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2 INTRODUCTION

OpenlIMS® is a platform to manage all your document workflows. Both in- and outside your organization. It's not
just about the digitization of mail, invoices or contracts, but it also includes creating new documents from
templates and archiving e-mail. The platform can be flexibly adapted so that it can match all your business
processes and document workflows.

OpenlMS® Document Management Server is developed completely by using web technology. This means that
as a user, only a web browser is required to use the system. In consequence this product does not need
product upgrades to be installed on the PC of the user. During development, special attention was paid to user-
friendliness and performance of the system.

OpenlMS® Document Management Server includes the following features / services:

e User friendly and fully web-based.

e Document type independent.

¢ Unlimited number of document and records types (projects, cases, customers, debtors, etc.).

o Extensive search facilities (including full-text search) with authorization.

e Reporting options.

e Full document lifecycle management including archiving and destruction of archives.

e Customizable metadata / categorization per document type

o Document generation / corporate identity management (based on templates).

e Add-ins for Microsoft Outlook, Word and Excel.

¢ Generation of PDF/A documents for over 200 document formats.

e Extensive version management (audit log per document).

o Assistants (wizards).

o Document relationships and shortcuts.

e Process oriented document handling screens (for example mail processing, invoice approval).

o Generate standardized process documents per process status.

o Extensive authorization facilities concerning user groups and roles (case type, document type).

e Standard document workflow (with support for serial/parallel approval) including reminder periods and e-mail
notifications.

e Drag and drop facilities to drag and process files directly in the DMS.

¢ Distribution lists and personal watch lists.

o Full multilingual user interface including customer specific workflow, features and even multiple-choice lists.

e Default DMS archive where record structures and documents can no longer be changed, with their own

search index, offering additional options for converting documents to PDF/A, linking terms and archive
destruction using reports.
o Extensive features for user authorization (including support for LDAP in combination with Active directory
and / or other directory services) with Single Sign On support. Based on NTLM or Kerberos.
HTTPS or SSL support for working secure from home or any other location.
Connects with scanners and multifunctionals for processing mail, invoices, packing slips, weighing slips, etc.
Various facilities for customization and integration with other business-related systems.
Extensive synchronization facilities to share information between different OpenIMS® environments.
Sharing documents (including approval workflow) with external parties.
DMS API.

ISO Certification
The OpenlMS® platform is ISO 9001 and ISO 27001 certified. This means that the
platform meets the requirements of these ISO standards, which is certified by TUV.

)
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3

WHY A DOCUMENT MANAGEMENT SYSTEEM (DMS)

Most organizations use a file server to centrally store and share documents. In addition, documents are often
stored on the local hard disk of the (user) PC and are often sent as an attachment in an e-mail. This means that
documents are available in many different places with corresponding versions. Resulting in multiple
disorganized silo’s containing information where it is no longer clear which version of a particular document is
the most recent. An undesirable situation. However, there are many more reasons to start working with a
Document Management System. The main reasons for working with a Document Management System (DMS)
are the following:

Work more efficiently and with better quality.

One of the main reasons for using a DMS is to increase the organizational efficiency. This involves looking at
information processing, disclosing information and making the information available.

Traceability / certification (ISO 9000, EN 50158, HKZ, etc.).

On afile server it is not always clear who and when was worked on a document. At best, you can find out the
last author. A DMS offers you extensive controls and functionality to gain insight in these matters while also
keeping it verifiable / demonstrable; a requirement for, among other things, certification of your processes.
Working in a structured manner (using the corporate identity).

You want to save time and improve quality by working in a standardized way based on your corporate
identity.

Version control.

A DMS ensures that you always work with the most recent version of a document and knows what has
changed when and by whom in previous versions.

Security.

A DMS can shield documents based on meta-information (for example: status, author, responsible, etc.) and
/ or groups / roles that can be defined in the DMS.

Workflow.

The entire lifecycle of a document is managed in the DMS: writing, reading, approval, publishing and
archiving.

Search and find.

In a DMS you are able to navigate and to search on basis of full-text and / or meta-information in compliance
with the authorization of a user.

Archiving & destruction of archives

OpenIMS® has an archive environment that can be set up based on legal regulations (archive law).

In the coming chapters, various OpenlMS® DMS functionalities will be explained in more detail.
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4 DOCUMENT LIFE CYCLE

A Document Management System must have functionality to support the entire life cycle of a document. We can
recognize the following phases within the life cycle:

Creation / capture / registration,
Storage and profiling / metadata,
Manage / distribute (workflow),
Archiving,

Destruction.

agrON =

Controlled and directed by a workflow.

4.1 Capture / Register Documents

4.1.1 Document Store (Connecting ERP or other business-related systems)

Documents can be produced not only by users or scanners, but also by business-related systems (such as
Exact, Navision, SAP, AFAS, etc.). Think about invoices, packing slips or order slips. The relevant documents
can be imported by the DMS and placed directly in the right location in the DMS (the right record) and are then
ready for further distribution.

Based on document naming (for example the customer number in the name of the document), an XML manifest
or a text message, information on the placement of a document can be included. It is of course no problem if
multiple systems deliver documents in accordance with the same agreements.

4.1.2 Scanning Incoming Documents (Mail and invoices)

OpenlMS® DMS can record scanned files (after OCR) and prepare them for processing.

Department / Site

Scanner
]
A ]
B OCR server OpenIiMS

I Document Management Server

...............................

Department / Site

OCR (Optical Character Recognition) with PDF/A output

OpenlMS® can be extended with OCR software so that the content of the scanned documents (the text) can be
searched. The included OCR software can also convert documents to PDF/A, the specialized format for long-
term preservation. The OCR software can also read barcodes so that you can assign scanned documents
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directly (automatically) to, for example, the correct department. OpenlMS® uses the ABBYY OCR engine for this
purpose.

Intelligent recognition (ICR)

Some documents lend themselves for intelligent recognition. You can think of packing slips, weighing slips,
delivery slips, invoices and the like. Using ICR software, important information can be recognized from the
document (for example a VAT or customer number), whereby the recognized value can be used as metadata
and to read the correct data from your financial / ERP software, allowing the user to handle and archive these
documents more efficiently. OpenIMS® uses the ABBYY ICR engine for this purpose.

Smart barcode processing (processing signed documents)
By working with barcodes on your outgoing documents such as (signed) contracts, letters and the like,
OpenlMS® DMS can place these in the correct DMS record, without the intervention of a user.

4.2 Creating Documents

A document can end up in the DMS in various ways. Either via a scanner, via so-called assistants (document
generation) based on templates (corporate identity), by uploading existing documents, from an e-mail
(attachment) or by copying an existing document within the DMS.

4.2.1 Document Templates (Corporate identity)

The administrator of the DMS can record a number of standard documents (stencils or templates) for the users
of the system. This ensures that everyone uses the same corporate identity in a user-friendly fashion, for
example for sending a letter, project report or for drawing up a quotation or project plan. The name and address
details can be placed directly in a letter, for example by means of a linked CRM system. Metadata residing in
the DMS can also be placed in the document, such as a document number, project number or version number.

TJOpenIMS DMS v CRM v BPMS v Portals v Reports v Admin v Percase w Automatisch opslaan (@) S0 ) £ A FEricvanKorven v
Bestand Start Invoegen Ontwerpen Indeling Verwijzinge Verzendiijst Controlerer Beeld Ontwikkela: Help Tabelontwerp  Indeling
OpenlMS - case . —_— .
< Verdana ~[10 Yl = @H
| ___To Jl[E]lle] (2] | 8 [£]|® 5
2019.0022 case Plakien 4w ox X (o Alinea | Stijlen | Bewerken | Dicteren | Editor | Ga naar Open recente
5 v S| AY 2 A-Ar AA 4 o Y v DMS  DMS folder
= I¥ Main
® BB 1. Received Document Klembord 1% Lettertype [ Spraak Editor OpeniMs
P 2. Mail out L 200 de U 102003 -4 SE-6-1 -7 1819 10, 11 MX12. | 13{ 1 -14; 1 15, 1 - 16 JeA7 1418
™ 3. Projectmanagement
[~ 4. Design 2
[ 5. Contracts b
[~ 6. Distribution P g
7 7. Invoices : pritanmance N = Docnr. 19.00136
r | Revision g 0
= e  sorcodesicersy :
B AUDITFORM T T
5. Contracts by
7 Properties b General informatie
New folder 7 _
77 Add as favorite by Department/project
= :
Move folder bt Auditee(s)
Qup z
© pown & Employee(s) i —
d Falder cionalline
z Date audit
2 Date rapport
o +
® Activity Proc.nr. | Pointof focurs | A/T/V Remarks]
: *
paginaivan3 157woorden [} Nederlands (standaard) [@ (3 Toegankelijkheid: onderzoeken O Focus B8 B - ]
f ®
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For OpenOffice.org. odt- and Microsoft. docx-filetypes XML based integrations have been made so that
OpenlMS® metadata information can be used in the document without using macros.

