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Introduction

Welcome to bitfarm-Archiv GPL! We are very pleased to welcome you to the circle of users.

In the age of increasing information, which determines our working world on a daily basis,
electronic document management systems are suitable for making the right information
available at the right time and in the right place. With bitfarm-Archiv GPL, you have an extre-
mely powerful, state-of-the-art tool at your disposal. From the digital archiving of original
paper-based information to electronic documents and media, you will find your collected
knowledge in bitfarm-Archiv - and in seconds exactly the document you need.

Use workflows and bookmarks to distribute tasks, monitor their progress and escalate as
required. Use links and suitable attributes to create logical document groups in order to reali-
ze different views. Work together in groups, even graphically directly on the electronic
documents, almost as if you were looking at a sheet of paper. The integrated DLM (Document
Lifecycle Management) ensures that you always work in compliance with the GDPR. The same
applies to the legal requirements for storing digital documents (GoBD). However, appropriate
planning and configuration is a prerequisite for all functions.

With this manual we would like to give you hints, tips and tricks to use the full potential of
bitfarm-Archiv GPL for your requirements.

The bitfarm Informationssysteme GmbH team wishes you much success and pleasure.
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Standard means of representation in bitfarm-Archiv GPL manuals

This manual uses different notations to emphasize important information. Below you will find
a small list of the presentation methods:

Please note: These are important issues that you should be aware of in the next
steps in order to avoid problems

Notes represent minor additional information intended to simplify the
configuration of your system

Minor tips for easier administration of the system

For better illustration, certain issues are explained using specific examp-
les

root Important technical terms are shown in italics the first time they appear
scripts.ini File names are highlighted with a different font

Important commands in configuration files are always highlighted in
blue and in a different font

c:\bitfarm-archiv\ Paths and directories are written in italics

"Save" Quotation marks are used to highlight buttons in programs
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bitfarm-Archiv GPL - General information

The bitfarm-Archiv GPL application is the central application within the bitfarm-Archiv system.
It is used to manage and process all archived documents and also for configuration by the
system administrator.

The application provides you with an overview of the archive and its structure, depending on
your authorizations. At first glance, the archive structure may remind you of the Windows file
system and the operation appears similar, but the idea behind this structure is different. The
aim is to limit the number of archives to the bare minimum and to make it easier to find
documents so that there is no longer any need to create and manually search through widely
ramified, often unsystematically created folder structures. There is also no need to create
large quantities of document copies in order to be able to store and retrieve them in a wide
variety of contexts.

For example, an incoming invoice can be stored in the "Incoming invoices" archive without
further sub-sorting, but it will still be easy to find in its respective contexts thanks to automa-
tically or manually fillable additional fields and links, both for the management of the project
for which the purchase was made and for the purchasing department, which assigns it to an
order and can thus check compliance with negotiated conditions, as well as for the ac-
counting department, for which the invoice was sorted to specific accounts.

The actual storage location is irrelevant. As part of workflows that have been set up,
documents are now submitted to the relevant users for processing and provided with notes
and notifications.

In bitfarm-Archiv GPL you can edit documents in a variety of ways. The original file of a
document is also available at the click of a mouse, without you having to click through a large
number of folders beforehand. With just a few clicks, you can add annotations and highlights
to the archived documents, format them and show or hide them as required.

Depending on the authorizations assigned by your administrator, some of the options
described in this manual may not be available.
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The application of bitfarm-Archiv GPL - Overview

Menu

Archive tree

: Search area

: Result list

: Thumbnail view

: Document properties tab

4
5
6
7: Document preview
8
9

: Status buttons

Toolbar

Info bar

Queue display

Bookmark, Importer, Workplace, Resubmission
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1. Menu (1)

You can access various useful functions and setting options here. Most of them can also be
accessed via the respective icon, the context menu or a keyboard shortcut.

a) File

View Bookmarks Tools Graphic Help | =

£ options

P save original file Umsch+altsL »
#3  send original file
W Print with preview strgep >

[ copy document o clipboard ~ Strg#Einfg »

(") aue

b) View

98] Bookmarks Tools Graphic Help @n

EE Navigation |

FE] search options

2N humbnai

(& Resubmission in a separate window

XK Toolbars .
7 Theme ,
@& Languace v
N Li it »
77 tayou

=2 Reset column sorting

c) Bookmark

[ TR
€5 creste bookmark
[¥] sookmark dialogue

ave document as bookmark

BP showlast opened document Strg+0

Show document

3B sookmark document 1 Umschestrg+1
3B cookmark document2  Umschestrg+2
3| sookmark document 3 Umschestrg+3
» 38 sookmark document4  Umschestrg+a

;) sookmark document s Umschstrg+s

JF  checked out documents

d) Tools

Graphic Help |} ;'—}l H

51 Make audit-proof
Recover original document

w Refresh document

‘) Create new document (Text) r

W Duplicate document

E Export meta data >
delete NRS document

ﬂ' Edit keywords
P Create new link Umsch+Al+Y

Add to link »

User Manual V3.6

You can make various settings in the application options, which are
described in a later section.

Here you can customize the appearance of the application, which is also
possible via the toolbars that are displayed.

You can save searches that you carry out regularly after you have defined
the search conditions and clicked on Search. (Bookmark)

You can also memorize individual documents for quick access so that you
can call them up quickly at any time using a key combination.

The Tools menu is described elsewhere in the manual.
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e) Graphic

(R = ER

The Graphics menu is described elsewhere in the manual.

&L, Graphics options '

f) Help
i E Click on Info to find out the version of your client application, for example.
L@ o .. By clicking on Support you will be redirected to the website, which will give
@ sueport , You the information you need to obtain support for bitfarm-Archiv GPL. The
g videos 7| videos show you practical examples of how the DMS can be used and what
B Manvals - possibilities it offers. Some of the videos may show things that are explicitly

reserved for the Enterprise version of bitfarm-Archiv DMS. A click on Manuals will take you to
the website where you will find the user manual as well as the system manual, an overview of
the keyboard shortcuts and further documentation for the current GPL version of bitfarm-
Archiv DMS.

2. Archive tree (2)

The archive tree gives you an overview of your entire archive. All storage locations (house
icon) and archives (folder icon) are displayed here. However, you can only see archives for
which you have the corresponding authorizations.

3. Bookmark, Importer, Workplace, Resubmission (3)

Below the archive tree, you will see various panels. Here you have access to your resubmissi-
ons, your bookmarks, the importer and your workspace. Explanations of the individual panels
can be found elsewhere in the manual.

The administrators of the DMS still have an administrator panel at this point. You can
use this to directly adjust the archive structure as well as the administration and authoriza-
tions of the users. A detailed description of the administrator functions can be found in the
system manual. You can move the panels in sequence using drag-and-drop.
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4. Search area (4)

In this area, you can select the various criteria for a search. To do this, use the forms that are
offered via the top tabs, the search slot, or combine them. Here you can go directly to the
chapter describing the search of documents in bitfarm-Archiv DMS.

5. Result list (5)

The result or hit list represents the result of your search query. [ ShowHide Columns
Grouping Bar
By right-clicking on one of the column headers, you can customize the Footer

hit list and use other useful functions. Report |

Reset column sorting

6. Thumbnail (6)

In the thumbnail view, you can use the navigation buttons to move through the pages of your
document or click on the desired pages. The selected page is then displayed in the preview.
The page you are currently on is marked with a frame in the thumbnail view.

You can select several pages in the thumbnail view for various actions. Use Ctrl + a to select
all pages, Ctrl and click to select individual pages and Shift and click on a page other than the
last one selected to select these two pages including all pages in between.

Two notepads are displayed symbolically on document pages containing annotations.

7. Document preview (7)

The viewer shows you a direct preview of the archived document. In addition to simply vie-
wing the document, you can also add annotations to the document in the form of stamps,
notes, etc. in the preview.

8. Document properties tab (8)

In the viewer, you will usually always see the preview of the selected document first. By
selecting the corresponding tab, you can also view the full text, the history and any com-
ments.

If a comment is stored for an archived document, you can recognize this by the

swawwody AowsiH a-ng m
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colouring, see image on the left.

9. Status buttons (9)

Links |E4] Original file Checked out in progress on resubmission audited m under_clarification booked/paid

The document status is displayed using these buttons. You can find out how to use them and
how to carry out a search using the status of a document right here. Status search

10.Toolbar (10)

The toolbar gives you quick access to certain actions that you would otherwise also access via
the corresponding menus or keyboard shortcuts.
Note: Customizing the user interface

11. Queue display (11)

Here you can see how many documents may still be in the server queue and are currently
being processed by the server.

| 7 |

12. Info bar (13)

The info bar shows you with which user you are logged into which DMS profile, on which
server and in which database. You can also see the ID of the document that you have cur-
rently selected. The ID is represented here by Archive_ID/Document_ID (GDocID). In the
image section shown, the selected document has the GDocID 233. You can also see which
archive you have selected, the name of the document, when it was archived, how large it is
and which original file type was archived here.

Tip: If you would like to know who the author of a note is, move the mouse pointer over this
note and the info will change: and you will see the author of the note and the date of the last
change.

Logged in as: Userl I Profile: bitfarm3g ] Server: YMGPL36 l ID: 28/25 1 Info: Archive: purchase_invoices - Document: invoice - Date: 17.10.2024 - Size: 151 KB - Filetype: docx.
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The bitfarm-Archiv Viewer can only display image files directly. If the original file is a
scanned TIF, for example, you will see the original file in the preview. If the archived original
file is, for example, an e-mail, a PDF, all MS and Open Office formats, etc., you will see an
archive TIF in the preview and have the option, provided you have the appropriate authoriza-
tion, of requesting the original file from the server by clicking on the Original file status, which
will then be opened in the application on your client that is linked to this file extension by
default. For Office documents, you also have the option of

Using bitfarm-Archiv GPL

1. The login window

When you start the application, a login window opens in which you can P
select a profile and log in with your user name and password. For security |zerenertanmereseman

reasons, the password is not displayed in plain text. After entering the [[_-*‘

required data, you can log in by clicking on Login or by pressing the Enter
key.

You also have the option of making settings beforehand by clicking on
Options. A drop-down menu will then appear, offering you three options:
Do not save password, Save password and Reset view to factory settings.
If you select Save password, you will see the input field for the password

already filled in the next time you log in; if you select Do not save pass-

word, you will have to enter the password each time you log in. Save password should only be
selected if unauthorized persons do not have access to your PC or if it is protected by other
security measures!

It is possible that the administrator has switched off the saving of passwords for users
on the server side, in which case your client-side setting will not be taken into account.

