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ACCURACY

Every effort has been made to ensure the accuracy of the features and
techniques presented in this publication. However, Netcall Telecom Ltd accepts
no responsibility and offers no warranty whether expressed or implied for the
accuracy of the publication.

RESTRICTED RIGHTS

You may not reproduce, transmit, transcribe, store in a retrieval system, or
translate into any language or computer language, in any form or by any means,
electronic, mechanical, optical, magnetic, photographic or otherwise, any part of
this publication without the expressed permission of Netcall Telecom Ltd.

Copyright © Netcall Telecom Ltd 2015

Netcall Telecom Ltd

3™ Floor, Hamilton House
111 Marlowes

Hemel Hempstead
Hertfordshire

HP1 1BB

Tel: 0330 333 6100
www.netcall.com

INTENDED AUDIENCE

This manual is intended to be used as a general user guide for Liberty EDRMS.
No prior knowledge of using Liberty EDRMS as a user or administrator is
required however training must be provided by a Netcall Consultant or a trained
trainer within the organisation.
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USER GUIDE STRUCTURE

Section Title

Description

1 Introduction

2 Getting Started

Working With

Folders
Working With
4
Documents
5 Version Control
6 Indexation
7 Searching EDRMS
8 Sending
Documents
9 Subscription
10 File Association
11 Review Date

12 Archive Date

This introduces you to the features and benefits that
EDRMS offers.

This shows you how to access EDRMS and describes
the functions of EDRMS'’s user interface components.

This explains how to use the basic features of EDRMS
for folder management.

This demonstrates how to use the basic features of
EDRMS for document management.

This introduces the concept of versioning and shows
how you can track and save all of your document
changes.

This shows you how, by using Categories, you can add
additional, user-defined metadata to defined file types.

This shows you how to perform keyword and advanced
EDRMS searches on both file attributes and file
content.

This demonstrates how you can share files stored
within EDRMS to internal and external recipients.

This explains the function of file subscription and how
this facility help you track changes made to these files.

This explains how the use of file association helps you
keep track of associated files.

This describes review dates and shows how they can
be used to set dates for document review.

This introduces archive dates and explains how they
can be used to control the life-span of your
documentation.
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Recent This shows you the EDRMS facility that allows you to
13 .
Documents return to recently visited documents.
This demonstrates the EDRMS facility that allows you
14 Favourites to “bookmark” documents and folders for future
reference.
15 Workflow This explains the application and use of Workflows for
Approval document approval.
This describes your message inbox which can be used
16 Inbox to keep track of the various EDRMS actions that
require your attention.
17 Viewer Explains the two types of viewers available and how to
use them.
18 M_easurement Instructions on the user of Measurement Viewer.
Viewer
19 Forms Explains how to load and submit forms.
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1 INTRODUCTION

1.1 OVERVIEW

Liberty EDRMS is a web-based system that provides the facility to store, access
and organise electronic documents and related information in a single repository.
This section gives you a glimpse of EDRMS and what it can do for you.

The topics covered in this section are:
e EDRMS at a Glance
e EDRMS Features
e EDRMS Efficiency

1.2 EDRMS AT A GLANCE

Liberty EDRMS is accessed using a Web browser interface e.g. Internet Explorer,
Google Chrome or Firefox. No additional software or utilities are required to
access EDRMS through a Web browser, simply point your browser to the location
of the EDRMS server and its respective login page; for example,

http://<my server>:<port>/SerengetiEDRMS

e Please note that some screens which EDRMS uses, require Java to be
installed on the host to run. It is advised that this is kept up to date to
ensure that the operational integrity is maintained.

e If your organisation is utilising the Single Sign-on function then the
system will be accessible without the requirement to enter your username
and password, through your network credentials.

e The EDRMS version number is displayed at the bottom of the Login form,
and after logging in, at the right-hand end of the screen footer bar.

Once you have logged onto the system, you are presented with the Web browser
interface. The interface is divided into two, main areas.

e The header of EDRMS is a navigation bar that allows quick and easy
access to various areas and functionality of the system, such as
searching, workspaces and recently viewed/favoured documents. This
region also contains links allowing you to log out of the system and
change your password.

e The main content frame occupying the majority of the browser. This will
change according to the functionality within EDRMS that you are currently
using, it can range from your messages inbox to views of document
content and associated details.
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1.3 EDRMS FEATURES

The following chart shows the features of Liberty EDRMS.

Feature Description

Ease of access to files Fast and precise navigation to files is provided
by a clear and functional web interface.

Integrated Storage Each directory can store multiple file types,
including:-
Web files
Word processing files
Audio files
Video clips
Zip files
Executable files
XML content.

Versioning File are versioned, enabling you to keep older
versions of files and therefore track changes
made to documents in their lifetime. EDRMS
manages the versions for you and all versions
are stored in the same directory.

File access for collaborative File Check-in/Check-out allows you to lock files
projects you are working on to prevent other users
overwriting your work.

Locations By using the Paste as Link function, a single file
may be accessed from a number of locations.

Searching Multiple file types can be stored together and
categorised in exactly the same manner within
EDRMS. You can perform a single search to
locate all references to a topic.

Archive Date You can set the date when a file will expire and
become automatically archived. Modifications
can be made to this date at any time. There is
also an automated approach to setting Archiving
and Disposal dates, this is covered in a separate
guide.

Review Date You can set a date for a file to be reviewed and
change this date at any time.
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Subscriptions

Workflows

Categories

Detailed Auditing

E-mails can be sent to you to advise you of any
changes to a file or folder. This enables you to
keep track of documents of interest.

Workflows may be assigned to documents
before publication, functionality includes:-
Multiple stages

Approve or reject documents

Automatic notification of originator
Automatic notification of next approver
Audit trail.

Files can be associated with a category

containing metadata about the file. This enables
the advanced metadata search facility.

A thorough log is kept for each individual
document and folder, recording all activity
carried out by users.
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1.4 EDRMS EFFICIENCY

As a user of EDRMS, it may be useful to you to know how the features of this
product can increase your productivity and provide you with greater convenience.

Work
Requirement

EDRMS
Provides

User
Benefit

Accessing and
managing files

Universal access to files
using a user-friendly
interface that will be
familiar to anybody,
even with very minimal
computing experience.

No need to learn a new interface in
order to work with files stored in
EDRMS.

Working on a
project that
includes
multiple types
of files

Unified access to
multiple file types; the
EDRMS interface enables
you to work with many
types of data:

e Word processing files
e Spreadsheets

e Web pages

¢ Audio and Video files

e E-mail messages

e XML

You don’t have to deal with separate
file hierarchies stored in multiple
applications.

All your files, of whatever type, are
visible when you open EDRMS.

Retaining
multiple, earlier
versions of the

Versioning

Versioning allows you automatically
save earlier versions of each file,
allowing you to track the development

same file history of files. If you are unhappy
with recent file changes, you can
access an earlier version rather than
attempting to re-create the file.

Managing file Check-in/Check-out Check-in/Check-out lets you restrict

access on a when others can edit your files. While

collaborative you’re working on the file, you check it

project out; others can read your files, but no
one can overwrite your work.
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2 GETTING STARTED

2.1 OVERVIEW: GETTING STARTED

The Web browser interface allows you to access and use the EDRMS system. It
requires no special utilities or other browser features. However, you must have
JavaScript enabled in your web browser preferences.

You should note that ActiveX is not required to use the standard Web browser
interface; however Java and Flash are required for the Advanced Viewer.

Currently, the browsers certified to work with EDRMS are:-
e Microsoft Internet Explorer 9.0 and above
e Firefox 1.0 and above

e Google Chrome 18 and above.

If you need any assistance with the above, please contact your System
Administrator.

The topics covered in this section are:-
e Accessing EDRMS
e Home Page

e Folder Hierarchy.
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2.2 MY WORKSPACE

My Workspace is the default working area for the department that you are
currently working from and can also be accessed at any time by clicking the "My
Workspace” link under the Workspace tab on the navigation bar.

You will be able to see all the folders in your current department, including the
documents, and will be able to work on these documents.

You can also view folders belonging to other departments for which you have
been granted access.

For users who utilise BPM, work tray items will also appear in the inbox. Actions
that you can perform on documents are explained later in this guide.

Workspace | Search | MyDocuments | Forms | Actions | Help by Mame ¥ | Zearch for documents...
Path: idepartiments/| CT/Information Governance (= Folder Actions: L [ e 9 g .-;. T T | L~
i & o o by X = e
Name = Modifier Modified Size Actions
2 Agendas serenget 2110872013 L ERO +
@ Data Protection sarenget; 23/04/2014 LS H O +
= Guidancs Motes MG 151102014 4 [ o & g
¥ Tect 2 - B0 dod ] system 1510172013 369 KB VRER N~ +
- I8 Tect 2 - 00 docx | system 103 1 MB 4 b o2 +
1 Tast 3 - 62 doox syst=m 1510172013 1 MB A S A +
¥ Test 3. 83.docx system 1siotR0Ts e 4 o' @ b @ *

Results per page : |_| 100 Number of results : 7

Figure 2.2.1 - My Workspace
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2.3 HOME PAGE

The Home Page is your personal working space and can also be accessed at any
time by clicking the "Home"” link under the Workspace tab on the navigation bar.

Anything uploaded into your Home directory can only be accessed by you.

Workspace | Search | My Documents | Forms | Actions | Help by Mame ¥ | Search for documents...

Path: hemeMG Folder Actions: Ly G 3@ & g & @ I %

L= depariments

= & o o Ly X & G
Name « Modifier Modified Size Actions
2 i Tray MG 151002014 L2 ® O +
Elamail - 4027 msg MG 14/10/2014 2 MB L @S *
] MG 1510/2014 400 KB ] S +

testing - 4130.doc s o gl

Results per page : |_| 100 Mumber of results : 3

Figure 2.3.1 - Home Page

As you can see from figure 2.3.1, your home page is located within the repository
under */home/<name>". The documents located within this folder are shown to
the right. Each icon in the Actions column alongside the document shows the
actions that can be performed on it. The folder actions allow you to perform
actions such as upload files, create sub-folders, subscribe to the folder and check
the folder properties. To perform actions on multiple files simultaneously, simply
select the documents using the check boxes and use the icons above these.
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2.4 INBOX

This is your EDRMS inbox, where you are able to keep track of your internal
messages, active workflows, and documents that are checked out. You can
access this at any time by clicking the “Inbox” link under the Workspace tab on
the navigation bar.

More on how to use the inbox is featured later in this document.
Workspace | Search | My Documents | Forms | Actions | Help by Mame ¥ | Search for documents...

Messages

[ Inbox(T) ” Sent ltems(0)

Received Subject From
E 04092014 01:30 e-intranet Review Mofification Alert - K
4 03082014 01:30 g-intranet Review Mofification Alert <4 X
B4 02092014 01:30 e-intranet Review Mofification Aler 4 X
4 014092014 01:30 e-intranet Review Mofification Alert 4 X
1 3140872014 01:30 e-intranet Review Motification Alert 4 XK
] 3v08/2014 01:30 e-intranet Review Mofification Alert -4 XK
4 28008/2014 01:30 e-intranet Review Mofification Aler 4 X

+ BPM

» Checked Out Documents

Figure 2.4.1 - EDRMS Inbox
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2.5 DOCUMENT ACTIONS QUICK REFERENCE

The following lists all actions that can be performed at the document level.
Further details about this functionality can be found later in the user guide.

INDIVIDUAL DOCUMENT LEVEL

These actions are performed using the icons associated with each document.

Document Details - This takes you
to the document details page to view
indexation, version, permissions,
workflows, logs and properties.

Modify Subscription - This lets you
subscribe or unsubscribe yourself from
a document.

Apply Indexation - This takes you
to the indexation page and allows
you to select a category for the
document and apply indexation.

Add Association - This lets you
associate documents together.

Check out - This checks out a
versioned document, locking it until
you check it back in again.

Manage Associations - This lets you
view other documents associated with
a document.

Check in - Checks in a document
that has previously been checked
out, this document becomes the
latest version.

Delete - This lets you delete a
document.

Cancel Checkout - This cancels the
checkout of a document.

Add To Clipboard - This adds a
document to the clipboard.

Make Versioned - This makes the
document versioned.

Add To Favourites - This adds the
document to your favourites list.

Set Permissions - for Business
Admin users only.

(.

Add Note - This lets you add notes
that are associated with the document.

Workflow Approval - This lets you
apply a pre-defined workflow to a
document.

Send Document - This lets you send
a document or link to a document to
other EDRMS users and external
recipients.

Save as PDF - This lets you convert
any Microsoft Office document to a
PDF version.

Lock Document - Allows the
document to be reserved, so that other
users cannot access it.

Version 1.2
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Edit Document- Allows Microsoft
Office documents to be edited.

Download File - This downloads the
document to your Downloads folder.

Declare Record - (requires Record
Management) declaring a document
as a record means it cannot be
altered in any way.

Make Public - (optional module
required) enables a button on the
document details page for copying a
link to the document.

MULTIPLE DOCUMENT LEVEL

These actions are performed using the icons associated with the folder contents
on documents that have been selected by ticking their associated check boxes.

Add To Clipboard - This adds
documents to the clipboard.

Add Association - This lets you
associate documents together.

Make Versioned - This makes the
selected documents versioned.

#

Delete - This lets you delete the
selected documents.

Email - This lets you send multiple
documents as links or attachments to
other EDRMS users and external
recipients.

C

Apply Indexation - Takes you to
the indexation page and allows you
to select a category and apply
indexation over multiple documents.

Version 1.2
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CLIPBOARD ACTIONS

These actions are available once a document has been posted to the clipboard

P

Save as PDF - This lets you convert
any Microsoft Office document to a
PDF version.

Associate - This lets you
associate documents together.

Make Versioned - This makes the
documents versioned, allowing you
to upload new versions of the
documents.

X

Remove an individual document
from the clipboard.

Clear all documents from the
clipboard.

Move To - move documents from
the clipboard into the currently
selected location.

g

Email - This lets you send multiple
documents as links or attachments
to other EDRMS users and external
recipients.

Paste to - copies documents in the

Apply Indexation - Takes you to

clipboard into the currently selected e the indexation page and allows you
location. to select a category and apply
Paste as link to - pastes ljndexatlo: over multiple
= documents as links to the originals, ocuments.
allowing you to access the document
as if it was in both locations.
E Download as PDF - Allows user to — Concatenate - Allows users to

download a document locally as PDF.

concatenate multiple documents as
a single PDF document.

Version 1.2
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DOCUMENT ICONS QUICK REFERENCE

Document Type - these icons appear before the document name

iE Microsoft Word Document

Ed

Microsoft Excel Document

|ﬂ Microsoft PowerPoint ' Image File
Presentation —
E PDF Document . Compressed Zip File

Text Document

Unknown Document Type

HTML, XML, etc).

Markup Document (such as

Document Status - these icons appear after the document name

This Document Is Versioned

This Document Has Metadata
Associated With It

Form or Advanced Form.

» Document was created from a

Document is an external
document, has been archived.

By Another User

-E:ﬂ This Document Is Checked Out

You Currently Have This
Document Checked Out

&= This Document Has
Associations (with other
documents).

Document has notes attached,
hover on the icon to view them

2 Document has been made a <Y Document has been made
record (requires Record public (optional module
Management). required).
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FOLDER ACTIONS QUICK REFERENCE

The following lists all actions that can be performed at the folder level. Further
details about this functionality can be found later in the user guide.

Folder Details - This takes you to

5

Upload - This lets you upload a

> the Folder Properties page to view document to the currently selected
details of the folder, and a log of folder or automatically upload to its
actions performed on it. Click the correct location in the folder
‘Back’ button to return. structure (as set in the Category
Import Config).
o Create Folder - This lets you create Add To Favourites - This adds the

a new subfolder.

folder to your favourites list.

