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1 PREFACE

With the DMS of OpenIMS you can collaborate on documents in a structured manner. It is a document
management system with a focus on user-friendliness.

OpenlIMS functions entirely from a web browser. This allows a user to access all documents from any
location, provided they have an internet connection, whereas working offline is also possible.

1.1 Client Specifications

An OpenlMS user must have at least:

e Internet Explorer, Edge, Safari, Chrome or Firefox;

e The applications you want to edit documents with must be available; such as, for example, Microsoft

Office;
e The OpenIMS Transfer Agent (see https://openims.com/downloads for the latest version).

No part of this publication may be reproduced and/or made public by means of print, photocopy, microfilm or
in any other way, without the prior written permission of OpenSesame ICT B.V.
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2 INTRODUCTION TO OPENIMS

As indicated, OpenIMS is 100% web-based. This means that you perform all actions via your web browser.
Depending on your rights, you may or may not be able to access certain parts. Therefore, you must be
logged in to OpenIMS.

2.1 Login

You start your web browser and enter the URL of the domain under which your data is stored. To go to the
document management portal, add the word “DMS” to the url (eg http://intranet.yourcompany.nl/dms). From
here the OpenIMS login screen appears. You can now enter your username and password, which will take
you to the DMS of OpenIMS.

2.2 Language selection

The DMS is multilingual. You will find the language selection in your profile menu at the top right of the
screen.
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3

OPENIMS FUNCTIONS

Name Function Short description Refers to
Vi _ This option opens the latest version of the document Document
lew )
as read-only.
. This option opens the latest version of the document Document
Edit [ooc| ; ;
S0 it can be edited.
E-mail — Send an e-mail message containing a hyperlink to the Document
' document.
. This function allows you to upload a newer version of Document
Upload new version o s
an existing file.
Allows you to view and adjust the document Document /
Properties (& properties. In addition to the description and title, the Folder
workflow and metadata are also recorded here.
The historical overview shows all versions in Document
History 3 chronological order. Here you can see who changed
what and when.
If you want to receive a signal when the document has Document
Signal been changed, you can enable this function
(subscription).
If it turns out that a document or a folder is not in the Document
Move ! Lt right place within the DMS, you can move it to another
place with this function
: : n This is a link (url) to the preview version of the Document
Preview version ¢
document.
Published version B This.function provides a secure hyperlink (url) to the Document
published document.
Makes the last published version of the document Document
Revoke : 24 current again if changes have been made to the
document since that publication.
Copy |k Allows you to copy the current document. Document
With this function a document can be promoted to a Document
Template I template. The document then appears in the list of
template documents.
Delete file ]ﬁ[ Allows you to delete the document or folder. Dogglrggr””
New folder — Within thg current fold_er you can create a new folder Folder
by selecting this function.
Move folder " If_ it turns out_thc_at a document or a folder is_ no'g in the Folder
i right place within the DMS, you can move it with this.
Down O Move folder down. Folder
Up o Move folder up. Folder
Upload + With this functiqn you can placg (upload.) new files in Folder
= the DMS. The files are placed in the active folder.
. With this function you can add a folder or document as Document /
Add as favorite iy .
a favorite. Folder
1 This function manifests itself in the Action menu or in the Document selection menu.
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4 DOCUMENT MANAGEMENT

OpenIMS has extensive facilities to manage more than just documents. You can think of images that you
want to make available in a central location, or documents that you want to offer for download. This includes
for example Microsoft Office, Cad drawings, Adobe Acrobat (PDF) or Gif, Tiff, JPG and other formats.

4.1  Functional overview

4.1.1  Generic (Document overview)

This overview consists of 8 sections. These are:

Case or

ONoOA~LNE

o OpenIMS  cus ~

Folders

2+ Hoofdiolder

Vertalen Gebruikershandl¢

@ Properties

) New foider

77 Add as favorite
%5 Move folder
Qup

£} Folder signalling

Navigation section,

folder section,

Documents section,
Document action section,
Document workflow section,
Wizards section,

Document selection section,
New document section.

DMS v CRM v BPMS ~ Fotals v Assigned

Generic

&

& Percase 1

& Assigned

© Recently changed 7 Document

= Inpreview @Be DMS User Manual 9.0 (EN)
= Portaal

= Fiter

Q  Search

@e DM gebruikershandieiding 9.0

referentis tegen workfile DS user manual

Search

3 EEECE

Status Version  Last changed ¥ Assigned

Gewizigd 014 Mar 18th 2022 13:43 Steven de Jager

Gewizigd 0. Mar 18th 2022 10:51 Steven de Jager

Using the navigation section (1), a number of views on the DMS can be selected.

As point of view (image on the right) you can choose:

DMS =

Per case; from this point of view you can zoom in on the case environment.

Assigned; from this point of view documents assigned to you are shown.

Recently changed; from this point of view the most recently modified documents are

shown in chronological order.

In preview; from this point of view documents are shown from the available

workflows.

Search; search for documents in the DMS.

m © ke

The different points of view are explained in more detail in the following paragraphs.

o

Jlgk.'

DMS User Manual 8.0
(EN).docx

(3 edt

@ View

£ E-Mail

X, Upload new version
(@ Properties

= History

= view nistory

7 Add as Tavorite 4
B View [ Editannotations
>o Connected (1)

£\ sSignal

", Preview version (pd)
1D copy

1ii] Delete file

#, DEVHup T_EO

#. Lever commentaar
W Maak PDF

Document workflow

5

Wizards

& Direct goedkeuren
&, Document: Administratief 6
# Document: Project

CEM = BPMS =

Generic

Per case
Assigned
Recently changed
In preview
Portaal

Filter

Search

The case or folder section (2) allows you to navigate through the entire folder structure within a particular
case and works similar to Windows Explorer. A user can click a plus to open a folder and a minus to close it.
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Below the case or folder section you can use the folder actions to maintain the complete folder structure
of the opened case (provided you have the necessary rights). It includes functionality to delete, create and
move folders.

By clicking on a folder, the documents contained in that folder will be displayed in the documents section
(3). All available documents for that user are displayed here. It is possible that a certain folder appears
empty to one employee, while another employee does see documents in it. This has to do with the
authorization model (rights model).

If a specific document is selected in the documents section, the actions that can be performed on the
relevant document are displayed in the document action section (4).

The document workflow section (5) shows which follow-up actions, defined within the workflow, can be
performed for the selected document. Think of actions such as approve, reject, publish, etc.

The document selection section (7) gives you the option to select a number of documents and then move
them, download them or create a report or snapshot.

The new document section lists the available (documents) templates with which you can create new
documents. There is also the option to upload an existing document that is present at your local workplace,
for example.

The wizards section (6) contains functionality specific to your organization. With the help of a wizard, a
number of standard operations can be performed automatically.

4.1.2 Per case

If your organization works with cases, you can use the “Per case” functionality. After selecting the “Per case”
function, a user will arrive at an overview with the first 25 files (for example project files). You can browse
through it.

OOpeniMS ©OMs = BFMS =  Asmn o+ Percompanycater v Comuch My e it n -

Favcaiy DS Civan iapama
Trasury

T e, T
Openi L

Depending on the setup, it is also possible to work with case categories as shown on the left. After selecting
a category, the associated cases are displayed.

Depending on your rights, you can add new cases, delete them or adjust their properties.

If more than 25 cases are available, you can search for a case using a search function. Then there is also an
overview with the most recently opened cases and the most recently used filters.
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It is also possible to mark certain cases as favorites. To mark a case as

oot a favorite, you can click on “Favorite” next to the description of the case

(% Properties (see image on the right). The selected case will be added to the

£ New folder “Favorites” category, and these will always be shown first if “Per case” is
17 Add as favorite selected.

7l sort

£ Folder signaling In addition, it is possible to make a case favorite when the case is open.
" Edit security In the properties at the bottom left of the screen, a case can be marked

lﬁ[ Remove security

]ﬁ[ Remove folder with contents
(7 Bulk metadata

[ Bulk workflow

as a favorite.

If a case needs to be removed from the favorites list, this can be done in
the overview of the case category “Favorites”

d OpenlMS cws ~ DWS ~ CRM v BPMS ~ Fortals + Search - JAN i
DMS Per case
Cases Favorites
12345678910 Next  Filter: 210 1-250f996 @ m o Aigemeen
Click on the trashcan in the ‘Favorites’ menu next to the case, so it will be removed from the favorites list.

4.1.3 Assigned (Document overview)

The mapped overview consists of four sections. These are:

1. Navigation section,
2. Assigned Section,
3. Document action section,
4. Document workflow section.
Jd OpenlMS cwms ~ DMS ~ CRM ~ BPMS ~ FPorals ~ Search ~ Q h_ -
DMS Assigned
Assigned (Steven de Jager) DMS User Manual 9.0
o . 2 (gebaseerd op DMS
12345678910 Next  1-50 of 841 gebruikershandleiding versie 9.0 4
Document Status Version Last changed ¥ 2020).docx
BB Edit
@ View 3
[o3 Ol PPT sign # Nieuw 0 Mar 17th 2022 08:57 3 E-Mail
@ suitecrm - users, roles and security groups Nieuw 0 Mar 17th 2022 0855 -t- Upload new version
(& Properties
ﬂ@ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie Gewizigd 08 Mar 16th 2022 1614 g History

9.0 4 2020) = View history

Be PR21 728 Programmeur activiteitenlijst Gewijzigd 0.43 Mar 16th 2022 13:24 .7 Add as favorite
R View / Edit annotations

m(@) 150 9001, 14001 en 27001 - Managementplan 167 Mar 14th 2022 08:37 oo Connected (1)
m(i) IS0 9001, 14001 en 27001 - Beheersplan Gewijzigd 1.362 Mar 11th 2022 12:37 £\ Signal
. % Preview version (pdf)
S0 9001, 14001 en 27001 - Handboek kwaliteit, milieu en . :
Gewijzigd 0.41 Mar 11th 2022 12:13

Be Informatiebeveiliging ewijzig artm ] Delete file

[ To base folder
Be IS0 9001, 14001 en 27001 - Gedragscode Gewijzigd 147 Mar 11th 2022 12:06 #, DEVHulp T_EC
Be Workshop Notities Gewijzigd 016 Mar 7th 2022 15.56 ¥ Maak PDF
ﬂ @ DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual) Nieuw 0 Mar 3rd 2022 12:15

Document workflow
EG) DMS User Manual 9.0 {google translated, identical formatting, NL screenshots) Gewijzigd 0.2 Mar 3rd 2022 12:11
a@ EF.-IS l{the' Manual 9.0 {text only version google translated and with identica Gewiizigd 06 Fab 28th 2022 1602 C izen 4
Ae Basic DMS training - Slides and notes Nieuw 0 Feb 25th 2022 14.14

The assigned section (2) provides an overview of all documents, including status, that have been assigned
to the relevant user.

