. Th _i save TIF file
context menu now offers you different options: saving tl| =l Save original file

document as a TIF @DFHile, or sending via-Bail. 7 2N R I S LU
Tifl Save selection as a TIF file

Using the toolbar optionsave as a PDér TIFfile you can
compile a single file from multiple documents!

The option send documentto send the Send document via e-mail =
document via email as a PDF or Tike

(depending on what preference yaelected {2 iy =
during the inSta”ation Obitfarm-ArChi\). YOU [Link] sends a link to the document [only within this network).

can also send it as a DocLink (A link, which all

the receiver to open a document from within the system).

&ttachmenl Link.

Attention: Only users, who have the access to the archive, can open this link!

In thiscase, not an -enail, but a dialogueox will open. This box will ask you to choose a
recipient from a list of registered users, or ask you to enter theiakaddress. You can also
enter a short message. Therail will be automatically generated and safter clickingsend.
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Send document as link ... .

Addreszes: Shart mezzage:

Izer E-mail
armo.abend

Benutzer

berta. baver

chrigtina. crarmer

doerte. donnerstag v
< m >

Different E-Mail Address:
| | send | | ot |

Both functionsschedule TIF/PDF for delivery wimael andschedule original file for delivery via
e-mailcan be done on multiple documents in a row. If you now select the ggdtiwhcollected
documents your email program willautomatically generate an-maail with the document
attached to it.

By usingsave document locally, save document locally ayduFan save a local copy in the
original format as well as in the selected format respectively to a location of your. cthtiea
selecting this option, a dialogue box will appear, in which you can choose a folder. If you do not
want to manually choose a folder each time, you can select a default folder. To do this, go to
+AS¢ TIb h taki GeRefalNowhyou can choose aldler, in which the document with

this function will always be saved.

16. Treetools

When rightclicking an archive in the archive tree you will see theafiedtree-tools. Merge
all will fold the entire archive tree togetheExpand alill make the ente tree appear, with
all its archives and storage locations.

With refresh treeyou can load the tree once again. This is useful when you have added an
archive, which does not appear yet.

Export foldewill locally send all the original files and previéws an archive into a location
of your choice.

Stars mark the predefined searches for the current archive or storage location, which you can
run by simply clicking them.

17.Moving documents within the archive

Documents can be moved from one archivertother via . 11

drag-anddrop. You can achieve this by leficking the =~ ./ IT Documentation
document, holding down the button and moving it to tl ..... -n.mmmm g
target archive in tharchivetree, then releasing the mouse =~/ PL-Datashests

. . Lb ke ) Support requests
button (for multiple documents: hold Ctrl while selecting -
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and dragging). To do this, you will also need the necessary authorizations. In case of any
problems, contact your administrator.

You also cannot move documents, if they are currently gomesseddDoubleclicking on the
statusnotificationprocessingwill reveal the user, who is currently working on the document,

if the status is generated from a resubmission. If no user appears, every user will be able to
change the status by clicking and saving.

Attention: Data fromadditional fieldsare only 'moed' if the target archive has additional
fieldwith an identical name.

18. Renaming documents

Rightclick the preview of the document you
. . . .| = Save document locally as a PUE
want to rename. It is not important if you clic 1] Save document locally as a TIF
on the documenteview, or the document | SEEFTFERERFIEETS A
itself in the list of redts. In the contextual |4 g or selected documents y
menu, choose 'rename document' and «
window should appear. Now, you can enter the new title of the document, and then click on

OK.

Document Title GPL user manual ... -
The new title will now appear in the list @

results, and the terms entered will be added {  Flease snter a new litle:
|I3F'L uzer marual |

the keywords of this document. D ate
4/27/20
Document names can be used to mak— | @k || Abbrechen |
|dezvren S
the list of results more organized anc_|4/24/20
clear to the viewer. If you search in a_|#/24/20095:3436 Py 10448 11508 it
archive, you can also have thi— 220953312 104 1108 e
e, ¥ , 4/24/2009 51519 P 10443 11512 Dar
additional fields of that archive appea™|4;24,2009 51433 PM 10450 11516 iTc
as a sort column. _|4/24/2009 5:09.02 PM 10451 11518 Wit
o _ _ _|4/24/2009 5:03:43 PM 10451 11518 Wits
However, this is not psile, if you “J44emmasoroepy 10451 1518 it
search globally inside a storag e[4/24/2009 4:55:53 Pr 10452 11520 Fair

location, or if you search via a shortcut.

19. Status

Above the preview you can find several colored switches. These offer information on the
document and the possibility to edit the document or some of its gntags, for example, to
adjust it to the workflow.
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a) Default statudields

Three status fields are, by default, available for every document in all of your ardhinkes:
Original fileandbeing processed

Status: M Links [ Criginal file & In process

The significance and use of these switches:

The switciLinkss hows up green, 1 f the |links are avali
olive. By clicking the switch you can view the links, and by clicking a link you can view all of its
linked documents.

If the switchoriginal fileis bue, the original file of the archived FilE still exists. By clicking on
this switch, you can open the original document and edit it.