Modify Subscription - This lets you

Set Permissions - for Business

subscribe or unsubscribe yourself —J Admin users only.
from a folder.

:I_,J Add To Clipboard - This adds the Move To - Clicking this icon will

- folder to the clipboard. = physically move the contents of the

clipboard to the current folder.

“' Up Folder - Go one level up on the & Refresh - This refreshes the
folder tree. ad current folder contents.

| Paste to - This will paste, effectively —]| Paste (As Link) to - Will paste a

= link for each document held in the

copy, the contents of the clipboard to
the current folder.

clipboard. The document is neither
copied nor moved.

Rename - This lets you rename a
folder.

Delete - This lets you delete the
folder.
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OTHER ACTIONS QUICK REFERENCE

The following lists all other actions that can be performed and icons that can be
found. Further details about this functionality can be found later in the user

guide.

This icon denotes an unread message
in your message inbox.

ol

This is used to identify an applied
category in the Apply Indexation
screen.

This icon denotes a read message in
your message inbox.

This is used to identify a category
that you can apply in the Apply
Indexation screen.

This is a folder as seen in the folder
tree.

G2

This lets you remove a file
association and can be found in the
Manage Associations page.

Clicking this will return you to the main
page. For instance, it will return you to
the document repository from the
document details page

This lets you download the list
displayed on workspace or search
results as a CSV

This allows you to hide folders if they

This indicates that folders have been

. are displayed in the workspace before temporarily hidden on the
documents (this is a preference set by workspace display, clicking it
an administrator). reinstates them.
This lets users type in the folder path = Once a user has typed in a folder
=x |

they wish to browse and go directly to
that folder.

path in Path input box, they can
click on this to open that folder.
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2.6 FOLDER HIERARCHY

The folder hierarchy is an organisational structure of one or more folders in
EDRMS. Folder hierarchies organise the repository so that users can browse
through it easily and securely.

Since different users may want to organise their information in different ways,
EDRMS allows the creation of multiple folder hierarchies to organise its content in
different ways, making browsing convenient. For example, the Sales,
Development, Marketing, and Consulting departments of a company may all use
different hierarchies.

By creating EDRMS departments for each company department, the system
automatically creates the necessary folder structure, allowing each department to
create and maintain their own structure.

2.7 SWITCHING DEPARTMENTS

When you log into EDRMS, if you are a member of more than one department,
you will be prompted to choose which department you would like to log into, as
shown in the figure below.

[ )

Figure 2.7.1 - Choose a Department

If you are member of only one department, you will be taken directly to that
department, and to the page specified by your Administrator, such as Inbox,
Workspace etc.
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At any time you are able to switch departments, by hovering over the
department name next to your username where you will be able to select another
department to work from.

& serengeti =- Serengeti Housing Business Admin
Switch Department

4 Benefits =

. by Mame |Z|I
+ Bield
Search Name: .
# CPSL Finance

# Finance

gE gB g8 gB gB

% Housing Services

........................................................... 25 LR
3 PAM Admin

3 Permissions Test

i Post

3 Property Management

% Revenues

% Serengeti Housing

3 WebServices

RE gB gB gB gB gB gB gB

Figure 2.7.2 - Switching Departments
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3 WORKING WITH FOLDERS

3.1 OVERVIEW: WORKING WITH FOLDERS

This section describes the folder management features of EDRMS and shows you
how to manipulate folders.

The topics covered in this section are:

3.2

Folder Navigation

Folder Maintenance

Folder Details.

FOLDER NAVIGATION

USING FOLDER TREE

In Liberty EDRMS, access to folders is controlled by Permissions. Permissions can
be applied to folders at any time, to grant or revoke privileges to users, groups of
users or departments. These permissions include actions such as Delete, Read,
Create Subfolders and Modify. Therefore, to browse a folder you must first have
access to that folder.

=0
= departments

T Benefits

3 gield

O cpst Finance

'/J Estates

'J Finance

= Groupl

"J Group2

= Housing Services

O pending
') Policy and Procedures
"A Pre 2012 Documents
D rejected

& 11z

O pam admin

"J_ Permissions Test
') Plugin Test
"J Post
"J_ Property Management
'/J Revenues
= Serengeti Housing
') lugin Test
D Test
O webservices

O home

As you can see from figure 3.2.1, the folder structure in
EDRMS is displayed in the standard Windows format.

To expand a folder and view its subfolders, simply click
the “+” beside it or select the folder itself. To collapse a
folder, click the “-" beside it.

To view the contents of a folder, select it from the tree.
The contents will be displayed in the Folder Contents
section as described in Section 4, Working With Files.

The star icon indicates the currently selected folder. *

The department folder highlighted in bold is the
department you are currently logged in to. All other
folders are clearly marked in italics.

You can navigate to your home folder by expanding
“home” then selecting your personal folder. You can
navigate to your department folder by expanding
“departments” and selecting your department.

Figure 3.2.1 - Folder Structure
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USING WORKSPACE

Using the system preferences, an Administrator can choose to display folders in
the workspace along with documents. Users can choose to hide or display folders

in the workspace using the icon & or |,

USING FOLDER PATH

Users can click on the icon I to type in the folder path they wish to open.
Path: /departments/Serengeti Housing | i
Figure 3.2.2 - Folder Path Bar

On typing the folder path, the system will auto complete the folder path and
clicking on the icon “* will take users directly to that folder.

Path: Housin | = Folderactions: O, & & £ @ s & & X @ D @ = 1 2
( : /departments/Housing Servmes:i —
=] §
D x =
E‘B!jepaﬁments i @ & a =)
3 senerts -“m—-“
&L gield
’ ~
D cpsi Finance DPplugin Test serengeti 2012/Feb/03 QE 40
U Estates DOrest system 2012/Apr/16 Qg2 -

D Finance
2 Groupl Results per page : . 1 10

D Group2

Figure 3.2.3 - Folder Path Input
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3.3 FOLDER MAINTENANCE

There are a number of actions you can perform on a folder. The availability of
these actions is determined by your user role and the permissions placed upon
the folders. For instance, if you do not have permission to delete a folder, you
will not see the delete icon.

There are two ways of getting to the folder actions. The folder actions across the
top of the page, relates to the folder currently selected in the folder tree, or
selecting the arrow next to a folder will provide the actions available on that
particular folder.

by Name [~] Search for documents... |

/departments/613 Testing Folder Actions: O} @ ' 5 & =

Figure 3.3.1 - Folder Actions

3.3.1 CREATING FOLDERS

To create a folder, select the Department/Folder where you wish to create it and

click on the Create Folder icon. @ The Create Folder screen will open, allowing
you to either enter a new folder name or to apply an existing folder template.

Once a new folder is created it will appear as a subfolder of the current folder in
the folder hierarchy. If, on the other hand, you apply a folder template, the
entire template folder structure will appear as subfolders.

Please note: folder names can only contain letters and numbers.
Characters such as £$&-#@ cannot be used.

3.3.2 DELETING FOLDERS

To delete a folder, select the folder you want to delete and click the folder action

Delete button #. After you have accepted the confirmation message, the folder
and all its contents will be deleted.

Please note: all deleted items are stored in the deleted items area for a
period of time specified by your site administrator. To restore any
deleted items, please contact your site administrator with the name of
the item and the date it was deleted.
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3.3.3 UPLOADING DOCUMENTS

There are two ways to upload a document:

1. Advanced upload

2. Upload a document to the currently selected folder. J

1. If enforced indexation has been turned on by your technical / site admin user

then the upload button ‘--‘:I will not be visible, therefore documents can only
be uploaded using ‘Advanced upload’ This has the advantage of allowing
additional Data to be added to the document i.e. ‘date received’ and for the
document to be placed in a category. By adding indexation you have the
option of automatically placing the document(s) into the correct folder
structure. This is setup by your Technical / Site admin users creating an
Import Config on the category to be applied.

2. If enforced indexation is not turned on then you can only upload documents
to the currently selected folder.

To upload document(s) to the selected folder simply navigate to the folder in
which you want to upload it and click on the Upload folder action icon. The
Upload screen will open, allowing you to browse to the required document(s)
for upload.

ease select the file(s) you wish to upload, and then diick "Upload™. In order to add another file input box, dick on "Upload Another File"

Extract any zip files on upload Upload Ancther File

Biowse... ] Descrlption

Figure 3.3.2 - Browse document for upload

Once the required documents have been uploaded, there are various actions
that can be completed.

[2) user_role flow.docx (13 k8) O, &

o G B

Review Date:

Archive Date:

Save

Figure 3.3.3 - Upload actions
e Review & Archive dates can be added.

e If more than one document was uploaded they can be associated with
each other. B

e You can create a subscription to the document. &

e You can apply indexation d=»

See section 6.3 for full instructions on Categories & indexation
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3.3.4 ADDING FOLDER TO CLIPBOARD

Before you copy, move or paste a link to a folder, you must first add it to the
Clipboard. To do this, select the folder you want to move and click the folder

action “Add to Clipboard” button. =& The folder will then appear in the Clipboard.
ROBEe I—
I é=m

[] Clipboard Contents 1 item(s)

Hub H s g X

Figure 3.3.4 - Add to clipboard

You can remove a folder from the Clipboard by clicking the remove icon @ within
the clipboard content box.

3.3.5 MOVING FOLDERS

Once the folder has been added to the Clipboard, you must navigate to the new
folder location and open it.

Go back to the clipboard and click the Move Here folder action icon. This will
move the folder and all of its contents to the new location.

[] Clipboard Contents 1 item(s)

94?:-!]@@

B Move to: _r'departments_e’FinanceL d [
Financial J/departments/Finance/Financial
Accounting Accounting

Figure 3.3.5 - Move folder

3.3.6 COPYING FOLDERS

Once the folder has been added to the Clipboard, you must navigate to the
location you want to copy the folder to open it.

Go back to clipboard and click the Paste Here icon. The folder and all of its
contents will be copied to the new location.

] Clipboard Contents 1 item(s)

D JF=RIERRF=)
| Docume Paste to: /departments/Finance/Supplier Invoices ]_|: |
Sinancial fdepartments/Finance/Financial ng

Sccounting Accounting @
ng

Figure 3.3.6 - Paste to Folder Actions
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Please note: copying a folder to another directory creates a second
folder, separate from the original. Any changes to one folder will not be
replicated in the other.

3.3.7 PASTING LINKS TO FOLDERS

Once the folder has been added to the Clipboard, you must navigate to the
location you want to add a link to and open it.

Go back to clipboard and click the Paste Here (As Link) icon. This will paste a link
to the original folder, allowing you to browse the folder and its contents as if it
was in two locations.

Clipboard Contents 1 item(s)
[ S )

Paste as link to: /departments/Finance/Financial PD
/dek

Planning/Treasury Mgt
imin o .‘JL‘...‘:.‘.‘_,.J‘..m.._‘ru.

TgrETT | g

Figure 3.3.7 - Paste link to Folder

Please note: pasting a link to a folder to another directory will not create
a second folder. Instead it only pastes a link to the original. Therefore,
any changes to one folder will be viewed from the other.
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3.4 FOLDER DETAILS

Every folder has details (properties) that can be viewed by clicking the Folder
Details icon.

=R

. Back
& departments

:jglee:\deflts l Folder Properties Log J
:')CPSL Finance

‘.j?nt:ﬁfz Paths: /departments/Serengeti Housing

Doroun Owner: system

Baroup2

DOrousing services ST system

=y Created: 28/10/2011 16:44

D pam admin Last Madifier: serengeti

D permissions Test Last Modified: 05/03/2012 15:01

":)Plugm Test No. of Documents: 0

Dpost No. of Subfolders: 2

Deroperty Click here to display recursive counts Warning: this may take some time for large folders

Management
:-),.Re“e"“es R X Permissions:
B-L5 Serengeti Housing Serengeti Housing

® "JD\ugm Test
@ Urest
Dwebservices
Ohome

Figure 3.4.1 - Folder Details

There are 2 tabs on the details page, one for folder details and other for audit
logs.

The folder details include the full folder path, the folder owner, the creator of the
folder and the date it was created, the last modifier and date of last modification,
the number of documents contained with the folder along with the humber of
subfolders, and finally details about the permissions applied to the folder.

If you click the “Click here to display recursive counts” link, this will display all
documents and subfolders contained beneath the folder. This is not shown by
default as displaying this information could take some time.

The audit log tab list all action related to the folder.

To return from folder details, click the Back icon.
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3.4.1 SUBSCRIBING TO FOLDERS

Within the folder actions if the ‘Modify Subscription’ & flag is set, then the user
will receive an email notification any time the folder is modified.

¢ Click on “@ and then click on ‘Create subscription’. - Ticking the
‘Recursive’ field, will also provide updates on subfolders, connected to
folder selected.

Create Subscription

Modify Subscription

Modify Subscription on Folder : /departments/ICT/Information Governance

Recursive?

Figure 3.4.2 Modify Subscription

3.4.2 ADD TO FAVOURITES

Selecting this icon 7 will place the folder directory in your favourites,
making it easier to navigate to if the folder structure is very complex.
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4 WORKING WITH DOCUMENTS

4.1 OVERVIEW: WORKING WITH DOCUMENTS

This section describes the document management features of EDRMS and
shows you how to maintain and manipulate files.

The topics covered in this section are:-
e Document Management

e Document Details

4.2 DOCUMENT MANAGEMENT

There are a humber of actions you can perform on documents. The
availability of these actions is determined by your user role and the
permissions placed upon the documents. For instance, if you do not have
permission to delete a document, you will not see the delete icon.

&g X = =

el e e | ot [ e | o |
156_61_16516_(18-01-2012).docx | IEE serengeti 2012/1an/18 16 KB QP HE L8 +
4@ 0 (s
&4 e X
w =R E=|

Figure 4.2.1 - Document Actions
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4.2.1 VIEWING DOCUMENTS

The document can be opened by either clicking on the document name or by
clicking on the magnifier <. This will open the details page on the Properties tab
and the document will be displayed on the right hand side of the screen.

S MG s KT Usir ﬂ Logeul

Search for documents...

ER 1 F- W RS- N -RrR- B i - Back A
l Properties | Categories I Versions | Permissions | Log —
Monday
MName: spreadsheet - Size: 9 KB
G415 xl5x
Description: = Document Id: 4563550
owner: MC Source: WEE_SERVICES
i
Creator: MG Created Date: 02': el
17:3%
Last e 0270272015
Modifter:  M© Last Modified: 1716
Record Pulblie Link

Date: Ir.:ro JfiTinch, sk SeFENgEThSysems mm-rcos;xmngmmms_|
Lifecycle Policy
Archive Date: |Dispnsal Date:

Review Date: [03/02/2015 |

Review Motification Recipients

Add User Add Group
Mo Recipients
1T GROUP 3

Save  Complete Review

Subscription

Subscribed;

Locations w

Figure 4.2.2 - Document viewer and Properties tab

If the Description can be edited, there is a 1 button - click this then type a
description and click Save.

Record Date has the date this document was marked as a Record.

Public Link is displayed for documents that have been made public (a document
action that is enabled by an optional feature). Click on ‘Public Link’ to highlight
the link in the text box below, now type Ctrl+C to put the link into your copy-
and-paste buffer. You can now paste (Ctrl+V or shift+Insert) the link into an
intranet page or an email. You can also select Public documents in searches, see
section 7 Searching EDRMS.

The Lifecycle Policy section has archive, review and disposal dates, these are
covered in sections 11 Review Date and 12 Archive Date.

Subscription is covered in section 9.

The way the document is displayed is dependent on whether the PDF converter is
available.