This functionality is also available for AutoCAD drawings. For example, within AutoCAD the title block of the
drawing can be dynamically filled with the metadata that is stored within OpenIMS®:

AutoCAD LT - [E:\Projecten\stork\templates\AQ. dwg] =
File Edit View Insert Format Tools Draw Dimension Modify Window Help —

IDWH 83 =D 2 € - X REHM A

|V O M FORMAAT v|5% ||| mcolor 250 v

C

1 DDA IEAT

PRCJE

Chiller voor Noorwegen

ORDER NO

STION | DRAWING
' R . i J5700-011,dwg
ALE 5700-011.dwg | FORHAT 4

NO

TLOONIDOL NN\

Documents (Upload)

It is of course possible to entrust existing documents to the system (= upload). These can be, for example,
drawings, notes, invoices, quotations or order confirmations. Of course, a user is able to place newer versions
of an external document in OpenIMS®,

Microsoft Office Plug-ins
It is also possible to place information directly from Microsoft Outlook or Word into the DMS.

4.3 Editing Documents

9- 99 o F.900 Audit and performance
V-.docx

Type Last changed Assigned ¥ ¥ BB edit
LG \Liaw

£ E-Mail

X Upload new version
(& Properties

= History

Acceptance Report Jul 14th 2020 08:59 Eric van Korven

Form Jul 14th 2020 09:01 Eric van Korven

) ) = View history
Documentation Jul 14th 2020 09:00 Eric van Kgfven B View 7 Edit annotations
¥ View / Edi i
2 signal
OpenlMS automatic transport agent [4.2.9.26] X (% Preview version (pdf)
() Template
f [ii] Delete file
2% Add comments
a OpenIMS Reserve... | Create PDF
o¢ Grafische Workflow Clean

Document workflow

To check
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Special attention has been spent to retrieving and writing documents from and to the DMS. Using the
OpenlIMS® Transfer Agent, the user can open a document directly from a web browser. The user selects the
relevant document and selects the “Edit” button, after which the document is locked (checked out), then
automatically retrieved (downloaded) and the corresponding (local) application is automatically started, after
which the document is opened. When the user is ready, he or she closes the relevant application, after which
the modified version is written back (uploaded and checked in) to the DMS.

The user therefore does not have to perform any special actions, other than those with which the user is already
familiar.

Of course, other users can still view the relevant document even if the document is edited by another user.
A similar feature is available for Mac PC’s and laptops.

4.3.1 Pending Overview

Another point of view in the DMS is the “Pending” overview. This Workflow
screen provides an overview of which documents are available
per workflow and in which state. A user can select a document Scope: Everything
g;:orzetgse i;t)endlng documents (per workflow stage) and edit / ‘;l Eaeliofinmmsiionii
. L:J Contracts (28)
() General (1127)
@ New (990)
@ Changed (113)
N Disapproved
@ For review (15)
@ To check (3)

@ External validation (4)
@ Add signature (1)
) HRM information (19)

A department such as the Financial Administration can also immediately see which invoice is with whom and
what the status of the invoice is.

] OpenIMS DMS v CRM v BPMS v Portals v Reports v Admin v Percase v Contracts Sea

DMS In preview

Workflow
Scope: E h
pe: Everything A Document Type Version Last changed Assigned
[T Invoices (36)
@Rece\ved(t‘l) i
© Assigned 3) B8  oHLEcgres 20150622 Invoice 0.1 Nov 29th 2016 11:04 Eric van Korven
@ For review (ﬁ Matrx Molds b.v. 2015 05 19 Letter 0 Dec 2nd 2015 14:53 Johnny Groeneveld

$ 0n hold

@ Quantities control (1)
 External approval (2)
@Appvoved )

 Time limit exceeded

D Invoice abbyy approval (14)

woice 0 Jul 4th 2016 21:51 Wieger Kunst

4.3.2 Assigned Overview - To-do List

Another cross section of the DMS is the “Assigned” overview list. This is the personalized overview of
documents to be handled by the respective user (to-do).
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J OpenIMS DMS v CRM v BPMS v Portals v Reports v Admin v Percase v Search n g

DMS Assigned

Assigned (Eric van Korven - HRM manager (Functie))

12345678910 Nex 1-250f1318
Document Type Status Version ¥ Last changed
D(‘) =0 Proces overzicht VISIO Readinglist 1 Sep 1st 2017 02:04
m ® Agenda Letter Changed 4. Oct 24th 2013 11:11
m ® oo Protocol KICK protoco Changed 3 May 5th 2017 11:37
m @ Agenda Letter Changed 3.1 Nov 9th 2016 13:32
m(-) Euramax werkinstructie Instructions Changed 2.2 Nov 29th 2016 10:22
m ® Demo brief - Brief - EvK Letter For review 2 Oct 7th 2015 09:43

The moment a document is assigned to another user, for example because the current user has given
instructions to do so, the document will appear in the personal overview “Assigned” of the other user.

When a user is for example ill, the relevant documents can also be assigned to other users from this overview.
4.4 Archiving & Destruction of Documents

In the final stage of the process, a document is archived and possibly destructed later. Special profiles can be
defined for this within OpenIMS®. Retention periods and the like can of course also be granted.

Archiving strategies

OpenlMS® allows multiple solutions for archiving. Together with the customer, the most ideal way of filing
documents or archiving is examined for the organization in relation to the laws and regulations that apply to the
organization concerned.

e Archiving when closing a case or record (at document or set of documents level).
¢ Archiving during document handling.

See also Chapter 7 Archiving Documents and Records, where it is specifically described how this works.

Archiving at record or case level

After a project or case has been completed, it can be moved to the archive. This can be done on the basis of a
workflow step in which a user indicates that the record can be closed and then archived. After this, all
documents within the record are moved to the OpenIMS® archive. A destruction period can then be linked to the
entire record, including all documents, or it can be set up at document level. The archiving period can then also
be broken down by record category and / or document type if necessary.

Conversion to PDF/A
The relevant documents can also be converted to PDF/A (=PDF variant for long-term preservation) when they
are moved to the archive.

Archive search index
All documents that are in the archive are placed in the search index of the archive.

You can choose to allow only a specific user group to search archived documents or all users according to their
authorization. This can be configured freely.
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Archiving on cheaper (slower) storage

It may be a consideration for documents residing in the archive (large volume over the years) to store them on a
cheaper storage environment, because they will not often be requested.

N
= =
%]
Employee
DMS Document Archive
&
OpenlIMS Production Server DMS Document Cache
DMS Production Environment
Employee ) Documents
Server disks
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5 THE USER INTERFACE

The appearance of OpenlMS® DMS is simple and user-friendly by design. All complex actions and operations
are performed in the background.

Some important features of OpenIMS® DMS are:

Distinct points of view.

Simple and user-friendly.

Task-based user interface.

100% web based.

Fully multilingual.

Tree structure (explorer).

Support for BYOD devices so that users are always able to consult, search and perform workflow tasks.
Standard support for secured connections by HTTPS and of course VPN.

All documents within the system can be accessed from a web browser. This has the advantage that the system
is geographically independent, so that everyone can work on documents with a (secure) Internet connection. At
the office, at home, with your customer and mobile.

The DMS interface has been optimized to be as user-friendly as possible, so that your employees can get
started as quickly as possible within the OpenIMS® DMS platform.

5.1 Record (Case) Categories

Many organizations work on the basis of record structures. These are standard structures so that all employees
work in the same way and can more easily support other colleagues in this way.

You can also create project-related records in the DMS, but also HR records or, for example, customer records.
The system is generic in design and provides a recognizable record for every employee within their own
records.

You only see the record categories for which you are authorized, and per category you see the available
records. Any additional columns can be activated to make sure that you can search quickly and efficiently to the
correct record. This ensures that everyone within the organization can work with the same DMS solution without
accessing sensitive information. Of course, the built-in search engine also takes this into account.

Example HR records

DMS Per case

Types Cases
Favorites (overview)
Departments (overview) Name 4 Description City Address
QA Manuals (overview) (& 100811534 K. Karelse Best Dr. Bernardstraat 12¢
Accounts (overview)
7 102467882 H.A.M. van Korven est Hoenderhei 53

Board of Directors (overview) ( IWenproos e LN B HeenderhelS
Asset (overview) (@@ 111287654 D. Speulstra Udenhout Landbouwweg 23
HRM (overview) o ~

(@ 112244553 Piet Paulusma Harlingen De Rietgans 26

Complaints (overview)

Projects (overview) Wijk bij Duurstede Vogelhei 12

WMO/(overview) ( Utrecht Amsterdamse straatweg 453

Audits

WMO (overview) Amsterdam Kerkstraat 34

Autries ( Nieuwegein Braamstraat 12

Houten Oraniestraat 32
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Example Project case records

Types Cases

Favorites (overview)

2 Next -
Departments (overview) 123 Nex e
QA Manuals (overview) Name A Description
Accounts (overview)

Board of Directors (overview)
Asset (overview) 4 1101 nstallatie regenmeter
HRM (overview)

. & 2016.2232 Aanbouw patio
Complaints (overview)
Projects (overview) & 2019.0022 OpenIMS - CAOP
WMO (overview) (@  2019.0034 Eric van Korven - Meerwal 13
Projects (overview)

) ) @ 002222 Archief beheer in Zeeland
WMO Toezicht (overview)

(& 20663 Twan van Dijk - Huiskensstraat 72

5.2 Viewing Records

After opening a category, you can select a record. Members of a record can quickly and efficiently select a
folder in a record in which all important (project) documentation can be found. This can be compared to a paper
file only now in a digital form. Since not only Microsoft Office documents but also your e-mail and scanned e-
mail items can be placed in the record, there is a complete overview of all documents that are present within the
record concerned.