If thebeing processeslvitch shows up ligkdreen, the document is currently being worked on
by another user. If thisas been set through a workflow and not manually, you cannot change
its status, unless you are the one in charge. If that is the case, you can simplyctiokilie
switch to reveal who is currently working on the document. You can also search fatubke s
being processeid the same way as the other status.

b) Individuaktatusfields '“Pf°| indadudwig |\,

Additionally, as an administrator, you can a m checked approved M booked M paid

special statudields bound to the archive. They

can be used for the workflow, or to transfer information through a document. In the example,
you can see that it was already checked and approved, but themeoh&®en any payment

yet. If the fields are related to a workflow, the document will then be sent to the resubmissions
of the person responsible for the payments, who should the only one able to change its status.
The document also has the statoocessing,which will only change after the finishing the
workflow.

20. Tamperproof filing

If a document is filethmperproof,it cannot be edited anymore. Tloeiginal filecan still be
edited, but will then be saved as a new document.

In the topleft part of the preview you will see a padlock. If the padlock appears gray, the
document is notamperproof.If it appears gold, it has been madenperproofpermanently.
You can make a documeamperproofby clicking the padlock in the toolbar.
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21. Connectinglocuments

In order toconnectwo or more documents, all of them need to eithertbmperproofor non
tamperproof. Furthermore, you cannot connecm - Page: 1 fam1
documents of which original files still exist. Archives current document audit-proof|

Mark the documents you want to connect ar =" Resubmission/tasks '

right-clickone of them. Chooseonnect documents

in the resulting context menu. 3 Copy page to clipboard

A notification should appear which warns you that by connecting documents;ivalle
annotations will be deleted. If you do not wish to do that, select

Now, a window opens, in wih you can select the order of pages within the document by
relocating the pages with the mousdere, you can also rename the document.

Merge documents (you can use the mouse to sort pages) .

Seite 1 Seite 2 Seite 3 ~

Aulimssatiscty keilbalie ren il biifarm. Lrehiy DVES

£

« Merge . Cancel 132 Order Hew document name: | Caloulate autornatically Fepositany: W Archive W

If everything is set up, you can finish the process by clickiegrorect.The documents are
now connected into airsgle one, which will appear in the list of results. In case the original
documents were tampeproof, a new one will be created. In case it was not, then the old
document will be overwritten by the new one.

22.Show documents

By rightclicking thepreviewof a document you can copy tiizoclD(Doklink), which you can
paste in many different applications.

a) Using a Doklink in applications that can use HTML

When copying a Doklink into a, say, Wdodument, or email,
the title of the document will show up aBown in the picture.
Holding @l and clicking the link, will bring up the docume
directly inside the viewer. For this you will need to have the
permission for access to the related archive.

mubile-cnntractlﬂ

ic)
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b) Usingrun'
To get directly to a certain document, which yc: fun =
know thegDoclDselect 'run' in the start menu anc
enter gdocid' and thegDoclDas the parameter T reourcs, s Wit wihcpnforyon,
(here '34532"). Clicking dDKwill start the viewer open [giccida4s V]

and bring up the wanted document.

| oK || Cancel || Browse... |

23. Retroactively fing-in additional fields

To fill inadditional fieldssubsequently, select the document and switch to theaddtitional
fields.Now, you can edit or complete the content of the fields. Clickingaoa will add the
content of the additional fields ofis document to the database.

24. Switch to the root archive

Sometimes it is necessary to search throu .= Change document title

multiple archives at once. This can be the ca W;. Switch to the originating archive

for example, if you want to view the contents of additional fields of a document. For this it
might benecessary to jump to the root archive of a document without having to search for the
document again. You can find this option by rgliking the contexinenu, or by simply
pressing €l + u.

Attention: Other documents, in the list of results of preww@earches, will disappear after the
switch!

25. Retroactive keywording

To edit theKeyword®f a document, click on the button in tkeolbaras shown in

“'%2 " the picture on the left. :
Fil IR - Edit tags .

A window will open, in which you can view tl scanne

. manual
Keyword$elonging to that doument, as well | kadsk

: . ) 1400

as its options. Here, you can add, edit, a |document scanner

remove Keywords. 'Delete spaces', for
example, will delete the spaces undernea

‘user manual'. e
|F'age |

| Mew || Edi || Dekete |

| Gluit ‘ ‘ [relete empty entries | | Delete duplicates ‘
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There is an even easier way to &#gwordsWhile viewing the document, to which you want
to add a keyword, enter it in the search | Standard [ Fulltest | Addtional fields | | !
options.Now, click on the button to the righ Tags [iit'iii:il':[ ------------------------ (=K

of the text field to add thekeywordto the

document.