The Eintranet PDF module replaces the inline viewer that is currently used in
eintranet; and allows MS Office documents to be viewed within the browser.
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It takes the file and converts it to a PDF; which is un-editable, preventing users
from trying to edit within the viewing pane.

The Site Administrator will be able to confirm if the PDF convertor is available.

4.2.2 SORTING DOCUMENTS

To make it easier to locate files, you are able to sort lists of files by their filename
and last modified date, in both ascending and descending order. This is done by
clicking the header of "Name” or “Modified,” and again to reverse the ordering.

4.2.3 PAGINATION OF SEARCH RESULTS

When viewing results that contain a large amount of files, this can become
difficult to scroll through and navigate, pagination has been implemented to split
the results into separate pages. You can navigate through the individual pages of
results, or skip directly to the first or last page.

To do this, click on the arrows at the bottom right of the screen to cycle through
the pages, you can also click on the page number itself. The current page
number is marked with an underline, see nhumber 7 in the figure below.

You can also modify the number of items displayed on each page using the
“Results per Page” slider which will automatically refresh the page with your
selection.

[ ® worksheet-A33 xisx 1= AccountsAdmin 2000712015 [depariments/Accounts/Sales 4o G g g *
O & lworksheet-A34.xex- 1| AEREINERGTLT R Idepartments/Accounts/Sales A H B ¥
Number of results : 100 1 2 3 4 5 6 7 8 9 10

Figure 4.2.3 - Pagination of search results

4.2.4 EDIT DOCUMENTS

You can edit Microsoft office documents within the EDRMS by clicking on the Edit
Document icon. This will then load the relevant application e.g. Microsoft Word
for .doc files. This will also check out in the document to your user within the
EDRMS.

Note: Microsoft Office 2013 opens all documents downloaded from a
browser in 'Protected View' mode. Microsoft added this as one of the
security features in Office 2013 to help protect end users from embedded
plugins. To change the setting in Word: select File, Options, Trust Center,
Trust Center Settings. Select Protected View, un-check Enable Protected
View for files originating from the Internet. Click on OK to close the Trust
Center then OK to close Options.

Amend the document as required and then click on ‘Liberty EDRMS’ on the top
tool bar and then click on ‘Save’.
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HOME INSERT PAGE LAYOUT

Save

Liberty EDlﬁ\\]S

C45 -

Figure 4.2.4 - 'Save to Liberty EDRMS’

FORMULAS DATA REVIEW VIEW ADD-INS

s DailyStatsxls [Compatibility Mode] - Excel

Liberty EDRMS

You will then be required to enter your EDRMS login & password, to log in to MS
Plug in (ticking ‘remember me’ will prevent you from having to do this again,

during this session).

The document will now be checked back in and a new version will be created. You

can see the versions by selecting the Versions tab.

Workspace | Search | My Documents | Forms | Actions | Help
RS S RO S ® 6| R &
| Properiies || Categories | Versions Permissions | Log |
Ver. No. Comment Creator Created Date
3 Updated by the M5 Plugin MG 09/10/2014 16:02
2 Updated by the M3 Flugin MG 09/10/2014 16:02
1 Create first version MG 01072014 1557

Figure 4.2.5 - New version of Document

o o

o 48

Further information on the MS Plugin can be found in a separate User Guide.

4.2.5 RENAME DOCUMENTS

Once the document has been added to EDRMS, you may wish to change the
filename, this can be done by double clicking in the row in the space after the
filename and icons. Please note that this function can be enabled/disabled by an

Administrator.

L @'EE 'Ed::u:: h Save | | % system

¥ Title added by MDI - 4131.doc. | systam 25082014

Results per page : |_| 100 Mumber of results : 12

Figure 4.2.6 — Document Renaming

250072014 400 KB

Type the new filename and press enter or click the “Save” button.
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You are able to rename files from within the Workspace, or from the results of a
search.

Please note: similarly to the Windows File structure, you cannot have
more than one document within the same directory with the same
filename. If you wish to have two files with identical filenames, they will
need to reside in separate folders.

4.2.6 DELETING DOCUMENTS

Whether you can delete a document or not, will depend on the permissions set
by the Business Administrator. There are two ways to delete documents. The first
is to click the Delete icon beside the relevant document; the second is to select
the check box for the document and click the Delete icon at the top of the folder
contents pane. The second option lets you delete multiple documents at once.

Please note: all deleted items are stored in the deleted items area for a
period of time specified by your Site Administrator. To restore any
deleted items, please contact your Site Administrator with the name of
the item and the date it was deleted.

4.2.7 DECLARE AS A RECORD

Depending on whether the functionality is enabled by the Site Administrator, the
user will have the ability to declare a document as a record by selecting the
‘Declare record’ icon.

R

When a document is declared as a record, it ensures that is cannot be modified
or altered in any way. Functions such as Delete, Apply Indexation, Set
Permissions, etc. will all be greyed out. Review, Archive and Disposal dates will
also be greyed out preventing change.

However functions such as Add to favourites, Modify subscription, Add Note &
send Document will still be available.
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4.3 CLIPBOARD FUNCTIONS
4.3.1 ADDING DOCUMENTS TO CLIPBOARD

To add a document to the clipboard first find the document you want to add and
click the document action Add to Clipboard button. The document will then
appear in a box at the top of the screen along with any other documents you
currently have on the clipboard.

Alternatively you can add multiple files to the Clipboard simultaneously by
selecting the relevant check boxes and clicking the Add to Clipboard icon at the
top of the folder contents pane.

You can remove a document from the Clipboard by clicking the remove icon next
to the individual document or empty the entire clipboard by clicking the clear
icon.

4.3.2 MOVING DOCUMENTS

Once the document has been added to the Clipboard, you must navigate to the
new document location open the folder and click the Move Here folder action
icon. This will move the document to the new location.

4.3.3 COPYING DOCUMENTS (PASTE TO)

Once the document has been added to the Clipboard, you must navigate to the
location you want to copy the document to and click the Paste Here icon. The
document will be copied to the new location.

Please note: copying a document to another directory creates a second
document, separate from the original. Any changes to one document will
not be replicated in the other.

4.3.4 PASTING LINKS TO DOCUMENTS

Once the document has been added to the Clipboard, you must navigate to the
location you want to add a link to and click the Paste Here (As Link) icon. This
will paste a link to the original document, allowing you to access the document as
if it was in two locations.

Please note: pasting a link to a document to another directory will not
create a second document. Instead it only pastes a link to the original.
Therefore, any changes to any one document will be visible from the
other.
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4.3.5 PDF GENERATION
Current file types supported by PDF Generation are:

Microsoft Word (doc,docx)
Microsoft Excel (xls,xlsx)
TIF documents

PDF documents

O O O O

4.3.6 VIEW DOCUMENTS AS PDF

The EDRMS has the ability to generate a PDF preview of documents with certain
file types that are currently stored within EDRMS. This facility exists as users may
not wish to create a document in PDF format straight away, opting to preview the
document in order to see what it looks like before going through the process of
finalising the creation of the document.

The first step in the process of previewing a document is to navigate to the
workspace within the EDRMS and find the document you wish to preview. Once
you have navigated to the document you wish to convert, you can select by using
the tick box beside the document name, as can be seen by Figure 4.3.1

ﬁ & D g | X
-“--
¥ |carl - Robin - 938.doc!| [EEL serengeti 2012/Feb/08 369 KB Q P H B 5 ﬁ ¥
 |earl - Robin - 930.dod! I=E2) serengeti 2012/Feb/08 369 KB Q [« % 309 B B +
carl - Robin - 940.docEE serengeti 2012/Feb/09 369 KB QP H L B D ¥
Carl—Robin—SﬂZ.dD@E serengeti 2012/Feb/09 369 KB Q @ = 4 b ﬁ 5 *
Resultsperpage: @ = 10

Figure 4.3.1 - Selecting document for PDF Preview

The next step in the process is to add the document to the clipboard. From here
you can use the ‘download as PDF’ button. See Figure 4.3.2

[] Clipboard Contents 1 item(s)

OSIThadegbd=a80%B
I [Downioad a5 Paf |

Carl - Robin - /departments/Serengeti Housing/Plugi

G38.doc Test/Test/Carl/Robin

— S T I N T e A e L R e e ‘_rEti
Carl - Robin - 940.doc | [EE4 serengeti
® |carl - Robin - 942.doc. 121 serengeti

Results per page : . 10

Figure 4.3.2 - Download as PDF
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Once this is clicked it will prompt you to either open the document or save it to
the browsers download directory. It should be noted at this stage that selecting
open or save file the document will not been saved within EDRMS. Selecting open
will merely open the file within the PC’s default PDF viewer. If save is selected
then it will be saved to the current browsers download directory on the PC’s local
hard drive, displayed in Figure 4.3.3 The preview document will always have a

default name of ‘concatenated.pdf’.

Opening concatenated. pdf

You have chosen ko open

.| concatenated.pdf

which is a: Adobe Acrobat Document
from: htkp:ffbuzzard, sky, serengeti-systemns .cam: 7775

What should Firefosx do with this File?

i | Adobe Reader 9.1 (default)
() Save File

[ Do this automatically for files like this Fram now on.

X

Ok, l [ Cancel

Figure 4.3.3 - Selecting document for PDF Preview

The document can then be previewed to give the user confidence that the PDF
generation will produce a crisp and clean PDF before storing the document away

in the EDRMS as demonstrated in Figure 4.3.4.

Version 1.2 Copyright © Netcall Telecom 2015; Proprietary

Page 40 of 109



Netcall Liberty EDRMS User Guide v6.3

Netcall -

H concatenated-1.pdf - Adobe Reader.

File Edt View Document Tools ‘window Help

8 a &

Serengeti
SYSTEMS

Professional Services Request Form

Trre oF Work

Consultancy Work To Be Carried Out For PDF Generation

ConsuLtant Richard Mulberry
Reouesten By Chris Roberts [ Dare [ 16" April 2011
- Need to be able to convert documents into PDF in order for easy distribution to
Reason For Work
other users.

Demi o Work

- Development from Serengeti in order to produce additional PDF module.

- Produce an additional folder structure

DATE:

PO No:

Price = var 10,000 COMPLETED BY N/A
Acneen/AccepTeD BY
Autrorisen Orricen For The CusTomer Senencen Representative

RICHARD MULBERRY

DATE:

Payment terms are strictly 30 days.
Subject to standard Serengeti Systems terms and conditions.
Travel & Subsistence charged at cost.

Figure 4.3.4 - Display a preview of converted PDF
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4.3.7 SAVE DOCUMENTS AS PDF

Following on from the previous section of previewing document users may wish
to save a document as a PDF. This can be done by once again navigating to the
appropriate document within the workspace. An example is shown in Figure
4.3.5

=2
- & L) ¥ |
2D departments *

B genefits
S 7/04/. K ”
& D Finance [ ®irest for webdav.doc' B serengeti 27/04/2011 25 KB ER AN

&0 sousing
&5 ousing Records Resultsperpage: @il 15
80 4p
@3 pam admin
a3 post
@D pevenves
@0 serengeti aoM
& seaff Records
8D 1001
2 1002
& completed
@D InTray
& Job Applications
8D Loave Requests
&0 pending
@D pejected
8D sickness Absence
D student Records
@0 home

Figure 4.3.5 - Navigate to a document to convert to PDF

Instead of using the generic file icons as per the method for PDF previewing,
users must navigate to the individual file actions which can be found on a file by
file basis under the ‘Actions’ header. Typically the PDF viewer icon of interest will
be hidden by default and will require expansion via the arrow icon. By expanding
these file actions for the relevant file the user will be greeted with a ‘save to pdf’
button. This icon is shown in Figure 4.3.6.

. SRR TR & g

-—_m-“-

[l ® Fest for webdav.doc. | serengeti 27/04/2011 25 KB

Figure 4.3.6 — Selecting document to save to PDF

Selecting this button, if the file type is supported (see introduction for list of file
types supported by the module) will convert the document into a PDF document.
The converted file will inherit the filename of the document therefore it is
important to make sure that no other PDF document with the file name that is to
be converted currently exists within the directory. Also any indexation that has
been applied to the target document will also be inherited to the newly created
document shown in Figure 4.3.7.
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@ saved Successfully

s/Completed (g Folder Actions: O, &% & & © g & X3 AE=1T%

[ & | . | | | | [

B ®rest for webdav.doc [ 2 serengeti 27/04/2011 25K8 4 ¢V H 8 +
O Test for webdav.pdi serengeti 23/05/2012 84 KB A [J = 2 bg B +

Figure 4.3.7 - Creation of PDF document

4.3.8 CONCATENATE DOCUMENTS TO PDF

Documents which are currently stored in the EDRMS may have a significant
relationship that storing them together under a single document provides easier
access to the information required, as opposed to previous EDRMS features such
as file associations. It also allows different users to append each other’s
documents as and when needed. Document concatenation allows users to fuse
two or more documents if their file type is supported into a single PDF document.

The example shown is a legitimate use of document concatenation as the user
wishes to add an appendix to a report document. As can be seen by Figure
4.3.8 a concatenation button is listed within the generic file actions. In order to
perform this concatenation select the appropriate documents via the the
checkboxes andadd them to the clipboard. Once in the clipboard, the documents

can then be merged by selecting the concatenate icon.a

B Clipboard Contents 2 item(s)

[ I R A E REHEE®E

T 1 ]
| ” [ Concatenate: /departments/Staff Records/Completed h

Test for J/departments/Staff srengeti 27704/
webdav.doc Records/Completed @
Test for Jdepartments/staff arengeti 23/05)
webdav.pdf Records/Completed B

Figure 4.3.8 - Selecting Document Concatenation

Once selecting the number of documents you wish to concatenate there are a
variety of options before the new concatenated document can be created,
displayed in Figure 4.3.9. The first of these is the sequence in which you wish
the documents to be concatenated (they will begin in alphabetical order). To
toggle the ordering, use the sequence arrows to move the selected documents
ordering position. Secondly there is a facility called ‘Add Blank Page’ which will
add a blank page between every document that has been concatenated.
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| Concatenate Documents }7
| Name  [Sequence]

Test for webdav.doc & ¥

Test for webdav.pdf & +

¥ Add Blank Pages

Dm:ument| |

[ Back ] [ Concatenate ] [ Index ]

Figure 4.3.9 - Sequencing of Documents

Unlike previous methods which have been direct copies of a document and thus
have inherited indexation and filename the merging of two documents together
may mean that either the indexation or filename is no longer appropriate.
Therefore the document textbox specifies what the document should be called.
Supplying this will only leave you with two further options: to concatenate
straight away and avoid indexation, or index the newly concatenated document.

Concatenating will produce a document with the given name but no indexation as
seen in Figure 4.3.10.

% & oy 204 @ X .
-—_m—“-
B Bconcatenation. pdfd serengeti 23/05/2012 164 KB Q[ H R D
Bl & ¥est for webdav.dod! = serengeti 27/04/2011 25 KB Q 4= 8068 ¥
Brest for webdav.pditd serengeti 23/05/2012 84 KB APERR D *

Results per page : - O

Figure 4.3.10 — Concatenation Without Indexation

Selecting’ index’ will prompt the user to select a category that is available to
department that they are currently logged into. This can be seen in Figure
4.3.11

Version 1.2 Copyright © Netcall Telecom 2015; Proprietary Page 44 of 109



Document Hama : Carcatznatian pdr
Path : epanment=/ICTACT SupgoriCLsiomar SupporiCancatananon. pdr Index, Move & Rename

Indexed Categories

& » JCT * ICT Information Governance * Support Documents

- *

& Support Documents RS

151072014
=

Ll TITLE

Conecatenated PDF Document

LN DROPDOWH
YWes

["if 6oo

rue
=

1 LF DOCUMENT TYPE

Netcall Liberty EDRMS User Guide v6.3 \/

Guidance Motes

Figure 4.3.11 - Selecting Category

Selecting a category to index will prompt the user to fill in fields that they wish to
store against the document. This may have to be entered in manually or could be
populated on a single field via a data retriever depending on the selected
category setup. The ‘Index, Move & Rename’ button remains pale and disabled
until all mandatory fields (marked *) are completed.