A record contains a self-contained folder structure. In practice, such a structure is generated at the touch of a
button via an assistant (possibly including standard documents), so that all your projects are set up in exactly
the same structure.

The folders can be protected at folder and document level against unauthorized users.

] OpenIMS DMS v CRM v BPMS ¥ Portals v Reports v Admin v Percase v Contracts Searc

OpenlIMS - CAOP case

2019.0022 case Case information
S BB Main Project-/ordernumber 2019.0022
P 1. Received Sender OpenIMS
[ 2. Mail out Organization DMS
3. Projectmanagement Projectleader Wieger Kunst
Fo a4 Design Proces status Execution
7 5. Contracts
™ 6. Distribution
[ 7. Invoices
. Connected cases
Main
P 1000112 nstallatie hardware Projecten
(F Properties B 101 nstallatie regenmeter Projecten
(3 New folder P 2019.0034 Eric van Korven - Meerwal 13 Projecten
P o )
zd sort
2 Folder signalling Draiecter 2019.0022 ga-gg
“do Edit security
Document Type Last changed Assigned ¥
@(-) Project info Datasheet Feb 13th 2020 14:37 Eric van Korven
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5.2.1 Authorization at Record or Folder Level (Regarding roles)

It is possible to configure per record (or even per folder) who fulfils which role within the record. This can
therefore mean that user A has the role of a project manager within project X and within project Y the role of a
project user.

5.2.2 Status of a Record and Record Information

Based on a project / record datasheet, insight can be obtained into the status (for example, quotation, research,
design, construction, test, delivered) of a record or case. All record properties can also be linked to a data sheet,
which is then assigned to all documents within the record, for example a project number, name of the customer
etc.

A user can not only configure general information such as the name of the record or the description, but also
basic properties such as a project number, customer number or who the project manager is.

Linked records are also shown within the main record. For example, a user can have a customer record as main
record and linked records as the different projects that are executed, or as in the example below a location with
associated machine installations.

Navigating to a document

You can navigate through the folder structure to the correct document. In the example, you can see that the
name of empty folders has a different color (greyed) than a folder containing documents (bold). In the example,
you have a record where the folder “5. Contracts "has been opened and three documents are available. All
other actions that are possible are shown related to the workflow choices that belong to the document “Audit
and performance”.

dOpenIMS DMS v CRM v BPMS v Portals v Reports v Admin v Percase v  Contracts Search ) n E

OpenIMS - CAOP case

2019.0022 case g-ga F.900 Audit and
performance V-.docx
= I Main
7 1. Received Document Type Last changed Assigned ¥ BB edic
[ 2. Mail out @ View
[ 3. Projectmanagement £4 E-Mail
W 4. Design Il o rkspace V- Acceptance Report jul 14th 2020 08:59 Eric van Korve X, Upload new version
5. Contracts 7
6. Distribution a (& Properties
- @  F.900 Audit and performance V- Form ul 14th 2020 09:01 Eric van Korve S .
7. Invoices P J £ History
' mo B D | 5 " = £ View history
O Barcode stickers V- Documentation ul 14th 2020 09:00 Eric van Korve
B View / Edit annotations
0 signal
5. Contracts Preview version (pdf)
Template
7 Properties 1] Delete file
New folder % Add comments
17 Add as favorite Create PDF
5 Move folder S Grafische Workflow Clean
@ up
© pown Document workflow
£ Folder signalling

Working with document lists or process specific lists

In addition to the tree structured navigation, OpenlMS® can also work with specific cross sections of the
document collection. These cross sections can be set up as special overviews (tabs) with metadata information.
Think about an overview for invoices, postal items, contracts and the like to be processed.
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Below is an example of a “My invoices” view, in which invoices that have yet to be processed are included.

o OpenIMS DMS v CRM v BPMS v Portals v Reports v Admin v Percase v  Contracts Search w; n E v

My invoices

Organization Invoice date ¥ Due date Invoice total Status

Overview

There is also a highly advanced filter function available that allows the end user to filter, sort and view up to
100,000 documents in a web-based spreadsheet. You can group the information in a column using drag & drop
or zoom in on a specific workflow.

Overview
(= u Type
Group Document Folder Name Status
v v v
Technical design (13)
v Documentatie (6)
e 5. Contracts Barcode stickers V- New
m LO J ] 3. Projectmanagement 1.915 Order formulier (BOF) V-0 For review
LO 1| 4. Design Concept 0.22 New
®D 7. Invoices Invoice 2020.01.08 Final
LO 1] 6. Distribution Design house impression Final
LO 1| 6. Distribution Landscaping plan Final

> Minutes (1)

> Memo(2)

You can configure this filter at different levels, across the entire DMS, a specific category or a specific record.
This allows a record owner or manager to quickly navigate and view all available information. It is also possible
to save specific views or forward them to another colleague.

5.3 Document Creation

You can easily add documents to the DMS. You can upload them or create them using an assistant based on
document templates using the “New Document” assistant.

Search v n e v
<~

Upload

Import
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You can also move documents to the DMS via Drag & Drop. You navigate to the DMS folder to which the
documents should be placed and drag them to it from the browser, desktop or even Outlook. The DMS detects
this action and the default “Upload” dialogue is started to process the documents.

In addition, there are of course also plug-ins available for Microsoft Outlook, Word and Excel.

Upload files to OpenlMS

Workflow General - Select
Overwrite files with identical names ;
Select files after upload

Direct publish

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

Filename Status Size

Drag files here.

© Add Files

After selecting the required documents, the user, when activated, must fill in the document metadata for all
documents. If a datasheet is used, part of the metadata will already be filled in with the data from the datasheet.

In addition to dragging external documents to the upload dialogue, a document can also be dragged within the
DMS to another folder.

Record type dependent documents per phase
It is also possible to automatically set up documents to a phase transition within, for example, a project. To help
you handle cases, processes and projects in a structured manner.

5.4 Search

A great search function within a DMS is very important. Such a facility should be simple and fast. Aimost
everyone knows the success of the Google search engine, it has a simple but effective interface.

The search function in OpenIMS® can be deployed to retrieve all the information from within the document
management system. The search engine can take into account authorizations/rights that users have on certain
documents. It is also possible to provide weighing factors. Metadata assigned to a document is also searched
and taken into account in the results.

Features: -

A document is added to the search index within minutes.
Displays the search term in the dynamic summary.
Searches in metadata (classified documents) or within a record.
Full text search.

Authorization.

Sorting based on relevance.

Sorting based on date.

Search within the search results.

Display the search term in the summary.

Thesaurus (list of synonyms).

Find phrase.

Find wildcard.
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e Search in ranges (date from - to)
o Document preview (default for PDF and images, optional for Microsoft Office).

e Possibilities for multiple search indexes for secure information or access to the web.

DMS Search

Search in documents

Find results with the terms anywhere v w

with the terms anywhere v
with the terms anywhere v
with the terms anywhere v

with the phrase

without the terms

Document Type ‘,) Select

search versions preview and published v

search index standard v

scopel @ Everything
(O Casetype ‘ |,) Select
(O Case l |,_) Select

with workflow any v

with file format  any format v

with date between

sort by relevance and date \7

The advanced search offers the possibility to search by: Metadata, date, workflow profile, filetype, etc. All

metadata fields used within the system are available within this advanced search screen.

DMS Search

Searcn In aocuments

Find results with the terms| bouwen anywhere v m

Geavanceerde zoek optie

H.W.W. (Versior Rea
jrhsrhs bla bla bla met vriendelijke groet, afdeling wieger...

A3 tie-Cenergie Rotor (Ve 0) Ne th 2020 11:31

..en tevredenheid gebruikers positieve maatschappelijke uitstraling positieve milieu-impact beter inzicht in beheer gebouwenpark energiezorg: waarom? 100% . dreigende
ontsparing optimalisatie regelingen 70% efficiente installaties 90%...

e Anne-Le

circulair bouwen: de success story van circulaire werven anne-laure maerckx 24 oktober 2017 antwerpen context beheer van materiele hulpbronnen beheer van menselijke
middelen hinderpalen en stimuli conclusies inhoudstafel context circulaire werven..

..snappen dan de klant zelf. 3. ik vind het belangrijk om een langdurige en persoonlijke relatie met de klant op te bouwen. dit is voor mij de basis. achtergrondinformatie 4
in mijn contact met de klant vind ik het belangrijk om in al...