NELTH | W | o

26. Working with links

a) Create a new link

The easiest way to createngw link,is by righiclicking the document (it is hamportant
whether you do it happens in tigreviewor in thelist of resulty then selectingreate new
shortcutunderlink tasks

In the resulting dialogubox you can choose the name of the link and save by clioking

You can also use theolbarto create dink.For this, click on the symbol shownir
the picture while having the document open. Now too, the dialdguefor = |%
naming and saving the link will open. ¥

Select multiple documents usifgrl, if you want to create Enkfor them all at the same time.

b) Add documents to the newest link

To add a document to lank, that you have just created, rightick the document and select
add to newest linkom the menu undetink tasks You can do the same thing by, " || 2
pressing the buttoin thetoolbar.

c) Adddocumentdo the newest link

SIS Y | cote new link (At Shift-)
~? Resubmission/tasks Operation manual 2 Add selection to the last link
£ Memeorize document(s) for linking

EE o f_'_'] Add memorized document(s) to the link

ﬁ Document tocls P i Create link automatically
2
£ Create new link (Alt+Shift+v)
~# Resubmission/tasks ¥ | 53 Add selection to the last link L4
3 Memorize document(s) for linking

To connect a document to an already exislinkj, you can also rightlick it and seleateserve
for link then rightclick thepreviewof a document, which already has ttederenceand select
the optionadd reserved document [DocID] to link.
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d) Autoreferences

In the same way Yyou cal £ Display links r
: 2] Create new ink (Alt+ Shift+)
generate newmkS,you can alsol -7 Resubmission/tasks »| 5} Add selection te the last link L

.ﬂ Memaorize decument(s) for linking

5 5~ i i »
:21 e ip Dy - Add memorized document(s) to the link

Rightclick the document an
select create autereferences
and then add documents to opect to the autereferencedy clicking ofink documents with
auto-references The newest/last useduto-referencewill be selected. The title of auto-
referencas composed adutoref, followed by the date and time of its creation.

% Document tools b | Create link automatically

generate new auto-references

The following stes are identical to the ones wilinks.

e) Viewavailabldinks

To determine if a document posses$ieks,can be viewed through thiénk-status field. If it
appears yellow, there atenks.To see how maninksthe document has, move the cursor on
the button.

By clicking on the button, a list withladksof this document

. : () 1EN : R
will roll out. They show up with name, and you can se—— %% _
i . . . " Operation manual file
one to view all documents linked to it. You can also view [ scanner documents h
select the linked douments via the button in the lirkenu. ] | ==

You can view thenksthat have already been created for a document, as well as the number
of documents, connected to this link, by clickindiokson the right edge of the viewer next

to the document. A listfaalllinksconnected to that
document will appear.

|&|Link
»
. _ 14 P |
By clicking the buttonshow linked documents peration manua
underneath the list oflinks, you can view all

documents connected to the currently selected link.

scanner documents 2

Drigplay link
I

f} Deletelinks

To remove dinkfrom a document, or to dete it entirely, select the appropriab@ks,and click
on remove single document from linkderneath the list of links (tHek will remain, but the
selected document will not be connected to it anymorefledete entire linkthe referencewill
be ddeted and all documents connected to it will lose linis).

| Delete link. | Delete zingle document fram link |
IA.

27. Edit original files

You can edit theriginal filesof documents, if they are néamperproof.
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If they are filedamperproof,they cannot be edited anymore. You can view them, but not save
them with the same name. Changes can and should, only be made after archiving it again.

28. Resubmissiofunctions

a) View a resubmission

With help of theresubmissiofiunctionsyou can manage thevorkflow of your
documents. You can make documents appeaouimngsubmissio#ox,by clicking on IE'

&% Resubmission/tasks b

B Display resubmission list (Alt+w)

E:,'} Generate resubmiszion for this document (Alt+Shift+w)

the button shown on the right (If the document is red, it means that the document has been
resubmittedand not worked on yet; if not, the icon will be white).

Now, the documents in youesubmissio#oxwill show ugn the list underneath thereview
Here, you can edit the date, editor, or content of the informatfield (save!) The task can be
directed towards oneditor or an entiregroup. The optionreturn when donewill send the
document back to you when it has been edited by another user.

Under 'view'optionsg'resu:Del-Fav.'you can store the most frequently used resubmission
settings, that is, settings for resubmissions to users, to which you regularlydmssigments

with the same conditions. This way, you can assign documents with just one click (on the button
in the topright of the list of resubmissions).

Hint You can sort thést of resubmissioreccording to your desired criteria, by clicking on the
head of the column, by an ascending or descending order.

Documents on own resubmission,/tasks. [CW 50: 12/9/2019 - 12/15/2019]

€2 |Helo, I would apreciate | [12/11/2013 v| @ fiedrich fiity_ || Save Rsbm _|
M open | |In progress M completed/continue | | Cancel
Typ[Date 4 Archive Ifo Controller
ﬁ 1241142019 [T-Dokumentationen| T ake data manually arno. abend
s 12142019 [T-Drokumentationen Hella, | would apreciate it if pow change it until tuesday. Thank 1 armo.abend
ﬁ 124142019 IT-Dokurentationen| For vour infarmation jan.jakobs

If the document is marked yellow, it means that it has the sfausessingif it is red it means
that it has exceeded its set deadline.

By clicking a document in the list, you activate the luitothe top row and are now able to
change the status of that document. By default, a new document in your workflow epkbe
By selectingprocessingthe document will turn yellow. By selectidgne/continue workflow,
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the document will be removed fno yourlist of resubmissiorand then sent to the next station
of the workflow. Cancedill stop theworkflowand also remove the document from the list.

Attention: The optiorcancel workflovis only available, if you have the necessary permission to
doso in the related archive!

With the button on the top left you can switch between viewing dlas and theassigned
resubmissionsClicking or€Wwill show all the resubmissions of the current calendar week.
With the arrowkeys you can change between thieeks forward and backward. In the title bar
you can see which calendar week is currently displayed.