Once indexation has been keyed in successfully, complete the indexation by
selecting the appropriate action from the drop down list and then clicking on it.

Index, Move & Rename

Index, Move & Rename
Index Cnly
Index, Maove

Index, Renmame

Figure 4.3.12 -Index options

By selecting to move the document using the category it will use the information
set in the Import Config on the applied category to relocate the document within
the folder structure depending on the metadata set.

If you choose to rename the document using configuration it will then rename
the document to what has been setup in the Import Config for that categories
Filename Mask.

NOTE: If you do not select to move after upload then it will upload to
the currently selected folder.

Click on the '‘Back’ button to go back to the workspace.
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4.3.9 ADDITIONAL CLIPBOARD FUNCTIONS

Other functions that be completed on the clipboard are

e Apply Indexation covered in section 6
e Make Versioned covered in section5
e Associate covered in section 10
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5 VERSION CONTROL

5.1 OVERVIEW: VERSION CONTROL

EDRMS gives you the ability to manage your data by using file versioning. This
allows you to track any changes made to a file, storing a copy of each file
version.

The topics covered in this section are:-
e Introduction to Version Control
e Making a File Versioned
e Checking Out
e Checking In
e Cancelling Check Out

e Version History

5.2 INTRODUCTION TO VERSION CONTROL

You can use file versioning to save the current and any subsequent versions of a
file by checking it out and in. When you check in a versioned file, EDRMS
automatically creates a version history that lets you access previous iterations of
the document. When the version history is created, you must include comments
for yours and others reference about the changes made. Versioning also adds
value when you are the sole author of the file because it retains data that you
might need again in the future. However, it is especially useful when you are
working collaboratively with other content contributors on one or more files.

With versioning, you can retain the original and any subsequent copies of a file in
the EDRMS repository while you make revisions to the file in your local working
directory (this could be your local hard or a networked drive).

Versioned files must be checked in and out of the database. Checking a file out
will lock it, meaning that no one will be able to edit that file while you work on it.
Checking the file in again unlocks it, allowing other users with the appropriate
permissions to access and edit it.

Whenever you check in a versioned file, EDRMS automatically keeps a copy of
the older file and, over time, builds a version history for the file. For example, if
you check out a memo, change it, and check it in again, then decide that you
made a mistake; you can retrieve the previous version or an even older version
instead of trying to reconstruct it from memory.
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The following shows an example of a Version History:

Workspace | Search | My Documents | Forms |  Actions | Help
VRS S D e o H R & E
| Properties || Categories || Versions | Permissions || Log |

Ver. No. Commenmnt Creator Created Date

3 Updated by the M3 Plugin MG 09/10/2014 16:02 o

2 Updated by the M3 Plugin MG 09/10/2014 16:02 o 58

1 Create first version MG 091072014 1557 o 98

Figure 5.2.1 -Version History

All the versions shown in the version history, apart from the most recent version,
may be viewed only and cannot be changed. However, users with appropriate
permissions can download a previous version to their local drive and edit it.
When the file is uploaded or checked in, having previously checked out the
current version, it then becomes the current version.
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5.3 MAKING A FILE VERSIONED

With effect from V6 of Liberty EDRMS, all uploaded documents will have
versioning automatically switched on.

Documents uploaded before V6 may not be versioned. Where a document is not
versioned, there will be an extra document action allowing you to add versioning
to the document.

12 KB

Figure 5.3.1 Make Versioned Document Action

Once versioned, the document will be tagged with the versioning icon:

When you hover your cursor on the icon, a panel is displayed showing the 5 most
recent versions.

1176.doc E R system 23/01/2014

F'Updated by the MS Plugin™ - serengeti, 27112013 1557
1306.Tqt| 2} "Updated by the MS Plugin” - serengeti, 27/11/2013 13:29 014

1) "Create first version™ - serengeti, 27112013 1327
1307 Tot TTETK SETETTIETZ rmoaz 014

Figure 5.3.2 -Versioned Document

By moving documents to the clipboard, then several documents can be versioned
at the same time.

NI U LI ELLENL e PRy 2y

040z AR

__vgg_-{ Make Versioned _-m- er Pa |H |
Test 05.docx J/departments/Post g
Test 001.docx J/departments/Post 3

I~ Ranaxma

Figure 5.3.3 -Versioning documents from clipboard.
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5.4 CHECKING OUT

To work on a versioned document, you must check the document out. This
ensures that no one else works on the document at the same time and that all
users work from the latest version.

To check a document out, you must browse to it and click the “"Checkout” icon.
This opens a download screen for you to save the document to your local or
network drive.

It is recommended that you save the document before editing it.

Once checked out, the document will be tagged with the "Checked Out” icon. If
the flag is green, you have checked the document out and can either check it
back in again or cancel the checkout. If the flag is red, the document is checked
out by another user, hovering over the red flag will display the name of this user.
Only that user can check the file in and only that user or a business admin user
can cancel the checkout. When a document is checked out by another EDRMS
user you will only be able to view the version of the document just before it was
checked out.

Each time the document is checked back in a new version is created, you can
view all of these from the versions tab within the document details.

Also, note that only versioned files can be checked out, files that are not
versioned will not have this icon available. To make a file versioned and able to
be checked out, click on the "Make Versioned” icon from the actions menu.

A list of documents that have been checked out by a user is available from the
user’s inbox.

o s

55 ™. SingleSignon EDMS 2. NonSS0 EDMS

“e' Serengeti EDRMS £ julia.cutts == post user

by Name |~| Search for documents. -3

Messagos
BPM
hecked Out Documents
Delete indiviaul cases txt mike.darby 0413022013 17:01 Y7
. depanmentsiPost

B i julia cults 071032013 14:09 et NP
. partments/Pos

Rows retumed: 2 Displaying: 1-2

Figure 5.4.1 -Checked out document in ‘inbox’
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5.5 CHECKING IN

You can only check in documents that have been checked out. The next time you
check in a document, a new version is created. To check in a versioned file,

navigate to the document and click the “Check in” icon. ©

From the Check in Upload screen, you can browse to the new version of the file
and enter a mandatory textual description of the amendments made. Once
uploaded you will be given the choice to apply indexation, create a subscription,
set a review and/or archive date and send the document to internal or external
recipients. In addition if more than one document is being uploaded they can be
associated with each other.

Figure 5.5.1 -Checking in document

@ = Apply Indexation
4 = Send Document

@ = Create Subscription

# = Associate

You can also check in an updated version of a file without checking it out, this is

S0 users can save time. To check in a file that hasn’t been checked out, navigate
to where the file is and upload it using the same filename; you will be prompted

that the following action will create a new version of the file, and must enter text
indicating the reason for the new upload.

Also, note that only versioned files can be checked out, files that are not
versioned will not have this icon available. To make a file versioned and able to
be checked out, click on the "Make Versioned” icon from the actions menu.

5.6 CANCELLING CHECKOUT

To cancel a checkout you must navigate to the document and click the ' @ “"Cancel
Checkout” icon. This will immediately unlock the document for amendment by
other users.

Only the user who checked the document out or a Business Admin user can
cancel a checkout.
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5.7 VERSION HISTORY

To view the version history of a file, you can view the 5 most recent versions by
hovering your cursor on the versioning icon at the end of the filename on a
document list. To see all versions, click the document’s "Document Details”
action icon and then select the “Versions” tab.

Properties Categories | Versions | Permissions Log _

e e e 1 ]

update julia.cutts 07/05/2013 09:30 [F=]
1 Create first version julia.cutts 07/03/2013 14:09 o 58

Figure 5.7.1 - Version History

The Version History screen shows the version history of the chosen file. It lists
the order of versions, the comments associated with each as well as the user
who checked it in and the date this was performed. You can also download a
version by clicking the “Download File” icon.

It is also possible to reinstate an earlier version of the file if the current version is
deemed to be incorrect, by clicking on the ‘revert to this version’ icon. =8

| Properties Categories Versions Permissions Log _

TN [ B LSO S
MNew version created from version 1 julia.cutts  07/05/2013 10:56 [F=]

2 update julia.cutts  07/05/2013 09:30 F=

1 Create first version julia.cutts  07/03/2013 14:09 g =B

Figure 5.7.2 —-Reinstate earlier version
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6 INDEXATION

6.1 OVERVIEW: INDEXATION

EDRMS allows you to apply pre-defined categories to documents. This enables
you to search for documents based upon the category metadata associated with
them.

The topics covered in the section are:-
e What is a Category
e Applying Categories
e Viewing Metadata

e Changing Categories.

6.2 WHAT IS A CATEGORY

A category consists of a category name and a set of metadata. The category
name and metadata headings are predefined by the site and technical
administrators. Users can assign a category and input the associated metadata
for a chosen document provided their respective departments have sufficient
privileges.

Multiple documents can be associated with the same category allowing you to
search for files using the criteria of a category name or any associated metadata.
Multiple categories can be associated with the same document, allowing you to
search for a file using a wide range of criteria.

Categories can also be organised in parent-child relationships. For instance, if a
company has generic attributes that should be used for multiple categories, such
as "COUNTRY"”, “OFFICE_ID", "ACCOUNT_NOQ", etc., these would have to be
specified for each category. Instead, a single category can be created with these
fields and then other categories can be created that inherit these fields from the
parent category.

In the above example, there could be three child categories that inherit the
parent attributes. One of these categories could also have child categories as per
Figure 6.2.1.
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GEOGRAPHICAL
COUNTRY
OFFICE_ID
NOC TYPF
\ 4
SALES DEVELOPMENT MANAGEMENT
TEAM_NO CLIENT_ID DEPARTMENT
ACCOUNT_NO PROJECT_NO PROCESS_ID
MARKETING CONSULTANCY
CAMPAIGN_ID PO_NO
YEAR CLIENT_ID
MONTH

Figure 6.2.1 - Category Inheritance Example

In the above example, if the "MARKETING"” category was applied to a document,
the document would have the index fields "COUNTRY"”, "OFFICE_ID",
“DOC_TYPE”, “TEAM_NO”, "ACCOUNT_NO", "CAMPAIGN_ID"”, “YEAR" and
“"MONTH". If, however, the category “"SALES"” was applied, the document would
have the index fields "COUNTRY"”, “"OFFICE_ID”, *"DOC_TYPE"”, “TEAM_NO” and
“ACCOUNT_NO".

6.3 APPLYING CATEGORIES

There are two ways of applying categories to documents
e Advanced Upload

e Apply indexation to individual documents- either to existing documents or
at the point of upload.

6.3.1 ADVANCED UPLOAD

Advanced upload can be found under Actions on the main toolbar.
You should select the folder you want to upload files to first.

Workspace | Search | My Documents | Forms | Actions | Help

Path: /departments =) e
Chang 'h ssword

Figure 6.3.1.1 -Advanced Upload on the menu
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@ Your browser has been detected to support drag & drop of files from your desktop.

4+ Add files. .. @ Clear Selected

Files selected forupload...

Category File Type Size Path

Figure 6.3.1.2 -Advanced Upload screen

If your browser supports drag & drop for selecting files, a message bar to this
effect is displayed briefly. If you have a file explorer window open, you can select
the files then simply drag & drop them onto the EDRMS window to have them
loaded into the upload queue.

Click on the ‘Add files...” button to open a file explorer window and choose files.
If you want to clear the list of files and start again, click on ‘Clear Selected’.

When you have selected all the files you want for this upload, click on ‘Select
Category’, this brings up a selection of the categories you have access to in the
department selected. When you have chosen a category the attributes are
displayed for completion.

Back Extract Archives
Accounts Top Level » Purchase Documents
¥ ¥] SR
& Purchase Documents KB} Document Date
+’ Sales Documents 24042015
LN Cost Centre |o
Maintenance v

Ll Document Reference B

Figure 6.3.1.2 - Category Attributes

NOTE: * next to the attribute name indicates that a value must be entered, the
‘Upload Documents’ button is disabled until all of these are entered.

The attribute name is taken from the attribute description, you can hold the
cursor on the name to display the actual attribute name in a pop-up.

Expand Archives / Don’t Expand Archives - if your selection includes one or more
zip files, you can specify if you want to upload them as zip files or as the files in
the zip file.

Once completed click on ‘Upload Documents’.
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Advanced Upload then processes the list of files selected for upload.

When done, the screen returns to a ‘New Uploads’ button. If you want to do
another Advanced Upload, click this button to start again.

6.3.2 APPLY SINGLE DOCUMENT INDEXATION (WORKSPACE)

To apply indexation to a single document you must first find the specific

document within the EDRMS and click the “Apply Indexation” button = that can
be found under the Actions against the document or at the top under the actions
that can be used in relation to tick boxes.

See section 3.3 Folder Maintenance - Uploading documents

6.3.3 APPLY MULTIPLE DOCUMENT INDEXATION (WORKSPACE)

If the documents that you would like to apply indexation too are not located in
the same folder then you must first find each document and add them to the
clipboard. From here you use the “Apply Indexation” button on the Clipboard
Contents pane.

If all of the documents are located in the same folder then you can simply select
all of the documents together by using the checkbox on the left of each
document. The “Apply Indexation” button on the Folder Contents pane is then
used.

6.3.4 APPLY INDEXATION

Click on the ‘Apply indexation’ icon ¢ on a document to display the Category
Picker screen. The categories you have permission to apply are displayed.
Clicking the “+" will expand a category, showing its child categories; you can
apply a parent or a child to a document.

Once a category has been selected, the attributes are displayed. From this screen
you can add the metadata to the document or edit existing Meta data already
connected.

Then complete the indexation by selecting the appropriate action from the drop
down list and then clicking on it.

Index, Move & Rename Ll

Index, Move & Rename

L] Index Only
Index, Move

Index, Rename

Remove Index
—

Figure 6.3.4.1 —Index options
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By selecting to move the document using configuration it will use the information
set in the Import Configuration on the applied category to relocate the document
within the folder structure depending on the metadata set.

If you choose to rename the document using configuration it will then rename
the document to what has been setup in the Import Configuration for that
category’s Filename Mask.

NOTE: If you do not select to move after upload then it will upload to the
currently selected folder

The category is now displayed against the document.
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6.4 DATA RETRIEVERS

During indexation, EDRMS is able to automatically populate some fields, reducing
the time needed to index, and also reducing the possibility of user errors.

»

Tr *PROPERTY_REFERENCE |1 =

Tr *ADDRESS PROPERTY_REFERENCE: 1, TENANCY_REFERENCE: 1, FIRST_NAME: jOE, LAST_NAME:
BLOGGS, ADDRESS: 6BCHIVES], POSTCODE: SVBDF
Tr "POSTCODE PROPERTY_REFERENCE: 1, TENANCY_REFERENCE: 3, FIRST_NAME: VFDS, LAST_NAME:

GFDSG, ADDRESS: FDSGBD, POSTCODE: DGBDF

Tr *TENANCY_REFERENCE

m

Tr *FIRST_NAME -

Tr *LAST_NAME -

Tr *DOCUMENT_TYPE -

¥ *DOCUMENT_DATE 2012/Apri24 |3

Tr *DOCUMENT_AUTHOR -

¥ primary category

Figure 6.4.1 - Retrieving fields using Data Retriever

Depending on the fields that have been configured, a connection is made to an
external schema, and using the specified fields it is able to search for that data,
and extract other related fields in that row to populate the rest of the EDRMS
category attributes.

If more than one result is found while running the search you are asked to select
the one you want, as seen in Figure 6.4.1.