If a specific document is selected in the assigned section (2), the actions that can be performed on the
specific document are displayed in the document action section (3).
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The document workflow section (4) shows which follow-up actions, defined within the workflow, can be
performed for the selected document. Think of actions such as approve, reject, publish, etc.

4.1.4 Recently changed (Document overview)
The recently changed overview consists of two sections. These are:

1. Navigation section.
2. Recently changed section.

JdOpenlMS cwms ~ DMS » CRM » BPMS v  Porals v Search Jal hy -
1
DMS Recently changed

Recently changed (by me)

2
Date v Document Status Version By
Mar 17th 2022 08:57 Ol PPT sign Nieuw 0 Steven de Jager
Mar 17th 2022 08.55 suitecrm - users, roles and security groups Nieuw 0 Steven de Jager
Mar 16th 2022 16:14 ﬁ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020 Gewijzigd 0.8 Steven de Jager

The recently changed section (2) provides a chronological overview of all recently changed documents. By
default it shows the documents you have recently changed, but clicking on “by me” will show a list of
documents that have been modified by everyone.

Recently changed (by everyone) by clicking on the text “by everyone” you can also see which 25
documents you have recently modified.

4.1.5 In preview (Document overview)

The in preview overview consists of 6 sections. These are:

1. Navigation section,
2. Workflow section,
3. Documents section,
4. Document action section,
5. Document workflow section,
6. Wizards section.
JOpenIMS cvs « OME v CAM + BPWS v Potey v
1
P—— 1 Finer: 16 ' 3
- 2 or L» oed v e
Ietern OSICT (651))
D Neuw (13472)
D Oawgzoa (12641
Assst docidw_ win) w
Documeniow_wie)
homesde poaliow_s o RS gelraiorthaadioniag 9.0 iekerenie lepm wirkle
numgcu::ndu:" 2 S veer menne
Swndano (8%
e
e
:4.\ . o
m-,.
Be
=‘..
e
Bn..
nae
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The workflow section (2) lists all user-assigned workflows and the stages that can occur per workflow. The
number of documents contained in each stage is displayed.

By selecting a stage within a workflow, all associated documents are displayed in the documents section

3).

If a specific document is selected in the documents section (3), the actions that can be performed on the
relevant document are displayed in the document action section (4).

In the document workflow section (5) for the selected document it is shown which follow-up actions,
defined within the workflow, can be performed. Actions such as approve, reject, publish, etc. If activated, an
icon is also visible here with an explanation of this workflow.

4.1.6 Search

Search allows you to search for specific documents. Searching is based on full-text and/or metadata.

o OpenlMS DMs ~ BPMS ~ Admin v  Percompanycases v  Contracts My review list Test 10ne ¥
DMS Search
Search in documents Active filters
Geen actieve filters
test Advanced search
Doctype
Result1-10 from 23 Mext »>
m Test
ﬁ Test Internal Memo renamed

internal memo confidential to name from name date december 9, 2017 subject subject reference reference page 1 of 2 subtitle text changed document. changed geen (2
the document again. blah. 00 Owner

The search engine searches through the content and meta information of the document. The moment a
search term is found in the metadata, this will be weighted more, so that a document is placed higher in the
results list.

View the document
Select the document name and the document will be opened in “Read Only” mode.

Document location / edit document
If you want to edit the document or navigate to the folder where the document is actually located, you need

to choose the folder icon ('f.:i) behind the name of the document.

View

If there is a magnifying glass icon next to the name, you can quickly view the document (first page). The
viewer supports standard PDF and many image formats; If you want to be able to view Office documents
quickly, the PDF conversion option must be configured.

Filter

The active and possible filters are shown on the right side of the screen. The active filters are the filters that
are active; the possible filters are the filters that can be filtered on. If a filter value is clicked, the search
results are filtered on that value. The selected filter value becomes an active filter.
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4.1.7 Advanced Search

In addition to standard search, there is also an “Advanced Search” function. Within this screen you can
search for the following information:

Specific metadata fields,

Document status (modified / published),
specific workflow,

File format,

Date.

DMS Search

Search in documents

Find results with the terms test n the document ~
with the terms n the description ~
with the terms anywhere ~
with the terms anywhere w

with the phrase

without the terms

Doctype | ,) Select
search versions | preview and published v

search index standard w

scopet @ Everything

(O Generic

) Casetype |,) Select

(O Company cases: | 42 Select
with workflow any -
with file format any format w
with date between [ and fici
sort by relevance and date v

4.1.8 Multiple search indexes

If certain documents should not be found by everyone, it is possible to place these documents in other
search indexes. A select group receives access to this index and can find the documents. Please contact
your IT administrator for this.
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4.2 Folders within OpenIMS

4.2.1 Properties
Folders

You can change a humber of properties such as name = [+ Root
and description of a folder using the properties icon. : lFT'”a”“’
+ Communication
4.2.2 New folder + [ Internal Audit
+ HR & Office
— + Legal & Compliance
You can create a new (sub) folder with “New folder” (). # [ ceo
At that point a dialog opens where you can enter the
name of the folder. After you select “OK”, OpenIMS will Root
create the folder as a sub-folder of the folder you are @ Properties
currently in. £ New folder
2l sort
4.2.3 Favorites a Folder signalling
- Edit security
. « o ]ﬁ[ Remove security
To add a folder as a favorite, select “Add as Favorite [ii] Remove folder with contents
(:-7). The relevant case is then added to the favorites (& Bulk metadata
(Via DMS | Per case). B Buik workfiow

4.2.4 Move folder

To move a folder, select “Move folder” ( !?) and the move dialog will open. In this dialog you can choose a
folder (or the root) using a combobox and move the selected folder there. After you select “OK” the folder will
be moved.

4.2.5 Up/Down
Using the Up / Down icons you can move a folder one level up or down in the folder structure.

4.2.6 Sort

. . . a
The sort option allows you to sort all folders in alphabetical order 21.
4.2.7 Local Security

If you have sufficient rights, you can put local security on folders. With this functionality, the folder or
documents are protected from users to be selected. By clicking on this button a dialog appears and local

security can be turned on. This can be identified because there is now a red dot on the folder ' * . After that,
the “Local Security” button will be changed to “Edit Security”. When clicked, it is

: . . “ao Edit security
possible to adjust the security per user. ’

4.2.8 Remove folders

If you have sufficient rights, you can delete folders. A folder must not contain any sub-folders or documents if
it is to be deleted. In the role of administrator you do have the right to delete a folder including subfolders and
content.

4.2.9 Subscribe to folders and documents in folders

In OpenIMS you can subscribe (“Signalling”) to folders and documents in folders. This means that the user
will receive a notification (by e-mail) when changes are made to the folder or to documents.

By Folder

You click on “Folder Signalling” 2 in the folder action block and can then choose for which folders and the
interval.
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Signalling for documents in folder(s).

Signalling for documents in folder(s).

Receive an email for recently changed documents, in the current folder or the current and subfolders, per chosen interval.

Folder: ‘ Current folder only

Interval: Daily w

Per Document

al

You click on “Signal” =" to subscribe to a document. This can be done before change, publication or status
change.

On change: O
On publish: O

On status changed: U
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4.3 Working with (new) documents

The DMS contains a number of standard “blank” template documents . . -an $ -
as well as a number of customer-specific templates. When you want ’

to create a new document, you first go to the folder where the Blance
document should be. You then select a document type from the new o B sianco
document section below the plus sign. e 9, [ Bianco Powerpoint

g DI
® BB Blanco Word

After choosing “New document” a dialog will open the “New 1 de Jager - R
document wizard” (see below) where you have to choose a template 1 deuager bt
for the document. After confirming your selection, properties, such as s sager s O Reterentevosige maken
document name and description of the document can be entered. 1 de Jager @ el
The workflow is also assigned to the document in this step. © de Jager ; Buk Upload

7

Add as favorite
¥ View / Edit annotations

1de Jager

New document wizard

Template™ | Meeting

The document is then created in the active folder.

In addition to the option to add new documents to OpenIMS DMS based on a document template, you can
place (upload) any existing document in the system. This is described in more detail in section 4.4.
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4.4 Document actions

If a specific document is selected in the document overview, the document action section (1) displays the
actions that can be performed on the relevant document.

dOpenIMS cms ~ DMS v CRM v BPMS v Potals ~
Folders Hoofdroider Prive | Steven de Jager | Vertalen Gebruikershandieiding DMS
# [ Hoofdfolder Document
EB®  DMS User Manual 9.0 op DMS gebruiker versie 9.0 4 2020

Vertalen Gebruikershandleiding DMS

DMS$ gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual)

9.0 (google translated, identical formatting, NL screenshots)

9.0 (text only version google translated and with identical formatting)

(& Properties ae

[ New folder @me ows

7 Add as favrite ze

B wove folder

Suw me andeiding 9.0 {versie 9.0 4 2020)
£3 Folder signalling me al (versie 4.2 2008)

The following functions are available by default (1):

Edit,

View (read only),
E-mail,

Upload new version,
Properties,

History,

Signal,

Movel,

Copy?,
Template,
Delete file.

Published version / Preview version,

Search

Status  Version Lastchanged v Assigned

Gewizigd 0.9 Mar 17th 2022 10:02 Steven de Jager
Nieww 0 Mar 3rd 2022 1215 Steven de Jager
Gewizigd 0.2 Mar3rd 2022 1211 Steven de Jager
Gewizigd 0.6 Feb 28th 2022 16:02 Steven de Jager
Nieww 0 Feb 17th 2022 13:26 Steven de Jager
Nieww 0 Feb 17th 2022 13:24 Steven de Jager

Ly + B

DMS User Manual 8.0
(gebaseerd op DMS
gebruikershandleiding versie 9.0
4 2020).docx

B8 Eait

@ View 1
£ E-Mail

X, Uplead new version
(& Properties

= History

= view history

¥ Add as favorite

I View / Edit annotations
o Connected (1)

£\ signal

% Preview version (pd)
() Copy

[il] Delete file

#, DEVHup T_EO

#. Lever commentaar
M Maak PDF

Document workflow

2

In the document workflow section (2) it is shown for the selected document which follow-up actions,
defined within the workflow, can be performed. This includes actions such as approving, disapproving,

publishing, archiving, etc.

The functions are explained in more detail in the following paragraphs.

1 This function manifests itself in the Action menu or in the Document selection menu.
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4.4.1 Edit (edit a document)
An important part is editing documents.

You can click on the icon of the document or on the “Edit” option in the document action section after
which the document will be opened for editing (see image below).