4 1) v
V-1 (Versiol E

type, parent, child type, child, folder pad, artikel, organisatie folder pad wordt berekend aan de hand van op te bouwen parent/child structuur asset folderstructuur per
infor organisatie er worden in een dossier 3 niveaus gegeneerd in het..

tor Packs

5f 1 apr V

..over de opties en de prijs verbeterde kwaliteit omdat de fabrieken vaker dezelfde configuratie kunnen bouwen minder ontbrekende onderdelen in productie omdat een
betere logistieke en leveranciersplanning mogelijk is minder productievertraging.

TRACTOREN-NL-2020-5 f ar 13th 2020 10:23
..over de opties en de prijs verbeterde kwaliteit omdat de fabrieken vaker dezelfde configuratie kunnen bouwen minder ontbrekende onderdelen in productie omdat een

troductie Tractor Pac 1 april 2020 V-1 (Version 1

.*17.00018* datum ons kenmerk versie projectnummer 10 januari 2017 17.00018 0 564563453 onderwerp aanvraag bouwen dakkapel geachte heer m. tierolf, &t tekst&gt;

Active filters

No active filters

Document Type
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For PDF documents, there is an integrated feature to view the first page without opening the document. This
can also be extended by using a PDF conversion facility for other document formats such as Microsoft Office.

O OpenIMS ©OMS ~ CRM ~ BPMS v Podsen *  Rappoten v  Admn 1 ‘ .

DMS Zoeken

A user can move the mouse over the search result and at that moment the relevant document is displayed in

preview. See the image above.

5.4.1 Instantly Searchable

All documents available in the Document Management System can be consulted via the built-in search engine.
This works instantaneously. This means that immediately after modification (usually within a few minutes) the
full content of the document is known to the search engine without loss of performance (indexing). A huge

advantage over most traditional search engines.

5.4.2 Display Search Term in the Summary

After a user has entered a search term, the term found will also be shown in the results in which it appears. The

user can then determine whether the document has the correct context.

5.4.3 Additional Support Through Thesaurus

OpenlIMS® has a thesaurus module (synonyms) that supports the user of the search engine in searching for
certain information (see image to the right). The thesaurus can contain industry-specific terminology such as

medical terms and can be configured differently per organization.

5.4.4 Spell Check

Optionally, an interface (link) to Google can check whether a search term is written correctly. If this is not the

case, the module will offer an alternative. This module is
language specific and still evaluated in product development. construction

5.4.5 Searching Within Records O it euiech

This allows a user to indicate that he does not want to search ® pwms

the entire DMS, but only a specific part of the DMS. Options M Pyl

are: This casetype

e Everything. v This case
. This folder

e This case type / record category. e )
. Folder and subfolders

e This case / record.

e This folder. ) BPMS

e Or this folder and underlying folders.

5.4.6 Additional search fields

Additional search fields can also be added to the search overview, including list boxes.

b
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5.4.7 Results with search filters

In addition, it is possible to introduce search filters based on the search results. This allows a user to refine a set
of results with suggested search filters such as document type, contract type, document workflow, author.

DMS Search

Searcn In gocuments

Active filters
Find results with the terms bouwen anywhere v m

No active filters
Geavanceerde zoek optie

Document Type

Result 1-10 from 77 =

Lo
10 januari 2017 17.00018 0 56

onderwerp aanvraag bouwen dakkapel geachte heer m. tierolf, &lt;tekst&gt;

= @
e milieu-impact beter inzicht in beheer gebouwenpark energiezorg: waarom? 100% . dreigende

circulair bouwen: de 4 oktober 2017 antwerpen context beheer van materiele hulpbronnen beheer van menselijke

middelen hinderpaler

k om een langdurige en persoonlijke relatie met de klant op te bouwen. dit is voor mij de basis. achtergrondinformatie 4.

pad wordt berekend aan de hand van op te bouwen parent/child structuur asset folderstructuur per

Author
e configuratie kunnen bouwen minder ontbrekende onderdelen in productie omdat een

) . e
..over de opties en de prijs verbeterde kwaliteit omdat de fabrieken vaker dezelfde configuratie kunnen bouwen minder ontbrekende onderdelen in productie omdat een

5.4.8 Search by Folder Names

In addition, it is also possible to search by name of a folder. This means that a search term does not have to
appear in a document, but the name of the folder is also sufficient to find documents.

5.4.9 Search Term Logging

Everything that is searched for is logged in a lodfile. Functional administrators can analyse and consult this
lodfile.

5.4.10 Indexing Existing File Servers

In addition to the functionality to search documents within the DMS, your existing file servers can also be
indexed and documents searched.

5.4.11 Document Filter / List
In addition to searching for documents, a user can also use advanced document lists on which he can filter. For
example, all documents from a DMS record or all contracts that your organization has concluded. This makes it

easy to make function-specific consultation overviews available.

Image: Example of all incoming mail items.
ol OpenIMS DMS »v CR BPMS w Portals v Reports v Admin v Percase v  Contracts Search

My Mail

12 3 Next 1-100f25

Organization Send by Subject Received 4 Status

OpenSesame ICT

g Cultureel Erfgoed Zeeland se time limit exceeded

se time limit exceeded

OpenSesame ICT

ime limit exceeded
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Image: Example of personal invoices.

JdOpenIMS DMS v CRM v BPMS w

My invoices

Organization Invoice date ¥

COSCO Shipping February 22nd 2017
Smurfit Kappa July 17th 2015

DHL Expres June 22nd 2015

Portals v Reports v Admin w
Due date Invoice total
April 7th 2017 263,00
September 15th 2015 186,48
August 3rd 2015 208,12

5.5 Personalization and Profile Picture

Percase w  Contracts
Status
Invoice abbyy approval Process
Approved Process
Assigned Process

An user can adjust the navigation menu of the DMS and enable / disable options. Under the DMS menu
additional overviews and applications for which the user is authorized are available. These options can also be
included in the main navigation. In the example below, “Per case” has been added. You can adjust this via your
“Personal settings”, here you can also change the order of the available items.

«J OpenIMS DMS v CRM ¥ BPMS ¥ Portals v Reports v | Percase v Recentlychanged QA documents
s
=8 Percase
AS Per case
& Assigned
Types
® Recently changed
Favorites -
Departments = Inpreview
Accounts =
= AutoUpload )
Acset Category 4 Name Cli
Persoonlijke dossiers = Document checklist Accounts Architect 36
Projecten =
. = C(ontractregistration
Sociale zaken i I
Sociaal dossier = Actions
= My Mail
= Myinvoices
= Invoice overview
= Contracts DOpenIMS DMS v CRM + BPMS v Portals v Reports v Percase v Rece
Q  Search Profile
Personal settings Favorites

Change interface

Change password

Activate inplace HTML editor (now: )
Activate automatic logon

Signals

Favorites

Change personal picture

Update OpenlIMS transfer agent settings
Wijzig persoonlijke gegevens
Distribution lists

Tracking list

& Per case
@ Recently changed

QA documents

Assigned

In preview
AutoUpload
Document checklist
Contractregistration
Actions

My Mail

O
00000

1111 1111

My invoices

Invoice overview

= Contracts

H
g
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In addition to showing your profile photo in the menu bar, it is also used in the historical overview of a document.

BPMS v Portals v Percase v

o OpenIMS DMS v CRM + Reports v

Profile

Personal settings Profile data

Change interface .
Change password B Edit @ Delets
Activate inplace HTML editor (now: )
Activate automatic logon

Signals

Favorites

Change personal picture

Update OpenlMS transfer agent settings

m Cancel

Reports v

Wiizio nercnnnliike gsgevenc

Portals « Percase v

dOpenIMS DMS v CRM v BPMS +

History

History of document "OpenlIMS training V-1 "

Choice "To approve” by Eric van Korven (Mo, Jul 20th 2020 08:43)
Changed by Bas Jansen (Fr, May 1st 2020 15:05)
Changed by Bas Jansen (Th, May 24th 2018 16:11)

Created by Bas Jansen (Th, May 24th 2018 16:11)

Personalized document lists

Recently changed QA documents

Recently changed Search

@S0
oS0

Lo A

Search

|

<Back

Version 1

Version 0.1

Version 0

A user can adjust the columns to be displayed per record and per folder. This allows a user to determine which

information is presented.

Projecten 2019.0022
Document
e digital workspace V-

F.900 Audit and
performance V-

Barcode stickers V-

5. Contracts

Wizard

a- go
o-go

e

#. Filter op documentype
Last changed Assigned

Type Status Version ¥
:Z;?r[:me New 0 Jul 14th 2020 08:5 Selectcolwnis
Column name Show
Form New 0 Jul 14th 2020 09:0 Case Case category
Workflow O 0O
Documentation ~ New 0 Jul 14th 2020 09:0! Type
Supplier O 0O
Status
Tag O 0O
Mailto O O
From 0O 0O
Version
Date 0O 0O
Changed
Assigned
B o« | cnc- I
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6 FUNCTIONALITY

6.1 Independent of Document Type

OpenlMS® Document Management Server can work in principle with all types of filetypes and make them
accessible via a web browser. This could include:

All types of Microsoft Office documents.