This feature needs to be configured by Netcall or your Site/Technical Admin.
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6.5 VIEWING METADATA

If a file has categories assigned to it, this and the associated metadata will be
shown on the document details page. To access this information, navigate to the
relevant document and click the “"Document Details” button to go to the
Document Details screen. Once the details screen has opened, click the
“Categories” tab to view all applied categories.

S/ E S S 2R EEdN LERrR @ Back

SALES (Sales Documents)

Document Date 20,/07/2015
Cost Centre Accounting

Reference Summer Promotion Returns

Figure 6.5.1 - Document Metadata
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6.6 CHANGING CATEGORIES

If you wish to remove a category, losing all of the associated metadata, navigate
to the document and click the “Apply Indexation” icon. From here, click on the
category tab on the “Indexed Categories” line and then from the “Index, Move &
Rename” drop-down list select ‘Remove Index’, then click on "Remove Link”. You
will see that the “Indexed Categories” line is now blank.

Document Name : Worksheets - 3104 xdsx Ind Move & R
Path : /departments/ICT/ICT Projects/DevelopmentWorksheets - 3104 xlsx ' LLES e EIEE
: Index, Move & Rename
Indexed Categories ICT Projects

Index Only

& »ICT »ICT Projects Index. Move

.+ Business Administration :_* Index, Rename

» ICT Information Govemance 10/08/2014 Remove Index
2 ICT Projects T m*
» ICT Support f-'.\-'orl-;sheets

Figure 6.6.1 —Changing Categories

If you wish to edit the metadata for an applied category, you must again
navigate to the document and click the “"Apply Indexation” icon. Then, once you
have selected the category from the “Indexed Categories” line, you can edit each

attribute before saving your changes by selecting ‘Update’ from the drop down
list.
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7 SEARCHING EDRMS

7.1 OVERVIEW: SEARCHING EDRMS

There are several search utilities that allow you to efficiently search for files and
folders on EDRMS. You also have the advantage of being able to search the
content of files as well as the file attributes. Oracle Text can filter and extract
content from different document formats.

This section describes how to perform searches in EDRMS.

The topics covered in this section are:-
e Keyword Searches
e (Category Searches
e Advanced Search (optional module)
e Search Results

e Saved Searches.

Each document returned in search results:-
a)  will match your search criteria,
b)  will be the latest version only,

c) will be accessible for you to view or edit given your permissions.
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7.2 KEYWORD SEARCHES

The EDRMS keyword search lets you perform searches on the two elements of a
file; the filename and file content, or run both searches together. Search will
search in your current folder and all its sub-folders. To search another folder you
must navigate to that folder before searching.

Search for documents...
by Name k _ ,

Folder { by Content 2 0 @ $ = e = 0
All

=
=

Figure 7.2.1 -Search fields

7.2.1 NAME SEARCHING

The name search is an “is like” search on the name of all documents and folders
in the current folder and its subfolders. This search does not search the body of
the document or the indexation data. It is not case sensitive.

For example, searching for "SLA REPORT"” will return the file "SLA Report Testing
20140619". However, searching for “report AND testing” or “Testing Report” will
not. The search is performed on the text that is typed.

If folder display is enabled in the workspace, then name search will result in
folders being returned in addition to documents.

7.2.2 CONTENT SEARCHING

The file content search searches for any word or phrase in the body of the file
provided the file is text readable (not an image or non-text PDF). You can
conduct a content search only if the Oracle Text option is installed on your server
which is controlled by your system administrator.

When the Oracle Text option is installed on your server, you have a powerful tool
that allows you to search the body of the document rather than just the
metadata. For example, you might want to locate files containing the phrase
“marketing analysis” somewhere in the text. The Oracle text feature supports
searching within the following document types

e All Microsoft Office Document formats
e PDF (text based PDF)
e Mark-up Documents (XML, HTML etc.)

Please note: To perform a wildcard search, use the wildcard character "%" in the
search field, do not use “*” or “?”.

7.2.3 ALL SEARCHING

The All" selection runs the by Content’ search, then the ‘by Name’ search and
merges the results.
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7.3 CATEGORY SEARCHES

EDRMS allows you to search on metadata that has been associated with a file. To
perform a category search, expand the Search link on the top navigation bar and
then click the “Category Search” option.

Category Search

Path: [dep8 efjuliatest2

Figure 7.3.1 - Category Search Navigation

On the Category Search page, click on the “Select Category” button to open the
Category Picker screen and select the category you require. The category’s
attributes are displayed. To return to the Category Picker screen, click on the
category name.

Search Parameters

=

Catagory Saarch Critera

MATERNITY_LEAVE [ Mafemify Leave )

Record Option
MATERNITY_LEAVE Attributes

Name Data Type Value
BATCH_ID Text = J
PAYROLL NO OLD Tex = v
PAYROLL_MNO Tex = b
ABSEMCE_START Date = v
ABSEMCE_END Date = r
DOC_TYPE Text = r T
DOC_DATE Date = L
END_OF_TAX YEAR Date = v

Figure 7.3.2 - Category Search, category selected

‘Recursive: On’ means that child categories of the selected category will be
searched. Click this to switch it to ‘Recursive: Off’ if you want to restrict the
search to the selected category and exclude its child categories.

‘Record Option’ allows you to select or exclude documents that have been
marked as Records.
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The attribute description is shown in the "Name” column, you can hover your
cursor on the description to see the actual attribute name.

You are able to choose from a range of operators, as detailed below.

(more than)

Operator Description

= Finds an exact match to the search term, so searching for John
would return all items with John.

Like Like is a more advanced version of contains, whereby you can
specify multiple wildcards. For example you can use %J%SMI%
which would return John Smith and Elijah Blacksmith. The wildcards
specify anything before the J, anything in between the J and SMI,
and anything after the SMI.

Contains Finds attribute values contain the given search criteria, e.g.
searching for Dan would return Daniel, Danielle, Danny and so on.

< For use with numbers, e.g. search for < 10 to return values from 9

(less than) and below.

<= For use with numbers, e.g. search for <= 10 to return values of 10

(less than or | and below.

equal to)

> For use with numbers, e.g. search for > 10 to return values 11

upwards.

>= For use with numbers, similar to more than, if you search for 10 then
10 and values above will be returned.

(more than

or equal to)

Is Null Returns documents where this attribute is blank or empty.

Is Not Null Returns documents that have something in the specified attribute.

Past' ' days | (Dates only) enter 7 for dates between today and 7 days ago.

between (Dates only) enter a ‘from’ and ‘to’ date range.

Value: enter a value to match with.

If the “Value” field has a drop-down arrow, you may select a value: true or false,
or one of a list of pre-defined values, or, if a Data Retriever has been enabled, a
list of values retrieved from another database.

When you have entered your search criteria, click the Search to run the search.
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7.4 ADVANCED SEARCH

Advanced Search is an optional module. When licenced, it can be restricted to
Business Admin users or enabled for all users through System Preferences. When
enabled, you may select it from the Search menu.

Figure 7.4.1 - Advanced Search on the menu

7.4.1 ADVANCED SEARCH: OPTIONS

Advanced Search is similar to Category Search, in that you can click on ‘Select
Category’ to load the category picker to select a category then make selections
based on its attributes, as described above. You also have additional search
criteria and options to display extra information regarding these files that you
can’t view in the regular category search, such as source, creator and dates.

Search Parameters

=

Category Search Critera
Select Category

Additional Search Critera

Use created date timer?
Created From:

Use last modified date timer?
Last modified from:

Owner:

Folder Resfriction: Recursive:

2 Add

7]

Public
Created To:

Last modified to:
Last Modifier:

Figure 7.4.1.1 - Advanced Search screen

%]

Display Options
Display Count?

Columns Displayed
Document name
Document path
Created Date

Last modified date
Owner

Creator

Last Moedifier
Source

You may enter Created and Modified ‘From’ and ‘To’ dates using calendar pickers.
If you click a ‘Use timer’ checkbox, you can select one of the system timers, e.g.
‘every 30 minutes’ to select all documents created (or modified) in the last half

hour.

The *Public’ checkbox allows you to select only documents that have been made

public. Please note this is part of an optional module.

You may select documents based on the Owner or Last Modifier, click on the &

button to call up a list of users.
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7.4.2 ADVANCED SEARCH: COLUMNS TO DISPLAY

Search Results have a number of columns, made up from the standard data such
as name, path, modifier and dates, plus attributes from the category selected, if
any. The available columns are listed under “Columns Displayed”, with the
currently selected columns highlighted in grey.

Digplay Options
Display Count?

Columns Displayed
Document name

Document path Clicking on an item will select
Er;at‘*dd;?'tz - that one and de-select all those
ast modivied cate already highlighted.

Chwner

E;itaﬁ;difier Sgle_ct a group of items by

Source clicking on the top one, then
holding down the shift key as

BATCH_ID you click on the bottom one.

FPAYROLL NO_OLD

PAYROLL NO Add an item to the selection by

ABSENCE_START holding down the Ctrl key as you

ABSENCE_END click on it.

DOC TYPE

DOC_DATE

Figure 7.4.2.1 - Display Options

7.4.3 ADVANCED SEARCH: DISPLAYING COUNTS

Advanced Search also provides the facility to display a count of matching
documents rather than a list documents.

When you enable “"Display Count”, ‘Columns Displayed’ changes to ‘Group By’,
with none selected. If you run a search, it will return 1 result, with a count of the
documents that match your search criteria.

Search Results

Download Results as CSV

Count =

163

Results per page : |'_ 25 Number of results : 1

Figure 7.4.3.1 - Displaying a single count
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Results are sorted in descending order by default, largest counts at the top - you
can click on the Count column header to reverse the sequence.

‘Group By’ allows you to group results by display items. For example, select
Display Count and Created Date for a breakdown of the number of documents
created each day. You can group by more than one item, in this example, results
are grouped by Created Date, Creator and Last Modifier:

Search Results

Dowmload Results as CSV B

Created Date Creator Last Modifier Count =

221152013 serengst serengst 25

1871272013 serengst serengst

Figure 7.4.3.2 - Displaying combined counts

7.4.4 ADVANCED SEARCH: FOLDER RESTRICTIONS

Folder restrictions allow you to perform searches based on the documents within
certain directories on the system.

Folder Resfriction: Recursive:
- Add
Figure 7.4.4.1 - Folder Restriction

To add a folder restriction, select the “J7 button and navigate to the folder that
you wish to search under. Use the “+” and “-" icons to expand and collapse
folders, when you click on a folder it is selected and the folders popup closes.
Click on *Add’ to add your selected folder to the restriction. You can repeat this
process to add more folders.

Folder Restriction: Recursive:
{departments/ICT/Information Govemance/Agendas v b 4
Idepatments/ICT/Information Govemance/Data Protection # X
ldepatments/ICT/Information Govemance/Guidance Motes & X
2| Add

Figure 7.4.4.2 — Added Folder Restrictions
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‘Recursive’ is enabled by default, this means all the sub folders under the folder
selected will be searched, disable this to exclude sub-folders from the search.

You can remove any of these folder restrictions by clicking the “X” beside them.

7.4.5 ADVANCED SEARCH: RESULTS AS A CSV FILE

You are able to download the results of the search in CSV format for any further
external processing required by clicking the CSV icon as displayed below

S
-| Download Results as C5Y

Figure 7.4.5.1 - Download CSV Icon
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7.5 SEARCH RESULTS

Once a search has been submitted you are taken to the Search Results page
where files that matched the search criteria are displayed. The functionality of
this page will differ depending on the type of search performed.

Workspace | Search | MyDocuments | Forms | Actions by Content =] test y &

B ow X Ll
T S O O T TN
[l ®rest 05.dood "E julia.cutts 07/08/2013 = fdepartments/Post QUE=HD ¥
[ ®rest oo1.doex 1 iulla.cutts 07/08/2013 B [y R
1 Drest123a.pdf julia.cutts. 07/05/2013 JdepartmentsfPost AEwad ¥
O &loulias test power point.ppbé— (] julia.cutts 07/03/2013 ' JdapartmentsfPost ATESE
O =lepMs v6.01 bug fixes.xisx' (= julia.cutts 07/03/2013 Jdepartments/Post QRS *
[ Stest email 01.msg- |~ julia.cutts 07/03/2013 . fdepartmentsfPost QL9848 ¥
F] ' incoming post - 456.xmi [ ] serengeti 06/25/2013 £ /departments/Post Room/HR Qgwa ¥
[ Plincoming Post - 455.xmi® 12 serengeli 06/25/2013 —J Jdepartments/Post Room/richard.mulberry QCEgd *
1 Bcomlpaint.pdf.pdf |57 richard.mulberry 05/01/2013 & JdepartmentsfPost QX ad *
[J &lincoming Post - 345.xisx. 1| system 04/30/2013 _ departmentsfPost Room /HR QLIS *
Resultsperpage: @ 1 10 B 1 2 (3|4 |-~
Figure 7.5.1 - Keyword Search Results
This keyword search results screen provides similar functionality to the Folder
Contents screen, providing all of the document and folder content icons for you
to use. It also shows the last modifier, the date of last modification and the full
path to the document. You can open the document by clicking the filename or
you can navigate to the folder containing the document by clicking on the file
path.
R R R R ——— -~ T ]
2 Search type: Category Search Name: B - Back
& JULIA_TEST2 (Test2) » Recursive: On |
JULIA_TEST2 Attributes
[ Dwutyo ||
TEST_DATA Date = E 071032013
TEST_BOOLEAN  Boolean [Null =]
(T ] =
NON_EDITABLE Boolean = =] Null =]
2D o X =
T L R R L L R
s 5 07/05/2013 JULTA_TEST2 A s *
Fl [Aios: 07/05(2013 JULTA_TEST2 QL9 a +
E ® EDMS testing 4th may.doex (2] 07/03/2013 JULIA_TESTZ 1 g9 8%
7] EEDMS V6.01 bug fixes.xisd 1] 07/03/2013 JULIA_TESTZ AR SHA Y
| Eest email 01.msg [ 07/0342013 JuLia_TesT2 Aswa *
£ Eeoms testing 4th may.pdi. () 07/03/2013 JULIA_TEST2 AZIwas ¢
] @'julias test power point.ppt |5 07/03/2013 JULIA_TEST2 QA EHD*

Resultsperpage: @@ 1 10

Figure 7.5.2 - Category Search Results

The category search results screen also provides all of the document and folder
content icons for you to use, but it also shows you the full category metadata on
which the search was performed. You can open the document by clicking the
filename. Finally, you can refine the search by changing the original search
criteria.
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7.6 SAVED SEARCHES

When you have run a Category Search (or Advanced Search if enabled), if you
think you may want to run the search with the same criteria again, you can save
it. To do this, enter a unique name into the ‘Search Name’ field and click on the
‘Save’ icon.

Search Name: |Dpen Fault Reports =

Figure 7.6.1 -Save Search

Once a search is saved it will be listed under the ‘Search’ menu item. Clicking on
it, will rerun the search.

Workspace | Search | My Documents

= oepariments

Figure 7.6.2 — Selecting a saved search

If you want to delete a saved search, select it from the menu - you will see a red
X for delete has been inserted between the ‘Save’ icon and the ‘Back’ button.
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8 SENDING DOCUMENTS

8.1 OVERVIEW: SENDING DOCUMENTS

EDRMS allows you to forward files stored within the system to other users and
external recipients. The file can be sent as a link to another EDRMS user and can
only be seen when they are logged into the system, this method ensures that the
document is not unnecessarily duplicated in any way. Alternatively, the document
can be sent as an attachment to either internal users or external recipients, such
a method will create duplicate copies of the document.

The topics covered in this section include:-
e Sending Single & Multiple Documents
e Sending as Links

e Sending Documents.