Clicking orass resu.(Assigned resubmissignshows a list of all the documents you have
assigned to other users.

Documents in delegated resubmission/tasks [list of all assigned tasks]

2 |Sti|| oLt with documents | 12/ w2ma v | @
@ @] %

57 | Infa

8
8

Typ|Reminder |Date

Archive Document | Editor

ﬁ 12A8/2001912/771 /2019 ith the request for carrection. IT Dacumel Dakument | friedrich. freitag
€ 1248/201912411/2019 Please answer befare the weekend E-mailz E-mail mess friedrich. freitag

Aside from yellow and red documentlere are also green ones. These are resubmissions,
which you have assigned and have been madaby the assigned worker. This way you
always have a concise overview of the status of the documents you have sent to someone else
within aworkflow.

Above, you can see three pesbxes, which offer you additional views. In the blue one, you
find all the documents that have not been processed yet, regardless of whether they have been
assigned to you, or you have assigned them to someone else. The im@htaies documents

that are currently being processed. The green one contains all documents that have been
processed and are markeddane.

Attention: In this case too, you can only stop the workflow, if you have the necessary
permissions for that archive.

By clicking on the right button with the X on the left, you will remowmaddocuments from
your list.

Using the list of assigned resubmissigou can also further assign documents to other users
and have them returned when done.
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b) Create aesubmission

By rightclicking a document, you can create a resubmission for it. A diatagueill appear,
in which you can set the configuration for terking on the document. You can also decide
to add a note for the recipient.

[&] Mark document for resubmission/tasks |;|£-

_ . ; Mote:
Resubriszion options: |F|eturn after completion |E|| —— -
pleaze check zpecifications and dizcuss further

Resubmizsion date: | 1491 2020 B~ | procedure
Feminder: | 1/28/2020 E~ |
Editor:
Single editar: |ian.iaku:u|:us,sal:-ine.spyri |E||
[aroup with the fallowing proceszing methods:
Each individually: | IT Marketing |E"
Orue far all: | |E"

s Save ot Cancel

In the resubmission optiongou can set, if you want receive the finished document (with
assigned resubmissions), and if you want to have a notificatioailesent.

Furthernore, you can set up a reminder, and if you want to assign the document to just one
person, or an entire group. When assigning to a group, you can also decide, if the document
has to be worked on by every single memleach individually or if only one maber of the

group sufficesdane for al).

c) Showresubmissionsf documents

If the switch shown on the right is activated on the current document, then it i | =] -
your resubmission<Clicking on the switch will open thesubmissiongindow, in :L}E"
which you carview and edit the relate entry.

GPL User Manual V.3.5.0 240f 41 23/01/20



29. History

By clicking on thhistorybutton on the right side of the preview, you can view all the actions
performed on the current document, together with their date, time, and user who has
performed these changes. Cligiion the column head, sorts the entries in an ascending or
descending order.

a Date  © |L|ser |.-’-'-.n:ti|:|n

1217142019 24413 P bertabauer  Mew tag [Checked 12/11./2013 berta.bauer] added.

1217142019 24245 PM berta.bauer neue Anmerkung "Checked 12/71/2019 berta. bauer auf Seite 1
1211/2019 2:43.22 PM | berta.bauer | Document Editor: document opened.

12112019 24316 PM | berta.bauer | neue Anmerkung "Approved 121172019 berta.bauer' auf Seite 1
12722019 24316 P bertabauer news Anmerkung "Approved 12/171/2013 berta bauer auf Seite 1
4 12/411,/2019 2:42:30 PM |berta.bawer  |Mew tag [Approved 12/11/2019 berta bauer] added.

30. Viewer options

You can set up the graphical interface and functions of you viewer inetivenenu under
options.

a) The 'General' tab

Under thegeneraltab you can personalizbe viewer to match your work habits.
Underdefault saving locatiogiou can set up a folder, in which documents will automatically
be saved when using tleave locallyunction, unless you want to manually select a location
each time you want to save lolyal

Here, you can also set up the aatwom mode and your preferred printer. If you untick the
use Windows default printeright column, undemterface design),ou activate the menu, in
which you can decide which printer will be the default printeraligobs, in which you do not
manually seleca printer This can be useful when tlaechive printeris set as the default
printer. In most cases you do not want to print from the archive, back into the ardieire.
you can simply selectdefault prirter.

Thetooltipscan be turned into speech bubbles, if wanted. You can do this by selubing

as balloongn thetooltips. If you check the optiomumber of linkén show tooltipthe balloons

will also contain information on the number of links of a document.

Automatically switch to previemill always show a clicked document in the preview, regardless
of whether the last one was shown in figkt or in the history.

By default, scrolling the mouséheel backwards in the preview will zoom into the document.
If you want to achieve the opposite effect, you can changeréverse mouseheel zoom
direction.

If you have problems opening an original file, dotivatealternative launching method.
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You can now automatically sign into the viewer by wdimglows integrated authentication.
This will skip the logiwindow. When this feature is active, another user can sign in to a
running viewer viae-registerin thefile menu.

When havinglo not show loghwindow at startupchecked, a viewenindow will open when
starting, if you have your password saved, or if you log in Withdows integrated
authentication.