OpenOffice (OpenDocument) format.

AutoCAD drawings (also IFC format).

Various image formats, jpg, jpeg, tiff, gif, bmp, psp, mic, etc.
And many others.

An important feature of the system is that a user does not need to take any specialized steps to open, edit and
save a document. Just click on a specific file and your favorite application will start automatically (using the
Transfer Agent). OpenlMS® will take care of the rest, so you can get started right away.

6.2 OpenIMS® Transfer agent

The OpenlMS® transfer agent ensures that when a user opens a document
in the DMS to modify, it will download and starts the related software, like
Microsoft Word. During the download, the document is automatically
checked out (locked) so that another user cannot work on the same PSETY
document simultaneously. If someone else is working on the document | &
then users will be notified which user checked out the concerning 3 i' 'i'|' 2

document. HINE
OpenIM;\\ -

If the user closes the document, the document is sent to the DMS using the
transfer agent (upload), the document is updated to a new version in the
DMS. The history will be updated (history log) and the document is
released again (check-in) so other users can work on it again.

: Webclient

The transfer agent intelligently handles documents that are regularly consulted by a user. These documents are
held locally through caching, making them immediately available. OpenIMS® naturally checks in advance
whether there have been any interim changes to the relevant document (hash technology).

Functionality transfer agent:

Automated check-in and check-out of documents.

Document version control.

Advanced document caching.

Automated updates of OpenIlMS® Transfer Agent software.
Support SSL (HTTPS).

There is also a Java variant available for Linux and MAC clients.

6.3 Roles and rights

A functional administrator can manage the OpenlMS® configuration after following the correct training, for
example:

Manage users.

Define and manage groups and roles.

Create metadata fields, expand selection lists.

Customize and expand document workflows, link additional metadata fields to a workflow, or adjust
authorization.

Retrieve accidentally deleted documents.

o Adjusting record template structures and document templates.
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Within OpenIMS® you can define user groups at your own discretion. In practice, these are often function (role)
groups, such as engineer, manager, purchaser. You can then assign users to the created groups. A user can be
in multiple groups.

You can record the actual rights of a group in a workflow profile. In practice, this concerns the following basic

rights: —
Workflow profile
(] Remove Read: Group x
. . Delete: Group x
() Move Move: Group x
e Read. . T
e View for publication. Stage 2 Egi
group xx
e oy e Stagen..
Within the workflow profile it is oraun o Document

determined which user groups in
which stage of a workflow may change
or assess a document. This means
that the system can use other groups
per workflow status.

A document can be in a number of
freely definable stages per workflow. An organization can determine per stage and user/group who can do what.
See the above image.
6.3.1 LDAP Support

OpenlIMS® supports LDAP, allowing the use of directory services such as Microsoft Active Directory, Novell E-
Directory or OpenLDAP. So that usernames and passwords can be centrally managed.

6.3.2 Single Sign On

OpenlIMS® supports the current standards regarding Single Sign On. Next to NTLM, which is still used regularly,
SAML, Google authentication and Kerberos are also supported or even another authentication standard could
be used.

6.4 Metadata

Using a workflow, rights and
certain attributes (metadata) are

added to a document. With which Properties

the document can be categorized. Name: T T

In the WOI'kflOW prOflles data SUCh Description: F.900 Audit en bevindingenformulier
as author, date of creation or other Workflow: General v

metadata (classification) can be Author Eric van Korven P select
recorded. OpenlMS® DMS has a Document Type  Form P select
metadata management Documentnumber ~ 19.00136

Date ; Juiz202020 &

environment with which you can
manage the above.

Project-lordernumber 2019.0022
Case name 2019.0022

Documentsoort 5. Contracts

Different types of metadata fields
are available, such as text and
memo fields, but also selection lists
and multi-select lists. If the lists are
longer than 20 entries, the list box
automatically becomes an auto 4
complete field. In addition, custom
fields can also be defined that, for o]
example, retrieve information from
external data sources.

Discipline Electrical engineering ¥ | Quality management *
2+ Select
Infor object tag Leerdam\ProductieiLijn 10\A: 2+ Select

Remarks
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Adding metadata automatically (context sensitive) of a project or case
Because metadata can also be recorded at record/case level, this metadata can be inherited by the documents
in the record/case, so that a user only has to enter the missing metadata for a specific document.

This metadata is also available if you upload a document in the DMS or place it in the DMS via the Outlook

plug-in.

New document wizard
New document from template Letter UK
Document name® Letter UK
Author Bas Jansen - Select
Document Type™ Letter - Select
Company location Arhem v
Organization DMS
Sender Eric van Korven »” Search
Address Peperstraat 1B
Postal 5688 LA
City Oirschot
Project-/ordernumber 2019.0022
Date ; Ju202020 2
Subject ; Example letter
Archiefcode - Select
Convert to PDF (]

@

6.5 Document history / audit trail

A history log is made of every document within the DMS. This log records the entire life cycle of a document.
From the log, see image on the next page, various information about the document can be consulted and
various functions are available.

Version management / rollback.

Insight to the modification of properties (metadata).

Insight into move actions of the document.

View the owner of the document.

Access to all statuses (who approved a document) that have been completed.

Show differences between two versions for Microsoft Word, OpenOffice.Org Writer, PDF, TXT or XML
documents. A feature for AutoCAD is available based on a viewer such as Oracle AutoVue (separate
product).

o View of employee picture.

The image on the next page gives an impression of the history of a particular document.
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DOpenIMS DMS = CRM = BPMS w Portals = Reports Admin w Percase Contracts Search v n?

History

History of document "F.900 Audit and performance V-1 " <Back

€: Choice "To approve” by Eric van Korven (Mo, Jul 20th 2020 10:55)

&

6 Changed by Eric van Korven (Mo, Jul 20th 2020 10:55) @S0 Version 1
&

@ Choice "For review" by Bas Jansen, allocated to Eric van Korven (Mo, Jul 20th 2020 10:51)

Can you review this document and approve it?
Signal mail sent to ["Eric van Korven" eric@osict.com]

@ Changed by Bas Jansen (Mo, Jul 20th 2020 10:50) @S [C Version 0.1
@ Properties changed by Bas Jansen (Mo, Jul 20th 2020 10:49)

Field old New

' Electrical engineering
Electrical engineering 2

Discipline Quality management Q‘uahty managenﬂ.en[
Production department

Date July 20th 2020

Case name 2019.0022 2019.0022

Documentsoort 6. Distribution 6. Distribution

@ Document moved by Bas Jansen (Mo, Jul 20th 2020 10:48)

From: OpenIMS - CAOP >> Main > 5. Contracts
To: OpenIMS - CAOP >> Main > 6. Distribution

Image: Textual comparison of the contents of two documents.

Compare documents

Compare "F.900 Audit and performance V-1.1" <Back

Version by Eric van Korven - Mo, Jul 20th 2020 10:55 - Version 1

From: "6: 1 AUDITFORMULIER *19."
To: "1 e AUDITFORMULIER *19."
From: "Wearing Helmet Is Manedatery"

To: "Wearing Helmet Is not mandatory at this moment. Solution: Make wearing a helmet mandatory for everybody. "

Version by Eric van Korven - Mo, Jul 20th 2020 10:58 - Version 1.1

By using the history, a user can see exactly who changed what and when. Opening and viewing a previous
version in draft (read-only) and, if desired, reverting a certain change (=reverting a version) is also possible.

6.6 Document Workflow

A workflow means the automation of (work) business processes in which the information or documentation,
required for the execution of the work, must proceed according to predetermined rules. A document workflow is
implemented in such a way that the user is normally not confronted by it. The user can only change or approve
those parts to which the user has rights. When certain rights are not issued, the corresponding options (icons)
will not be available.

A document is passed from one sub-task to another. By introducing a workflow profile, work processes can be
run more efficiently because the processes are automated and optimized.

The workflow profile designer enables an organization to manage work processes. The business (i.e. IT
demand management) can indicate which steps there are before a document can be published. The different
workflow profiles are created without programming a single line of code. The Workflow profile designer works
similarly to Outlook 's Inbox assistant, but from a web browser.
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A workflow profile contains a number of important features, such as:

Granting read-only rights (modified version, latest approved version).
Assign and manage user rights (tasks and roles).

Assigning a workflow profile to a document.

Changing a workflow profile.

The workflow is based on the state of a document. Per status an indication can be:

Who may change the status of a document (user groups).

Who can publish (approve) or reject (free to fill in) a document. In addition, it is possible to indicate for each
choice to which status the document will be promoted once a certain decision has been taken.

Support for parallel approval.

Whether a reminder (to whom, period, possible status change) applies.

Who (fixed distribution list) should receive a natification for each status change.

Whether certain functionality (application code) should be executed during a status change.

A process description per status is also available.

Serial, parallel and conditional workflow profiles can be set up via the Workflow profile designer.