8.2 SENDING SINGLE & MULTIPLE DOCUMENTS

8.2.1 SENDING SINGLE DOCUMENTS

To send a single document from the system you must first navigate to the
document that you want to send and click the "Send Documents” icon under the
Actions column. This will now open the Send Documents window, for further
instructions follow the below instructions 8.3 & 8.4 for further instructions.

8.2.2 SENDING MULTIPLE DOCUMENTS

If you would like to send multiple documents that are all located in the same

folder then you can simply select them using the checkboxes on the left hand
side of each document and click the "Send Documents” F—E‘ icon located on the
Folder Contents pane above the documents.

Alternatively you may want to send multiple documents that exist in different
folders. To achieve this you must navigate to each document and place them on
the clipboard using the “Send to Clipboard” icon under the actions column. Once
you have all of the documents to send click the "Send Documents” F—TD‘ icon
located on the Clipboard pane. This will now open the Send Documents window,
for further instructions follow the below instructions 8.3 & 8.4 for further
instructions.
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8.3 SENDING AS LINKS

To send a document as a link to an internal recipient, navigate to the document
and click the “Send Document” icon. sl

Send Documents

B2 /departments/Serengeti Housing/Plugin Test/Test/Carl/Robin/Carl - Robin - 938.doc Easend eRBack

Send as:
@ Link © Attachment

Recipients

8 User: a No Recipients
& Group: Finance Staff [=] Add

Optional Message

Figure 8.3.1 - Send Document as Link

From the Send Document screen you must select users and/or groups as
recipients, type a message, select the “"Send as Link” option and click send. If
you wish to remove any users or groups from the list, click the "Remove” link
beside them.

The message will be sent to the recipients as an internal message and/or email
depending on your system preferences as defined by your site and technical
administrators. The message and/or email will include a link to retrieve the
document from EDRMS and a link to view the document details.

Received: 25/04/2012 09:04
From: serengeti
To: £ serengeti

Please read '/departments/Plugin Test/Test/Carl/Robinson/Carl - Robinson - 967.doc’' , you can download it
or view the details

Message added:
Please review this document.

This message was sent by Serengeti EDMS 6.0,
Copyright 2006-2012 Serengeti Systems Ltd. All Rights Reserved.

Figure 8.3.2 - Document as Link Message
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8.4 SENDING DOCUMENTS

To send a document as an attachment to an internal or external recipient,
navigate to the document and click the “Send Document” icon.

= /departments/Plugin Test/Test/Carl/Robinson/Carl - Eead Lo
Robinson - 967.doc
Send as:
© Link @ Attachment
No Recipients
8 user: a8
& Group: Finance Staff [=] Add

% External Email

Addresses: carl_robinson@serengeti-s Add

Please review this document.

Figure 8.4.1 - Send Document as Link

From the Send Document screen you must select users and/or groups as
recipients, type a message, select the "Send as Attachment” option. You can also
specify external email addresses, clicking "Add” to confirm them before clicking
“send”. If you wish to remove any users, groups or external addresses from the
list, click the "Remove” link X beside them.
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The message will be sent to the internal recipients as an internal message and/or
email depending on your system preferences as defined by your site and
technical administrators. External recipients will receive an email that includes
the document as an attachment.

From: serengeti ss <test@serengeti-systems.com> Sent: Wed 25/04/2012 09:08
To: Carl Robinson

i Co
Subject: e-intranet Motification Alert: Carl - Robinson - 967.doc

-] Message | @] Carl - Robinson - 957.dot (369 KB}

Please read ' /departments/Plugin Test/Test/Carl/Robinson/Carl - Robinson - 967.doc’

Message added:
Please review this document.

This message was sent by Serengeti EDMS 6.0,
Copyright 2006-2012 Serengeti Systems Ltd. All Rights Reserved.

o See more about: serengeti ss. ~

Figure 8.4.2 -Email Notification
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O SUBSCRIPTION

9.1 OVERVIEW: SUBSCRIPTION

This section describes the EDRMS subscription facility. Subscribing allows you to
keep informed of changes to files via email or internal message notifications over
the file life cycle.

The topics covered in this section are:-
e Subscribing to a File or Folder

e Receiving Subscription Notifications.

9.2 SUBSCRIBING TO A FILE OR FOLDER

EDRMS subscription system allows you to keep track of any changes made to a
document during its life-span. When other colleagues are working on a document
it is helpful for all other interested users to be told whether a change has been
made, rather than having to check the status of a document manually. This is
done by email notifications.

To subscribe to a file or folder, navigate to it and click the “Modify Subscription”

icon to go to the Modify Subscription page. Click on “Create Subscription” to
subscribe to the document or “Delete Subscription” to remove your subscription.

[ Workspace 1 Search | My Documents | SR B © Mlome - | Seorch for documents . ]

« Create Subscription = Cancel

Modify Subscription

Er e S Dybiome 7 | Secreh fordocumants

% Delete Subseription | * Cancel

Modify Subscription

Figure 9.2.1 -Suscription to a document
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9.3 RECEIVING SUBSCRIPTION NOTIFICATIONS

If you are subscribed to a file or folder, you will receive notifications whenever
the file or folder is altered. These notifications could be in the form of emails sent
to your default email application, internal messages sent to your EDRMS inbox,

or both. This will depend on the system preferences set by your site and
technical administrators.

From: Simon Samuel <simon, samuel@ssrengeti-systems, com>

Sent: TueO08/05/201218:41
To: Carl Robinson
Cc

Subject: e-intranet Notification Alert: test.htm|

Please read "/departments/Development/test.html’ , you can download it or view the details

Message added:

Tl message was sent by Sersnaeti EDMS 6.0.
Copyright 2006-2012 Serangati Systms Ltd. &Il Rights Reserved

Figure 9.3.1 - Notification Email

The notification shows the full document path and provides you with links to
download the document or to view the document details.
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10 FILE ASSOCIATION

10.1 OVERVIEW: FILE ASSOCIATION

File association is used to associate related files. For example, maps can be
associated with reports; agendas can be associated with minutes.

Associations make the user aware that the current document that they are
working on also has other documents that are related to it in some form, beside
the documents file name will be a chain symbol, indicating that it has associated
files, you can view the associations by viewing the documents details, and
selecting the associations tab.

Associations are made using links and can be made across separate directories
within EDRMS. File association allows you to view all related documents.

The topics covered in this section are:-
e Associating Files
e Viewing File Associations

e Deleting File Associations

10.2 ASSOCIATING FILES

If the documents you wish to associate with one another are in the same folder
then you can use the checkboxes on the left hand side of each documents and
click the “Add Association” icon at the top of the page.

o
&
&
&
x
®
s

] 5 | I | I I
Feinance richard. mulberry 04/10/2013 3
Diename julia.cutts 07/05/2013
Drest julia.cutts
Dtast.test peter_edwards

o
o
system o
julia.cutts 0

o

richard.mulberry 5/01/2!
julia.cutts 07/05/2013 7418
ng name taking up all the field.docx Julia.cutts 07/08/2013 409 KB
richard.mulberry 04/25/2013 765 KB
richard.mulberry 04/25/2013 12 KB

richard. mulberry

richard.mulberry

!
& & &
B B

richard.mulberry

richard. mulberry 04/25/2013

I I R R R R R A

&y
¢ & & &
£

[ |“Ipelata indiviaul cases ot mike.darby 04/30/2013 2 kB

Figure 10.2.1 Selecting documents for association

You will receive a confirmation message and all of the associated documents will
now have the ® icon next to them. Note you may not add an association to a
document that is marked as a Record. Hovering over the document will display a
list of the associated documents.
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@ 4 documents associated

Folder Actions: Q. ([ % O G @ s @ TS
o g H X = G
s U N -  —— |-
Drinance richard.mulberry 04/10/2013 L] *
Drename julia..cutts 07/05/2013 QS HO *
Drest julia.cutts 07/04/2012 1250 *
Dtest.test peter,edwards 04/15/2013 Qo %O *
Presta system 06/25/2013 TEE ] +
~f198.1F. 1T julia.cutts 07/08/2013 46 KB Q &H 8 *
Bcomipaint.pdf.par 5] richard.mulberry 05/01/2012 1M8 RS +
R 1= Jullz.cutts 07/05/2013 7418 =N} *
8 Created contact name with really long name taking up all the field.docx 5] julia.cutts 07/08/2013 409 KB 1ZE S +
 lcRM Templates. docx.dood- | richard.mulberry 04/25/2013 765 K8 APERS *
® arm_doc.docd T %0E richard.mulberry 04/25/2013 12 k8 WA N + | |=
® lerm_doc1.docx 1= richard mulberry 04/25/2013 12 k8 SR A +
® lrm_doc2.docx 1190 (5 richard.mulberry 04/25/2013 12 KB APEE S »
® lorm_doc3.docx.. 1® richard.mulberry 04/25/2013 12 K8 AP ZH & +
E orm_test_doc.doq /departments/Post/crm_doc2.docx richard.mulberry 04/25/2013 12 k8 A PSR S +
DDelete indiviaul i /departments/Post/am_docl.docx mike.darby 04/30/2013 2kB QAP BR S *
“ipesert.ipg /departments/Post/am_doc.docx richard.mulberry 04/25/2013 826 KB LT +
il 1=l richard.mulberry 04/12/2013 37 KB Q &4 8 *
iulia.cutts 07/03/2013 679 kB ¢ 4 N

Figure 10.2.1 - Association Target Section (Multiple Files)

If however the documents you wish to associate are in different folders, then you
will need to move the documents to the clipboard using ‘send to clipboard’ =a.

Once all the required documents are on the clipboard then they can be
associated using the clipboard’s ‘Associate’ function.

[] Clipboard Contents 2 item(s)
4N adad aRDR
[—pocin EEIE] [ === Folderpath i =]

Fault 218 2_0_7.docx Jdepartments/Finance g

Desert.jpg Jdepartments/Post d

Figure 10.2.2 —Files in clipboard, ready for Association

10.3 VIEWING FILE ASSOCIATIONS

Documents that have associations will have the chain symbol beside their file
name, indicating that they have one or more associations.

To view the associated documents, you will need to select the document details
action, which is the magnifying glass icon; from here you will need to select the
“associations” tab to view the associated files.

From here you are able to click the filename to be taken directly to that file.

'roperties I Categories I Versions | Associations Permissions Log

Associated Documents

— - [ G [ Sie |

crm_doc2.docx richard. mulberry 04/25/2013 12 KB

crm_doc3.docx richard. mulberry 04/25/2013 12 KB
crm_docT docx richard mulberry 04/25/2013 12 KB

Figure 10.3.2 — Associated Documents
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10.4 DELETING FILE ASSOCIATIONS

If you have associated documents that are no longer relevant, you can remove
the associations. Also, if you want to delete a document that has an association,
you need to remove the association first. To do this you must navigate to either
of the document and click the "Manage Associations” icon to go to the Manage
Associations screen.

L8 ap@| X B
-—_-“l
B Bwot specified - Rob - 941.pdf e EHE serengeti 2012/Feb/09 128 Q ER- A~
4MALG @ 8
o de X
-

Figure 10.4.1 - Documents

This screen will show you the filename and full path of each associated
document. Click the “"Unlink” icon to delete the association. You are able to delete
individual associations, or delete them all by clicking each “unlink” icon.

Manage Associations for: fdepartments/Serengeti Housing/Plugin Test/Test/Rob/Not Specified - Rob - 941.pdf

| Associations

Jdepartments/Plugin Test/Test/Carl/RobinsonExample/Carl - RobinsonExample - 969.doc €8

A
L Remowve Association

Name

Figure 10.4.2 - Removing Associations
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11 REVIEW DATE

11.1 OVERVIEW: REVIEW DATE

This section describes the review date features of EDRMS and shows how to
manipulate review dates on files and folders.

The topics covered in this section are:-

¢ Review Dates Explained

e Applying Review Dates

e Changing Review Dates

¢ Removing Review Dates

e Review Dates Notifications.

11.2 REVIEW DATES EXPLAINED

In a real time document management environment, many documents may arrive
in advance which must be reviewed at a later date. Perhaps the person who
normally deals with them is very busy at that moment and decides to look at the
document later.

In these examples it would be very difficult to keep track of the documents
without an efficient document management system. EDRMS provides a solution
for this problem with review date functionality.

Review dates can be set up on documents and folders and gives them a special
attribute. You can, of course, change the review date at any time provided you
have the appropriate permissions and as long as the document has not been
declared as a record. It is also possible to add a reviewer, so that a user or a
group can be selected to review the document rather than the document creator.

EDRMS notifies you if a document is due for review by sending a message or
e-mail to the document creator or chosen reviewer in advance. The time of day
that notification messages/emails are sent is defined by your site and technical
administrators.
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11.3 APPLYING REVIEW DATES

Review dates can be applied to files in two ways. The first is when uploading a
file - use the calendar date picker to select a date and click “"Save”.

Review Date:

Archive Date:

Figure 11.3.1 - Setting Review Date On Upload

The second method of setting a review date is after upload. Navigate to the
document and select the "Document Details” action to view document details.
Review details are shown on the Properties tab.

FTHA LSV IJB O FS T REE Back
Properties Categories Versions Associations Permissions Log J
Name: crm_doc docx Size: 12 KB
Description: = Document Id: 97518
Owner: richard.mulberry Source: UPLOAD
Creator: richard_mulberry Created Date: 04/25/2013 14:57
Last Modifier: Jjulia.cutts Last Modified: 08/07/20132 10:31
Record Date:

Review Notification Recipients
Review Date: | Add User Add Group

[ Aug  |v|2013 [~ ]“

Archive Date: Su Mo Tu We Th Fr Sa je:

Save U £ E
4 5 6 7 8 9 10

11| 12 13| 14| 15| 16 17
Subscribed: 18 19 20 21 22 23 24
25| 26 27 28 29 30 31

/departments/Post

Figure 11.3.2 - Setting Review Date After Upload

Set a review date using the calendar date picker.

By default, review notifications will be sent to the creator of the document, and
the last modifier if this is different. If you add one or more reviewers here, then
notifications will be sent to these reviewers instead.

You may add Review Notification Recipients by User or by User Group. See Figure
11.3.3 - Select Review Notification Recipients.
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I DS RO TS W ®

2 epdtdms bury i ; Windows =
Properties | Categories | Versions | Associations 8 itpi/Jdens by deviss.ioealiT005/serengetiedms/eommon/pickusersjsFirestrietToCurrentDéptatiue.

: Search

Name: crm_doc.docx size: .
Description: Document Id: Search: [Go]
Owner: richard mulberry Source: Results

Creator: richard.mulberry Created Date:
Last Modifier: Julia.cutts Last Modified:
Record Date:

UserName First Name Surname Email Address
helen.rogers  Helen Rogers helen.rogers@serengeti-systems.com
Julia BusAdmin  julia.Busadmin@ss.local

Julia Cutts julia.c
juliatech Julia Cutts julia.techadmin@ss.local
fication R|| | Juliatest2 Julia2 Test Julia.test2
mike darby mike.darby@serengeti-systems.com

rds  Peter Edwards ards@serengeti-systems.com
Peter Edwards peter.edwards @serengeti-systems.com
Richard  Mulberry richard.mulberry@serengeti-systems.com
Serengeti  BusinessAdmin support@serengeti-systems.com

Review Date: 29/08/2013

No Recipients

Archive Date: Disposal Date:

Save

Figure 11.3.3 - Select Review Notification Recipients

Click on the Add User button to call up the user picker. Searching is supported, it
is not case sensitive and searches all four columns. Clicking Go with a blank
search term will list all users. Click on a username link to add the user to the
Review Notification Recipients.

Click on the Add Group button to call up the Group picker; again, searching is
supported. Click on a Group Name link to add the user to the Review Notification
Recipients.