Reset view to factory settings is rarely required, but should problems occur in the application
display, they can often be resolved with this function. You can perform all three actions by
selecting them and then clicking on the button with the green arrow to the right.
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bitfarm-Archiv GPL offers the option of managing users via the Active Directory. If you
use this option, the login data in bitfarm-Archiv GPL corresponds to the data you use to log in
to your workstation.

2. Change password

You can change your password at any time. In the File menu, you will find [ee x

the Change password option. Clicking on it opens a window in which your

old password is requested once for confirmation and you are asked to
enter the new one twice (to prevent problems caused by typing errors, as the passwords are
not displayed legibly in the input mask for security reasons).

Click OK to save the new password.

3. bitfarm-Archiv GPL view

You can customize the user interface of your application either with the help of {[E|= LN
the icons shown in the image, or via the corresponding menu or by clicking on the correspon-
ding splitters. (marked by the red arrows in the diagram below)

T AR E=l,
| 100 -|| €0 reset |

4. Search

Of course, you can easily search the entire archive in bitfarm-Archiv. [@oms

v ceounting

However, if you know the exact storage location or archive folder in account_books
. . . . . account_statements
which your document is located, it makes sense to select this location annual_financil_statements
correspondence

beforehand in order to speed up the search and limit the number of B0 credit_cords

health_insurance_funds
reSU |tS payment_reminders
tax_office

bitfarm-Archiv has various search options to achieve the most accurate vehide fieet

v 2 dvertising/marketing

hit list possible. The standard search, which includes the full text search B marketig. documents
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and the search via status and additional fields.

a) General search field

‘Search options

sear

 Fulltext

You can determine the behavior of the general search field in the applicati- | 27

) Addfields

on options. If you carry out a search using this field, the search will be car-

— Exclusivaly use main search feld (without default
search)

ried out in the archive on which you are standing in accordance with the
settings in the options. In this example, a search using the general search field would search
the full text, keywords, annotations and additional fields of the selected archive.

The key combination Ctrl + F places the focus directly in the general search field and per-
forms a search in the selected archive. The combination Ctr/ + Alt + F also sets the focus in the
general search field, but this triggers a search across all archives.

b) Standard search

The standard search offers you the option of searching for specific

characteristics of the desired document so that you can achieve very

precise results. Of course, you can also combine the various search

options, e.g. all documents that a user has added in a certain period of time. To do this,
simply fill in several fields - the search will only display documents that meet all the conditions
entered.

c) Full text search

The main function of the full-text search is to find a document based |—=& 1 s e
on a specific word in its recorded full text. However, you can also

influence the full-text search by integrating the keywords stored for el s =
the document or other search criteria into the search.

s g e smpete = For performance reasons, it may also be advisable to set the Limit search
period to the last year and Use start of word for full text search option in
the options and settings. If, for example, you were to carry out a full text
search for document number 123456, no documents would be displayed

where the full text contains x123456. This option therefore limits the

Show modified date in resultist

number of hits in case of doubt and also shortens the search time.

If you have not set the option Use beginning of word in full text search, the underscore

without quotation marks serves as a wildcard for any character.
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The simple stringing together of search terms performs an AND search using the full text.
Extensions and restrictions are possible as follows:

Search term1 /search term2 corresponds to an OR search - documents containing search
term1 or search term2 are found,

Search term1 - search term2 corresponds to a non-search - documents are found that contain
search term1 but not search term2,

"Search term1 Search term2" corresponds to an exact search - the documents that contain
exactly the text between the quotation marks are found.

If you have selected the location marker in the options and settings (this is active by default),
the search words of your full-text search are marked in the preview of the documents found,
with different colors if there are several search words.

You can use the "F3" key to navigate through the search terms found, which are high-
lighted in the preview.

The reference marker is initially only availab-

le for documents that have received their full text
via OCR. Your administrator can set the original file
formats for which the reference marker is availab-
le.

d) Additional field search

If additional fields have been created for documents in an

3
5324 v

archive, it is also possible to search for their content in this

deiwery_note_number:

archive. This form of search provides very precise search re- [*=

sults, especially if the content of several additional fields is
defined, and these are also available particularly quickly.

You can use two consecutive quotation marks to search for documents that do not
have a value in this additional field.
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e) Negated search

To carry out a negated search, you have the option of clicking behind the respective fields in
both the standard and the additional field search so that they appear red and then entering
what you want to exclude in the field. Of course, this search can also be mixed with the full
text search.

"bitfarm®

In this example, all documents in which Muster GmbH appears | ™"

are displayed in the archive on which the search is carried out, |- -
user - [ -]

but not those from the date range entered. | —

f) Status search

To carry out a status search, select the relevant status fields by clicking once in the field for
"Status set" (green, tick) and twice for "Status not set" (red, x). A field that is not clicked
remains colorless and is irrelevant for the search.

audited E:} under_clarification m booked/paid

In the case shown above, these would be documents from an archive that have the aqudited
and not the status under_clarification and not booked/paid.

g) Search history and Bookmarks

Your past search queries are saved. (History bookmarks) You can |75 e

Appoint auditors

display these by selecting the corresponding panel below the -

In booked/paid

d

archive tree. You will now see a tree in which your bookmarks are n
Uns ) - Older than 7 days

listed. You will find your search history in the history bookmarks. R s o o s
These bookmarks are initially labeled with the date and time they i
were created. I

You can specify how many of your most recent search queries

17.10.2024 09:25:33

should be saved in the Options and settings and there on the S
Search tab, under Max. Show and set history bookmarks. ;i
Local bookmarks can be created and removed by the users them- i
selves.

Tip: Select the name of the bookmark and then click on it again to change the name.

You can create a local bookmark by first entering the desired search query and then clicking
on Create bookmark in the Bookmarks menu. A dialog box opens in which you can enter the
name for this search favourite. Click on OK to save the new bookmark. Your bookmarks are

available either by right-clicking on the archive where they are valid or via the corresponding
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Bookmarks tab. It is also possible to save individual documents as  [Baskmars] rools sraphic Help £/ == 1[SHIC

ﬁ Create bookmark

bookmarks for quick access. These are then also displayed in the | = | . ...

local bookmarks and can be given meaningful names. B save document as bookmark
. . . P Show last opened document Strg+0
The search query contained in this bookmark can be com- et strg+1
bined as desired, i.e. it can contain all possible search options. Show document 2 strg+2

Show document 3 Strg+3

Up to five individual documents can also be bookmarked for quick Show document 4 strg+4

Show document 5 Strg+5

access. To do this, select the menu item Bookmark and then

? Bookmark document 1 Umsch+5Strg+1

Bookmark document with the desired number when you have B sookmakdocments  Umschestge?
called up the desired document. Alternatively, you can bookmark |38 sockmarkdocuments  umsehsstrg+3
documents with the key combination Ctrf+Shift +{1-5}and call them

up again with Ctrl + {1-5}. The application retains remembered

? Bookmark document 4 Umsch+5Strg+4

w Bookmark document 5 Umsch+Strg+5

E: Checked out documents

documents even after a restart. The key combination Ctr/ + 0 can
also be used to call up the previous document at any time. An overview of all key combina-
tions can be found in the appendix.

Under Checked out documents, you can display a list of the documents you have checked out.
Administrators can use the "All checked out documents" function to display a list of all rele-
vant documents.

h) General search functions

For each search, you can set the maximum number of hits that you would like to be displayed.
If this number is exceeded, the latest documents that meet the search conditions will be dis-
played in the results list.

You can use the Reset button (F6) to reset all entries that you have made in the search
window. This deletes all the entries you have made in the standard search, the full-text se-
arch, the status search and the additional field search.

Use the blue left arrow to move backwards in your search history | ot [€|[][ B seern |
and the right arrow to move forwards (provided you are not already | e | [ s || @reet |
in the last query).

You can sort the results list according to your requirements. If a search has been carried out
for a specific archive, its additional fields are displayed as columns to the right of the standard
columns. You can view these by scrolling to the right or dragging the right edge of the list so
that you can see more columns at the same time. The columns can be re-sorted by grabbing
and dragging; clicking on the respective column header sorts the table according to the con-
tents of this column.
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. If you get a lot of hits in a search, you can narrow down the search further to get a more
precise result. To do this, combine several words or word components as well as numbers
(components) in the full text search. If required, you can also add other search options, e.r. a
date range (entry date), one or more additional fields or status buttons.

i) Combined search

R E—— o oo

| Search options

All invoices with an invoice date between 01.06.2024 -
s 01.07.2024 from supplier X that have not yet been booked/paid
but have been checked and have a gross amount >= 5000.00.

cfields sccount assignment tink

You will find further explanations and tips for quick and targeted searches in the DMS in
the appendix of this user manual.

j) Searchin current tab

Search in current Tabﬁ Searching in the document: () Bxact search () Whole words () Continue search at beginning/end

Here you have the option of performing a full text search in one of the adjacent tabs
(preview, full text, history)

LoBTH P3N m

234119 5 3 button mouse with software, USB
221945 PC keyboard US layout, USB

k) Advanced search

Regardless of the search method initially selected, the resulting hit list can be narrowed down
further using an advanced search. All available search functions can be used for the advanced
search. The first step is to carry out an initial search and, if there are "too many" hits, narrow
down this search result using further search parameters.
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Tip: If you want to narrow down the search further with an additi-

‘Addfields

=|  onal field value that is already displayed as a value in the additio-

w”“ ' nal field for a document after the initial search, you can activate
| this additional field including the value for the search. Right-click

on the additional field that you want to use for the further search
and then select Mark as modified in the context menu. Then click
on the Search button or press the Enter key and you will search
based on the initial hit list with the selected additional field.

5. Hit list

The hit list also offers you the option of narrowing down and/or sorting your [ sourice cotmns
searches. By right-clicking on one of the column headers in the hit list, you can | e

Report

individually select the columns displayed in the hit list and also access other | ... coumsoring

useful functions which are briefly explained below.

[) Show/hide columns

@ invoice_number

Select which of the columns assigned to the archive you would like to see [g =

@ internal order/receipt/comm/project/no.

in the hit list by selecting or deselecting them accordingly. 8
@ document_date
Note: You cannot hide the (import) date and the title. ~Hmsiiiivg

m) Grouping bar

Ll ] — invoice_numbar

Drag a column header here to group by that column |#
e User Date
|5 document_date :

document_date _internal order/receipt/comm/project/no. invoice_number delivery_note_number S e e

r_Invoice_Acme_Inc_20240607_3 DMSAdmin  5/24/2024 7:20:21 AM

You can use drag-and-drop to specify the columns by which

ice_ABC_Company_20240605_1 DMSAdmin __ 5/24/2024 7:20:24 AM

you want the hit list to be grouped.

n) Baseboard

If this is "activated", you can make the following settings for the respective column "

Count

Average

M=

by right-clicking below a column in the hit list.