6.6.1 E-mail Notification

Between each status transition, a user has the option to send an e-mail notification to the user to whom the
document is assigned. A user can only assign a document to users whose user group is allowed to do
something in the following state.

Image: Example of a document workflow.

m

) Expiration period
e-mail to owner exceeded

S

R \‘——)' Finish ~
>canned
ncoming ma Resconse Response required
required
Forward
\- Process Processing Finish ™
A
—
- Finish P> Finished
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If the document is assigned to a user, it is possible to send a notification message (e-mail) to this user with an

accompanying text.

Image: workflow next step.

For review
Allocate to: Bas Jansen
Send signal: W]

Put on my trackinglist: W)

Comments:

m Cancel

# Select

Document workflow

—

Below a notification from the DMS.

Notificatie : F.900 Audit and performance V-1.1

. . y < = || eee
Bas Jansen <bjansen.openims@gmail.com> b
Aan eric@osict.com

11:53

@ Als er problemen zijn met de weergave van dit bericht, klikt u hier om het in een webbrowser te bekijken.

F.900 Audit and performance V-1.1

door Bas Jansen (Mo, Jul 20th 2020 11:52).

Notificatie

Hyperlink to: F.900 Audit and performance V-1.1

Workflow option: For review

Remarks: Can you review this document

You are receiving this message because you registered within OpenlMS.
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6.6.2 Assigning the Correct Workflow

When placing existing or creating new documents, a workflow is assigned to the document. From that moment
on, the document will be led through the organization using the workflow profile. The workflow profiles are
managed by the business i.e. someone responsible within IT demand and/or supply management.

6.6.3 Personal Watchlist

A user could follow documents, which are assigned to colleagues, on a personal watchlist to monitor handling of
the document. The user can also set an expiry period to receive an e-mail notification when it's due.

Personal settings Tracking list

Change interface

Change password Case Document Allocated to Added Remind me after Remind me on
Activate inplace HTML editor (now: ) [ HKZ model Protocol van zorgspectrum Ericvan Korven Th, Jul 20th 2017 16:09 3 days Su, Jul 23rd 2017
Activate automatic logon
< OpeniM m 3as Jansen h, Sep 14th 20 :02  3days Su, Sep 17th 20
Signals OpenlMS Project memo Bas Janser Th, Sep 14th 2017 10:0 3 day Su, Sep 17th 2017
Favorites 7 OpenIMS 160080 B-02 brandveiligheidstoets 2e 3e ver 20160707  Eric van Korven Th, Feb 8th 2018 14:24 3 days Su, Feb 11th 2018 Rem
Change personal picture ) i
[ ISVAG onderhoud 2017 Mem: Eric van Korven Fr, Nov 30th 2018 13:58 7 days Fr, Dec 7th 2018
Update OpenlMS transfer agent settings =
Wijzig persoonlijke gegevens ™) 12035.02 Barcode Brief NL - Brief - Bas Jansen Th,Jul 13th201713:35 3 days Su, Jul 16th 2017
Distribution lists
gl [ OpenSesame ICT Project memo We, May 10th 2017 14:20 3 days Sa, May 13th 2017
Tracking list
[ RvB Reactie op ontvangen brief Th, Oct 16th 2014 3 days Su, Oct 19th 2014
) OpeniMS Demonstratie Beheerder Tu,Jun 23rd 201509:49 7 days Tu, Jun 30th 2015
) 1SO model SOP demo Wieger Kunst Fr, Sep 18th 2015 12:00 7 days Fr, Sep 25th 2015
—) OpeniMS Demo Eric van Korven Mo, Oct 5th 2015 14:47 Different, date Fr, Nov 13th 2015 Remove
- OpeniMS Uitnodiging demo Wieger Kunst ~ We, Oct 8th 2014 08:56  no reminder We, Oct 8th 2014

6.6.4 Distribution Lists, Serial/Parallel Handling and Notifications

If within a document workflow it is defined that multiple users must handle a document, a group of users, a
previously defined distribution group (see below) or OpenIMS® user group can be chosen, where all members
will receive an e-mail notification.

The user can link an expiry period and reminder date to the relevant document. A user who has been added to
the distribution list but has not yet responded will receive an e-mail notification to respond also.

To check
Put on my trackinglist: O
Comments:

Document workflow
Enddate for parallel control: Jul 30 2020 :Jj ( . B i
Reminder (days before end): Jul 26 2020 iz o .
Central distributionlist: - v
Personal distributionlist: L »- Select Wizard
Choose persons: Eric Boot ¥ | Gerben van Arkel ¥ #. Filter op documentype

’I ‘ - Select

Save list as (Only separate persons will be added):

a Cancel

A user can create personal distribution lists to use when documents are assigned.

A user can define notifications per state of a document. A notification is a signal (alarm) and sent when a
document remains longer than a set period in a certain state. This signal can be sent to various user. At the time

Whitepaper OpenlMS® Document Management Server EE 9.0
© Copyright OpenSesame ICT BV J OpenIMS
Pagina 25 van 54



the expiry period of a certain metric is exceeded (for example 'Response time') a document could be promoted
to a state for escalation. The expire period can be configured manually, recorded generically per document type
(workflow) and could also be derived from metadata.

6.7 Commenting on Documents (also Drawings)

During a workflow transition, comments can be included that will also be recorded in the document history.

My invoices
To approve
Allocate to: Bas Jansen v
Organization Invoice date ¥ D .
Send signal: ]
Alternate June 2nd 2014 Put on my trackinglist: [
Heyen September 13th 2010 Comments:
Add comments To disapprove >
View document Properties History Documents 7

0 D

A PDF viewer can also be used, so comments can be made on PDF documents that are added to the history of
the relevant document. For example, a user can use the PDF-Xchange viewer or the Foxit PDF viewer for this
purpose.

dOpenIMS DMs v CRM v  BPMS e o a PRmT— " s

#%] comments* - PDF-XChange Viewer = O X
My invoices Bestand Bewerken Beeld Document Aantekeningen Extra Venster Help - & * @ Domond 2.
Clopenen.. ~ bl % 8- D w W - - SN 2] @B F R inzoomen -| 1) ) 3] 100% - @ ") [+ I
® @~ & & ¢, [B) Enpemachine BB T E I 2 /00900 F £ HOEE)-,
~
Organization Invoice date ¥ - — 2

Alternate June 2nd 2014 (0 OOQé

H T r 131 =
— == e ALT ERNATE

To disapprove HARDWARE = SOFTWA ENTERTAINMENT

View document Properties History Documents

Betaling : Rekening
Bedrag 5 570,90 EURO Mﬂ 8- 7-2010

ALTERNATE Computerversand Nederland CV. » Handelsweg 110 « 2988 DC Ridderkerk

T

REKENING aan:
OpenSesame ICT B.V.
Tav. Brink, T. van den G Eric van Korven20-7-2.. (%)

Meerwal 13 {this an old invoice

V.
administratie

3432 ZV Nieuwegein in

***x*%* REKENING - VRACHTBRIEF *******
* Factuurnr. : LRV248246 *
* Datum : FR 22 110 *
Timrauw Ann» . * V1 ané N . 10074 A AN -

In addition, OpenIMS® also has a built-in PDF (web-based) viewer with options to insert comments. This PDF-
viewer is browser independent and can therefore be used from a user's PC as well as from a laptop, tablet or
other mobile device to comment on documents.

With this functionality, employees can insert comments on an invoice or report an adjustment to a changed
situation on a technical drawing etc.
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6.8 Document and Image Preview Facilities

By default, you can use the preview facility for PDF documents and images. This gives you the opportunity to
view a PDF directly from the search results without downloading it first.

o OpenIMS DMS v CRM v BPMS v Portals v Reports v Percase v Recentlychanged QA documents

OpenlIMS - CAOP case

2019.0022 case Projecten 2019.0022 4. Design
= I¥ Main
+ [ 1. Received Document Status
[ 2. Mail out
"7 3. Projectmanagement
[ 4.Design De Documenten uit OpenIMS DMS [([2019.0022]1] Handled
[ 5. Contracts
[ 6. Distribution @ oo Project memo V-1 Final
[ 7. Invoices i
P 9. Images Bo®c Ve Final
@ project memo (demo) van Joop V-1 Final
4. Design Re GJLTE6793 V-0 New
(Z Properties Re IMG 1723 V-0 New

When the magnifying glass is selected, the document preview is shown in the top right corner.

Atmir Gt van Karven,
P
Fromsiate e

penim Project memo V-1

Demo voor DSM
Jocp

i wastwp

In addition, there is a preview function with a built-in viewer to present all PDF documents and images as a
thumbnail. Using the preview function you can browse the documents based on content instead of the filename.

2019.0022 case Projecten 2019.0022 1. Received | B

= ¥ Main
= 7 1. Received Document Status Version Date v
[ Braden
7 2. Mail out
™" 3. Projectmanagement
[ 4. Design
7 5. Contracts
" 6. Distribution )
7 7. Invoices - Le—

9. Images

Braden WORKSHOP MSTR V-1

12061_DLO1 V-1
11703_CA04 V-1 12061_A01SOTRA V-1

(Z properties
3 New folder
77 Add as favorite
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6.9 PDF(/A) Conversion from Office, Visio and others

OpenlMS® DMS offers users the possibility to convert
Microsoft Word, as well as other document formats, to a
PDF format without manual intervention.