Each selected user and group is listed under Review Notification Recipients with a
red X that allows you to remove them.

Click “Save” to confirm.

11.4 CHANGING REVIEW DATES

To change a Review date or the Reviewer Notification Recipients, navigate to the
document and select the "Document Details” action to view document details.
Review details are shown on the Properties tab. Set a new review date using the
calendar date picker. Change the Review Notification Recipients as required. Click
“Save” to confirm. Note that review date and notification recipients cannot be
modified if the document has been declared as a record.

11.5 REMOVING REVIEW DATES

To remove a review date, navigate to the document and select the “Document
Details” action to view document details. Review details are shown on the
Properties tab. Delete the date from the Review Date field. Change the Review
Notification Recipients as required. Click “"Save” to confirm. Note that review date
and notification recipients cannot be modified if the document has been declared
as a record.
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11.6 REVIEW DATE NOTIFICATIONS

EDRMS notifies the owner or the reviewers of a file when the review date is
reached, by sending them a message or email, depending on system
preferences. The recipient can then choose to ignore the notification and let the
document review date pass, or the document review date can be modified.

e-intranet Review Notification Alert x

Received: 25/04/2012 01:30
From:
To: £, serengeti

The following file is due for review (review date is: 2012/Jan/06):

/departments/Housing Services/Lettings Team/Applications/1/1-BLOGGS/Further Info Letter/1_1_-
svvs_(06-01-2012).docx, you can download it or view the details

This message was sent by Serengeti EDMS 6.0,
Copyright 2006-2012 Serengeti Systems Ltd, 2ll Rights Reserved,

Figure 11.6.1 - Notification Message

The notification shows the document name and folder path and includes links for you
to download it or view the document details.

Depending on the parameters set by the System Administrator, the notification
email will be sent at regular periods until the review is completed.

T HEH 2SR B0 G E N RER © Back
Name: Bug 225 2_0_7.docx Size: 180 KB
Description: = Document Id: 198030
Owner: Jjulia_cutts Source: UPLOAD
Creator: Julia.cutts Created Date: 08/14/2013 09:48
Last Modifier: julia.cutts Last Modified: 08/14/2013 09:48

Record Date:
Document Policy
Archive Date: Disposal Date:
Review Date: 02/09/2013
Review Notification Recipients

Add User Add Group
No Recipients

© Save  » Complete Review

Subscription

Subscribed:

I ncatinns

Figure 11.6.2 - Complete Review

Clicking on this field will delete the review date and no further notification emails
will be received.

Version 1.2 Copyright © Netcall Telecom 2015; Proprietary Page 83 of 109



Netcall -

Netcall Liberty EDRMS User Guide v6.3

12 ARCHIVE DATE

12.1 OVERVIEW: ARCHIVE DATE

This chapter describes the file archival features of EDRMS. It shows you how to
manipulate archive dates on files and folders.

The topics covered in this section are:

e Archive Dates Explained
e Applying Archive Dates

e Changing Archive Dates
¢ Removing Archive Dates.

These are all manual tasks, it is likely that your Site Administrator will set up
automatic disposal and archiving so that manual intervention is not required.

12.2 WHAT ARE ARCHIVE & DISPOSAL DATES

Archival dates give documents a fixed life span. Not all documents have a long-
term value and can therefore be deleted from the EDRMS repository
automatically once they have reached their archive date.

Once applied to a file or folder, you can change the archive date at any time,
provided you have the appropriate permissions, and as long as the document is
not declared as a record.

Once the archival date of a file has been reached, it will be moved to the
Archived Items folder. This folder can only be access by your site administrator.
Once archived, a document can be permanently deleted or restored to its original
location by the Site Administrator.

Once the disposal date is reached then the document will be permanently
deleted.

The Archive & Disposal dates cannot be applied/changed once a document has
been ‘Declared as a record’.
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Netcall -

12.3 APPLYING ARCHIVE & DISPOSAL DATES

Archive dates can be applied to files in two ways. The first is when uploading a
file by manually typing an archive date or selecting it using the provided date
picker. Click “Save” to confirm the date. See Figure 12.3.1 - Setting Archive Date On

Upload

Actions

& & =

Review [/ Archive Dates

Review Date:
Archive Date:

Save

Figure 12.3.1 - Setting Archive Date On Upload

The second method of setting an archive date is after upload at which point you
can also set the disposal date.

To do this you must navigate to the document and click the “"Document Details”
icon to view the document details. From here you can select the Document

Properties tab
-

4 1 Sy Documents 3

i SRR T dw

¢ 6 - * Back

[ Properties | Categories I Versions l Associations | Permissions | Log i

Name: crm_doc1 docx

Description:

owner: richard mulberry
Creator: richard.mulberry
Last Modifier: julia.cutts
Record Date:

Review / Archive Dates

Review Date:

Archive Date: |

Subscription |
subscribed:

4 5 6

— 11 122 13

Locations.

18 19 20
/departments/ 25 3¢ 27

7
14
21
28

No Recipients

Disposal Date:

3 Save

Su Mo Tu We Th Fr Sa

1
8
15
22
29

Size:

Document Id: 97607

Source: UPLOAD

Created Date: 04/25/2013 15:05
Last Modified: 08/07/2013 10:31

2
9
16
23
30

Review Notification Recipients

Add User

3
10
17
24
31

12 KB

Add Group

Figure 12.3.2 - Setting Archive & Disposal Date After Upload

Manually type in an archive/disposal date or select it using the provided date
picker, Click “Save” to confirm the date.

Version 1.2

Copyright © Netcall Telecom 2015; Proprietary

Page 85 of 109



Netcall -

Netcall Liberty EDRMS User Guide v6.3 d

12.4 CHANGING ARCHIVE & DISPOSAL DATES

To change an archive/disposal date, you must navigate to the document and click
the “"Document Details” icon to view the document details. From here you can
select the Document Properties tab and either manually type in the new
archive/disposal date or select it using the provided date picker. Click “"Save” to
confirm the date.

12.5 REMOVING ARCHIVE & DISPOSAL DATES

To remove an archive date, you must navigate to the document and click the
“Document Details” icon to view the document details. From here you can select
the Document Properties tab and then delete the date from the Archive Date or
Disposal Date field before saving the amendment.
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13 RECENT DOCUMENTS

13.1 OVERVIEW: RECENT DOCUMENTS

EDRMS provides the facility to record your most recent documents for easy
retrieval.

The topic covered in this section is:-

e Using Recent Documents

13.2 USING RECENT DOCUMENTS

Every document you visit, either by opening it or viewing the document details,
are stored in your recent documents list. This list can be accessed by holding the
mouse cursor over “Recent Documents” in your navigation bar.

Recent Documents
Carl - RobinsonExample - 969.doc

Path: /departments/Serengeti H

Eh] Not Specified - Rob - 941.pdf
R departments 7.pdf
o Benefits letter_352.pdf
E:) Bield Carl - Robin - 938.doc
= CPSL Finance 156_61_16516_(18-01-2012).docx
Estates
® Finance Import.csv-FAILED
) Groupl Kofax Capture 9 Installation Guide.pdf
i:) Group2 343.log
DO Housing services test.log

R

Figure 13.2.1 - Recent Documents

Clicking one of the listed documents will take you to the Document Details screen
where you can view a preview of the document as well as perform any of the
many document functions.

The count of documents that reside in your list of recent documents is configured
by either the system or your departmental technical administrator. As the list of
documents reaches the limit the least recently viewed documents will be
removed from the list and replaced.

Version 1.2 Copyright © Netcall Telecom 2015; Proprietary Page 87 of 109



Netcall -

Netcall Liberty EDRMS User Guide v6.3 \/

14 FAVOURITES

14.1 OVERVIEW: FAVOURITES

EDRMS provides the facility to add documents and folders to a favourites list for
easy retrieval.

The topic covered in this section is: Using Favourites.

14.2 USING FAVOURITES

There are some documents and folders in EDRMS that you regularly visit. To do
this you may have to navigate through several folder levels. Alternatively, you
may visit a document or folder and wish to bookmark it to return later. This can
be achieved by added the document or folder to your favourites.

To do this for a document, simply click the

f:} i.;xw “Add To Favourites” icon next to the relevant
{P document. For folders, click the “Add To
Add to Favourites d Favourites” icon for the folder.
My Documents | Forms |  Actions | Help
Recent D:-num{h_")
testing - 4131.doc Favourites are listed under
email - 4027.msg My Documents after the 10
P Email regarding ticket 3844 - 4030.msg Recent Documents.
4143, pdf
QA SLA Report Testing - 1860.docx Clicking one of the listed
testing - 4130.doc documents will take you to the
| a.pd Document Details screen where
| 2ls This passec341 vad you can view a preview of the
r :1_:___1:“:”: document as well as perform any
S of the many document functions.
] % oot g ke 2044 - 4030 g Clicking a listed folder will take
! ® /departments/ICT/ICT Support/Customer Support/Fault Report ng you to that folder location.

Figure 14.2.1 - Favourites Documents
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15 WORKFLOW APPROVAL

15.1 OVERVIEW: WORKFLOW APPROVAL

A workflow consists of a collection of activities that support a specific business
process. These activities can be applied to documents in EDRMS.

After configuring a workflow, you can apply this to a document. Depending on
the configuration of that workflow, the applied document(s) will have
notifications sent to the first “Approver”. This Approver will view the document,
and can decide to Accept or Reject the document. If the document is accepted it
will be sent on to the next approver, and continue until all approvers have
completed. If at any stage the approver decides to reject the document, it will be
moved to the Rejected folder, and the approvers notified.

The topics covered in this section include:-

e EDRMS Workflow

e Applying Workflows

o Workflow Details

e Workflow Approval/Rejection

15.2 EDRMS WORKFLOWS

EDRMS workflow is a simple workflow system offering the user the chance to
upload documents and apply a workflow process to it. The user who starts the
workflow is called the ‘initiator’. An example of a workflow process is an approval
system that requires a document, uploaded into the EDRMS repository, to go
through a sequence of approvers. Approvers are notified that a document
requires their approval by internal message or email.

The following diagram shows how this approval scenario can be modelled using
EDRMS workflow. Once a document is uploaded, notifications are sent to the
approvers, one after the other.
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Paperwork
pe Upload
- Internet
€ & —7— T
—— ] -
Iniiator PC e-mTranet Server
L, Paparwork
i loaded in
Notify Approver 1 Upl
1o approve docs % :t:n Pon:ng
Notify Initiator w"'f""""
Pending
Folder
Rejection A
Email
—_— =
Y
Move
document to get moved
- document P
Rejected Compleated
Folder Folder

Figure 15.2.1 - Example Workflow Process

This specific example shows that each approver receives an email in turn once
the previous approver has approved the document. If the document is rejected at
any time, the document is moved to a Rejected folder and the initiator is emailed
of its failure to complete the workflow process. If the document passes each
approval step then, on completion, the document is moved to a Completed
folder. The above workflow model would be created by your site or technical
administrator.
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15.3 APPLYING WORKFLOWS

You can apply a workflow to a document during upload or after upload. To apply
during upload, upload a document in the usual way and click the “Initiate
Workflow” icon on the Upload Completed screen.

Upload Summary

Q /departments/Post/Indexer In-Tray/1.html (44 K8) O, & 59} )

Actions Initiate Workflow i
& € =

Review / Archive Dates

Review Date:
Archive Date:

Save

Figure 15.3.1 -Applying workflow

15.4 WORKFLOW DETAILS

Once the Workflow has been applied to a document, you can check its progress
by clicking on the “"Document Details” icon to go the Document Details window.
From here, click the Workflow tab to view the workflow details.
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15.5 WORKFLOW APPROVAL/REJECTION

Once a workflow has been applied, a message and/or email will be sent to
the first approver(s).

From; supporti@serengeki-systems, cam Sent;  Thu 31-May-2007 11:11
Toe Chris Coe
et

Subject:  e-intranet Workflow Pending: Rough Guide to Jaywick,doc

You are part of the CIC_TEST1 workflow.

The workflow process for ' /departments/Development/chris test/Rough Guide to Jaywick.doc'
has now commenced, vou can download it or view the details

Please review the document at vour earliest opportunity.

The document can be found at fdepartments/Development/chris test/Rough Guide to
Jaywick.doc.

WORKFLOW DETAILS

WarkFlow ID 39
Current Status PENDING
Initiator chris.coe
Initiation Date 31/05/2007 11:10
This messages was sant by z-intranst 5.0,
Copyright & 2006-2007 Serengeti Systems Led, &l Rights Reserved,

Figure 15.5.1 - Workflow Approval Notification

This notification confirms the name of the workflow; the full path of the
document involved, provides links to download the document or view the
document details, and provides details about the specific workflow application.

To process the workflow, you can either proceed to the document details screen
or click the Workflow Approval icon, or you can navigate to your inbox and click
the Workflow Approval icon for the relevant document. Whatever method you
choose, you will be taken to the Workflow Approval screen.

From here you must enter your comments, select either Approved or Rejected
and click “"Go” to complete the workflow stage. If the workflow has multiple
stages, the next approver will receive an email and/or message notification. Once
all approvers have approved or rejected the document, the document will be
moved or copied to the relevant approval or rejection folder.
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16 INBOX

16.1 OVERVIEW: INBOX

The Inbox is a feature that allows you to keep track of EDRMS messages without
having to have access to your email account. Provided your site or technical
administrator has enabled the related functionality, EDRMS will send you
messages as well as/in place of emails for actions such as file or folder
subscription, archive, review, workflow and when documents have been sent to
you.

The topic covered in this section is: Accessing Your Inbox.

16.2 ACCESSING YOUR INBOX

To access your inbox, click the “Inbox” link on the navigation bar.

Messages

[Timsoncn semnemsto

Search Resulis

u — [ ——. —4b—' - | l
[ 20/07/201516:20 e-intranet Motification Alert: Worksheet-Al19.xlsx AccountsAdmin o'
L1 20/07/201516:20 e-intranet Notification Alert: Worksheet-Al 8.xlsx AccountsAdmin 32X
1 20/07/2015 16:20 e-intranet Netification Alert: Worksheet-A17 xlsx AccountsAdmin o4
L] 20/07/2015 16:20 e-intranet Motification Alert: Worksheet-Al 5.x/sx AccountsAdmin X
[ 20/07/201516:20 e-intranet Motification Alert: Worksheet-Al4.x/sx AccountsAdmin X
L] 20/07/201516:19 e-intranet Motification Alert: Worksheet-Al2 x/sx AccountsAdmin X
E  20/07/201516:19 e-intranet Motification Alert: Worksheet-Al1.xlsx AccountsAdmin o'
L1 20/07/201516:10 e-intranet Notification Alert: Worksheet-Al 0.x|sx AccountsAdmin o3
[ 20/07/2001516:19 e-intranet Netification Alert: Worksheet-A00 xlsx AccountsAdmin ol
L] 20/07/201516:18 e-intranet Motification Alert: Worksheet-A08.x/sx AccountsAdmin X

» Active Workflows

» Checked Out Documents

Figure 16.2.1 - Inbox

The top section of the inbox shows your received and sent messages. You can
open a message by clicking the “View Message” icon or delete it using “Delete
Message”. Standard pagination is provided, allowing you to move from one page
to another and change the number of items on each page.

The centre section shows a list of all workflows, including a filter selection based
on workflow stage (e.g. All / Open / Require Approval / Completed). To view
details, click the "Document Details” icon. To go to the workflow approval screen,
click the “Workflow Approval” icon. Workflows are covered in greater detail in
section 11, Workflow Approval.
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The final section of your inbox contains a list of documents you have currently
checked out. From this screen you can view the document details, check the

document in and cancel the checkout. This is covered in greater detail in section
5, Version Control.
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17 ADVANCED VIEWER

17.1 OVERVIEW: VIEWER

EDRMS comes with three options for viewing files. You can have “"None”, which
will open files in your machines native viewer, such as Adobe Acrobat reader for
PDFs, MS Paint for Images and so on.