None.

Note: In the options, you can set whether the entire column or only selected entries should

(¥ Only sum selected documents |

be totaled.

Once you have made your setting for the corresponding column, it could look like this
for the "Invoice amount" column, for example.
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o) Report

Creates a report of the hit list that you have received after a search.

p) Cancel column sorting

Cancels the set column sorting and resets it to the delivery status.

6. Save archived documents locally

There may be reasons why you want to save archived documents locally. This is possible (with
the appropriate authorization) by selecting the documents to be saved in the bitfarm-Archiv
GPL application and then right-clicking to select how they should be saved.

Tip: You can quickly save documents locally from the

sl |

application using drag-and-drop. Simple drag-and-drop

e | always saves the document as a PDF; if you hold down
the Ctrl key + drag-and-drop, you save the document in the format of the archived original
file.

7. Zoom function and "dragging"

In the preview, you can zoom in and out of the document by turning the scroll wheel while
holding down the Ctrl key. Simply turning the scroll wheel causes you to "scroll through" the
preview of the document. You can change this default setting in the options, in which case
you would zoom in and out of the document directly when turning the scroll wheel. By pres-
sing and holding the left mouse button, the mouse symbol changes to a hand with which you
can move your document page continuously in all directions.

8. Annotations (private and public)

You can add public and/or private annotations (i.e. all objects such as notes, stamps, etc.) to
documents, provided you have the necessary permissions. The private annotations are only
visible to you if you do not release them.

You can control the display of the annotations (public/private) on the respective | =& &.
document using the two buttons opposite.

You can share your private annotations with selected employees. (Drop-Down)
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9. Attaching objects (notes, highlighters, etc.) in the preview

In the preview, you can already use all stamps as well as various pens, highligh- 5
ters, notes, arrows, lines and text with the help of the toolbar shown on the [
right. You can also change the shape of the objects in the preview or move $
Vl‘
them, edit default settings for the various tools and select text from the @
document directly via an area OCR and insert it into additional fields. T
I
T e To mark text in this document with the text 2
Cartsmith | 47110815 | XUB | eeress | ooiaom D) 3
# /
| SALESPERSON i Joe % i SH\PFINGTER“i DELIVERY D TE‘ marker’ SeleCt the highlighter tOOl by aCtivat_ i g 3 /
Dt | | e | oo @SS ng the relevant button. Then click in the | # ¢ N
@ o
document and, holding down the mouse button, drag a box around the text to £ =
be marked. o,
. =
When you release the mouse button, the highlighted area changes to the &
default highlighter color.
You essentially attach a note to your document in the same way. & OCKET
First, select the note tool. Then draw a rectangle of a suitable size %
1]
for the desired text at the desired position in the document. When | ro oxre

you release the mouse button, your

notepad appears, in which you can now enter your content.

‘TOTAL PROFESSIONAL EE&EE

OUT-OF-POCKET EXPENSES TO DATE
LESS AMOUNT PREVIOUSLY BILLED

TOTAL OUT-OF-POCKET EXPENSES DUE

You can use lines, arrows and pens to underline, highlight or mark. Select the relevant tool
and click on the point in the document where you want the line/drawing to start. The pen will
drawas long as you keep the mouse button pressed. When you release the mouse pointer
with the line tool, you draw a straight line until the next click. Double-click to complete the
object.

The text tool can be used to insert text elements into the document. To do this, select the text
tool and, if necessary, one of your preset text favorites. You can now draw a box, as already
known from the notepad, and edit it as required by double-clicking in the text.

The arrow cross, which you will find in the toolbar below the arrow symbol, allows you
to move objects, enlarge or reduce them or edit the text content. You can also use the
delete button to delete a selected object.
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Once you have activated the tool, click on the object that you want tO |pjaase read this

change so that it is highlighted. It is now provided with handles that you pote until Friday,

can use to make it larger or smaller by clicking on the handles and dragging hanks.

in the desired direction while holding down the mouse button. In the example shown, the
object is enlarged or reduced by clicking on the handle in the bottom right-hand corner. If you
double-click with the arrow cross activated, a cursor appears in the text field with which the
text can be edited.

To move an object, click in its area and hold down the mouse button. The mouse pointer is
now displayed as a cross and you can drag the object to any position in the document.

To edit the default settings for your objects, click on the gear icon in the tool- [%.| bar.

Tip: Create your own stamps here, or adapt the preset annotations with the fonts, colors and
ready-made texts to your individual needs.

In order to apply annotations to a document, you must switch it to "Edit mode". Either
by clicking on the corresponding button, by pressing the "F2" key or, if set in the options, by
double-clicking on the document.

The area OCR allows you to quickly read out the content of the document in your pre-

]
view and transfer it to existing additional fields, for example. To do this, e '

after using the button in the toolbar, draw a frame around the text [E seenosmicus

section to be copied. Then right-click in the selected area. Various opti- |f e

ons are now available to you in the following context menu as shown. o

Addfields:

For example, all additional fields in the relevant archive are displayed, document gt

internal order/receipt/comm/project/no.
from which you can select the one that is to be filled with the previous- g

auditor

ly read text. The extracted text can also be saved as a keyword or trans-

gross_amount

ferred to the clipboard. Settings for this can be found under File - Options - Editor.

10. Graphic menu

Some options for editing documents after importing them into the archive &8 s [E[=ERIC

% Invert colors
are summarized in the Graphics menu. The changes can all be revised af- | [ aign s

Delete single dots

terwards, if necessary, using the Restore original document function (Tools E "
%= elete margin

4

menu)' g,? Turn page to left 1
180 i

*ap Turnpage

t o

90° Turn page to the right

Q Graphics options
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You can also access the graphic options by clicking on the corresponding button in the
annotations bar

q) Graphic options
You can access the options for objects both from the toolbar and via the Graphics menu, so
that you can also make settings for annotations and stamps etc. in this |4 | way.

r) Invert colors

The Invert colors function replaces the colors of your document page with their opposite in
the color space. This practically gives you a negative of the original image.

s) Align side straight

Especially when using Auto Scan, it can happen that one or more pages of a document have
been imported crooked. To straighten these, you can use the Straighten page function.

t) Remove individual points

If disturbing dots have been created on the document during
scanning, you can easily remove them by clicking the Remove indi-
vidual dots button in the Graphics menu. You will now be offered a

drop-down menu from which you can select the size up to which S

the dots should be removed.

u) Remove border S —— =
‘Which size should the deleted dots have?

. . . . [i
Remove margin crops white margins of a document page from all sides e s o

each dot with a size up to 2 pisels
each dot with a size up ko 3 pisels
each dot with a size up to 4 pisels

to the first black dots or areas.

v) Turn page
You can rotate your document pages to the left, right by 90° or by 180°, a function that is
particularly useful for unsorted document stacks or vertically scanned landscape formats.

11.Tools menu i |
B o o [EENG
The Tools menu, like the Graphics menu, contains various functions. £ Make aucit-proct
Recover original document
Y Refresh dacument

W) AUd |t'p rOOf fl | | ng E Create new document (Text) 3
F Duplicate document
E) Export meta data 3
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A document can no longer be changed from the moment it has been stored in a revision-
proof manner. Although the original file can still be opened afterwards, it must be filed as a
new document after changes have been made. With the appropriate authorization,
documents that are not archived in an audit-proof manner, such as Office documents, can be
made audit-proof in this way and therefore no longer changeable. The original file can then
only be opened in read-only mode.

You can tell whether a document is stored in a revision-proof man- @]
ner or not by the "lock symbol" in the annotations bar. If this is grayed |Eoumntsechedeisonsic]

out, it is not a revision-proof document, otherwise it is golden and therefore a revision-proof
document. If you are unsure, hold the mouse pointer over this symbol for a moment and a
tooltip will give you the information. Incidentally, documents that are not audit-proof can also
be stored in an audit-proof manner by clicking on this symbol, provided you have the approp-
riate authorization to do so.

In the following, we will be happy to provide you with more detailed information on our
website on the topics of audit-proof archiving, GoBD, procedural documentation and everyth-
ing that is important and must be observed in this context.

- Audit-proof archiving
- GoBD
- E-mail archiving

- Digital archiving

- Process documentation

x) Restore original document

You can use the Restore original document function to undo changes, such as removing points
or inverting a page. Annotations are retained during this process.

y) Update document

If no full text or an incorrect full text has been created for a document, this function allows
the document to be placed in the text recognition queue a second time in order to obtain a
searchable full text after all.

Even if additional fields were not filled automatically and the cause of this has since been
rectified on the server side, this can be rectified using this tool.

is not always possible to create a full text with this function. If a TIF file cannot be
created for the document due to an unsupported file format, text recognition is not possible.
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Scans of poor image quality can also be the cause of no or incorrect full text. If necessary, ask
your administrator.

z) Create new document (text)

Use this function to create a new document, a text file, with a blank, white page. This can be
used, for example, to store notes that are independent of documents in the archive or, if set,
to check out and edit the original file.

aa) Duplicate document

Text

You can create a duplicate of your document. If an original file
exists, this will also be copied. However, annotations are not copied.

bb) Export metadata

You can save the data from documents that you have selected in the hit list as a CSV, Excel or
OpenOffice file.

A B G D E F G
docname docdate commission number invoice number invoice date ammount approved
Invoice Steel Inc 22.01.2019 35723 3457 15.11.2011 162,56 george.gray 23.01.2019
Invoice Hardware Solutions 15.04.2018 76512 8734 07.02.2011 8965,34
Invoice Gambit 12.12.2020 43789 3216  25.10.2010 34,99

If exporting the metadata, which is also accessible via the context menu, is greyed out,
you do not have the authorization to do so, which can only be granted by the DMS administ-
rator (dmsadmin).

cc) Delete NRS document

This function is only active if you have the authorization to delete do documents in the rele-
vant archive. Deletion using this function is only possible for non-revision-proof (NRS) do
documents. You can find other deletion functions (also for RS documents) in the DLM area or
by moving them to the recycle bin.

The configuration of deletion periods via the document lifecycle management in-
tegrated in bitfarm-Archiv GPL is the sole responsibility of the DMS administrator.

dd) Edit keywords

This is one of the ways in which you can edit the keywords stored for a document or store
additional keywords for this document.
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ee) Create new link

If you want to add a document to a link manually, this is one way to do this. A link is always
useful if a content-related reference is to be established between several documents, e.g. the
affiliation to a process or a file.