JdOpenIMS cus ~ DWMS ~ CRM ~ BPMS - FPotals ~ Search Jay k -
Folders Hoofdfolde Prive | Steven de Jager | Vertalen Gebruikershandleiding DMS B DMS User Manual 9.0
(gebaseerd op DMS
~ N 5 .
® [ Hooldfolder Document Status  Version Lastchanged ¥ Assigned gebruikershandleiding versie 9.0
4 2020).docx
i 9 Sewiiziad C 7 v .
Vertalen Gebruikershandleiding DMS E®  DMS User Manual 9.0 versie 9.0 4 2020) Gewizigd 0.9 Mar 17t 2022 10:02 Steven de Jage f—
EB®  DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual) Nieww 0 Mar 3rd 2022 12:15  Steven de Jager
@ View
(& Properties
~) New folder me nual 8.0 (google translated, identical formatting, NL screenshots) Gewizigd 02 Mar3rd202212:11  Steven de Jaggf £ E-Mail
S ~ &, Upload new version
-7 Add as faverite Ee DMS L nual 9.0 (text only version google translated and with identical formatting) Gewijzigd 06 Feb 28th 2022 16:02 Steven de Jgher 3
(& Froperties
5 Move folder
@w EB®  DMS Gebruikershandisiding 9.0 (versie 9.0 4 2020) Nieww 0 Feb 17t 2022 13:26 Steven ogflager & History
A . . . o = View history
L1 Folder signalling El®  DMS User Manual (versie 4.2 2008) Nieww 0 FeD 17th 2022 13:24 Stevefie Jager

7 Add as favorite

I View [ Edit annotations.
o Connected (1)

£ signal

", Preview version (pdf)
dms_user_manual 9.0_gebaseerd_op_dms_gebruik - Word Steven de Jager Q &2\ X (D) Copy

[il] Detete file

#. DEVHulp T_EO

Q Tellme

= % B 0rer 2 Lo s
By - 2 )

] N W Maak PDF
Paste Paragraph | Styles | Editing | Goto
. ¥ 4 - E - E WS
Clipboard = Font Styles OpeniMs A Document workflow
T RN RN ERRE ERRE TRRE SVRY EXRE SRRY TYRE PRI THRE ERRY IR YR EHRE TRRT SRR, "

441 Edit (edita document)

An important partis ediing documents.

i You can click on the icon of the document or on the “Edit’ option in the document action section after
- _ which the document will be apened for editing (see in@e below). Help

When you have finished editing a document, in this case a Microsoft Word document, close the document
completely, including the Microsoft Word application itself. If you have changed the contents of the
document, Word will ask if you want to save the changes when closing, when selecting “Yes” or “Save” the
OpenlIMS Transfer Agent ensures that the changed document is transferred to OpenIlMS DMS.

Note: If you want to edit a document whose software you do not have locally available, you cannot edit the
document.

4.4.2 Viewing documents

This function allows you to view a document as a read-only file.

4.4.3 Upload

Used for uploading a new version of an existing document that you have saved locally. You can also use this
option when the OpenIMS Transfer Agent is not installed but still want the document to be updated in
OpenlIMS. See chapter 7 “Working without a Transfer Agent”.

4.4.4 Properties (including metadata)

The meta information of a document is managed in the properties screen.
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Properties
Name: DMS User Manual 9.0 (gebaseerd op [
Description: DMS User Manual 9.0 gebasesrd op [
Workflow: Intemn OSICT
Bedrijfsnaam OpenSesame ICT

Opmerkingen Engelse vertaling van DMS gebruikershandleiding 9.8
(4 2020).

Auteur Steven de Jager P select
Doc nr.

Documenttype IMaak een keuze

Document tekendatum i

Meerwerk nr.

(o< Jlf e

Properties have a number of standard metadata fields (Name, Description and Workflow), in addition,
organization-specific metadata will be recorded. The specific metadata is determined by the workflow of the
relevant document and is recorded by the administrator of the DMS.

4.4.5 History (version management)

This function allows you to view the history of a document. For each document, who has done what with the
document and when. It is, as it were, a log of the document.

Viewing an old version @ Read only version of the document
estore to this version = Overwrites the current version
Hyperlink to this version [
History
History of document "Example contract” < Back

sawss Properties changed by Eric van Korven (OSICT) (Fr, Feb 25th 2022 10:31)

Field Old New
Description Internal memo Example contract

sawss Properties changed by Eric van Korven (OSICT) (Fr, Feb 25th 2022 10:30)

Field old New
Goal workflow digitalsignature contracts

samss Choice "Finalize” by Eric van Korven (QSICT) (We, Sep 15th 2021 08:13)

samss Changed by Eric van Kotven (OSICT) (We, Sep 15th 2021 08:13) [oF A m] Version 2
=a-an Choiice "Finalize” by Eric van Korven (OSICT) (We, Sep 15th 2021 02:08)
samse Changed by Eric van Korven (OSICT) (We, Sap 15th 2021 08:08) QTR Version 1

~osn Properties changed by Eric van Korven (OSICT) (We, Sep 15th 2021 08:05)

Field old New
Name Internal memo Example contract

Goal workflow algemeen  digitalsignature
Doctype Memorandum Contracts & Agreements

View changes between versions
By selecting two versions via the checkboxes and clicking the “Compare” button, you can view differences
between the selected two versions.
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Compare documents

Compare "DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020)"

Version by Steven de Jager - We, Mar 16th 2022 16:14 - Version 0.8

From: "FOBO~-SEREENSHOTSTE-EN No part of this publication may be reproduced and/or made public by means of print,”
To: "No part of this publication may be reproduced and/er made public by means of print,"

From: "Sereen & functional lay-out 88Fhe standard OpenlMS DMS menu consists of a number of sections ™

To: "00Screen & functional lay-out The standard OpenlMS DMS menu consists of a number of sections.™

From: "As point of view {4} you can choose:"

To: "As point of view (image on the right) you can choose:™

From: "8& Depending on the setup,”

To: "Depending on the setup.”

From: "88& Click on the red-eress next to the ease so the-ease will re-donger be displayedHn the favorites list.”

To: "Click on the trashcan in the * Favorites” menu next to the case, so it will be removed from the favorites list.”

From: "88 The recently changed section (2} provides a chronological overview of all recently changed documents.”

To: "The recently changed section (2) provides a chronological overview of all recently changed documents ™

From: "88& The search engine searches through the content and meta information of the document™

To: "The search engine searches through the content and meta information of the document.”

enfdentiat 000000User Manual OpenlMS@ Document Management Server 9."

From: "Confidential page 1 of 47"
To: "Confidential page 1 of 47 00 00User Manual OpenlMSE Document Managemeant Server 9. 0 @00 Copyright OpenSesame ICT B. V. Confidential”

Version by Steven de Jager - Th, Mar 17th 2022 10:02 - Version 0.9

4.4.6 Signal (subscription)

By selecting this function you will receive an e-mail naotification with every change to the document for which
you have activated the alert. You can activate the alert by checking the required options in the “Signal” menu
option.

In addition, in your “Personal settings” (see chapter 5) you can get an overview of all documents for which
you have activated the alert, This alert is strictly personal. Any user who has access to OpenIMS DMS and
has the right to view the document can enable the alert.

4.4.7 Move documents

There are two ways to move documents to another folder: move here or move to folder. In regard to both
methods, the documents to be moved must first be selected using the multiselect method (see chapter 7).

Document Status ‘ersion Last changed v Assigned

W m@) DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020) Gewijzigd 0.9 Mar 17th 2022 10:02 Steven de Jager

Move here:
With this, the selected documents can be moved to the current folder.

Before the move function is available, you must first check the box for the document as shown above. You
can also check multiple documents that should be moved to the same location.

First navigate to the folder to which the document should be moved. Then click on the move icon. ™ Move

A window will then appear

(picture on the rlght) in WhICh Move selected files to current folder
you must confirm moving your Sevetet flessove
selection by filling in yes at the
drop down menu and se|ecting Hoofdfolder > Prive > Steven de Jager > Vertalen Gebruikershandleiding DMS >
“OK" v Boms gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual).docx Nieuw 0 Mar 3rd 2022 12:15  Steven de Jager
' v) B DMs User Manual 9.0 (gebaseerd op DMS versie 9.0 4 2020).docx Gewizigd 0.9 Mar 17th 2022 10:02 Steven de Jager
Are you sure? yes v
WTen Sdeveral d(l)lcuments were Remember selection [ ] Move selected files to a selectable folder
selected, you will recelve an Remark e Paiiaci
overview for confirmation. The Folder = I Root
o] + 17 Finance
document(s) have now been sBir
moved to the appropriate S
folder. ol
* 17 Legal
 New tocer
 <5acx Jf wove es >
®
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Move to folder
Using this option selected documents can be moved to a folder of your choosing. Before the move function is
available, you must first check the box for the document as shown in the picture to the right. Then click on

the move icon.

Move selected files to a selectable folder

-il r'.-'ll ove tl:l fl:l |d aer Selected files: Move

Document Status  Version  Date last changed Assigned

Systemcase for OpeniMS (OpeniMS) >> Root > Document templates >

A combo box will then appear. By

v @ internal memo docx Final 1 Jul 6th 2021 15:48  Enc van Korven (OSICT)
clicking on “Choose destination S Wviow sicaosns e Feb 14th 2022 13.42 Enc van Korven (OSICT)
folder” you can select the v B New PowerPont oot Fmal 1 Feb 142022 1345 Encvan Korven (OSICT)
destination folder. Then click on VI & New Wor goc Foal 1 Feb 14th 2022 13,45 Enic van Korven (OSICT)
“Move”_ v! [ presentationt pptx Fnal 1 Jul6th 202115551  Enc van Korven (OSICT)

Choose target foider

4.4.8 Preview / Published version

Each version of a document has unique hyperlinks. These hyperlinks will not change during the lifecycle of
the document. In the image below, both the preview and published hyperlinks are available.

L1 signal

4 Preview version (pdf)

“s Published version (pdf)
& Raunlka

m @ 150 27001 - presentatie gedragscode Gewijzigd 1.7 Jun 30th 2021 13:47 Steven de Jager

T

& Link to the latest preview version of the document.

Link to the latest published version of the document.

The published hyperlink always links to the latest published version (not necessarily the latest version) of a
document. The “preview” hyperlink does refer to the latest (edited) version of a document.

The hyperlinks can be used for many purposes. Think of the possibilities to send this by e-mail (instead of
the physical document) or to use it to refer to a document from a CRM system.

E-mail a link

Today, many hundreds of documents are sent as attachments using e-mail within an organization every day.
As a result, mailbox sizes are growing. By sending the url (hyperlink) to the document instead of sending the
document, everyone always has access to the latest published version of the document without the actual
document being sent.

Hyperlink in a web page
For example, the link function can also be used to create a link from an Intranet to a document in the DMS.

4.4.9 Revoke

This will make the last published version of the document current if changes were made to the document
since that publication.