You can set up thdefault email deliveryby selecting ifyou want to always send files as an
attachmentor as alink, in the dropdown menu. With the default settings the program will
always check, if you choosend file via-enail. You should only usend as a linkf you want

to send a document that is,fone reason or another, difficult to access for the recipient (for
example: if they have no or limited access to the archive.).

Defaultcleanupyou can change the preset for deletisigots.By default, clicking odelete
spots,you will be prompted withihe question, if you want to delete only smaller spots or
bigger spots as well. If you have set up a preference, this prompt will not appear, and the
preferred method will be chosen.

Here, you can also change tikerfacedesignof your viewer. Try outyhich of the offered
designs you like the most.

Viasynchronize time withou can select a local computer for the viewer to adapt its time.
Save fultext in PDRwill save the fultext in the PDilocument under the keywords, if the
document is saved aPDF from the archive.

Checking the bogend document as Adobe PR attach the document as a PDF, when
choosing the optiosend document.

If you use Outlook to sendrmeails, you can activatese Outlook OLE instead of MAPI when
sending emails.Ths has the advantage that you can still work in the viewer, if-thaikis
opened but not sent.

If you want to make the content of notes available forkbgwordsearchyou can check the
boxuse content of notes in keywesdarch.With import contentof notes into fultext, the
content of newly created notes will always be imported into thetdutl This way you can
search for it as well.
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b) Resubmissiorissks

1 You can change the settings of yoeesubmissionms the tabresubmissions.

Options and settings .

@ Preferences I L,I Customize I ' HotSearch

._",‘21 General | __ Resubrission/tasks | - Seaich

[[] Check for documerts in resubmission during launch [ Retum after completion
[] 5how buttar for display of all resubmizsions [ 5end e-mail remindsr
Perindically check resubmissions for new documents

Minutes intersal

&Fav.'l |£2 Fav.2|£3 Fav.3|£q Fav.dlsg Fav.5|& Fav.El& Fav.?l&‘ *

o . - take:
Resubmizsion options: |F|etum after completion |

Editar:
Single editor: | |
Group with the following processing methods:
Eachindividualy:  [IT [v]
Ore for all | El
Tranzaction time [in days): 7 E
| Ok | | Cancel | | Apply

1 Check the boxheck the resubmissions for documents at staifumu want the viewer to
show theresubmissionareaafter every startup so you can view all the documents that are
currently in youresubmissiotox.

1 With show button for displaying aksubmissionyou activate the button, with which you can
also view the resubmissions that are assigned for later. In the standard view you will only see
unfinished resubmissions, which are due for the current calendak.

1 Regularly check resubmissiéoisnew documentshecks in the preset time period (set in the
drop-down menu) theesubmissionand notifies you, if there are any new documents.

1 Checking the baseturn when donevill send a document, which you have assigned to another
person, back tyourresubmissionghen it is doneSend reminder-mail informs the person
responsible for a document that it is due and waiting inréfsebmissions.

1 Attention: This function is not immediately available after every installation. For information
on yourtype of installation, consult yoadministrator.

1 Resubmissioprocesses that you use regularly can be set uprasets(icons for quick
distributior). Thesdconswill then appear in the toolbar and can be triggered with just one
click.
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c) Search

In thesearcharea you can save your search preferences as default options.

:‘_]1 General _/ Resubmission/tasks Search

Expand full-test search to tags

Extend start of zearch terms by *

Ewtend end of search terms by

Fill additional fields with document values
[T Only list documents in process

Remember last repozitone and archive
[] Actomatically show the most recent dacuments in archive

Show max. hits: a0 ]

The functioninclude keywords in fetlbxt searchwill also include the lists of keywords in the
search. This way you can find documents, which do not contain the search term, buédtscum
related to it will still show up.

The * is used as a placeholder when searching. If the search term should, by default, be treated
as a word component (beginning/end), you need to actigdt&* to the beginning/end of a
search term.

Unticking theboxfill additional fields with documentlueswill hide the values of additional
fields of documents, and the mask will only be used for search.

If you only want to view documents, in th&t of resultghat are currently being worked on
check the boxnly list documents in process.

If you want tcautomatically view the newest documemtstead of having to perform a search
first, check this box.

Finally, at the bottom you can set up the maximum number of results being shown.

d) Favorites

Under thefavoritestab you can determine, which archives show up in the toolbar, when
clicking on favoritearchives.

Options and settings .
54 General _/ Resubmiszion/tasks Search
@ Preferences |l Custamize HatSearch
Drefault repositony:
Default Archive: | all archives
Repository Archive Search form
Freference 1|7 ] | ||T D ocumentation ] | |Additi0nal fields ]

[ ] Show anly dacuments in process
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To do this, select storage locatiorto view itsarchivesIn thedrop-down menusindersearch
maskyou can decide, if you want to have the default search mask, thexulearch, or the
search mask for additional fields in the foreground, when viewing the favorites. You can also
only show documents being procesdeyl ticking the box under th&avories entry. Your
favoriteswill then appear in the toolbar as a colored folder.

e) HotSearch

In the same Way yOU can LSH' + b E) Preferences | Custamize HotSearch
to search an archive for a copie
term; you can do the same thini

i . . Hotkey 1| Hotkew 2 | Hotkey 3 | Hotkey 4 | Haotkey 5 | Hotkey B | Hotkey 7 | Hotkew 8 | Hotkey € | >
with hotkeysin predefined storage

locations and archives. nder the Defauit repostary: [bitfamArchiv v]  ¥Screenshat Tool
tab HotSearclyou can define up to Defaul Archive:  [Dacumertation v| Wik seach
ten hotkeys for your most Hotkey: [sTRG M |
frequently searched locations.