These can then be displayed collectively at any time via the link.
All documents for a specific order number, file number, chassis number, project
number...

ff) Link current document with ...

Adds a document to the (or one of the) last used link(s) (selection).

12. Print

To print the current document, simply click on the corresponding button [&fc - B

-
| B84 Defaultprinter  UmscheStrgeP

in the toolbar. If you simply click on the button, the print setting that was

#5  Print with preview Strg+P

last selected in the dropdown that opens when you click on the arrow is
used.

Default printer prints using the printer selected in the options and when printing with pre-
view, options are offered to edit the layout and display of the print page and, if necessary, to
select a printer other than the stored default printer.

13. Send documents and save/use them outside of bitfarm-Archiv

. .. Hfpe-ae-e- gre
To save or send one or more documents or the corresponding Origi- iy w.owmenmooie st |
. . . . B4 save Document as PDF on local device StrgeAlteL
nal files externally, right-click on the preview of the document and |5 '~ " .l
select the required option in the context menu or click on the cor- |Fi ceemkoneitor
S Sevewith preview UmschsStrgsL |
responding button in the toolbar.
O"_Q'L‘ T ﬂ fa fc
The options Save with preview or Send email with preview |ia smaste Umsch- Al
. - . TS Send as PDF Strg+M
offer options for editing the layout and display, for example. You | & . oumwn
also have the option of combining several previously selected |/ = |
L% Send email with preview Umsch+Strg+M
L |
documents into one document. T x
o R
The Send link option allows you to send the DoclLink (link | s @ s i

via which the document can be accessed from the sys- | <™
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tem) by e-mail.
Of course, only recipients who have access to the respective archive can use a link!

In this case, no e-mail will open, but a dialog box will appear asking you to select the desired
recipient from the list of stored users or to enter a different e-mail address. You can also write
a text message. The e-mail is then automatically generated and sent after confirmation by
clicking on Send.

If you want to save several documents from different search results [[@f& - - BPLS

| SendasTIF Umsch-+Alt+ M I

or send them by e-mail, simply select the relevant documents in the

| Send as PDF Strge M I
For

hit list, then right-click and select Mark documents in the context | s
' Sendlink

menu that opens. The number of marked documents is displayed iN | 2 oo umhesgon
brackets behind it. If you have all the documents you want to save or

send, then select the desired action, send or save. If you want to create a new document
collection, e.g. for sending emails, you should in most cases keep the collection of documents

you have already marked, unless these are also to be part of your new collection.

14. Tree tools

Right-click on an archive in the archive tree to display the so- BN B2 copse srchive tee
called tree tools. Collapse all collapses the entire archive tree, g E”':a":""h
uetice ‘ - Reload archive tree

while expand all expands the entire tree with all storage locations
and all archives.

You can use Reload tree to reload the tree, e.. if a new archive has been created in the mean-
time that is not yet displayed.

15.Moving of documents within the archive

Documents can easily be moved from one archive to another using [J7 7 purcnase

------- complaints
drag-and-drop. To do this, simply click on the document(s) to be | . B ontracts
moved and drag them to the desired archive in the archive tree | : correspondence

"""" inquiries
while holding down the mouse button. | ] > s

If you move documents while holding down the Shift key, you | -

order_confirn} qiiss

purchase_de!/|s5—=gg

purchase_m\ pILES

"jump" directly to the selected archive with the documents. How-

------- purchase_orders

ever, moving only works if you have the appropriate authorizations.
If there are any problems, please contact your administrator.
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16. Renaming documents

Right-click on the preview of the document to be renamed. It does

L change document title Strg+R

not matter whether you click on the document preview or the
document in the hit list. Now select Change document title in the

context menu. A window then opens in which you can enter the new
title of the document. Then click on OK.

You will now see the new title in the results list. The terms used have also been saved as
keywords for this document.

Tale Date

The document name can also be changed with the key combina- | msessc o amossa smim s
tion Ctrl + R.

5/24/2024 7:20:16 AM
5/24/2024 7:20:13 AM
5 5/24/2024 7:20:10 AM
Vendor_lnvoice_Beta_Technolagies_20240710_36  5/24/2024 7:20:07 AM
ice_Chi_lnnovations_20240706 32 5/24/2024 7:20:04 AM
! 5/24/2024 7:20:01 AM

5/24/2024 7:18:58 AM
5/24/2024 7:19:56 AM

Document names are a way of organizing and sorting the results list

5/24/2024 7:19:53 AW
5/24/2024 7:19:50 AM
5/24/2024 7:19:47 AM
5/24/2024 7:19:44 AM
5/24/2024 7:19:41 AM
5/24/2024 7:18:38 AM
5/24/2024 7:19:36 AM
5/24/2024 7:19:33 AM
5/24/2024 7:19:30 AM
ystems 20240625 21 5/24/2024 7:19:27 AM
52024071945 5/24/2024 7:19:24 AM
X _20240626_22 5/24/2024 7:19:21 AW
Mu_Enterprises_20240720_46 5/24/2024 7:19:18 AM

in ascending or descending order.

of a search more clearly. The additional fields of an archive are dis-
played as columns in the results list, which you can arrange in the
display sequence by moving them around so that it makes sense for

you. By clicking on the respective column header, the hit list is sorted

17. Status

You will find several colored buttons above the preview of your document. These buttons
provide you with some document information and also offer you the option of editing the
document or some properties, e.l. as part of the workflow.

gg) Standard status fields

Five status fields are available as standard for every document in all your archives: Links,
Original file, Checked out, In process and On resubmission.

Links Original file Checked out in progress on resubmission
The meanings of the colors and the operation of the switches:

The yellow color of the Links button indicates that links are available. If this is not the case,
the box is not colored. Clicking on the button displays the link(s) and clicking on the desired
link calls up all associated documents across all archives.
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If the Original file button is blue, this means that an original file exists for this document,
which is downloaded from your DMS server to the client by left-clicking on this button and
opened in the application that is locally linked to this file extension. The bitfarm-Archiv appli-
cation displays TIF files directly in the viewer, i.e. this is the original file that is displayed there.
For other archived files, such as Office documents, e-mails, PDFs, you will see a black and
white archive TIF rendered by the DMS server in the viewer, so that loading times remain
short (small file size) and you do not necessarily have to open the original file to see the requi-
red information. However, it can of course also be useful to be able to open the original file.
For example, an archived e-mail will then open in your local mail client, even if it has already
been deleted in your mail client, and you can reply, forward and access all attachments etc. as
usual.

The info bar at the bottom of the application provides you with some information about
the document you are currently viewing, including the file type of the archived original file.

By clicking on the status /n progress, you can, for example, add annotations and change addi-
tional field values for a document. Once you have made the changes, you can save them or
discard them by clicking on Cancel or by pressing the ESC key.

There are several ways to set a document to edit. Either click | Few | [@][ ][ ) s
on Edit to the left of the Search button or press the F2 key. If the EEEERER N
option is set accordingly in the options and settings, double-clicking on the document is also

sufficient, either in the hit list or in the preview.

If the status on resubmission is green, this means that the document [To==::

is in someone's resubmission list. By right-clicking or hovering the

mouse pointer over this status, you can see which employee or employees have this
document in the resubmission list for processing.

hh) Individual status fields

In addition to the usual status fields, the administrator can create special status fields for each
archive. These can be used both sudited [] under daifiation | bookecosid| [ WOrkflows and to pass on
information about a document. In the example shown, it can be seen that checking and ap-
proval have taken place, but the following posting is still pending. If documents are assigned
to an automated workflow, which must be defined, the document in question is in the re-
submission of the person responsible for the corresponding workflow step. This status should
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only be changed by this person, which can be ensured by setting the appropriate authorizati-
on.

Each status has two states, true or false or set or not set. If a status is displayed as
"greyed out", this means that you do not have the authorization to assign this status to a
document. However, you can use this status for searching.

18. Show document
By right-clicking on the preview of a document, you can copy the GDocl/D or the document link

to your clipboard. You can paste this clipboard content into almost all applications

ii) Use of the Doklink in HTML-enabled applications

When copying a document link into a Word document or an e-mail, for example, it is display-
ed with the title of the document, as in the image. With Ctrl + click, the
document can now be called up directly in bitfarm-Archiv, provided that the

gdocid:
Ctrl +Click to follow link
pn Multi-Core CPU and GPU

authorization to access the archive in question is given.

The client installer of bitfarm-Archiv GPL version adds corresponding information to the
registry so that your client can resolve these links and start the application of bitfarm-Archiv
DMS by clicking on this link and display the document if the user logged into the DMS has the
corresponding authorization.

To go directly to a specific document whose GDoc/D you know, open
the input window or Execute in the Start menu and enter "gdocid:"

and the respective ID (here "8250") as a parameter. Enter now calls up

the bitfarm-Archiv GPL application and displays the document you are
looking for if you have the authorization to display it.

The application can be started with parameters to either display the desired document
directly by passing the GDoclID or certain search parameters, so that a search with correspon-
ding parameters is triggered directly when bitfarm-Archiv GPL is started. This so-called pro-
grammatic call is described in the interface documentation.

19. Filling additional fields

ji) Additional fields tab

To fill additional fields in a document, select the document in question,
set it to editing and then switch to the Additional fields tab der. Here
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you can now change or add to the contents of the fields. Then click on Save to save the addi-
tional field contents for this document in the database.

For recurring additional field content, the keywording help can be used for support. You can
activate this via the context menu by right-clicking on an additional field. It is used as follows:

- The small arrow next to an additional field is intended for searching within the existing ent-
ries in this field.

Addfields

There are two ways of doing this: A search term or part of the search

term is entered, then the arrow is clicked and all possible entries are

Invoice_number

offered in a dropdown.

delivery_nate_number:
DEL-56721

If the field is empty, the autocomplete function is activated the moment the arrow is turned
over.

As certain entries in individual additional fields are often

accompanied by corresponding entries in other additional fields,
you can search for suitable entries by ticking the box next to an

additional field in which you have already made the required

entry and then clicking on the "Search" field below. The matching |z —
entries are now displayed in the other additional fields or offered for selection via dropdown.
Several fields can also be filled and checked to improve the result of the other fields if neces-

sary.