4.4.10 Copying documents
You can make a copy of a document using this function.
4.4.11 Delete documents

Using this function you can (provided you have the required rights) delete a document from the DMS.
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4.5 Upload external documents

4.5.1 Using the upload screen

Navigate to the new document section and select the function “Upload”. Select or drag the document or file
you want to upload into the upload window (see image below) and upload it to the DMS.

Upload files to OpenlMS

Workflow

Overwrite files with identical names ;
Enter properties
Select files after upload

Direct publish

Select files
Add files to the upload queue and click the OK button.

Filename

Drag files here.

© Add Files

Intern OSICT  w

(]

Status

The name is derived from the file name of the uploaded file. You can call the upload function in any folder,
uploaded documents will be saved in that folder. OpenIMS has a simple and an advanced upload facility.
The image above shows the advanced upload screen. In this screen you can check the following items:

Option

Explanation

Workflow

Select from list of available workflows.

Overwrite files with identical names (the existing files
keep their workflow and properties)

Ability to overwrite documents with the same name
in the DMS.

Select files after upload

All documents are selected in the DMS after the
upload action.

Direct publish

All documents are immediately final after the upload
action

4.5.2 Drag and drop directly from the workstation

It is also possible to directly, without first selecting the “Upload” function, drag files to the DMS. When
releasing the file(s), the upload screen as below appears automatically.

4.5.3 Selecting files

Multiple files

You can also move multiple files to the upload screen at the same time. You can choose to add files or the
contents of a folder. After which you will be given the option to select files or a directory. This may also be
files in folders on the network for which you are authorized.

Drag and Drop

After opening the upload screen, you can drag files from your desktop directly to the upload screen.
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Upload files to OpenIMS

Workflow Intern OSICT  +

Overwrite files with identical names ; [}
Enter properties
Select files after upload

Direct publish

Select files
Add files to the upload gqueue and click the OK button.

Filename

Drag files here.

v ]

© Add Files Cancel

4.6 Navigating in OpenIMS

Within the DMS you can use the click path to see exactly which path you have followed to reach a specific
document. See figure below (1).

1. Document (folder) path.
2. Document actions.

dOpenlMS cMs ~ DMS ~ CRM ~ BPMS ~  Porals ~ Search - Jal sj' -
Folders Hoofdfolder Prive | Steven de Jager | Vertalen Gebruikershandleiding DMS g-83 DM$ User Manual 9.0
(gebaseerd op DMS
+ [ Hoofdfolder Document Status  Version Lastchanged ¥ Assigned gebruikershandleiding versie 8.0
4 2020).docx
. DMS User Manual 9.0 (gebaseerd op DMS e s Steven de
Vertalen Gebruikershandieiding DM @e gebruikershandleiding versie 9.0 4 2020} Gewizigd 0.9 Miar 17t 202210:02 Jager B Edt
(& Properties DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user . e Steven de QV‘EW_ 2
£ New folder e o Nieww 0 Mar 34 20221245 " 9 E-Mail
% Add A favnrite X Upload new version
You are able to go back a few levels by using the click path.
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4.7 Document multi-select functionality

Use this function when you want to select multiple files to move or download.

Prive | S
4.7.1  Select documents
Document
You can select any document within OpenIMS by selecting it. In the image below 2 hier 3 totas 3
you can see that four documents have been selected. You can also select [
documents from other folders. In this case, one document from the current folder Select folder
and three from other folders are selected. i
Unselect all
Using the function Select folder gives you the possibility to select all documents ™ Vove 3
within the current folder and/or sub-folders. The title bar of the menu shows the
total number of documents you have selected. When you click on ‘select folder’ @ Copy I
you select the entire folder. Unselect a document results in the reverse action. 3
With Unselect all you de-select all selected documents at once. (®) shortcut -
]ﬂ[ Delete ¢
Move selected files to current folder
Selected files: Move X, Download A
Document Status  Version Datelastchanged  Assigned =} Print
Hoofdfolder > Prive » Steven de Jager > Vertalen Gebruikershandleiding DMS >
L4 aDMSgebrumelShandleidlng 9.0 (referentie tegen workfile DMS user manual).docx Niguw Q Mar 3rd 2022 12:15 Steven de Jager E REDO”
L4 ﬂ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020).docx Gewijzigd 0.9 Mar 17th 2022 10:02 Steven de Jager
Are you sure? ves v =] Snapshot

Remember selection [

#, E-mail via Outlook

Remark

m Cancel

4.7.2 Move

This function allows you to move the selected documents from their current location to a new location. First
select the documents you want to move and then go to the folder where you want to place all selected
documents and select the function “Move”. The system then provides an overview of all selected documents
and asks if you are sure you want to move the selected files to the current folder.

If you check the box next to ‘Are you sure?’ to “yes” and then click on “OK”, OpenIMS will move all files to
this folder. If you check 'Remember selection’, the files will remain checked after they have been moved. In
the ‘Remark’ field you can place text that will be visible in the history with the move action.

4.7.3 Move (to folder)

This function allows you to move the selected documents from their current position to a new position. First,
select the documents you want to move. You select the “Move to folder” function. The system then provides
an overview of all selected documents and offers the possibility to select a target folder (“select target
folder”). After this, a folder can be selected. By pressing “move” the files will be moved. If you had checked
‘remember selection’, the files will remain checked after they have been moved. In the comment field you can
place text that will be visible in the history with the move action.

Move selected files to a selectable folder

Move selected files to a selectable folder

Selected files: Move Dossier 2+ Select

Foider = % Root

Document Status  Version Date last changed Assigned + I Finance
g

Systemcase for OpeniMS (OpeniMS) >> Root > Document templates > m
v @ interal memo docx Fral 1 Jul6th 20211548 Enc van Korven (OSICT) S Communicalion
* Internal
vl [ New Excel xisx Final 1 Feb 14th 2022 13:42 Erc van Korven (OSICT) B

HR
¥ [ New PowerPoint pptx Fnal 1 Feb 14th 2022 13:45 Enc van Korven (OSICT)

12 New word docx Fnal 1 Feb 14th 2022 13:45 Enc van Korven (OSICT) el
nwesema:m‘. potx Final 1 Jui 6th 2021 15:51  Enc van Korven (OSICT)
M ol
 ove s>
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4.7.4 Copy

The copy function allows you to copy the selected documents and move them to another folder. First select
the documents you wish to copy, navigate to the folder where you want to copy all selected documents and
select the function “Copy”. The system then provides an overview of all selected documents and asks if you
are sure you want to copy the files. If you set the checkbox for 'Are you sure?' to "yes" and then click on

"OK", OpenIMS will now copy all selected files to this folder. You can also copy the files in the same folder.

4.7.5 Shortcut

The shortcut feature allows you to include a link to a file in a different location than where the file actually
resides. First select the documents for which you want a shortcut, navigate to the folder where you want to
place the shortcuts and select the function “Shortcut”. The system then provides an overview of all selected
documents and asks if you are sure you want to make a shortcut of the files. If you set the checkbox for 'Are
you sure' to "yes" and then click on "OK", OpenIMS will now create shortcuts to the selected documents in
this folder. The selected documents remain in their original location. You can recognize the shortcuts by the
icons for the documents in which, just like with MS Windows, an arrow is included (71 for MS Word, [7]] for
PDF etc.)

4.7.6 Relationship (Connect) between documents

If configured, it is possible to display relationships between documents. You click on a document and then
check one or more documents. Then the ‘Connect’ sigh appears in the selection menu.

By clicking on this icon < Connect
between the selected documents.

, the screen appears in which you can choose the relationship

Connect selected files

Remember selection [

Active document: DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020)
Relation type: i bijlage van “

Selected documents:
Document Status  Version Date last changed Assigned
Hoofdfolder = Prive > Steven de Jager > Vertalen Gebruikershandleiding DMS =

L ﬂ DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual).docx Nieuw 0 Mar 3rd 2022 12:15 Steven de Jager

(oIl cove

The relationships shown in the image (‘is attachment of', 'has as attachments', etc.) are illustrative. These
relations must be configured in the system configuration. When the relations are created, the connect icon is
visible in the document action section. When clicking the connect icon, an overview appears with all relations
to and from the selected document.

For example, to remove a document relation, the document needs to be highlighted and in the document
menu there needs to be clicked on the “Connected” menu option.

o0 Connected (1)

The related document(s) will then be displayed.
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JOpenlMS cms ~ DMs ~ CRM = BPMS ~  Porals ~

Linked documents
Connected documents of "DMS3 User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020)"

Document 'DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020)" is bijlage van:
Document Status Version Last Changed Actions

Hoofdfolder = Prive = Steven de Jager > Vertalen Gebruikershandleiding DMS =

m DMS gebruikershandleiding 9.0 (referentie tegen worlkfile DMS user manual).docx Nieuw 0 Mar 3rd 2022 12215 @ [ @ =)

The following actions are available:

@ “View” - View the document in view mode

[ “To base folder” - Navigate directly to the folder containing this document

S “Follow link”- Navigate to the linked document

) “‘Remove link” — Remove the link / relationship

4.7.7 Delete

With the delete function you can delete a number of documents at the same time. You must first select the
documents you wish to delete. Then select the function “Delete”. The system then provides an overview of
all selected documents and asks if you are sure you want to delete these files. If you set the checkbox for
'Are you sure' to "yes" and then click on "OK", OpenIMS will remove the selected files.

4.7.8 Download

If you want to compile a USB with documents or send a large set of documents to an external party, you can
download the documents from OpenIMS DMS to your local or hetwork environment.
OpenIMS creates a folder on your local machine for downloading the selected files.

JOpenlMS cus ~ DMS ~ CRM + BPMS v FPortals ~ Search - Jal b' -
Folders Hoofdfolder Prive | Steven de Jager | Vertalen Gebruikershandieiding DMS i1} DMS User Manual 9.0
(gebaseerd op DMS
+ [ Hoofdioidsr Document Status  Version Lastchanged ¥ Assigned gebruikershandleiding versie 9.0
4 2020).docx
) . 19.0 (gebaseerd op DMS ) Steven de
Vertalen Gebruikershandleiding DMS 1 hier, 1 totaal pru Gewizigd 09 Mar 17ih 2022 10.02
9 Selectfold andleiding versie 9.0 4 2020) S var i Jager B8 Edit
elect folder
. @ View
(& Properties arshandleiding 9.0 (referentie tegen workfile DMS user . .. Stevende
Nieuw 0 Mar 3rd 2022 12:15 £4 E-Mail
) New folder Unselect all Jager .
¥7 Add as favorite X upload new version
- nual 9.0 (google translated, identical formatting, NL Steven d i
& Move forder = Move anual 9.0 (google transiated, identical formatting Gowjzion 02 Waraaaoez 1z SN R (2 Properties
Qv Jager = Licion:
P \ [ [ = | imstrans - O X
L) Folder signaliing © copy anual 9.0 lext only =l
atting “ Home Share View o
() shortcut
- comet lershandieiding 9.0 2> v 4 <« TH... > imstra... R ) Search imstrans
A Mame - Date modified Type Size
1] Delsts anual (versie 4.2 20 > ¥ Quickaceess

@ DMS User Manual 9.0 geb...  17-3-202214:13 Microsoft Word D... 3439 KB

“J 30 Objects

=4 Print
= [ Deskiop
i= Report [ Documents

4 Downloads
5) Snapshot

D Music
&, E-mail via Outlook &/ Pictures

| Videos

v
1 item E=

4.7.9 Print (optional)

When enabled, this feature can be used to print all selected items to the user's (“default”) printer.
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4.7.10 Reports

This function provides an overview of the current selected documents, including the folder structure in which
the documents are located.