“Advanced Viewer” allows for annotation and redaction of Images and PDF
documents, along with various tools such as rotation, inverting of colours etc.

Lastly, you can select "Advanced Viewer with Measurements”, which is similar to
the standard “Advanced Viewer”, but includes measurement tools to allow for
measurement of plans for buildings etc.

You will need to have the correct license file to use Advanced Viewer options,
consult your Site Admin about this feature.

17.2 INTRODUCTION

The Advanced Viewer enables you to view images from within the EDRMS system
and to perform various annotations on these documents. Currently, the viewer
supports the following image formats:

TIFF
JPEG
PNG

BMP.

The viewer can be displayed alongside the document details for reference, or it
can be displayed in full screen by clicking the filename from within the document
details pane, or from the "My Workspace” area.
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IS LN AL ELAOLRE e X ¥ 8@ - Back r
XRXEALIHAEBHE DS C < »
Pri Tii E| T Cat il Versi P issi; L EjSEBABUM= E3 =
[ roperties | Epost | Categories | Versions | Permissions | Log d P IE} i Ga
. 1_Not Specified_Not Specified {DOCUMENT_DATE.(dd- . A
Name: MMAYYLTF & Size: 4KB 5
P Dt 14
Description: Id?‘"me" 135144 O
Owner: system Source: KOFAX [ |
Creator: system EZE(E:“I t])g;);/zmz (] - FILLER PAGE -
Last vstem Last 06/01/2012 <
Modifier: ¥ Modified: 15:59 -
Review / Archive Dates »
Review Date: ) DO NOT DELETE THIS PAGE
Archive bate: P8 UNLESS IT IS REPLACED WITH d
' 2 THE SAME OR EQUIVALENT PAGE
o]
Subscription ]
Subscribed: . . N
i This page is required by the Ascent
Location Capture Administration program to
| el c support Ascent Capture 2.x page level
/departments/Housing Services/Lettings Team/Bolton Furninshed Tenancies/1/- har codes and patch codes.

M4 1of1 |mM| 51% | 800x1000 | [ESEBABUIM= i

Figure 17.2.1 - Document Details and Viewer

You are able to annotate the document, covering sensitive fields or adding notes
for example, when you are finished you can save these changes by selecting
“Send Document with Annotations” from the File menu. This will save the
document as a new version

17.3 GETTING STARTED: THE MENU SYSTEM

The Advanced Viewer has a Menu system similar to that of most Windows
Applications, with a series of drop down menus along the top of the window
providing various functions

File Edit Orient Annctations Preferences Page Manipulation View

Figure 17.3.1 - Menu Bar
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17.4 MULTIPLE PAGES AND THUMBNAILS

When viewing documents that have more than one page, each page is displayed
as a thumbnail along the right side of the viewer. The thumbnail with the red
square indicates which page you are currently viewing.

File Edit Orient Annotations Preferences Page Manipulation View -

RAFaAdHEBWEDSC 4>

THE SAME OR EQUIVALENT PAGE

i IEISEBASLM= 52 Ga

A

S

O

|

= - FILLER PAGE -

(=]

-

.

) DO NOT DELETE THIS PAGE
.~ UNLESS IT IS REPLACED WITH

B

]

o)

This page is required by the Ascent
Capture Administration program to
support Ascent Capture 2.x page level
bar codes and patch codes.

M4 1of1 |mM 51% || B00x1000 | EjSEBASUMM= i

Figure 17.4.1 - Advanced Viewer

You can move between the pages by clicking on the desired thumbnail, or by
using the arrows along the horizontal toolbar.

Figure 17.4.2 - Page Navigation Buttons

17.5 THE HORIZONTAL TOOLBAR

The horizontal toolbar provides options for viewing the document itself,
such as zooming, rotation, and navigating through pages, if the document
has more than one page.

You are able to zoom into the document for finer detailing, this can be done by
clicking the zoom in and out buttons located on the horizontal toolbar,
alternatively, you can double click on the image thumbnail to zoom in.
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XKXEAQ
Figure 17.5.1 - Page Navigation Buttons

The third icon along in the display above will reset the zoom, or fit the document
to the current window. The fourth icon will enable you to drag and create a
rectangle; this will then be converted into a magnifying glass which you can use
to hover over areas in the document to view in better detail, you can adjust the
size of the magnifying glass using the same method you would resize other
objects, by clicking and dragging one of the edges.

File Edit Orient Annotations Preferences Page Manipulation iew
2EREQAOIIHRBEDE 4 » K

| Click and Drag to magnify a porion ofthe image. Magnified area is resizable.
rd Verification - - B Ist Applicant  [a, LJ
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EEA Member state ientity card [ul
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Fesident Permit issued to EU Nationals by Kome Office o
Current ECA or UK Photo Driv I'|l.2| Licence o
Hiue disabled drivars pass [

Shotgun or firearms certificites

Current Full UK Driving Licence |
State Pension or Benelits Book /
Self-Employed/Suz-contractors p&!

[n]

Irland Revenue fax notification (|

Canfirmation of electoral registal

Local authority tax bl walid for 4
Local goungd rent card of tenan _ . o

Recent uiility il ar statement i

Recent documentation from a“aphone- bi“S} Hress o

Sollcibors ietter confirming recen

bnal Verification for |nw=at9d fil'm con t____

Apoiicant | tz

BEwy 20 CONBROS YN\

£

alth, eq inheritance,

e, redundancy, e qqp Dr ‘c-']rld rp':‘

incarme, maluring K
tax-free cath frem
me
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Rineas

{nfease tick) | “Under E30,0000 £30,000 to £50,000 []| Under £30,000 : £30,000
Dver £50.000 Ower £50,000 || r

]
(2]

ved at wour curremt

| LR 2of2 Ll T 16642349 WixnCILBfz84=

Figure 17.5.2 - Zoom

Pan — When zoomed in, use this tool to drag around the document, moving
the viewing area.

r=1
(]
Ly

Select Area - Select an area, you can then Cut, Copy and Crop this area.

—— _Zoom Rubber Band - Use this tool to draw a box, you will then zoom into
this area.
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Invert Colour - Invert the colours of the document; select again to revert
back to the original colours.

Flip Horizontal - Flip the document horizontally.

EF

Flip Vertical — Flip the document vertically.

=

— _Rotate Counter Clockwise — Rotate the document counter clockwise by 90
degrees.

iRotate Clockwise - Rotate the document clockwise by 90 degrees.
Previous Page — Go to the previous page of the document.

Next Page — Go to the next page of the document.

17.6 VERTICAL TOOLBAR

The vertical toolbar provides annotation tools to be used on the document, such
as adding text, creating boxes and so on

B w22 @® O0OMBOS NN

o

Figure 17.6.1 - Vertical Toolbar
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Going from the top icon to the bottom, the tools are as follows:

MAUN:

| veritication of Ciient Identity

Line Tool - Used to draw lines on the document

P163%6 complete Section 1 below and Supply ¢
document from Group A is not availghle, ther

or alternativelvy one item-from Group B and ¢

Arrow Tool — Used to draw arrows on the document, or to point to certain areas
of the document

Freehand - Used to draw free hand lines on the document

O oaojc

‘ovisional)

(1))

Rectangle - Click and drag to draw rectangles on the document

Filled Rectangle — Same as the regular rectangle tool, but with a filled colour

10 LU NdLIONaIs Oy naime Lince
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Highlight Rectangle — Same as the regular rectangle tool, but has a translucent
fill, to highlight areas of the document.

»elr-en

Governmen!
=)
]
3

Ellipse — used to draw circles / ellipses

NployeasSul-contracrors Lernncate (LS4, Lisar), Lis4(1) Livd,

Filled Ellipse — Same as the ellipse tool, but with a coloured fill.

ration .

Polygon — This tool is used to draw polygons, click each time you want to make a

new line, and click back on the original anchor point when you are finished to
complete the polygon

/;,%

ion for invastmai

Filled Polygon — Same as the Polygon tool, but with a colour fill.
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2. Additional Veri

5 1 ext goes here
Sé
Sé
in
Bt
Et
m

1
Salaru falaaca tiekd | *lind

Sticky Note - used to create a note on the document, by creating a white box
with text

-Text goes here

Text — Draw a text box and enter text, any whitespace around the text will be
transparent

Text lgoes here

20 t?iig.@ Under £3D.000l Iiib.oo

Cloud - similar to the text tool, but creates a cloud around the text.

17.7 CHANGING COLOURS

To change the colours of an annotation, firstly create the annotation, then right
click on it and select Properties.
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|
Eintranet 5.0 jk

Evirtraned 4 2
[Spamow] (S%ork)

Move
Resize
Delete
Properties
Cancel

Scanmey S(J"I'g

Figure 17.7.1 — Annotations in Default Colour

You will be presented with the following popup window (if this doesn’t appear, it
may be due to your browser not permitting popup windows).

-
& Annotation Properties
— Font — Colar
Face: HEERE NN
- EEDCD0 O EEN
0 o o |
[ Line * Fareground . FFOOo0
TS
e |:| FFFFFF
OKl
Java Applet Window

Figure 17.7.2 - Annotation Properties
Change the colours as desired, and click ok for the changes to take effect.

Version 1.2 Copyright © Netcall Telecom 2015; Proprietary Page 103 of 109



Netcall Liberty EDRMS User Guide v6.3

Netcall -

17.8 SAVING CHANGES

Once you have finished making your changes to the document, you can save
these by selecting "Save Document” from the file menu as detailed below.

Edit Orient Annotations Preferer

Reload Docurment 5
Export

Print...

Save Docurnent

Info -
Mext Page Page Dowvn

Previous Page Page Up

Figure 17.8.1 - Save changes

This will save the document as a new version, you will heed to refresh the page
by pressing F5 (Internet Explorer and Firefox). You can then view each version of
the document in the Versions tab of the document details, as pictured below.

ST HE S DE 20 cTGdEdeX s

{ Properties Epost Categories Versions Permissions Log

2
1

Annotation Added system 25/04/2012 11:51

Create first version system 06/01/2012 15:59

Byl e 0 00RO S NN

File Edit Orient Annotations Preferences Page Manipulation View (ol

RXEASLIHASEHH O C 4 »

&

JEISEBASUM=

- FILLER PAGE -

e

DQ NOT DELETE THIS PAGE
UNLESS IT IS REPLACED WITH
THE SAME OR EQUIVALENT PAGE

This page is required by the Ascent
Capture Administration program to
support Ascent Capture 2.x page level
bar codes and patch codes.

WA 1of1 M| 51% | | 500x1000 | [ESEBASUrM=

Figure 17.8.2 - Version List

n

EDRMS will always display the latest version of a document in the viewer, but
you are able to download any previous version by clicking on the Download Icon
in the versions tab, beside the version you wish to view.
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18 MEASUREMENT VIEWER

18.1 OVERVIEW: MEASUREMENT VIEWER

The measurement tool bar is used for measuring drawings related to planning
documents. To view the measurement toolbar you can either go to “Edit-
>Measurement Tool” or press CTRL-ALT-M on the keyboard.

File Edit Orient il Page i ion  View
EREEQABLHBBEEOC 4 b N ¥
/| cksws1XiatE= 27
Va
o
=]
-
(]
o
L J
o
3
'Y
B
=
[ree]
POOL VILLA PLAN 3 BEDROOM
~=_FLOOR AREA 300 sQ.M. TYPE V.A1l
Calibrate: A o Unit: |Centimeters | Precision: X ~ =
Ooa& 7/ Penmelewcwcumfeveme:l— Diameler| Radius'l Avea'| Unit:[Centimeters |
| el Tor1 ww (isa%  cooaza dewsixiste=

Figure 18.1.1 - Advanced Viewer with Measurements

18.2 CALIBRATION

To measure any object you first need to calibrate the drawing.

!
Calibrate: A IW.U Unit: |Cemwmalars | Precision |EI1 =

oo a / Perimeter/Circumference: Dlameter‘| Radlus‘l Area‘l Unlt:|Canﬁmetera

| L LI kM| s0% 000429 dedldiatE=

Figure 18.2.1 - Calibration Tool

To calibrate please select the arrow shape (from the measurement toolbar) and
draw a line on the drawing. Then specify the measurement for the drawn line by
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specifying the length, unit and precision for the drawn line. This would be used to
calculate measurements for any drawn shapes on that drawing.

File Edit Orient i Page i i View
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Calibrate: A s Unit: |Meters v| Precision: [01 > =
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| mal"Tor1 ww [53%  so0x2a dswstxiste=

Figure 18.2.2 - Taking Measurements

18.3 MEASUREMENT

Once you have calibrated a drawing then you can draw the following shapes
using the icons available on the measurement toolbar:

O o 8 /
» Rectangle
» Circle
» Polygon

> Line.

To view the measurement for the drawn shape, press CTRL on the keyboard and
select the drawn shape using the mouse. The selected shape is highlighted with
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green colour. The measurements for the selected shape are displayed on the
toolbar. You can change the units of display or calibration at any time.
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Figure 18.3.1 - Adding shapes

You can draw as many shapes on the drawing at the same time and add the
measurements by selecting the shapes (using CTRL button). You can also
deselect a shape by pressing CTRL and clicking on the drawing again.

To subtract the measurement of an image from the total you can press ALT on
the keyboard and select that image Again you can press ALT and select multiple
images to subtract their measurement from the total. Pressing Alt and selecting a
shape would display it in red colour.
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19 FORMS

19.1 OVERVIEW: FORMS

The forms module will provide facility to create forms on EDRMS and link them to
categories. When users complete a form, it will create a document on the EDRMS
using the setup template and index the documents with the information captured
in the form.

The topics covered in this section are:

e Load and Submit a Form.

19.2 LOAD AND SUBMIT A FORM

There are two ways that the Forms can be loaded, these are:

1. Loading from the toolbar within the EDRMS
2. Directly Calling the Form using the URL (Form set as Public)

When creating a Form there are two options whether to have the Form available
to the public via its URL (no login required) or to setup permissions as to what
departments are allowed to use the Form (login required).

19.2.1 LOADING FROM TOOLBAR (Non-Public Form)

If you are using the non-public option on the Form then follow the steps below to
load the Form and submit documents to the EDRMS:

Login to the EDRMS as normal and across the toolbar will be a Forms option.
Highlight over this to bring up the available Forms to you.

Purchase Requisition

Sales Order Form

Figure 19.2.1 — EDRMS Toolbar
Here you can see that we have a “Purchase Requisition” form set up.
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By clicking the Form it then displayed ready for you to enter the required
information.

After entering the information simply click the “Submit” button to create the
document within the EDRMS.

19.2.2 LOADING FROM URL (Public Form)

If you are using a public form then you have two options. Users can still load the
form using the method above. If you would like people that do not have a login
to the system to be able to submit documents into the EDRMS then they will
have to do this using the URL (website address) for the Form (please contact
your Technical & Site Admin Users to find these URLs for you).

Once you have the URL simply click the link or enter it into a browser and it will
then load the Form without the need of a User login.

After entering the required information simply click the "Submit” button to create
the document within the EDRMS.

Forms can also be configured to act as ‘place holders’ for physical files i.e. if a
document is stored in a filing cabinet and has not been scanned into your
system, then a physical records form can be populated to act as a place holder
with information regarding ‘meta data’ about that document e.g. where it is
located in the building, what the document is about i.e. a document type name, a
document owner etc. These are set up by your Technical Administrator and are
stored within the file plan for searching and retrieval of information. An icon also
appears if a physical records form is present in the system, so to alert the user
that it is a placeholder, rather than a document held in the system.
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