There are also options for automatically indexing documents. For example, recurring
invoices from the same supplier. Contact your administrator about this. However, when plan-
ning the DMS, always consider which fields are really needed. Thanks to the comprehensive
search methods, such as the full text search, granular keywording is often not necessary.

kk) Additional field - Grid

A new data type was introduced with bit-
farm-Archiv GPL version 3.6.2. The administ-
rator of the DMS can now create additional

e e _w o se s temeles [0)
- 250,0€ achree somens s 1123 sdooiog Condoce =)
250,00 € tax-free 1.000,00 € 1234 s678 1123 Schooling  Zack. !
S

fields of the Grid type and make them

available to users in different archives for different scenarios. This grid can then be displayed
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as an independent tab next to the "normal" additional fields with a suitable name, or with the
"normal"” additional fields and is used for the quick and clear indexing of documents. In the
case of invoices, for example, this can be used to record account assignment-relevant infor-
mation, including that of split postings, and to export this at a later date if necessary and/or to
apply it to the document as an image stamp.

Setting values in the grid columns or stamping the values entered there on the
document also requires that you edit them either by clicking on Edit or by pressing the F2 key.

By clicking on the "+" sign, a row is added to the grid, which can then be |~ Tte

v Sum

edited accordingly. Click in a cell that you want to edit and make your Group

Indicator

entry. Pressing the Enter key completes the entry of a cell in the grid and Standard pop-up

Sortable

automatically takes you to the next cell. Whether you are provided with | wutiselect

v Export: use column names

selection values or whether the result of a calculation of existing cell valu- |+ epor aditionsl addieids
es is automatically performed in some cells depends on the configuration v e et
made by your DMS administrator. The settings that you can access by clicking on the gear
icon are ad hoc settings. It is possible that some of them are already selected, but this is a
setting that the DMS administrator has defined and can only be changed by a user on an ad

hoc basis and for the moment.

You do not want to stamp the entire content of the grid on the document or
perhaps simply do not want to have it in a stamp. Then select Multiselect. Now only the row
that you have selected in the grid will be stamped.

The color of the stamp is also defined by the administrator in the grid configuration.

20. Switch to the original archive

Occasionally, for example if you want to view the additional @ swichtothe criginel archive sug+u
field contents of a document, it is necessary to jump to the original archive of a document
found after a search across several archives (e.g. to display additional fields) without having to
search for the document again. You can find the option to do this by right-clicking in the
context menu or simply by pressing Ctrl + u.

The other documents from the results list of the previous search will no longer be dis-
played after this change! Unless you also select them (e.g. with Ctrl + a. Then all documents
are displayed that come from the same archive as the first selected document!
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21. Subsequent keywording

To edit the keywords stored for a document, click on the button | == -8
shown on the left in the toolbar. '

gt\‘ -‘Q f;) ﬁ

A window will open showing you the keywords associated with the

respective document and the option to change them.

: Keywords are defined search terms for a document. In situations where a search via the
full text of a document is not possible or useful, for example when archiving handwritten
documents, but also in addition to the full text search, the so-called keywording can be used.
Just as when changing additional fields or adding notes, you must first take the document into
"Edit" (F2) and can then change the keywords.

22. Working with links

Il) Creating a new link

The easiest way to create a new shortcut at is to enter it in the |Elssnees

[ seor |

input field above the shortcut list in the Standard tab or, de-

standard Addfields account_assigm... Link

Link name:

pending on the setting, in the Shortcut tab under the search PPEFA

options and add it to the list by pressing the Enter key. e o

IMZDE141200256560 2
47110815 3

Another way to create a link is to right-click on the document

(whether in the preview or the hit list is irrelevant here) and
then select Create new link.

In the dialog box that appears, you can define the title of the /ink and save it by clicking OK.

You can also create or remove a shortcut via the toolbar.
PP L

If the meaning of the symbols is unclear to you, hover the mouse pointer over a symbol
for a moment and a tooltip will appear with a clear explanation of the symbol.

: Use the Shift or Ctrl key to select several documents if you want to add a new link to them
at the same time.
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mm) Add document to the last created link

To link a document directly to a /ink you have just

,;‘. Create new lnk Umsch+ak+Y

B i ki e created, right-click on the document and select Link
g Link current document to ON-3365498 »| current document with <value_of link> from the
menu that then pops up. The same process can also

be carried out using a button in the toolbar.

: When planning the DMS, ensure that unique identifiers are used for links. If, for example,
the number ranges that you want to use for linking overlap, use different letters in front of
them to ensure unigueness.

nn) Author references

The author reference is another way of linking documents with each other. The link is genera-
ted automatically by the DMS. The title of an author reference consists of the name AutoRef,
followed by the date and time of creation.

Just as you create new links, you also create new author references. After right-clicking [ 2

on the document, first select Create autoreference or click on the corresponding button
in the application toolbar.

and Add to link for further documents. This selects the last author reference used/created.
You can then proceed with author references in the same way as with other links.

Use an author reference to quickly link documents with each other if the name of the link
is not important to you and you do not need it for an initial search query. For example, search
for full text features or additional field values and then click on the possible author reference
of a document to display all linked documents.

00) View existing links

Whether links exist for a document can be determined at first glance by m [ origina
the status of the Links status field. If the field is highlighted in yellow, links f'“ TP
exist. If you move the mouse over the button, you can see how many finks | == Thereare 3 links

for this document.
Arcl

exist to the document.

By clicking on the button, a list of all existing links to this document opens [ =

. ) ON-3365498 (4) i
with names so that you can select one of them to display all the =  meswsesssa

) ) ) ;; AT ) I
documents linked to it. You can also call up and select the linked S

documents using the button in the link menu.
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pp) Remove links

To remove a link from a document or delete it completely, [ scnopm

select the one you want to remove and then click on the cor- =

Standard Addfields account_assignm. Link

responding icon in the Links tab above. Uk ame: . ‘
LalFal | o —
The administrator can delete a complete link by clicking | |sissss =
on the grayed-out area in the diagram. Users who are not ad- s ;
ministrators cannot use this button.

23.Resubmission functions

qq) Call up resubmission

You can use the resubmission functions to control the workflow of [imereo

Resubmission (1) New (1)

your documents. You can open your resubmission list by double-

Bookmarks
Workspace

clicking on the corresponding panel below the archive tree or by pres-
sing the key combination "Alt + 3" . Even if the panel is "closed", you will see in brackets how
many resubmissions you have and how many of them are new, i.e. have not yet been seen by
you.

If you have opened the resubmission list, the documents in it are displayed
in the hit list. You can see your task with this document in the /Info field for
each document. Once you have completed your task, click on Done / Conti-

nue and the task disappears.

Continue refers to cascaded tasks, i.e. tasks connected in series, in
which several people may be involved. However, it is not clear whether this k slel®
is the case for a given task. The workflow logic programmed by the admi- e
nistrator decides whether a task is simply "finished" or whether further

1l 2 s
7 26 29 30 31

o

tasks are triggered by clicking on Finish/Continue.

In the "Options - Resubmission" menu, you can define which standard
columns you want to be displayed in the hit list for the documents that are in your resubmis-
sion.

There are different reasons for receiving a task. On the one hand, a workflow set up by
the administrator can assign documents that fulfill defined conditions to an employee as a
task. On the other hand, an employee may also have sent you a document manually as a task.
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[ oestine <~ same ___7ae o wmer | The documents in the resubmission hit list are displayed

|2 6/5/2024 11:1 purchase _invo Vendor_Invoic Please book/p: Urgent!

(e 1N different colors. If a document is highlighted in yellow,
this means that it currently has the status in progress. The red marking indicates that the
specified processing period for the document in question has been exceeded.

By clicking on an entry in the hit list, you will see the corresponding document and can edit it
according to your specifications. Once you have finished editing the document, click on Done
/ Continue. If you select In progress, the document is highlighted in yellow in the list, Done /
Continue removes the document ment from your resubmission list and forwards it to the next
station in the workflow, Cancel cancels the workflow and also removes the document from
the ‘ list.

Done /
next step

Cancel Forward to

The Cancel option is only available if you have been authorized to cancel the workflow
for documents in the relevant archive!

Click on CW to display the resubmissions for the current calendar week. You can use the ar-
row buttons to move forwards or backwards in the calendar weeks. You can see which
calendar week is currently displayed in the title bar of the resubmission window. A Comment
field is added to the resubmission/task list, which can be filled with free text by the user. The
field also appears as a column in the list so that it can be sorted.

. If you select the Resubmission tab, you can save frequently used resubmission options
in the options, i.e. the settings for resubmissions to users to whom you regularly delegate
documents with the same specifications, as favorites.

Clicking on Delegated Resubmission shows you the list of documents that @ |

you have delegated to other bitfarm users for processing or for which you todo

past due

have been entered as a controller in an automated workflow. Right-click inprogress

done

Fulltext

on delegated resubmission to display the hits according to your selection.

This gives you a precise overview of the status of the documents that you have transferred to
another user for processing as part of a workflow at .

Here too, you are only allowed to cancel the workflow if you have the corresponding
authorizations in the relevant archive.

Documents can also be forwarded or delegated to other employees in the list of delegated
resubmissions and returned after completion if desired.
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rr) Create resubmission

A resubmission for a document is created by right-clicking on the [ecmmme *
document and selecting Create resubmission. A dialog box then F :
appears in which you can make settings for editing the document
and, if necessary, enter a short message to the recipient(s).

You can also set whether (in the case of delegated resubmission) the

document should be returned to you after completion and whether a reminder mail should
be sent if necessary. The reminder email is sent to the processor and controller of the task as
soon as it is "overdue". In the event that you have created favorites for "quick distribution"
(see Tip: Resubmission)

: The server must also be configured accordingly for the sending of reminder emails to
work. Ask your administrator about this if necessary.

You can also set the resubmission date and the date for the reminder and specify whether the
document is only sent to one person or to a group for processing. When forwarding to a
group, you can also set as a condition whether the document must be processed by each
individual member of the group (Everyone individually) or whether completion by one mem-
ber of the group (One for all) is sufficient.

If you select several individual users, they will be combined internally into a temporary
group so that you can also use the One for all or Each individually option.

If you do not select an editor, the resubmission is automatically created for the user who
creates it.

If you have resubmission favorites, these will be displayed as shown below and can be used to
quickly distribute documents.

c

: Complex, cascaded workflows with several stations/consecutive steps can only be set
up by the administrator and are described in the system manual.

ss) Undock resubmission

Resubmission in a separate window | 1T YOU WoOrk a lot with the resubmission list, it can be practical to
undock it and have it open as a separate window on a second screen, for example. Clicking on
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an entry displays the associated document in the viewer. You can dock and undock the re-
submission list using the button.

24. History

A unique history is written for each archived document from the time of archiving. Clicking on
the History tab on the right-hand side of the preview shows you all the actions perfor-

03sTH

med on the document in question to date, including the date, time and user who made

Al

the change or addition. Clicking on the column header allows you to sort the entries in
ascending or descending order.