4.7.11  Snapshots

By means of a snapshot you are able to create a static overview of files in the current status and version.
You can use a snapshot to record the status and version of all documents at a certain moment. For example
when reaching a certain milestone within a project, so that you can later reproduce the status of the
documents at that particular moment. A snapshot is in fact a report that consists of hyperlinks, all of which
point to a specific version of a document. It is possible to save a snapshot locally as a file.

4.7.12 Move, copy and delete shortcuts

If you perform the move, copy, and/or delete operations on a number of selected documents of which one or
more shortcuts are included, the system will ask in the overview screen what should be done with these
shortcuts.

If the user does not have sufficient rights to perform the operation, this will be notified after clicking "Ok".

Move selected files to current folder

Selected files: Move

Document Status  Wersion  Date last changed Assigned
Hoofdfolder = Prive » Steven de Jager > Vertalen Gebruikershandleiding DMS =
Ld '»'E DMS User Manual 9.0 (gebazeerd op DMS gebruikershandleiding versie 9.0 4 2020).docx Gewizigd 0.11 Mar 17th 2022 14:19 Steven de Jager

LS a DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020).docx Gewijzigd 0.11 Mar 17th 2022 14:19 Steven de Jager

Selected shortcuts:

?
Are you sure? skip

Remember selection |_M°ve connected documents

Remark

Cancel
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5 PROFILE SETTINGS

OpenlIMS has a number of profile settings. These are described in this chapter.

dOpenlMS cms ~ DMS ~ CRM ~ BPMS ~ Porals ~ Search JAN 5
b

Profile

Personal settings Favorites

Change interface @& Generic

Change password —

Aclivate automatic logon (] & Per case

Signals [ & Assigned

Favorites ] @ Recently changed

Change persenal picture
Update OpenlIMS transfer agent setlings

[ = In preview
[ = Portaal

[] = Filter

5.1 Change interface
This functionality allows you to change the interface (Ul/screen layout) of OpenIMS.
5.2 Change password

If you want to change your password, you can select this option. A password should not be too simple, such
as 1234. OpenlIMS checks for that. A combination of numbers and letters, in total at least 6-8 characters, is
generally a good method to use.

5.3 Activate automatic logon

If you work with OpenIMS, always from the same computer, it may be useful to activate automatic login. If
you switch on your PC and log in to the company network, you no longer need to log in to OpenIMS.

This functionality is only available on the computer on which you activate this option. This means that you
must also activate this function on another computer, if you want to log in automatically.

Note: if several people work with your computer (flex desk), it is advised not to use automatic login since
there is a risk that others can use OpenlIMS using your account.

5.4 Signals (subscription) overview

This is an overview of all documents for which you have enabled signals. It is possible to disable an existing
signal from this overview.

JOpenlMS cms ~ DMS ~ CRM ~ BPMS ~  Portals ~ Search D 1‘,’ d
Profile
Personal settings Signals

Change interface

Change password

Activate automatic logon

Signals

Favorites

Change personal picture

Update OpenlMS transfer agent settings

[ L1 DMS User Manual 9.0 (gebaseerd op DMS gebruikershandieiding versie 9.0 4 2020)
[ L1 DMS gebruikershandieiding 9.0 (referentie tegen workfile DMS user manual)

Folder signalling:

[0 L1 Generic: Vertalen Gebruikershandleiding DMS
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Reconfigure Folder signalling.
By choosing the folder icon you can go directly to the relevant

A

document. Use the bell icon ( = ) to adjust the signals.

Reconfigure Folder signalling.

Generic. Vertalen Gebruikershandleiding DMS
Active signalling on this folder:

23 Current folder only Weekly w

Weekly

ﬂ Cancel

5.5 Update OpenIMS Transfer Agent settings

With this option, certain settings that the OpenIMS Transfer Agent needs to function properly are set by
OpenIMS. See also the OpenIMS Transfer Agent below.

5.6 Tracking list

An overview of the documents on the tracking list can be obtained by clicking on “Profile” and then on
Tracking list.

fu | OpenIMS DMS + BPMS v Admin v Percompanycases v  Contracts My review list Search - n —
Profile
Personal settings Tracking list
Change interface
Change password Case Document Allocated to Added Remind me after Remind me on
Activate automatic logon [ DEM Initial planning Test (OSICT) We, Sep 15th 2021 12:01 1days Sa, Sep 18th 2021 Remove
Signals
Eavorites [0 TestSdJ5  DemoMemod Eric van Korven (OSICT) We, Feb 23rd 2022 13:10 1day Th, Feb 24th 2022 Remove

Change personal picture

Update OpenlMS transfer agent seftings
Distribution lists

Tracking list

In this overview there is also the option to remove documents by clicking on “Delete” in the line of the
document.

At each workflow transition, a document can be added to a personal tracking list by the user. If a check is
placed at "Put on my tracking list", a field "Remember me after" will appear, where a period can be selected
to alert the user to the document.

Approve

Put on my trackinglist:

Remind me after: 1 day

no reminder

1 day

3 days

7 days

14 days

23 days
Different, date

Comments:

A period can be selected that draws your attention to the document on your watch list.
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5.7 Change personal picture

To personalize your DMS, it is possible to add a photo under “Change personal picture”. This photo is also
shown in the history of documents.

Image

‘ Bestand kiezen | Steven de Jager.jpg

m Cancel

5.8 Personalize the DMS bar

In OpenIMS it is possible to indicate under “Favorites” which functionalities you want to show additionally in
the DMS bar. In below example “Post processing” has been chosen to show in the DMS bar. The order of
the additional functionalities to be displayed can also be changed.

JOpenlMS cms ~ DMs v CRM ~ BPMS v  Portals ~  Assigned Search - Il 5]’ -
Profile
Personal settings Favorites

Change interface

M & Assigned
Change password 4

Activate automatic logon [ # Generic
Signals [ &= Percase
Favorites [[] © Recently changed
Change personal picture O = In preview
Update OpeniMS transier agent setiings 0] = Portaal

[ = Filter
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6 OPENIMS TRANSFER AGENT

Before you are able to edit documents with OpenIMS, you first need to install the OpenIMS Transfer Agent.
The OpenIMS Transfer Agent is an application from OpenSesame ICT, which is intended for the automatic
downloading and uploading of files to and from OpenIMS. The Transfer Agent ensures that these operations
are facilitated for the user.

OpenlIMS has built in multiple security mechanisms to prevent information from being lost, if for whatever
reason the file is not properly stored in OpenlIMS. It is important to use these mechanisms correctly.

6.1 Install OpenIMS Transfer Agent

The OpenIMS Transfer Agent is installed locally. The latest version of the OpenlMS Transfer Agent can be
downloaded from the OpenIMS Website (exe, msi) or via the following URL:
http://<yourwebsite>/OpenIMS/setup.exe.

The last option is mainly intended for installation on clients that do not have an internet connection.

6.2 Configuration

The settings of the OpenIMS Transfer Agent can be found on your computer via 'Start -> Programs ->
OpenIMS -> Configure Agent'.

6.2.1 General tab

Configuration [OpenlMS TA 4.2.9.34] *

Language: Configure the desired language of the Transfer Agent.
General | Prowy settings] Debugging]

Caching: Indicate whether OpenIMS should keep a local copy of files

Language Englsh  » on the client. Disabling the cache can be useful on shared systems
Eaching 3 but has a negative impact on performance.
Upload limit:
Ve el o:ia Upload limit: Specify the maximum packet size with which the
Ky Ro22etsbe2ibacedaT Transfer Agent sends files. This is especially intended for proxy
Usemame: Foven servers that have certain requirements regarding the size of network
Supsigioup: fsestes packets (packet size).
Server Wi, 03ict com i .
Dorottake overlocke T Temp DIR: Specify the qual d|rect_ory of the Transfer Agent. _By
o N default, this uses the location that is set for the user on the client as
ooze use local fils: I X !
o the 'environment variable' %tmp%.
Application timeout: 7

Mo already opened popup: [~

Key/Username/Supergroup/Server: These settings are used for the

B el MS Outlook connection and varies per user. These settings are
Farce IF Type: configured via the DMS by clicking Update Transfer agent settings
(see under personal settings for this).
Default settings .
& Do not take over lock: If checked, users are not allowed to edit
| | documents that are already being edited by someone else (checkout).
oK Cancel

Choose use local file: Determines behaviour of the transfer agent when the local (stored in a tmp directory)
version differs from the server version, for example because a previous upload failed. The default behaviour
is that the user is allowed to choose whether to edit the local version or the server version. If this option is
checked, the local version is always used and the selection possibility will not appear on-screen.

Application timeout: If office applications such as Word start slowly, this can be indicated here.

Use SSL: Allows a secure connection to be established between the Transfer Agent and OpenlMS DMS.
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No already opened popup: Provides a notification if the document is already opened.

Only LockFile with: Can contain comma separated extensions (doc, docx etc.). Whether or not documents
are opened from OpenlIMS, they are opened with a process. This is, for example, a Word or Excel process. A
lock is also added when a document is opened from OpenIMS. In some word processors, multiple
documents can be opened under one process. This allows documents that are closed to be sent back to the
DMS, while the process remains active. This setting ensures that only the lock is looked at and not the
process. The process remains active and the lock is “discarded”. This allows the process to continue and the
document that was closed is sent back to the DMS.

Default Settings: This resets the general settings for the Transfer Agent to default settings.

6.2.2 Proxy Settings Tab

Configuration [OpenlMS TA 4.2.9.34]

General  Prosy settings ] Debugging]

Automatic: Specify whether the Transfer Agent can automatically
detect the proxy server and associated settings.

Stele - Address: Enter the IP address of the proxy server.

Address: )

. —— Port: Specify the port of the proxy server to use.

Username:

I — Username: Enter the user name to connect to the proxy server.

iam a”t;’ef“':a“m : Password: Enter the password that allows the configured user to

S connect to the proxy server.
Basic authentication: Indicate whether this form of authentication
should be used. (Note, the Transfer Agent does not support NTLM
authentication.)
Drefault settings
Upload on IP: The Transfer Agent uses the IP address instead of the
domain.
No proxy for: Specify which IP addresses or domain names are
accessed without using the configured proxy server.
o oot Default Settings: This will populate the default proxy settings for the
Transfer Agent
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6.2.3 Debugging Tab

Configuration [OpenlMS TA 4.2.9.34] >

Debug mode: Specify whether the Transfer-Agent should display
debug information while running.