Create PDF version and place itin DMS

Add PDF security

An important advantage of this technology is that a — Secure PDF against ... (optional)
hyperlink to a PDF version (see also image) can be placed ‘
on a web page, for example the intranet. A visitor can then Not Printable | §

download the document and automatically have the latest Disable Copy/Paste }
published version available in PDF format.

_| Enable password protection j

Based on this conversion, hyperlinks in Microsoft Word
documents are also supported.

6.9.1 Archiving Records or Documents Permanently to Create PDF
PDF/A-Format

Password :

Using an additional assistant (Create PDF), a document or
set of documents can be permanently converted to PDF
and then sent digitally to, for example, a customer or citizen.

A user can also provide PDF security:

e PDF document encryption (40 bits / 128 bits).
e Password protection.
e Print and copy protection.

Properties of the conversion facility:

Support of hyperlinks within converted Microsoft Word documents.

Conversion to PDF/A format.

Resolution (300 dpi).

Conversion to a format other than PDF, such as: JPG, PNG, HTML, TIFF, Postscripts and EPS.
Assigning Watermarks or Stamps.

Digital signature (also in bulk for multiple documents such as outgoing invoices).

Adding extra document metadata (such as a registration document number).

Outlook MSG to PDF/A or EML

The OpenlMS® platform supports converting Outlook MSG messages to PDF/A documents. This allows a user
to handle an e-mail in the same way as a traditional e-mail which has been digitized using a scanner. OpenlMS®
can also connect to mailboxes and place the e-mail as an incoming e-mail in the postal registration screen. This
creates a uniform way of document handling.

6.10 Template Management / Corporate Identity Monitoring

OpenlIMS® utilizes extensive options for template management. This allows development of many standard
documents (templates) that ensure that users always work with the same formatting/layout of certain
documents. You can use your corporate identity in all your documents. Think of a quote, a press release, a
memo, notes, order forms and the like. Existing templates that are used in your organization can also be easily
deployed within OpenlMS®.
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The templates can be linked to user groups so users Edit personal data ¥
only see the templates that apply to them. You can also i
manage all templates centrally and even configure them

to add additional security and be used in a workflow. Salutation Dhr.
Initials
The system is not limited on the number of templates to Name Bas Jansen
be used. Department Administration
Telephone 030 77633821
Metadata within Documents Signer Eric van Korven »” Select
Specific to Word, Visio and AutoCAD templates,
metadata can be included automatically in the document. "™ s =
This allows a user, for example, to create a letter in i L i i
which the name and address details and a letter e it sk
identification number are complemented in the document Greating
by OpenlMs®_ Company location Arhem v
Prive
The templates will include metadata placeholders/tags Street
that ensure that metadata from the system (such as Bostiicoda
name and address details, date, attribute, etc.) are ciy

included in the documents. This link to the metadata is

R 2 View ¥ Edit : Delete
dynamic.

Image

Example: The heading location tag will cause a heading
to be placed in the document depending on where the
document is created. The location data can be recorded
in your personal profile and/or chosen each time the user o]
creates a new document.

Linked Documents (Mail merge)
Merging a Microsoft Word document with information from Excel using standard Microsoft facilities is possible.
Both documents are placed and processed in the DMS.

Document Creation during Process Transitions

It is possible to generate documents for each process step. When creating a case or project the required
documents can be generated. Resulting in the creation of important documents so they cannot be forgotten.
The documents can also be copied from a quality manual which is also maintained in the DMS. As a result, the
entire organization uses the same approved (template) documents.

6.11 Microsoft Outlook plug-in
6.11.1 Registration of Outlook Messages and Attachments
A user selects one or more e-mails in Outlook and chooses the “e-mail to DMS” button. The OpenlMS®

registration dialog is started where the user can choose from all previously selected records and various storage
methods (message and attachments, attachments only, message only).

Inbox - G Suite - steven.de jager@opensesameict.nl - Outlook

Send / Receive Folder View Help

7 fom | Blgnore = I 2 £ B Meeting | 2 vertalen whitep... 3 ToManager % = | | m [ scarh peopie A») ¢ e B
ol | X clenvp- 1 z £ - £ = > 4 3 Tearn Email v/ Done 2 T [ adressBook | £ : Lo T2
New New elete Archive | Reply Reply Forward [ More - : — | Move Rules | Unread/ Categorize Follow ead ave Goto Savenew Copy e-mail
A =[s] More & ly e e 3
Email Items~ | S Junk~ All ! ¢ Reply & Delete ¥ Create Ne M . Read - Up~ | Y Filter Email Aloud | Attachments | DMS version to DMS folder

New Delete Respond Quick Steps 3 Move Tags Find Speech | Google Drive OpeniMs

If the intended record is not in the list of recently selected folders, the user can search for the desired record
using the search dialog and then select the registration folder from the displayed folder tree.

After clicking “OK”, the relevant message is stored in OpenIlMS® DMS. In Outlook, the message in question is
flagged, so that the user knows which messages have or have not been registered in the DMS. OpenlMS® also
registers the date of the message, the sender, recipient and CC addresses.
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- Outlook

Search People
[ Address Book
Y Filter Email -

Find

A\
)

-

Save
Attachments

Google Drive

A
Read
Aloud

Speech

DMS

Case  2019.0022 - OpenlMS

Goto Save new
version

E%

Copy e-mail
to DMS folder
s

.

Open

=-2019.0022

(- 1. Mail in
2. Mail out
3. Projectmanagement
4. Design
5. Invoices
6.0A
7. Drawings

- 8. Orders
9. Images

Refresh New folder
Emails with attachments

Type

Ok

Optional: Registration dialog after every message sent.
This feature is activated optionally and applies to all users. With this feature a user will be asked after each e-

mail sent in Outlook whether the e-mail should be registered the DMS.

6.11.2 Insert Documents directly from Outlook

A

v

OpenIMS s

(#- Digitale onderhoudsdocumentatie
[#- Regio Losser
(- OpenlMS - CAOP

You can add an OpenlMS® DMS document as an attachment in an e-mail message.

Untitled - Message (HTML)

Insert  Options  FormatText  Review Help  Q Tell me what you wantto do
gl ot A= oh 3 2% s > - 7 (-
O [cabie~]in V]A & == 2| 2R .\'?\-@ ml & [;“} > Follow Up & Q fe2:) [Ifj
= — g / ! High Importance £ R
Paste , Bru|¥.a-Bl== = | Address Check | Attach Attach Signature Insert files Adda Go to | Get attachment
-~ ¥ Format Painter - Book Names | Filer ltem~  ~ ¥ Lowlmportance | ying Drive~ | meeting | DMS |from DMS folder
Clipboard 5 Basic Text 5 Names Include Tags 5| Google Drive | Google Meet OpeniMs
To...
= e ] OpenIMS Outlookplugin 4.29.60 - o X F
Send 2019.0022 - OpenlMS - CAOP E-
Subject F |
~
2 Mail out
Met vriendelijke groet, 3 Projectmanagement
4 Design
Steven de Jager 5 Invoices
OpenSesame ICT BV s
Consultant 7 Drawings v
telefoon: +31(0)30 60 35 640 Documents
web:  https://openims.com Project info .docx
o OpenIMS
De kracht van inzicht
omdat je het goed moet weten
als je het nodig hebt
Back
De inhoud van dit bericht en de bijj is ijk en kan p bevatten die alleen bestemd is voor de g de(n). Als u dit bericht onbedoeld heeft ontvangen, dan
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It is also possible to select a set of documents in the DMS by checking them. Then you can use the DMS “Send
documents” assistant to place the documents in an e-mail message as an attachment or as a hyperlink.

Drag to an Outlook folder (linked with a DMS folder)
With this feature, a user can select a folder in the DMS and create and link a folder in Outlook. If the user now
drags an e-mail to the created Outlook folder it will directly be placed in the linked DMS folder.

Detection of duplicate e-mails
OpenlIMS® is able to detect duplicate e-mails when a user places an already existing e-mail in the DMS. While

posting the e-mail, a notification will appear with the location where the existing message was found.
6.11.3 Outlook Panel

It is possible to add an OpenIMS® panel to Outlook. This panel consists of a number of parts:
Favorite records, Fa

This displays a list of records you defined as a favorite. You can drag an e-mail to the panel into the DMS folder.
You can also save an attachment in this way.