Date Use
16.10.2024 12:18:31 Userl

Resubmission Please contact the customer and make an appointment. continued
18.10.2024 12:15:24 DMSAdmin
18.10.2024 12:15:24 DMSAdmin
18.10.2024 12:15:24 DMSAdMin

If you are unable to view the history, you have not been granted authorization to do so.
If in doubt, please contact your DMS administrator.

25. Comments

Information about a document can not only be placed on the document in the form of anno-
tations (notes, free text, other graphic elements) or saved as keywords and additional fields.
The Comments function offers the option of saving text that can be sorted by user in chrono-
logical order with the document in the database. You call up the discussion view via the but-
ton to the right of the preview. If this is colored orange, as in the image, a discussion already
exists.

Date User Comment
18.10.2024 12:22:42 User1 Twiould like to discuss this document
16.10.2024 12:24:01 OMSAdmin Oh yes, that's what I want too.

If you do not have this switch, you do
not have the authorization to open or edit
discussions.

SBUROD | AICISIH Wol-Ind Mawalg |

26. bitfarm-Archiv GPL - Options

You can make various settings for the display and function of your bitfarm-Archiv GPL applica-
tion in the File menu under Options.
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tt) General" tab

- = Under the General tab, you can configure the bitfarm-
Archiv GPL application to suit your working habits.

Under Default location for saving, select a folder in which
the documents are then automatically saved using the
local storage functions, unless you want to manually select
your own storage location each time you save documents
from the application.

If you uncheck Use Windows default printer, you can set an
e alternative printer as the default for printouts in the selec-
tion field above.

Deokus# (2)
N projectd711 (1)

If the option Show number of links in tooltip is checked, the links of this
document and the number of linked documents with the respective link in
round brackets are displayed after clicking on the Links status. By clicking on a link, all
documents belonging to this link are displayed across all archives.

: The number of documents displayed in brackets for the respective link may be higher
than the number of documents returned after your search using this link. If this is the
case, it may be due to the fact that there are documents with this link that are located in
archives to which you have no authorization.

Automatically switch to preview means that when you click on a new document, the preview
is always displayed first, even if the full text or the history was called up for the last
document.

Enable warning window means that notifications are not displayed
in the status bar of the application, but a pop-up informs you
for a brief moment about certain actions that you have per-

formed. In this case, a document was packed as a PDF attach-
ment in an outgoing email.

Moving with drag-and-drop from the Explorer means that when importing from the Explorer
using "simple drag-and-drop", the document is moved, i.e. is no longer available in the
source directory.

. If you hold down the Ctrl key while dragging and dropping, only a copy of the
document will be imported.

Highlighting lines in multiple colors may make the hit list in the application a little clearer for
you, as every second line is highlighted in color.

Highlighting negative currency fields in red means that the negative amount in a currency field
is displayed in red, both in the respective additional field and in the hit list.
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Sum only selected documents means that if you have set 5 Sum in the footer of the hit list,
only documents selected in the hit list are summed. Otherwise, the entire column is al-
ways totaled.

If you use Outlook to send emails, you can activate Outlook OLE instead of MAPI when
sending emails. This has the advantage that you can continue working in the application
even if the mail has not yet been sent.

Under Synchronize time with, a local computer can be selected whose computer time is then
adopted in the application.

uu) Editor tab

You can specify whether and in which program compo-
nents you would like a thumbnail view of the documents
to be displayed in addition to the preview. The thumb-
nail view can, for example, give you quicker information
about the page on which a note was written, as this is
indicated by the corresponding display in the thumbnail

H Tools
ViEW. pRES—

In the Double-click on document section, you can set
how the application should behave when you double- _—
click on a document, both for documents in the "normal" viewer view and for documents in

the importer and workspace view.

Here you can create an additional option to set a document to "Edit status" in order to
quickly add notes or edit additional field values.

If the option OCR automatically in clipboard is activated, the text that was determined via the
range OCR is copied to the clipboard. The option Add values with semicolon for OCR means
that you can copy additional values into the same additional field via the range OCR, which
are then separated by semicolons, e.g. if you want to store several order numbers for a
document.
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You can use the hotkey for OCR to activate the area OCR, which you can also activate by |5
clicking on the corresponding button.

The setting selected in Autozoom mode affects the display of the pre-

view. You can make different settings here.

Select the last user setting and the zoom factor will be set as you
previously set when the application is restarted.

As a rule, the preview zooms into the image when you turn the mouse wheel forwards. If you
prefer the opposite effect, set this with Reverse mouse wheel zoom direction.
If you would like to navigate through the pages of a document using the scroll wheel of your
mouse, you can set this using the Use mouse wheel for scrolling option.
. If you have activated this option and want to zoom into the preview of the document,
you must press Ctrl + mouse wheel.

vv) Search tab

With Max. Show hits: Select the maximum number of hits [ =~
to be displayed in the drop-down menu. A small value, |
e.g. 50, speeds up the search.

You can set how many of your last search queries should

be displayed as history bookmarks under Max. Show
history bookmarks.
If you would like the latest documents in an archive to be

displayed immediately when you click on it without having
formulated a search query in advance, select the option
Automatically display the documents in the archive. The latest documents in the respective
archive will then be displayed.

Autocomplete shortcuts / titles offers you possible existing shortcuts that begin with these
letters when you fill in the shortcut search field. The same applies to the search for titles if
you set the search field to Title in the standard search. If you do not use this function, it
may be useful to deactivate it in order to avoid extended start times, which can be caused
by loading a longer shortcut list.

If you want the search terms from the last search to be retained when changing archives,
select Do not reset standard and full-text searches when changing archives.

The option Show additional fields of the document additionally has the effect that even with a
warehouse-wide search or a link search, where documents from different archives are
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displayed in case of doubt, their individual additional fields are also always displayed,
which can be very different for each archive.

Restricting the search period to the last year has the same effect. Only documents from the
last year are displayed. Assuming you are carrying out a search query for all documents
relating to a specific client number, customer number or similar, it may make sense to
restrict the search period to the last year. This also speeds up the search function
considerably for large archives.

Use start of word in full text search means that when you perform a full text search for
document number 123456, no documents are displayed where the full text contains
x123456. This option therefore limits the number of hits in case of doubt and also shor-
tens the search time.

Show modification date in the hit list adds a modification date column to the hit list, in which

the date and time of the last change to the document is displayed.
If the location marker is activated, the hits returned by the full text search are marked in the
preview of the document.

: Different search terms are marked in the preview by different colored frames around
the respective locations. In the scripts.ini, which is located in the bitfarm-Archiv program
directory, you can set for which files the OCR should create an XML, which is required for this
location marking. You can navigate through the locations by pressing the F3 key.

You can select which search is to be carried out via the general search field by selecting the
corresponding checkbox. Full text, keywords, annotations and additional fields are available
here.

If you have selected the option Use general search field exclusively (without standard
search), any items you have entered in the standard search will not be taken into account.

ww) Importer tab

Here you can make some settings that affect the
documents that are archived via the importer.

e Print document after archiving would immediately
print the document archived via the importer on the
standard printer. . '.

User Manual V3.6 43 of 62 !



This function is only available for TIFs, as no preview has been generated for another

original file at this early stage.

e Reset entries after archiving, clears the entries you have made after each archived

document. This makes sense in most cases because different documents do not usually

receive the same metadata. For this reason, this is also the default setting.

e Archiving documents without OCR can be useful if, for example, you are archiving a num-

ber of photos where it would be unnecessary for the text recognition to start first only to

discover that there is no full text.

e The Fast archiving (late OCR) switch means that the document is initially only available as

an image without full text, but with any metadata entered and therefore very quickly. OCR

is then carried out afterwards, when the DMS server is idle.

Please note: These documents are not automatically indexed or sorted.

Always use title when archiving controls the naming of documents. If the option is set,
file names or, in the case of emails, the subject are used as document titles. The set
titles are displayed in black below the document and can still be adjusted (F2 / Re-
turn). If the option is not set, no titles are assigned in the importer. This means that
document titles can be set by rules as they pass through the server. Nevertheless, the
file name and subject are displayed in gray below the document. They are adopted as
titles when you switch to edit mode and back again (F2 / Return).

Color: By default, all documents are archived in color, i.e. colored previews are dis-
played in the viewer. The option can be changed on a case-by-case basis when ar-
chiving. The next time the document is archived, the default set here will be active
again.

High-resolution: As with the Color option, the default behavior for the resolution of
the previews is defined here.

Barcode separation: Activates barcode recognition and separation when passing
through the server. Same behavior as filter: barcodemerge.

Optionally, you can enter filters that automatically perform standard processes that
must always take place for the selected document type, e.g. (rotate, invert, etc.). Bar-
code recognition is activated via barcodemerge.
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xx) Scan profiles tab

If you have access to a scanner that has a TWAIN interface,
e.g. a document scanner, you can create scan profiles here

so that you can use them via the Importer tab.

bitfarm strongly recommends that you set the compressi- : : :
on to CCITT 4 and 300 DPI for good OCR with a small file | —— —— ——
size, black / white as the standard profile. If necessary, you
can also make fine adjustments to the contrast and

brightness here if the scan result is not good enough in =
this respect. Document scanners usually have the option of a color dropoutf"l;his means that a
so-called blind color can be defined. Frequently difficult documents are, for example, delivery
bills, third copy, pink, yellow or other colored paper. The background color can then be fil-
tered out using the corresponding setting so that the archived document in the DMS has a
white background with black lettering and thus the best possible OCR can take place. If the
scanner for which you are setting up the profile has an automatic document feeder, check the
Use ADF (automatic document feeder) box. It is advisable to set up a standard profile that
scans simplex, as this usually applies to the majority of documents and you do not want to
capture and archive the supplier's terms and conditions on the back of invoices, for example.
However, as there are also documents that contain relevant information on the reverse side,
it is also advisable to set up a profile for duplex scanning. Checking the Batch scan box would
cause a single document to be created from each individual page.

A few document scanners deliver a white on black image instead of black on white
when using the TWAIN interface. Only in this case should you check the /nverse box, which
corrects this undesirable behavior accordingly. If in doubt, please contact your administrator
regarding the optimum scan settings.

Caution: A lower resolution than recommended will result in incorrect text recognition for
scanned documents. Make sure that the resolution is not lower than 300 dpi for b/w scans
and 200 dpi for color scans. Make sure that the correct settings are also used for multifunc-
tion devices!

yy) Resubmission tab

You can change the settings for your resubmission under
the Resubmission tab.

If the Check for new resubmission at startup option is
activated, the application will first check whether
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there are any new resubmissions for you each time it is started, which will then be
available to you via the Resubmission tab.