General] Proxy settings

i Debug log: Indicate to which file debug information is written by the

Debug log: |c:\ta\debug.log Transfer'Agent
Foellamese | (eg c:\OpenlIMS-debug.log)
Profile log: |c: “ratprofile.log

Profile mode: Specify whether the Transfer-Agent should collect
profile information at run time.

Profile log: Indicate to which file debug information is written by the
Transfer-Agent.
(e.g. c:\OpenIMS-profile.log)

Default Setting: This will fill in the default debugging settings for the

Transfer-Agent.
Default zettings

ak | Cancel |

6.3 Using the Transfer Agent
6.3.1 Save to OpenIMS

Opening a file (eg to edit) is controlled with the functions available in OpenIMS. These functions ensure that
the file is opened using the Transfer Agent in the correct application in accordance to the client settings.

It is recommended to check whether the file has been successfully returned to OpenIMS when closing a file.
This can be checked by the version number and the date and time of the last modification (these are
automatically updated in OpenIMS). During editing, the user can choose to save the file in the meantime, by
clicking on “save”, for example in MS Word.

Note: If the MS Word OpenlIMS plug-in is not used, if you choose 'Save as' in MS Word (or another
application), the Transfer Agent will disconnect the OpenIMS server. The consequence of this is that
changes are not or only partly saved in OpenIMS.

If a user opens a file to edit but nothing changes, the upload is skipped.
6.3.2 Safety Mechanism

In case something goes wrong, for example the connection to the network is temporarily lost, it does not
mean that the user has lost changes to the document. The moment the user (at the same workplace)
changes the document again from OpenIMS, the Transfer Agent will detect that something has gone wrong
and suggest the user to use the locally stored file (= the latest version).

The user will be notified of this. Then choose OK.

Confirm pod

This message will only appear once. The user should select

“Ok” to ensure that no information is lost and may continue {
working with the local file. The user may also choose “Cancel’

to use the file currently in OpenlMS.

Lecal file has MOT been uploaded, local file will be used.
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6.3.3 Change at the same time

A user may want to modify a file that is already being modified by another user. Since a file cannot be
changed by multiple users at the same time, you will receive a notification. Note: This does not apply to
reading a file.

Confirm oo

I.g.l This is currently edited by Eric Boot (since Fr, Mar 18th 2022 15:11). Do you want to change it anyway?

QK Cancel

It is recommended that the user choose “Cancel” and wait for the file to be released in OpenIMS. The user
may also contact the respective user.

The user may also click “Ok” to change the file anyway based on the version of the file as it is currently in
OpenIMS. The version control of OpenIMS ensures that when saving the opened files in OpenlIMS, all files of
all users are saved. Versions are stored in OpenIMS in the order the files are closed by the users.

It is possible to configure the Transfer Agent to change this natification to just “Ok” (see settings above)
effectively choosing not to modify the file while it is opened by another user.

6.3.4 Frequently Asked Questions

This section contains a functional / technical explanation of frequently asked questions about the OpenIMS
Transfer Agent.

o What exactly does the “caching” setting do?

When a file is opened from OpenlIMS, whether for reading or editing, a copy of the file is placed in the
Windows designated temp\OpenIMS folder on PC or laptop. The location of this folder is not determined by
OpenIMS, but by Windows. Usually this is C:\Documents and Settings\%USER%\Local
Settings\Temp\OpenIMS.

All operations, including interim saving, that the user subsequently performs with the file (for example also
Microsoft Word “autosave”), are performed on this file.

With the “caching” setting it can be determined whether once the user has finished reading/editing and the
file has been successfully closed and/or saved in OpenlMS, the working file (tmp) should be deleted. If
caching is checked, the files will remain local. When caching is not checked, the files are removed from the
temp folder. (from Transfer Agent 767 or later). OpenlMS does not delete the file until it has been verified
that the file has been successfully saved in OpenIMS. If, for whatever reason, the file upload fails, the file will
not be removed from the temp folder and the user will be able to use the security mechanism described
earlier in this document.

When caching is unchecked and the file is saved in OpenIMS there is no safety mechanism for all possible
errors that occur in the saved working file. In other words: a Word file can for example be damaged
internally, but still be saved successfully. In such a case, if caching is not enabled, there is no local version to
fall back on and the user will have to restore a previously stored version in OpenlMS. Word's autosave
feature uses the same working file as OpenIMS.

Caching also has the effect of improving performance if files are accessed more than once a day.
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o How does the Transfer Agent check if a file is properly stored in OpenIMS?
When the user is done with a file, the Transfer Agent does the following:

1. The Transfer Agent requests information from the file in OpenIMS, including any auxiliary files and the
associated “checksums”.

2. The Transfer Agent sends the files to OpenIMS skipping files that are identical on the server and locally.

3. The Transfer Agent again requests information from the file in OpenIMS, including any auxiliary files and
associated “checksums”. If there are any discrepancies between the local version and the version on the
server, the error message “Sending failed”. If the transmission is successful, the checksum of the
document is stored locally.

4. The Transfer Agent sends a signal to OpenlIMS indicating that the file has been saved successfully and
that the agreed actions can be performed.

6.3.5 How does the Transfer Agent interact with Microsoft Word's “autosave”?

All operations, including intermediate saving, that the user performs with a file, for example also Microsoft
Word “autosave”, are performed locally on a file. The 'save' button will save your changes to the local file.
Autosave ensures that your changes are saved in a file with a '~' in front of the name.

If something goes wrong in Word, Word uses the file that starts with '~* before the name, in the same folder
where the document is located. When you open the document again, Word will detect these temporary files
and offer the user certain recovery options. This works the same when the document is started by the
Transfer Agent. Be noted that caching must be turned on, because otherwise a successful save will save the
‘crashed' file and remove the files from the temp folder to recover the crash.

There are also other (temporary) files that Word can leave behind, more information is available in the
Microsoft manuals: http://support.microsoft.com/kb/211632.
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7  WORK WITHOUT TRANSFER AGENT

To be able to use all functionality made available in the DMS, a user needs the OpenIMS Transfer Agent. In
some situations, for example from an internet café at your holiday address, it is not possible to install and

use this software (provided you use a computer installed there).

Nevertheless, it is still possible to work with OpenIMS DMS in these kinds of situations, albeit with some
functional limitations. The main difference is the manual download and upload, which is normally performed

in the background by the Transfer Agent.

This chapter explains which actions you must perform in order to be able to work with the system in these

situations.

Note: Check-in and Check-out (reserving the document) is also handled by the Transfer Agent. This

functionality is therefore not available in this situation.

7.1 Download

If you want to edit a document, you need to select the option “Published
version” or “Preview version” in the document actions section. The
relevant document will be retrieved (downloaded) and opened using your
browser. You can now edit the document locally. Note: If you close the
browser, the changes made are not saved automatically, you will first
have to save the relevant document locally (on c:\ for example) and then
upload it again in the DMS (see below)

You can also first download and save the document and then edit it.
Right-click on the desired version link (preview or published) and select
the option “Save Target As” or “Save Link As...” to download the
document and save it locally. You can then open the document within, for
example, Word.

7.2 Upload

When you finished editing, you can transfer the document back to the
DMS via the “Upload new version” function from the document actions
section. The new version of the document is then uploaded to the DMS.

DMS User Manual 9.0
(gebaseerd op DMS
gebruikershandleiding versie 9.0
4 2020).docx

B Edit

@ View

EA E-Mail

2 Upload new version
(& Properties

= History

= View history

57 Add as favorite

W View [ Edit annotations
oo Connected (1)

£\ Signal

% Previsw -

9 copy Open link in new tab

]j[ Delete fil Open link in new window
# DEVHU  Open link in incognito window
& Leverc

M Maak Pl Save link as...

Copy link address
Documer

Inspect

The history mechanism allows you to view the differences between the different versions.

Upload new version to OpenIMS

Select files
Add files to the upload queue and click the QK button.

Filename

Drag files here.

@ Add Files
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8 OPENIMS OUTLOOK ADD-IN

A plug-in is available for organizations that use Microsoft Outlook. This will be visible in Outlook in the ‘Add-
ins' bar.

8.1 Client specifications

An OpenIMS® user (client) must have at least:
e  Microsoft Outlook;

e  Microsoft Windows;

e  The OpenIMS Transfer Agent.

The OpenIMS Transfer Agent takes care of the transport of the e-mail (and attachments) to and from your
local PC.

Also, to use this plug-in, the system administrator must have installed the additional software as described at
http://doc.openims.com.

8.2 Activate Client settings

Every user must activate the correct settings before using the OpenIMS Outlook plug-in. These settings must
be activated once per user.

1. The user concerned must log in to OpenlMS DMS environment.

2. After the user has logged in to OpenlMS DMS, he can choose the option “Profile”.

3. Click on the left side on the text “Update OpenIMS transfer agent settings”. Your settings are now
configured.

Note: You must have the OpenIMS Transfer Agent already installed before performing this activity.

8.3 Registration e-mail

A user can register an e-mail or an attachment(s) in OpenIMS DMS from within Microsoft Outlook.

8.3.1  OpenIMS Outlook registration interface

The registration of both received and sent e-mail messages is done through the same user interface.

1 OpeniiS utiookplugin 4.29.72 x 1. An employee can choose from the last 10 selected
Recentl sclected folders cases that have recently been used to store an e-mail
message.
1

2. Provides the option to search for a project / file.

3. Provides access to the folder tree of the General
folder section within OpenIMS DMS.

4. You can use the selection to indicate what you want
to save:

¢ E-mail with attachments (selecting this option will
save the e-mail including attachment in OpenIMS);
e E-mail (also delete), is the same as above,

kg | 2 — additionally the e-mail is also deleted from MS
»» Generic DMS 3 Cancel
Outlook;
Emails with attachments 4 ~ .
e Attachments: Only the attachments are registered,
the plain text of the e-mail is not registered;
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o E-mails with attachments separately: Both the e-mail and the attachments will be saved separately.
In the DMS, both the e-mail and the attachments have a functional link with each other. In addition,
the attachments can be checked and unchecked in the dialog box. This prevents non-relevant
attachments (e.g. logos, etc.) from being registered:

a OpenlMS Qutlockplugin 4.29.72

Bijlagen
Select all

(] Signature_-_o_eenvoud.ipg
9| Voorcalculatie 001992 pdf
[] 27438-5#0fferte 150 14001-2015.pdf

Voorcalculatie 001932

Terug

Emails and attachments separate

0K

It is also possible to rename the attachment. When an attachment is selected, the name is shown in

the dialog where it can be edited.