After modify or zetting new hotkeys, please

Thescreenshofunctionallows you || restat HetSearch after saving the configuraton.

to search for terms from other applications that do not enable you to copy the information
via CtrdC, and thereforelte available HotSeardhnction cannot be used. To do this, you can
draw a box around the area containing the information. HotSearch will create a screenshot
and cuts out the relevant area. The CfGRttion will scan the picture and starts a search in
the viewer. This works on all clients without any delay, but is limited to numbers only!

Now, you can also search for a link directly. This way you can, for example, view an entire
order in the DMS by selecting the order number in the ERP.

Attention: Changs are applied after restartirtdotSearch.

Attention: Clicking ompplywill notsavethe changes! Make sure to click sewveas well.

f}) Personalization

With personalizerou can show and hide the toolbars of the viewer.
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IV. Document editor

In the document edior you have more advanced editing options available than in the viewer.
You can access the document editor by clicking the seditrdocumenin the tool menu.
Select this function by rigldicking, or doublelicking the document.

1. Additionalobjectsand editing options

a) Selecting

By clicking on theelectbutton (see picture) and then on the desired object, you sel :
it. Now, you can edit the object's size, shape, and position with just a few clicks. Iﬁﬁg

switches from the toolbar will now also affehis object. In the editor you can now
also delete the object by clickidglete objec{red x), or by using the Diety.

Rightclicking the selected object opens a corvieenu, in which you can select from a number
or editing optionsPropertieopens the properties window, in which you can make changes to
the formatting.Info shows you information on the size and position of the objdaxt to
keywordswill copy the text in the object to the list of keywor@iext to additional fieldspens
anather contextmenu containing the additional fields for this archive. With this you can quickly
import the contents from the object into one of the additional fields. Wit to fulttext the
content will be added at the end of the ftait (always savan between multiple objects,
otherwise the previous text will be overwritten!). Wit | 3 prnge&ies

f I &@SNa )@LFC&I‘[’ZEE\BM edlit the private layers | @ Annotation info

another user, if they have set the permission to do so. T

 — e .
. . . i Add text to additional fields
in turn, can be done witkhare layer withuser... 0

=| Add text to full text

@ Edit layer of user ...
€ ] Share layer with user ...
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b) Additionalobjects
The following picture shows more available objects, you can access when working in the editor.

measure angle
oo*

Rectangle
Arrow
Polygon
measure length
B77.93 piels
Dokumentenmanagement
Picture

If the saveswitch is not active after inserting or editing an object, it will be saved automatically
after closing the editor.

Rectangles polygonsand dlipsesare added by clicking and dragging them to the desired size,
much likenotesandtext.

Descriptiorandarrowswork similarly. Click on one point of the document and then drag a line
to the desired end poinDescriptionsvill add a note at the end; with the arrow you can decide
on which end the tip will appear (or if both ends should have a tip) in the properties.

Tomeasure the lengtblick and hold the moudautton, then drag to the point until which the
distance shoulthe measured. The length will appear next to or underneath the line.
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With anglesyou first draw a line, and then another one from its end (the mbusen does
not have to be pushed down continuously, but only clicked once on the resulting corner). The
angle will be measurembunterclockwise.

Clicking on thémagebutton opens a diaguebox, in which you can select a picture. Another
click will place the picture on the document (position of the mouse corresponds to thefttop
corner of the picture).

c) Arrangingobjects
When objects overlap, the newest one will normally be aboveoltter one. This can be

changed with the switchesotes to the foregroundnd notes to the background.he action
will then be performed on the currently selected object.

d) Navigatinghroughpages
Using the arrowkeys, you can navigate through multiple pagé a document in the editor.

You can jump to the first, or the last page, and also go one page forward, or backward. Next to
the buttons you can see, on which page you currently are.

You can also directly jump to a certain page, by entering the pagaenum

e) Userayers

Like in the viewer, there are multiple layers donotationsavailable. In the default view you

can see theublic layerYou can switch to yoprivate layelin order to add annotations that

can only be viewed by users you have givempssion to do so. With the switciser layeyou

can access to other users' layers, if they have given you permission to view their private layers.
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Rightclicking a document in the document editor will Op( 2| aqq text to full text
this contextmenu. If you seleahake layemvailable for..a |gi] Edit layer of user ...

window will opens.

€ ] Share layer with user ...

Assignment of read and write permissions on private |.. - As you can see: you can use it to make

|Jzers/groups id
ﬁ michael. mueller 158
a hora. ieumann 16
a otto, obermeier 17
8 peterpan 18
€ quiriniuz. quandel 19
a robert raeudig 20

zabine. spuri 2
ﬁ System 1
ﬁ tobias. teipel 22
€ udo.uliich 23
a werena, voigt 24
& will winzig 25
8 eniasylinski 26
&0 - 1

< 1]

[] Create resubmission/task.

your private layers of that document
accessible for other users to
read/write, as well as send it to their
resubmissions.