Update resubmission every X minutes, checks your resubmissions in the selected time interval
and updates them.

If you check Back after completion, a document that you have delegated to another person
for processing is placed back in your own resubmission after completion . Send reminder
email informs the person responsible and also the controller when a document is due that
it is waiting for them in their resubmission.

Show additional fields of the document additionally causes the respective additional fields and
their values to be displayed for each document within the resubmission list.

Under Standard columns, you can set which columns you want to be displayed in the resub-
mission hit list.

The display of the standard columns has nothing to do with the additional fields.

: You can save frequently used resubmission processes to certain editors or groups as
favorites. By right-clicking on a document, you will see your favorites in the Create resubmis-
sion section as soon as you set the focus on this entry with the mouse, allowing you to delega-
te the same processes quickly and easily. You can also assign icons to these favorites, which
are displayed in the annotation bar, so that you can quickly delegate tasks that are regularly
assigned at the touch of a button.

|

Name: Check for correct invoice number
| Info: Check invoice number

Editor: DMSAdmin

Date: 0 days (immediately)

Deadline: 7 days

Options: One for all

You may have documents that you must always present t0o @ | —

specific user or user group in X days from the moment you view the
document in question. Create a favorite for this as well, which then s = =
only presents this document on the set date, date in days.

zz) HotSearch tab

Here you can assign hotkeys, which then carry out a search

according to your settings, e.g. in a specific wa-
rehouse/archive, with a term previously marked and

......

placed on the clipboard. You can also change the preset
standard hotkey which searches the current archive for a | = ==
term previously placed on the clipboard using Ctrl + b.
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The Screenshot function allows you to search from other applications that do not allow you to
copy the relevant information using Ctrl-C, i.e. where the previously available HotSearch
mechanism cannot be used. To do this, you can draw up a graphical mask in which the search
term must be located. HotSearch takes a screenshot and cuts out this area accordingly. The
OCR function reads the graphic and starts the search in bitfarm-Archiv GPL. This works on
current clients with virtually no delay. This feature is limited exclusively to searching for num-
bers!

You also have the option to search directly for a link. For emk, when selecting an order number
in the ERP, the entire order can be displayed directly in the DMS. Check the GDocID search
box if, for example, you have saved the GDoclD associated with this data record in your ERP in
order to call up the archived document directly in the DMS.

If you want to carry out a link search via HotSearch, it is not necessary to select a spe-
cific archive, as a link search is always cross-archive and shows you all documents of this link
within the scope of your authorizations.

Attention: You must restart HotSearch for your settings to take effect. Right-click on the Hot-
Search icon in your Windows taskbar and then select Exit to exit HotSearch. HotSearch is
available as a shortcut in the startup of your operating system. Operating systems prior to
Windows 8 have an Autostart folder in the Start menu which you can use to restart HotSe-
arch. This is no longer possible for operating systems after Windows 8. Press the key combi-

=1 nation Windows key + r and enter the command shell:startup in the
window that opens and confirm this with the Enter key. A Windows

Explorer window will then open, showing you the programs that are

started when you start your operating system. Double-click on the
HotSearch shortcut to start HotSearch again.

27. Graphic o ptions

-@“ﬁ“‘ EWC You can access the graphic options as shown, or by clicking on the correspon-
' ding button in the annotations toolbar.

¥, Graphics options

User Manual V3.6 47 of 62 24.10.2024



aaa)

5] Options for graphical elements

Stamp - Dbject properiies
Highihler | Motes | Text | Line | Anow | Percil
Colour Paten
| Bockgowd | indvuel. | || Backgiound |None
Frame: [ Individued. Frame: Momal

Genseal

DbiectNare: [New Rectangle
Line w2 3 Pael
Ruder ype: | Nermel

Pessurement: [Foeiion
Opsty 255

(@) Resizable ¥ Movatie I
Height 400 J  wigh 400 T

Humber. |1

M Eave Carcel

Change object properties

In the graphic options, you can change basic settings for
annotations.

In the bottom row of tabs, select the object type that
you want to edit. You can use the two arrows in the top
right-hand corner to move through the row of tabs to
see other annotation types. You can temporarily save
the settings you have made by clicking Apply, save with
OK and close the window.

For notes, text, highlighter and freehand line, you can

make the default settings for 10 favorites each. Select the number of the favorite you want to

edit from the drop-down menu in the bottom right-hand corner.

Objects in which text can be edited can now adjust their size to the written text while you are

writing. You can set below the text field to determine whether an object should "grow" in

height or width. You can use the tab key to navigate through the fields of the mask. If one of

the tabs is activated, you can use the cursor keys to scroll quickly through the tabs.

bbb)

i3] Options for graphical elements

Stamp | Obiect picperies |

Stamp Propetties
Stamp Hare [booked and paid
Stamp Tipe: @ Teaasmp O Inagesane
Starp Tesk:  baoked and paid U %D

orr
Oinabeton O Set State [

Create and change stamps

To create new stamps, select the Stamps tab. Then click
on New, assign a meaningful stamp name and change

| the stamp type to Image stamp if necessary.

If you select Text stamp, you can enter your text for the
stamp in the Stamp text box and use the button marked
with a T to format the font, color and size. The text field
can also be filled with text variables. For example, a
stamp can automatically contain the current date, time
and/or the user who sets it. By clicking with the left
mouse button on the Text variables button, you get an

overview of which text variables you can use.

If you select Image stamp, the text field is grayed out. The button next to Stamp image opens

a selection menu to search for the desired image. This is then displayed in the box below.
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Make a stamp available as a favorite in the application by assigning your stamp to one of ten
possible favorites under Favorite no.. You can also define the width and height of image
stamps or automatically adjust them to the size of your stamp text.

To make changes to a stamp template, simply select the relevant stamp in the Available
stamps box and then edit it, as when creating it.

S Vo kot ot 00 You can also apply the contents of your clipboard to a document as a
stamp. This works with images, e.g. screenshots, as well as with text that

Teuvasiables |

you have in your Windows clipboard. To do this, simply create an image stamp and check the

box in Clipboard.

With GPL version 3.6.2, it is now also possible for the application of a stamp to set a
status. To do this, select the stamp that should also set a status and select Set status in the
configuration under Action and then the available status that should be set. In the example
above, released.

To be able to apply annotations such as stamps to a document, you must first set it to edit.
The easiest way to do this is by pressing the F2 key or by clicking with the mouse on the cor-
responding buttons in the bitfarm-Archiv GPL application. Pressing the F2 key again saves
your changes to the document and exits edit mode.

28. Keyboard shortcuts in text objects

When working in text objects (notepad, text field, stamp), you can use various shortcuts to
further simplify or speed up your work. Below you will find a list of the shortcuts and their

functions.

Center text Ctrl+ e Set text left-aligned Ctrl + 1
Set text right-aligned Ctrl+r Justification Ctrl +j
Call up font options Ctrl + f ltalicize selected text Ctrl +i
Make highlighted text bold Ctrl+ b Underline selected text Ctrl + u
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Change the background color . ]
Ctrl+g Highlight entire text Ctrl + a
of the selected text

29. Customize user interface

You can customize the user interface of the bitfarm-Archiv GPL application, for example by
clicking on View and selecting the settings that suit your needs.

For example, you can show or hide individual toolbars or windows,
change the interface design with regard to the color scheme or
choose between English and German language settings.

HotSearch

Documents that were created in other Windows applications or from which data was

also transferred to other applications are often searched for in the archive. HotSearch ensures
that you can access the document you are looking for as quickly as possible.

30. Search with HotSearch

HotSearch is usually started automatically when the computer boots up. You can tell Bl
that the program is active by the HotSearch icon in the notification area on the right-
hand side of the taskbar.

Using the key combination Ctr/ + ¢ and then Ctrl + b (standard hotkey), previously selected
text from any Windows application can now be transferred to the application as search text,
which then immediately performs a full-text search in the last selected archive or storage
location. It is only important that the Windows application allows information to be transfer-
red to the clipboard. For example, in your ERP application, you can select the content of the
invoice number field by double-clicking on it and then press Ctrl + ¢ and Ctrl + b to have the
invoice immediately on the screen.

Just as you can search the entire archive for a term previously placed on the clipboard using
Ctrl + b, you can do this in specific storage locations and archives using your hotkeys. You can
define individual hotkeys under the HotSearch tab in the options and settings.
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Changes you have made to the hotkeys only take effect when HotSearch is restarted. An
explanation of how to restart HotSearch can be found in a previous chapter.

31. Reference to new resubmission

If HotSearch is active, your resubmission list is checked at regular
intervals. If there are any changes here, the icon in the info area starts

to flash and a speech bubble opens to inform you of the change. The
HotSearch icon flashes until you open your resubmission list. Double-click on the HotSearch
icon to open the application, if it is not already open, and display the document that is now in
your resubmission

You can specify the intervals at which your resubmissi-

ons are to be checked in the options and settings of the bit-

farm-Archiv GPL application. By default, the check takes place

Modified

Archiving Date

every 5 minutes.

32. Create a screenshot and send it to the importer

If HotSearch is activated, the key combination Ctrl-Alt-M is used to create a screenshot which
is then sent to the importer as a PNG, which can then be archived accordingly.

The importer

The importer is made available to you as a panel below the archive tree. You can open it by
left-clicking. You can use the importer to import documents from the file system or a connec-
ted scanner.

You can load documents from the file system either via the corresponding button in the im-
porter or via drag & drop from Windows Explorer.

Another option for importing files from Windows Explorer is to send them to the importer by
right-clicking on "Send to bitfarm".

E-mails from Outlook as well as documents in Word and Excel can be sent directly from the
respective application to the importer using the bitfarm-Archiv add-in.
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cce) Editing documents in the Importer

Documents in TIF format can be combined into a single document or individual pages of a
multi-page TIF can be removed and repositioned.

To link, drag the desired page onto the corresponding document to which it is to be linked. A
green frame indicates that the documents will be linked to form a new "complete document”
when you release the mouse button.

You can also split or merge selected TIFs by right-clicking. Double-clicking on a document
opens it either in a docked panel, in the editor itself, or in a separate tab within the importer,
depending on the setting, which you can adjust in the options and settings according to your
wishes.

The naming of documents in the Importer can be controlled via an option (File menu - Opti-
ons - Importer - "Always use title when archiving"). The default behavior is that documents
from files are given the file name as the title. For emails, the subject is used. Titles are dis-
played below the document. They can be changed by pressing the F2 key or double-clicking
on the title.