¢ E-mails without attachments: Only the plain text of the e-mail is recorded. The attachments are not

taken into account.

8.3.2 Working with the ‘>> General DMS’ button

a OpenlMS Outlookplugin 4.28.72 X

Case  Generic DMS

o = ~
Administratie SERVICES

- Administratie SOLUTIONS
Algemene presentaties

- Beleid en Processen
Cvs

- Declarabele uren
Documentatie

- Domeinen en Merknamen

- Franse vertalingen

- Fun

- Handleidingen 1

- helpdesk files

- HRM

- 1&A

- Lost+found
Marketing

- OpenIMS CE
OpenlMS idee

- Opleiding en cursus
Plannen en planning

- Prive
Projecten

2 Refresh || Newfolder | Back 3

4| ok

Emails and attachments separate 5 -

[[] Afbeeldingen uitsluiten [ png. gif en jpa )

After clicking >> Generic DMS, the general folder tree
is displayed.

A user can now select the folder in which the relevant
e-mail message should be placed via (1).

If the user chooses (2) “Refresh” then the general
folder tree is reloaded.

(3) Returns to the start screen and at (4) the relevant
e-mail is sent to the selected DMS folder.

At (5) you can still choose what should be saved. (the
same options as in section 8.3.1 are available here).
Optionally, the user can add a new folder to the DMS

(6).
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8.3.3 Working with the ‘>> Find dossier’ button

After choosing the >>Find dossier button the dialog shown here is displayed. If you have previously visited a
certain file / project, the dialog will show it.

] OpenlMS Outlookplugin 4.20.72 X

Zoek dossier:

o 2 . Search field, you can also search for parts of the
name of a case here.

Start the search.

Back to the start screen.

Close the search screen.

Here you can choose what should be saved. (the
same options as in section 8.3.1 are available here)

=

abrwn

Back Cancel
3 4

Emals and attachments ssparats 5y

[[] Afbeeldingen uitsluiten ( png. gif enjpg )

After starting the search, the interface looks like this:

OpenlMS Qutlockplugin 4.29.72 x
P Plug

Zoek dossier:

[Open Sesame || Search

TR 1. Click on the file name.
OpenSesame ICT BV - OpenSesame ICT BY
0 7

IET Servioms - Berey 2. Choose “Open” to view the folder tree, or perform a
SugarCRM Migratie OpenSesame ICT - SugarCRM Migratie OpenSesame ICT . .

new search. You can close the respective dialog
by clicking Cancel.

Open Back Cancel

Emails and attachmerts ssparate

[] Afbesldingen uitsluiten { prg, gif en jpg )

QpenlMS Qutlookplugin 4.29.72 X
P plug

Case  OpenSesame CRM - OpenSesame CRM

R After the case has been loaded, you can navigate to the
s folder in which you want to place the relevant e-mail.

Communicatie

Select “Ok” to initiate the action.
Select “Back” to search the list of cases again.

Choose “Refresh” to get the folder tree again.

Refresh New folder Back Ok

Emais and attachments separate

[] Afbesldingen uitsluiten ( prg, gif en jpg )
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8.3.4 Registering received e-mails (using the ribbon)
1. Select the e-mail you want to register in the DMS.

2. In Microsoft Outlook choose the button “Copy e-mail to DMS folder”

Q  Tell me what you want to do

Send / Receive Folder View Help

= .'?llj iﬁ; x D 2 Reply Fa ¥ stichting Partne.. ¥ Move ~ B\ T Categorize ~ A’)
or e 2 S e 2 Reply All &3 To Manager - —— EE Address Book o
Email ltems ~ | 48~ € Forward 8 " | |51 Team Emil 7| | Bl | FRo P FolonUp~ | W s+ | g
New Delete Respond Quick Steps 1 Move Tags Find Speech

4 Favorites ‘ Search Current Mailbox 2 | Current Mailbox  ~

Inbax

Sent ftems ﬂ Unread By Date ~ T

Deleted ltems & Lils it

Eric van Korven

4 Google Workspace - s... Bﬁzﬁfﬂ:m"w 14-2-2022
I Inbox

Drafts

Sent ltems

Deleted ltems ljl

=] Select an item to read

LnkE Al Click here to always preview messages

Outbox

RSS Feeds

I Search Folders

Items: 1

Goagle Drive OpenIMS ~

A '_T\ [ ]
&N

Y& [
Gotol| Copy e-mail | Shows
DMS fto DMS folder Hide panel

OpenIMS v

“ Active

Mo cases found

O e

3. After this, the OpenIMS registration dialog is started and the e-mail is saved in the DMS after the

necessary choices.

4. After registering an e-mail in the DMS, the received e-mail is marked with a Microsoft Outlook flag.

2 Reply @iReplyAH 4 Forward
ma 14-2-2022 14:12

Search Current Mailbox ~ J2 | Current Mailbox  ~

All Unread By Date v T .
— Eric van Korven
4 Last Month
! DMS User Manual
Eric van Korven u To Steven de Jager
DMS User Manual 14-2-2022
Hyperlink: | Purple Category A

Naam: DMS User Manual
8.3.5 Registering received e-mails (Using the Favorites Panel)
1. Select the e-mail you want to register.
2. Drag it to the relevant folder of the relevant case.

3. When you release the e-mail, the registration screen starts. The e-mail will be
copied to the selected folder.

OpenIMS v

“ Fﬂv Driles

Algemeen
- Audits

- Projecten
. Care

- 180

- [
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8.3.6 Registering sent e-mails

Every time you send an e-mail with Outlook, you will be asked just before sending whether the e-mail in
guestion should also be saved in the DMS.

If you choose “Yes”, the dialog box from the previous paragraph will be started, if you choose No, the dialog
box will close. The e-mail will be marked with a coloured flag in Microsoft Outlook and is being registered in
the DMS.

Post-registering a sent message
If you have chosen No, but still want to register the e-mail afterwards, you can choose the button from the
previous paragraph (from the sent items folder in Outlook).

8.3.7 No connection to DMS server

If no connection (working offline, working from home) with the relevant OpenIMS DMS Server can be made,
the plug-in will disable itself. To reactivate the plug-in, close Outlook and restart it.

8.4 Sending DMS documents (attachments) via Outlook

In addition to registering e-mail, it is also possible to send documents from OpenIMS DMS via a OpenlMS
DMS assistant.

Note: to use this facility Outlook must be started on the local PC of the user in question.

1. Log into the OpenIMS DMS.
2. Select the documents you want to send by ticking them. You may select multiple documents. In the
“Documents” block at the bottom right, an option will appear to e-mail the selected documents.

Hoofdfolder Prive = Steven de Jager | Vertalen Gebruikershandleiding DMS g -]
Document Status  Version Lastchanged ¥ Assigned

1 hier 1 totaal. ershandleiding 9.0 (referentie tegen worldile DMS user manual) Gewijzigd 0.1 Mar 18th 2022 10:51 Steven de Jager
Select folder anual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020) Gewijzigd 0.12 Mar 18th 2022 10.39 Steven de Jager
Unselect all

W Move

3 copy

E] Shortcut

oo Connect

[ii] Delete

& Download

= Print

= Report

&) Snapshot

: E-mail via Outlook

3. Select the assistant “E-mail via Outlook”, a new screen will open that shows the selected documents
and provide various options.
4. You may indicate how Outlook should send the documents, as a physical attachment or as a hyperlink.

H s Documenten uit OpenlMS DMS - Message (HTML) AN

Insert  Options  FormatText  Review  Help @ Tell me what you want to do

i PO A S |> Follow Up ~ 2 faay 7 .
B . .= 6| [EE & I P Eq A 3]
" Cabr @ K A=y ) x| " e 0| & O] =
Paste BT U ¥.4A- EE = o= 5= Address Check | Attach Signature Immersive | Insert files Add a Goto Getattachment  Show/
~ Format Painter - “~ | Book Names File~ - ¥ LowImportance Reader | usingDrive ~ | meeting DMS  from DMS falder Hide panel
Clipboard [ Basic Text (K] Names Include Tags = Immersive Google Drive | Google Meet OpeniMS ~
To..
:I:I Caun
Send
e Subject Dogumenten it OpenlMS DMS
DMS_User_Manual_0.0_gebaseerd_op_DMS_gebruikershandleiding_versie_9.0_4_2020_docx
Attached IMB v
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Send selected documents through e-mail

Email these documents

Subject | Documents from OpenlMS DMS

Method @ As attachments
O Direct hyperlink to latest version
O Hyperlink to DMS

Document

Hoofdfolder = Prive > Steven de Jager > Vertalen Gebruikershandleiding DMS >

¥ [ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020).docx Gewijzigd 0.12

Remember selection O

Remark

@ Em

5.  You may edit / enter the “Subject” (subject).

Date last changed Assigned

Mar 18th 2022 10:39 Steven de Jager

6. Choose “OK” to let Outlook generate an e-mail (the OpenIMS Outlook plug-in needs to be installed). As

a result, an e-mail will be opened containing the appropriate attachments.

From here on you process the e-mail via Outlook. Registration of the sent message in OpenlMS DMS is

also a possibility.
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9 SPECIAL FUNCTIONALITY

9.1 Working with AutoCAD Xrefs

From within AutoCAD it is possible to use existing drawings in a new drawing using an Xref link. OpenIMS
supports this functionality. This ensures version control for both source as target.

-, Preview version (pdf)
%, Published version (pdf)

To place an existing drawing as part of another drawing using the Xref manager, the user must use the
hyperlink to the published or concept version of the drawing.

From within OpenIMS, first select the source drawing that should be placed as Xref in another drawing (see
figure above).

Use the right mouse button in the “Document Actions” menu (see figure below) and select the published or
concept version link you want to use, in this case the published version, and select the “Copy shortcut” menu
item.

Copy this hyperlink to the target drawing as file location, by pasting the copied hyperlink into the new
drawing using the Xref manager via the “Attach” option. See next page.

o, Preview version (pdf)
L PuhllshE\H wemrriam Sl

¥ Revoke Cpen link in new tab
TL Copy Open link in new window
@ Delete fi Cpen link in incognito window

#. DEVH.
2 Leverc Save link az..