The other user can then access this
layer through the pper menu by
clickingUser Layeor Layer of user...

Now, a list with all the accessible layers, in which you [ ] Author of Anngtat...|;|£-

choose from the user of which you want to see, or €

the private notes.
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2. Options

a) Changing object properties

In the editor you can change basic settingsafanotationsunder Extras, Optios. These will
then also apply to objects added in the preview.

El Options for graphic objects -
Object properties | Stamp
Highlighter [ Mote |Te:-:t | I Description | Line | Palugan | EIIipseI Rectangle | Arrow I Measuring lin < | *
Colars: % Fattern: Arrowz on lines:
Backgiound: |1 Yelow v Backgiound: | Filed " E?Dlnnlncl of line JI_E‘nd of line
®) none ®) nane
() outward ) oubward
) inward ) inward
General: Text zethings:
Line strength Piel  Font angle: I:l Size Adiust object o text ]

Spacer type: | Momal Aillow textedit shortcuts |

II

M easuring urit; | Pisels [px)

Opacity: 255

Open polygon [

Selectable Flzxible Letteri — : .
Changeable size YWisible pztstiﬁgrr:g Origrtation:  |Left-aligned
. ) Height adjusts automatically Width adjusts automatically
Height: Width: v
| Ok | | Apply | | Cancel |

Select the type of object, which you want to edit, from the second row of tabs. With the arrows
in the upperfright corner you can scroll through further types of annotations. You can cache
the new settings by clickirapply,and to save and close the window, clickait

With notes text, highlighterandfreehand lineyou can create up to 5 presets each. You can
select the number of the preset from the dredpwn menu in the loweright corner.

Objects, in which text can be edited, can adjust their size to the text while being written.

Underneath the text field you can decide, whether the box should expand ritafigp or
vertically.

With the tab-key you can navigate through the fields in the masktdbas active, you can
scroll through the tabs using tlearsor keys
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b) Create anakdit stamps

To create new stamps, select the tslamps.In this view you caenter an empty mask by
clickingnew.Here, you can enter a descriptive name for the new stamp.

El Options for graphic objects -
Generall Obiject properties | Stamp
Ayailable stamps:
Stamp name Fav. Mo Nam.- | | Save | | Delete |
Checked 1 Stamp features:
Received 2
Approved 3 Stamp name: |2 |
Loga 4 Stamp type: (@) Text stamp () Image stamp
Signature 5
Stamp text | Approved %D 22 U ~
hd
Textvariables: %D = Date, %Z = Time,
%U = User
Fant style: |Alial |
Font background:
Opacity: |100 (20% - 100%)
Stampbackaround: |[] White v || Nane W
Stamp frame: . Black v [[Mone W
Preference o
40 30 Customize
| Ok | | Apply | | Cancel

Now, you set the new stamp to eithetext-stamp or apicturestamp

If you choose #ext-stamp,you can enter the text for the stamp in tseamptext box, and

format it with theT-button. In the boX, you car siamp test [Raceived 20 -
also use variables such as: date (%D), time (

and user (%U). When applying the stamp, it \ >
now display the current date, time, or loggied Textvariables: %D = Date. %Z = Time.
user. %l = User

If you choos@icturestamp,the textfield turns gray. Clicking the switch nexstamppicture
will open a menu, in which you can select a picture. It will then appear in the box underneath.

To add a stamp to thiavorites,you can usdav. numberto assign your stamp to one ofdi
available slots. You can also adjust the height and length of the picture stamps.
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To edit a stamypemplate, select the stamp from tlavailable stampbox, and edit it just when
adding one to a document.

Attention: Remember to savéhe changes by cking onsaveé When switching to another
stamp, or when clicking @apply,the changes witiot be saved!

NEW When stamping the stamp will not be resized by the user, but rather its size gets adjusted
to the text. This was changed because when releaBsgbusebutton too early, or multiple

times in between, no stamp appeared to be added, when in reality it was so small that it
appeared invisible.

3. Keycommandsn textobjects

When working with texbbjects (notes, text fields, stamps), you have nsuatcutsavailable,
which can simplify and speed up the process. In the following you find a list of shortcuts and
their functionality.

Center text Ctrl + e Flush left Ctrl + 1
Flush right Ctrl +r Justified text Ctrl +
Show font options Ctrl + f Convert selected text to italics Ctrl + i
fC(:)cr)]:lvert selected text to bold Ctrl+b Underline selected text Ctrl + u
Highlight selected text with a Ctrl + g

color

4. Personalizeser interface

Like in the viewer, you can undock or completely hide toolbars. *
canundockby simply clicking and dragging it with the mouse. .
soon as you drag it outside of its designated area, it turns int
window, which you can place anywhere, even outside hef t
document editor. You can also place it on the left or right edge. This
way you gain more space to view the document in portrait mode.

document edit... .

1 Page1 /1

You can hide individual toolbars by clicking on 'view', aif™ ¥ 1.01:
then select the toolbar you want to hide in the meni  special »

toolbars. Via the same route you can also make a toolb Navigation
show up again. = = Tools

Motes

GPL User Manual V.3.5.0 360f41 23/01/20



V. HotSearch

Oftentimes you will need to search an archive for a document, which has been created
in another Windowspplication, or from which data has been exported into anoth|
appliation. WitchHotsearchyou will be able to find the desired document in the
fastest way possible.