If the "Always use title when archiving" option is not set, the titles will still appear in gray
below the document. However, they will only be used once you enter and exit edit mode (e.g.

= Mavigation £ | Dcoment imormaticn i Imparter 3

using the F2 and Return keys).

If you would like to archive a
document that you have sel-
ected in the importer, first
select the desired document
by clicking on it (highlighting
it), then select the target ar-
chive, add any additional fields
if necessary, add keywords or
links manually and/or assign
the document to an employee
or group for editing (via the
Standard tab) and then click
on "Archive".

If you frequently archive

Rendumission (1] Mew (1)
Fuckmarks,

documents with the same or
similar additional field content
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in an archive, enter this content once and select "Tools" - "Save standard values - additional

fields" in the menu. The entered values are then always displayed when you click on the rele-

vant archive in the importer. You can then accept the values, change them or reset them by

clicking on Reset.

(F688) rapic Hei B[ [IWI B

Make audit-proof

Recover ariginal document
Refresh document
Create empty document [

Duplicate document

H

Export meta data [
delete NRS document

Edit keywords

Create new link Umsch+Alt+V [

Link current document to Dokus#  »

5]" Save default values

You can also use the keywording help to simplify the completion of additional fields. The ad-

ministrator can also define rules on the server for the automatic keywording of similar

documents.

Imvoice Number: V1202304004
Imvnce Date: June 5, 2024
O Nurmber. PO-2023-05-001

Vender:

ABE Company

123 Main Sreet
Anyiawe, USA 12345

Bill To:

XYZ Corpormton

450 Dak Avirue
Somewhare. USA $4321

Bembo, Descrigon  Quandly Unit Price Total
gk [ T T T

- R R T T

3 TeeosmainC L T TR ]

Subtowl  $3.375.00
Tax(5%)  $18875
Shppng. 35000

Totsl: 5356375

Tip: For a better overview, the view can be
enlarged by holding down the control key
and turning the mouse wheel. If you need a
real preview of the document, double-click
on the relevant document while holding
down the Ctrl key. The document is then
displayed in a preview window, which
appears in the left half of the screen as
shown. If this document consists of several
pages, you can drag and drop individual
pages from the document into the Importer

as a separate document using the thumbnail view, for example.

Note: A simple drag-and-drop of pages causes them to be
removed from the "entire document"”; if the Ctrl key is
held down, the page or pages remain in the entire

document.

If you close the bitfarm-Archiv GPL application while there || [IDen't Show this message again (when No is chosen)
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are still unarchived documents in the Importer, you will receive a message to this effect. If
you confirm this message with No, you will still have these documents in the Importer the
next time you start the application.

Workplace

Auchive tree

- — —y — —
Imparter (0) 2 b 2 = 2 b 2 =
Resubmision : ; =
Bookmarks : :
| Workspace (4) =

Functions

[o][w :

Vendor_invore_.. Vendor_invoce_.. - Vendor_invoxe_... - Vendor_Invoxe_.. ~

The workspace allows you to temporarily collect documents that have already been archived,
for example to annotate them, send them by e-mail, print them or save them. You can also
select individual documents in the workspace and merge them into a new overall document,
archive it as a new document, save it, print it or send it by email.

Select the relevant document in the application and drag and drop it onto the My Computer
tab or right-click on the document and select the Send dialog. You can also select individual
pages of a multi-page document and drag them to the My Computer tab.

«««««

Send document to workstation means that changes to this
document, e.g. in the form of notes, are also visible on the

. archived document. Send copy to workstation means that a
copy of the archived document is placed on the workstation. Ultimately, this represents a
new document. Annotations on this copy have no effect on the original document.

When you close the application, documents that you have on the workstation are retai-
ned and are available to you when you log in again.

The key combination Ctrl + W can also be used to send documents from the application
to the workstation.
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Appendix

33. Keyboard shortcuts (bitfarm-Archiv GPL 3.6.2)

General

Marking all pages Ctrl + A
Marking an area Shift + click
Marking individual pages Ctrl + click

Page change in the preview

Arrow up/down

Navigating through the hit list

Arrow scroll buttons, Pos1, End

Search via the search slot on the selected Ctrl+F
archive

Search via the search slot across all archives | Ctrl + Alt + F
Full screen mode F11

Full screen mode with notes Alt + F11
Call up last document Ctrl+0

Remember document

Shift + Ctrl + 1...5

Call up marked document

Ctrl+1...5

Previous document from the history

Alt + Ctrl + "Left"

Next document from the history

Alt + Ctrl + "Right"

Open document in own tab Ctrl+T
Open document in own window Ctrl + N
Navigation through the locations that are F3
marked in the preview

Focus on hit list F4
Repeat search F5

Reset F6
Copying a document to the clipboard Ctrl + Ins

User Manual V3.6 55 of 62

24.10.2024




Copy original file to the clipboard

Shift + Alt + Ins

Copy page to clipboard

Ctrl + Alt + Ins

Copy Doclink to the clipboard

Shift + Ctrl + Ins

Send document to workstation

Ctrl+ W

Reach menu

F10

Sort view in the Importer

F9 also Ctrl + double-click

Cancel ESC

Save

Save document locally as TIF Ctrl+ L

Save document locally as PDF Ctrl+ Alt + L
Save original file Shift + Alt + L

Save locally with preview

Shift + Ctrl + L

Print

Print with preview

Ctrl+ P

Printing with standard printer

Shift + Ctrl + P

Dispatch by mail

Send as PDF

Ctrl+ M

Send as TIF

Shift + Alt + M

Send with preview

Shift + Ctrl + M

Keywording
Rename document Ctrl+R
Set document in process F2
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Navigating through additional fields

TAB or Shift + TAB

Area OCR

Ctrl+Y

Create link

Alt + Shift + V

Current date in additional field

Ctrl + Shift + <

User in additional field Ctrl + <
Save Ctrl+S
Annotations

Center text Ctrl+E
Text left-aligned Ctrl+ L
Text right-aligned Ctrl+R
Justification Ctrl +

Font options Ctrl+F
Marked text in italics Ctrl + |

Marked text bold Ctrl +B
Underline selected text Ctrl+ U
Change background color (Text-Annos) Ctrl+ G
Highlight entire text Ctrl + A

Input mode Select Anno + Enter
Exiting the input mode ESC

Selection tool (object selection) F8

Leaving the selection F7

Marking all annos Ctrl + A

Marking individual annos Ctrl + "Click"
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Navigating through Annos

TAB or Shift + TAB

Resubmission

Switch to the Resubmission tab Alt+3
Create a new Resubmission Alt + Shift + W
Switching through program elements (tabs)

Switch to administrator ( Alt+0
only visible to administrators)

Switch to stock and archives Alt+1
Switch to importer Alt+2
Switch to Resubmission Alt +3
Switch to bookmarks Alt + 4
Switch to workstation Alt+5
Switch to standard tab Alt+6
Switch to additional fields tab Alt +7
Switch to Shortcuts tab Alt + 8
Switch to preview Alt+9
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34. The bitfarm-Archiv GPL application - Operating elements

Shows or hides the archive tree

El

Shows or hides the search options

Al

Shows or hides the thumbnail
view

&

Docks or undocks the resubmission
list

5

Saves the document locally (op-
tions as drop-down menu)

POF

Sends the document by e-mail (opti-
ons as drop-down menu)

s

Prints the document (options as
drop-down menu)

Es-

Copies the document to the clip-
board (options as drop-down menu)

20°

180°
S92

Rotates the current document
page(s) as displayed

Allows you to edit the keywords

Creates a new link (autorefe-
rence) for selected documents

Creates a new link for selected
documents (dialog box for assigning

names)

Links selected documents with
last active link

Removes a page (not for documents
that have already been archived, but
in the Importer, for example)

Shows how many documents are

Files an NRS document in an audit-
proof manner with the appropriate

&= currently in the server queue 3 o
authorization
Shows which of how many pages Indicates the current display size of
@[ =@ s currently displayed, allows you | sm= - the preview and allows it to be

to scroll forwards and backwards

changed (drop-down menu or
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and enter the page number
directly

mouse wheel)

Displays the current autozoom
mode and offers selection opti-
ons

(drop-down menu)

B Shows or hides public annotations

Shows private annotations. Re-

& |- lease option for users (drop- = Shows or hides stationery
down menu)
Displays existing links and Displays existing original
Links allows you to call up linked | [&] original file files and allows them to be
documents. called up
Enables a document to be ,
, Indicates  whether  the
checked out/checked in. : _ ,
P checked out in progress  document is being proces-
Shows whether a document
, sed and by whom.
is checked out and by whom.
Indicates whether the
2 , . Goes backwards through
enresbmisson  document is on resubmission | gy .
_ the search history
and with whom.
Goes forward in the search ] o
P , 50 - Sets maximum hit display
history
Stops the search, resets
Search Starts the search (F5) 0 Reset P .
the search settings (F6)
Puts the document into
— editing mode so that Saves the changes and

. Edit

keywording can be
carried out (F2)

o Save

exits the editing mode (F2)
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i ocancel

Discards, for example,
tags that have not yet
been saved (ESC)

Shows or hides the location
marker

35. Annotations toolbar

| ¢

Saves the annotation and
exits edit mode.

+
-
»

Activates handles  for
zooming in/out, enables
moving

[>o |

Provides selected stamps
(favorites)

Opens a selection window
for available stamps

Provides different colored

Provides different colored
highlighters  (drop-down

F pens (drop-down menu) ¥
menu)
Provides notepads in diffe-
rent  colors  (drop-down / Draw arrow

menu)

—— |

Activates the line tool

Activates the text tool,
offers a selection of text
favorites

Enables editing of the gra-
phics options

Performs OCR in the area
to be selected (subsequent
transfer to additional fields
by right-clicking in the
selection)

Delete annotations

Search in the current tab
(preview, full text, history
and comments)
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36. Optimize search times

Below you will find a brief overview of how you can optimize your search queries if the return
of your query result takes too long.

=>» Ideally, formulate your full-text search at archive level

=>» Set the maximum number of hits to 50 and the 50 most recent documents will be dis-
played.

=>» Restrict the search period to the last year. You can activate this in the options and set-
tings.

=>» In the Options and settings in the Search tab, activate the option Use start of word for
full text search.

=>» Combine the different search methods, e.g. date range + full text or additional fields +
full text.

=>» If you regularly work with documents that are always the result of the same search
query, execute the search and save it. (See chapter Bookmarks)

bitfarm Informationssysteme GmbH
Spandauer Str. 18
57072 Siegen

info@bitfarm-archiv.de

Copyright © 2003 - 2024 bitfarm Informationssysteme GmbH
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