W Maak P Copy link address

Documer  nspect

Go to the target drawing (Acad), open the Xref manager and copy the hyperlink (right mouse button, Paste)
as file location (see next page).
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AutoCAD LT - [C:\DOCUME~T\ERICVA~T\LOCALS~ 1\Temp'openims\DEMO_S~ T\preview\objects\F842DC~ 1\zijkant.dwg]

B3 File Edit View

Insert Format Tools Draw Dimension Modify W

Vindow Help

DB 2R |(«n6 2|0 - (X, BER @[ Vi

=00 mms

>PHE-aH0TOONTOLNN]

R

N

:% |JJ W Evlaver ———— Bylayer EyLayer ByCol
3 Select Reference File m
Look in: |@DESkt0D & t’? Q x ﬁ.‘é Miews ~ Tools =
— Freview
P MName & | Size|
z BMY Documents
Histary d My Compuiter
o ‘QMY Network Places
E:) 32 juli demo
Cautocad
My Documents [Cconcepten
* () emailmarketing
[C)inhoud desktop
Favaites ") openims handleiding
[C)openims pdf
ﬁ [C3)Unused Desktop Shortcuts
() viewlet dema's
FTP
@ (< I |
Desktop
W [ ———— =Y
Buzzsam Files of type: | Drawiing [*dw) [v]
ts [ concepten
() emailmarketing
[)inhoud desktop
[Z5) openims handleiding
[CZ)openims pdf
[ Unused Desktop Shortcuts
[Cviewlet demo's
<| 1l

Flename, /1216017330705 0bds7E001 51 abffed /crossealer_ds6l.dwg |v | [ Dpen ||

Files of type: | Drawing [*.chig)

| /%
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9.2 DMS Document hyperlinks in an e-mail

If you want to send one or more documents by e-mail using OpenIMS you may use the standard functionality
of OpenIMS and the e-mail client (in this case Outlook). A user is able to, by means of cutting and pasting,
insert hyperlinks of any document, including drawings from OpenIMS, in an e-mail.

When the user hovers with the mouse pointer over a hyperlink of a relevant document to be sent by e-mail,

select it by pressing the left mouse button, choose “Copy shortcut” and open an e-mail to place the link in
the message using the "paste" option. See figures below.

Hoofdfolder Prive | Steven de Jager | Vertalen Gebruikershandleiding DMS 8= B2

o- oo
Document Status ersion Last changed » Assigned

ﬂ@ DMS gebruikershandleiding 9.0 (referentie tegen worldile DMS user manual) Gewijzigd 0.1 Mar 18th 2022 10:51 Steven de Jager

m@ DMS User Manual 9.0 (gebaseerd op DMS§ pehriikarchandlaidinn vareia 004 3030) 4 Gewijzigd 0.12 Mar 18th 2022 10:39 Steven de Jager

Cpen link in new tab
Cpen link in new window

Cpen link in incognito window

Save link as...

Copy link address

Inspect

Use this method also for copying hyperlinks to documents, drawings, etc. into Word, Excel, PowerPoint and
other applications.

DMS user manual - Message (HTML)

Insert Options Format Text Review Help Q Tell me what you want to do

o Calibri (Body) <11 -] A A IE' = fea) e =
& |l % <[] [0 R 6 o @ @ =

Paste ” - _x__ 2 MNames | Include Tags Immersive Insert files Add a Goto Getattachment  Show/
= 7o A IEI = = - - - Reader using Drive ~ meeting DMS  from DMS folder Hide panel
Clipboard = Basic Text ;] Immersive Google Drive | Google M... OpenlMs ~
Tao..
:El Con
Send

Subject DMS user manual

]

Hello Eric.

Here you will find the final version of the user manual:
http://demov5.openims.com/openims/openims.php#/openims/id

With kind regards,

Steven de Jager
OpenSesame ICT BV
Consultant

The content of this message and the aftachments(s) is confidential and may contain personal information that is only intended
for the addressee(s). If you have accidentally received this message, | kindly ask you to inform me and delete the e-mail.

=]
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9.3 Working with bookmarks and hyperlinks in your browser

OpenIMS is fully web-based and every part (page / point of view) of OpenIMS has a unique url, which allows
you to create shortcuts to any point of view within the system. You can include links to particular projects or
folders that you often work on. You can even create a link to a document in a specific folder. You can add
these links to your favorites or place them as a bookmark (favorites / shortcut) on your browser toolbar.
Utilizing these solutions enables you to quickly and efficiently navigate to a specific place in the DMS.

Navigate to the location within OpenIMS DMS that you want to add to your favorites, open your favorites,
name it and save the link to the desired location.

- BTEE R

Document Status Version Last changed » Assigned
m(@) DMS User Manual 9.0 (EN) Gewijzigd 012 Mar 18th 2022 13:22 Steven de Jager
’;'ﬂ(é) DMS User Manual 9.0 (EN) Gewijzigd Mar 18th 2022 13:22 Steven de Jager

E(@) DMS gebruikershandleiding 9.0 (referentie tegen worldile DMS user manual) Gewijzigd 01 Mar 18th 2022 10:51 Steven de Jager

After a new favorite has been added, you can navigate to this specific point directly from your favorites.
9.4 Work utilizing containers

The container functionality aims to manage a collection of files as a whole within OpenIMS DMS. This means
that this whole (read as ‘container’) is subjected to a workflow to which metadata can also be added. Take
note that this function is not available for users who work with Apple computers.

Utilization

A container behaves, in principle, the same as a document within OpenIMS. The moment you open a
container via ‘Edit’, a temporary transport directory is created on your local system in which all documents
from the container are placed; for example: c:\imstrans. Afterwards the Windows Explorer is opened so you
can now edit all documents and files from the container on your local PC.

Add new documents /files
You can add new documents to the container from the application, using drag & drop or the windows
explorer.

Sub-folders
You may also add and create subfolders in a container.

Notifications
If you see the message “Press OK” when you are done with the container”, you can send the container
directly (upload) and close the explorer.

Per container mode
Itis NOT possible to open multiple OpenIMS containers simultaneously. The moment you do, you will be
clearing the local data of the previously opened container.

Note: while you are working on documents from the container, the Windows explorer may not be closed. If
you do so, OpenlMS assumes that you have finished editing the documents. Any changes are uploaded to
the DMS.
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9.5 Sending documents as attachments in an e-mail

Your organization has access to OpenlMS DMS, your customers, partners and suppliers may not. Therefore,
you will regularly want to send a physical document from OpenIMS as part of an e-mail.

To be able to send a document as an attachment (and you don't have the Outlook plug-in) you need to
extract the document from OpenIMS DMS (download it to your local PC) and attach the document to an e-
mail. If you do have the plug-in, you can use the mail functionality (see figure 2A below).

1
T
[¥3]

Document
m(i) DMS User Manual 9.0 (EN)

DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS
user manual)

o= oo
o= oga

Siatus Version Last changed ¥ Assigned

Steven de

Gewijzigd 0.13 Mar 18th 2022 13:25
Jager

Mar 18th 2022 10-51 —oven de

Gewijzigd 0.1
=g Jager

1. Select the documents you want to send. In the image above, the document “Demo” has been
selected, among others, visible in the figure below in the action screen, where 3 documents in total

are selected.

2. Download the selected documents to your local PC. You can choose the option “Download” from the
menu (see figure below). After you have chosen the download option, the current version of the
document will be downloaded to your local PC, in the directory “CAIMSTRANS” after which Windows

Explorer will start automatically.

PLEASE NOTE: If you download one or more documents again from OpenIMS DMS, the
documents that are already in the IMSTRANS directory will be deleted automatically.

Document Status
1 hier, 1 totaal. inual 9.0 (EN)
Select folder
iershandleiding 9.0 (referentie tegen workfile DMS
Unselect al )

Gewijzigd 0.1

M Move

(D Copy

[*) shortcut

oo Connect

1] Delete

& Download 2 B
= Print

= Report

=) snapshot

# E-mailvia outiook 2

Gewijzigd 013 Mar 18th 2022 1325 ]

= - |

Version Last changed ¥ Assigned

Steven de
ager

Steven de

Mar 18th 2022 10:51

Jager

3. Create an e-mail and add the attachment, which results in the current version of the document on

your local PC will be attached to your e-mail.
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9.6 MS Word to HTML web generator

The quality of the conversion from Microsoft Word to HTML depends on the quality of the Microsoft Word
document. In general, the more exotic the document is formatted, the more difficult it becomes to convert the
document to HTML without changes. Navigation within the HTML document format, after it has been
converted, is dependent of the layout of the document. For each chapter, you must indicate which style the
title has (Heading 1, Heading 2, etc). The navigation structure is created on the basis of this format during
conversion to HTML.

To convert a document to HTML as well as possible, an MS Word document must meet the following
conditions:

o The document must be “neatly” put together with regard to headings (heading 1, heading 2, etc.). This
also applies to attachments.

e Everything up to the first “heading 1” is deliberately skipped (normally this is the front page and the table
of contents). (The table of contents is automatically created during conversion for navigating the
generated website).

e The document structure must be correct, the first heading must be a heading 1, a heading 3 must be
preceded by the corresponding heading 2, etc.

e The document must have a consistent set of styles (no changes of styles throughout the document).

e If text should be displayed below a picture and not next to it, there should be a carriage return between
the picture and text in the document.

e A heading must consist of a single line (no carriage returns).

e Pictures (or other elements) must not float above the text. Positioning must be in the text itself or by
means of invisible tables.

e Headers and footers are not included.

¢ Footnotes will not be handled properly if the document is divided into multiple sections/pages.

o Hyperlinks to other documents are processed properly, provided that what the link refers to is available.

¢ Internal hyperlinks (bookmarks) will not be handled properly if the document is divided into multiple
sections/pages.

When a document meets the above list of conditions, it reduces the chance of errors in the conversion from
Word to HTML. However, it is not a guarantee. Publishing always requires a visual check of the document
after it has actually been published.
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9.7 MS Word to PDF document convertor

OpenlMS DMS has an option to convert Microsoft Word documents (and other formats) to PDF documents.

Hoofdfolder Prive | Steven de Jager = Vertalen Gebruikershandleiding DMS
Document Status
a@ DMS User Manual 9.0 (EN}) Gewijzigd 0.13
DMS gebruikershandieiding 9.0 (referentie tegen workfile DMS user
Be o : S ! Gewijzigd 0.1

= DMS_User._... 1 /49

Index

1 PREFACE
1.1 Client

2 INTRODUCTION TO OPENIMS

21 Login.
2.2 Language selecton

Version Last changed v

Mar 18th 2022 13:25

Mar 18th 2022 10:51

1
1
z
z
2

B-EE %

Assigned

Steven de

Jager

Steven de

Jager

DMS User Manual 8.0
(EN).docx

B8 Edit

@ View

£ E-Mail

X Upload new version
(& Properiies

= History

== view history

7 Add as favorite

W View ! Edit annotations

£ signal
't Preview version

% Published version
¥ Revoke

(0 Copy

[il] Delete file
# DEVHulp T_EO
/ Lever commentaar
M Maak PDF

If the functionality is available (i.e. is set up for your specific implementation), you can select “pdf’ in the
action menu behind the ‘Preview’ or ‘Published’ version link (see figure above). After clicking this option
OpenIMS will convert the Microsoft Word document to a PDF version. Depending on the size of the

document, this may take a few moments.

Please note: This functionality is only available if it is configured during system setup (on a Windows server).
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