1. UsingHotsearch

Hotsearchwill usually be started when starting the computer. You can see that
program is active, when thgotsearchsymbol shows up ithe right section of the u
task bar.

By usingCtrkCand thenCtrkB you can enter previously selected text from any application as
searchtext into the viewer, and then perform a ftdixt search in the last selected archive or
storage location. You orged to make sure that the application allaepyingof information.

For example: in your ERBplication, you can select the content of the figidoice number’

by doubleclicking it, and ten make the invoice appear by simply @ikGand CtriB.

In the same way you can uS&tB to search an entire archive for a copied term, you can use
your hotkeysto do the same thing in certain storage locations and archives. Under the tab
HotSearchin the options you can define tdmotkeysfor the most freuently used search
locations.

Attention: Changes are only applied after restarttgsearch.
2. Notificationfor new resubmission

When Hotsearch is running, it will regularly check
your resubmissions. If it recognizes any changes, | %/ Wiedervorlageliste-Ainderung |X
symbol on the righside of the task bar starts to blink,| 1 "iederverlageliste hat sich geandert.
and a speech bubble will appear which notifies you = = =
the changes. The Hotsearizon will blink until you "~ ) 8851516269, 1
open the resubmissions in the viewer. By dodbieking the Hotsearesymbol, the viewer
opens, if it is not pen yet, and shows you the document which has been added.

[
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VI.

1. Toolbar elements

The bitfarmArchiv viewesr control elements

Shows or hides the architee

Shows or hides miniature view

Shows or hides your search

Shows or hides the lisf

e .
—I bookmarks — resubmissions
- Saves the document locally o Sends the document as amfail
— (options as a drogown menu) = (options as a drogown menu)
Prints out the document (option . Rotates the current page counter
as a dropdown menu) — clockwise
3

Rotateshe current page by 18C

Rotates the current page clockwis

Shows the resubmissiemtry of
the current document (for the
appointed user)

Enables editing of keywords

Creates a new link for the
selected documents (auto
reference)

Creates anew shortcut for selected
documents (dialogubox for
naming)

Connects all selected documen
to last active link

|

Shows all documents linked to
current document

Files the documents tamper
proof

J Page:

Shows which page is currently being viewed
enables moving through pages and entering
page number

8 from 48

Activates the mouseheel
zoom, if the cursor is placed on
the preview

2775 % E||

Shows current viewize of the
preview and enables its adjustmer
(drop-downmenu)

Shows the current autozoem
mode and offers further options
(drop-down menu)

9]

Shows or hides annotations of the
document
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Shows public annotations

a)|

Shows private annotations

Shows underlying letterheac: -

Enables direct access to
five archivebookmarks set
by the user

Hepu:usitu:ury:| T

v]

Shows the current storagecation

Archive:| IT Documentation

v]

Shows the current archive

Quickassignment icons (can
be configured undeoptiong

W Links

Shows available links and
enables view of linked
documents

Original file

Shows available source fil

and enables viewing of themn

es

" In process

Shows if the document is
being worked on, and
allows changes to its statu

Jump to the last search

Jump to the next search

bl aw. hits: il

of results

Sets maximum number

Start search

searchsettings

Stops search and resets the
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2. Notetoolbarandadditional functions in the editor

Tool for zooming into and
moving a document

+]

Aktiviert Anfasser zum
VergroRern/Verkleinern,
ermoglicht Verschieben

Makes selected stamps
availablgfavorites)

Ii

Makes pencils in different
colors available (dredown
menu)

Makes markers of different
colors available (dredown
menu)

2]

Makes notes in different
colors available (dredown
menu)

Activates the linesool

=

Activates the textool and
offers selection of text
bookmarks

Opens a list of available
stamps

[

Enables adjustment of
graphicoptions

¥ Save

Saves last changes

|

Saves the document locally

Shows or hides the
annotationstoolbar

Levels the current page

Removes edges from the
current page

Removes unwanted spots
(options as a droplown
menu)

User Layer

Opens a list of the available
private layers from multiple
users

Activates the marking
function for annotations

|-|-“|/ELIL|&

Add a description 7 Draw a polygon
Draw an ellipse = Draw a rectangle
Draw an arrow Add an image
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H Measure distance W Measure an angle
» Annotations into the - Annotations into the
—JI foreground —:)I background
Cr Shows object properties i) Shows object information
X Delete objects Showfirst page
To last page To next page
Show last page
Shows which page of how many is being shown, and allows i
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of page number
3. Hotkeys

The following hotkeys can be used in bitfaknahiv:

Ctrl-select multiple elements in the list@sults (like Windowgxplorer),
Shift—selects an area in the list of results (like WindB&wslorer),
CtrkA—selects the entire list,

CtrkU—Jump back to the roedrchive ,

CtrkShift{1-5} bookmark document,

Ctrk{1-5} show bookmarked documest

CtrkO jump back to the last document,

Alt-W —open/close resubmissions,

Alt-ShiftV create shortcut

Alt-ShiftW create resubmission

Hold Shiftkey while moving documents will bring you to thegetarchive.
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