) N 0 > Search People A)\| ‘ ;:l; E @
-—a — m — / - =
=l Ll [} Address Book ()
Move Rules Unread/ Categorize Follow ) ) Read Save Go to Save new Copy e-mail
v v Read v Up~ Y Filter Email - Aloud | Attachments = DMS version to DMS folder
Move Tags Find Speech Google Drive OpenIMS A
OpenIMS 3

sr@opensesameict.nl> .n Favorites

+)- Digitale onderhoudsdocumentatie
+)- Regio Losser
=}- OpenlIMS - CAOP
A 1. Mailin
2. Mail out
3. Projectmanagement
4. Design
5. Invoices
6.0A
7. Drawings
8. Orders
9. Images

Active record, Ac
When archiving an e-mail in a specific record the information concerning the user who performs the action, the

sender of the message will be registered. When the next time the user opens an e-mail from the same sender
the record will be shown in the AC panel (Active) where it has already stored e-mail in the past. This allows you
to store and archive e-mail quickly and efficiently.

. < |OpenIMS v X
FW: Document Archief Systeem
ebt dit be eantwoord op 27-1-2016 1 . 8 |

© U hebt dit bericht beantwoord op 27-1-2016 11:11 ; A “orggroep - Hoofdfolder
ma 25-1-2016 9:19 =3 #- -, .. Stichting - Hoofdfolder

Eric van Korven =

=

= 3

&

-

2
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In addition, the functionality "Active Records" can be configured to intelligently recognize records. A special
project code is included when sending documents from the DMS. When replying to the e-mail, “Active Records”
shows the corresponding record based on the project code. The user only needs to drag the e-mail to the record
(or folder) to send to corresponding location in the DMS.

6.12 Microsoft Word and Excel Plug-in

The "To DMS" button directs the user to the DMS homepage. The Recent locations option gives the user the
option to go to the DMS immediately after placing a document for further processing of the relevant document.

Book1 - Excel

Insert Page Layout Formulas Data Review View Help O Tell me what you want to do
oy X Calibri vl11 V| General | | [EZ Conditional Formatting ~ [ = [ p ‘ D @ @ Help
D Eg~| B I U~ A A - | B9 [;% Format as Table ~ ; ' = et
Paste | » calo Cells | Editing | Goto Move document
R 4 v [ S27 A o >0 5 Cell Styles - ¥ < DMS to DMS folder
Clipboard = Font ~ Alignment ~ Number = Styles OpenIMS A

Placing documents in the DMS

When a user wants to place a document in the DMS, it chooses the button “Place in DMS”. A registration dialog
is now started. In the registration dialog, a user can choose a recent location or search for a record and choose
the correct location from the DMS tree structure. Additional metadata can be provided during registration. After
choosing OK, the document is sent to the DMS and processed.

A Find ~ A
1.1.1.1.1.1. | A . AaBbCcDd A
aBbCcDi 1. AaBbCi aBbCCD v egc Replace )
Heading9 | TNormal | SectionH..  Strong Subtitle [ N Goto Move document
¢ Select DMS to DMS folder
~ Editing A
* 8.1 9.1 :10: 1 +11:y +12: 131 14,1 15 1 . ASEEIREETENINSIEEN
&8 OpenIMS - Upload file to DMS - O X
Recent Cases /
& 2019.0022 /
® 1. Mailin
2. Mail out
3. Projectmanagement
4. Design
5. Invoices
l6.00
7. Drawings
8. Orders
9. Images
To search results
Type v
Name Document2 Save Cancel
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6.13 Auto Upload Facility (Local Folder)

There are still applications that require the use of a file server. You can associate these fileserver folder(s) to
associate with DMS records/folders which are monitored by the OpenlMS® auto upload agent. As soon as you
place a file in this folder, the document is uploaded to the DMS and you can then process it in the DMS.

o OpenlIMS DMS = CRM - BPMS = Poralen = Rapporten ~  Admin ~  Posiverwerking Tevemietigen
v ® Overleg Besluursteam 3 Dec 2013 12:50
Hoe werkt dit?
1. Selecteer één of meerdere bestanden (3anvinken) laats geselecteerde Documenten in Dossier en map:
2. Kies het dossier waar je de geselecteerde bestanden wilt plaatsen IRVB = 3. Beleid J Kies {5 Naar folder
3. Klik op "Verwerken” om de bestanden naar de desbetreffende folder te sturen EEEE—
Notitie: -
o " L Verwerken Verwijderen
Wil je de DMS bestandsnaam wijzigen, kiik op de naam, wilzig de naam en druk vervolgens

op Enter.

6.14 Hyperlink per Document

Because OpenIMS® DMS is fully web-based, documents from the DMS can easily be added, for example, to an
intranet(page) or a hyperlink to a document or record can be included in an e-mail, the ERP or financial system.

Each document has an unique secure hyperlink to the current (published) or draft version of the document. For
example, by referring to a document from the intranet using this method, it always refers to the last approved
version of the document. This means that a certain document can be changed and that these changes will only
become available to the intranet visitor when the document is approved again.

Nothing has to be adjusted on the intranet and it is also guaranteed that in all places where a reference is made
to the relevant document, such as from different pages of the intranet but also from e-mails sent and the ERP
system, it will always refer to the correct version of the document.

6.15 Shortcuts to Other Documents

Using a document shortcut, a document can be presented in multiple places in the DMS while only one version
of the document is present. The shortcuts within OpenIMS® are linked to the original documents (the published
or draft version). You can make changes to a document via the shortcut as if it were the original document. The
changes to the document or metadata are reflected and all other shortcuts to this document are also updated.
The rights to the shortcut are determined in the workflow of the original document.

J OpenIMS DMS v CRM v BPMS ¥ Portals v Reports v Admin v Percase v Contracts

OpenIMS - CAOP case

2019.0022 case

= [ Main
+ [7 1. Received Document Type
7 2. Mail out
I 3. Projectmanagement
[ :
- 4/0=slgn @(‘) F.900 Audit and performance V-1.1 Letter
5. Contracts !
" 6. Distribution
B i

From the original document you can see exactly where the different shortcuts are placed within the DMS.

DOpenlMS DMS w CRM + BPMS + Portals « Reports w Admin - Percase w Search 2 n E W

SHORTCUTS

Shortcuts of "F.900 Audit and performance V-1.1"

2019.0022 >> Main > 8. Orders To folder
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6.15.1 Dynamic Shortcut

A dynamic shortcut always follows the original document. So, if this changes

then the shortcut will also change.

6.15.2 Static Shortcut

This is a link to a specific version of the document. This will therefore no

longer change if the document changes or changes its status.

F.900 Audit and
performance V-1.1 .docx

B3 edit

©® View

B4 E-Mail

X upload new version

(& Properties

= History

= View history

W View / Edit annotations

2 signal
Preview version (pdf)
Published version (pdf)

¥< Revoke
» | Shortcut (1)

) Template

6.16 Relationships (Link / Relationships) Between Documents

With the facility to link documents together, relationships between documents can be defined. The relationship
is established on the basis of natural language. It is also possible to define multiple types where a document
can have multiple relations. You can think of: 'ls attachment of', 'Is part of', 'Is translation of and such logical

relationships.

A relationship is by definition two-way traffic; this means that you
can jump from the relation screen to another document where
the references to the source document can be found again.

Start actions / events

In some cases it is important that if a certain document is
changed, all related documents change state or that all authors
receive an e-mail notification. This can also be realized with the

above functionality.

Document relations

Document A Is derived from

Has the following parts

Document B

Has attachments

Document C

| DocumentD
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View connected files

J OpenIMS DMS v+ C(CRM v BPMS v Portals v Reports v Admin v Percase v Contracts

Linked documents

Connected documents of "F.900 Audit and performance V-1.1"

Document 'F.900 Audit and performance V-1.1" is apendix of:

Document Status Version Last Changed Actions
Main > 6. Distribution >
ﬂ MailMerge.docx New 0 Jan 14th 2020 09:29 @& [ O @9

] ﬁ Notulen V-0 .docx New 0 Jan7th 20201324 @O @&

List of connected documents

Projecten 2019.0022 6. Distribution g-gg F.900 Audit and
performance V-1.1 .docx
Document Type Last changed Assigned ¥ Edit
@ view
4 E-Mail
raad-van-t ht-2019-825x0-c-default i
m@ S it el Documentation May 29th 2019 12:23 Eric van Korven L. Upload new version
b (Z Properties
- ..
u@ SasjaVanDerBulk V-1 Documentation May 29th 2019 12:23 Eric van Korven ¥ History

= View history

LLd @ oo Notulen V-0 Minutes Jan 7th 2020 13:24 Eric van Korven f# View / Edit annotations
oo Connected (2)

(L4 @ oo MailMerge Letter Jan 14th 2020 09:29 Eric van Korven ;

[" Preview version (pdf)

[ Published version (pdf)

m@ @o F.900 Audit and performance V-1.1 Form Jul 20th 2020 12:07 Bas Jansen

6.17 Personal List of Favorites

A user can also create a list of favorites. The list can consist of hyperlinks to a record or a folder within a record.
OpenlMS® can be configured so that the favorites list by default opens when a user navigates to "Per record".

] OpenIMS DMS v CRM ¥ BPMS w Portals v Reports v Percase v Recentlychanged QA documents

DMS Per case

Types Cases
Favorites
Departments Filter:
Accounts
Asset Category 4 Name Clickpath
Persoonlijke dossiers @ W Accounts Architect 360 Vacations
Projecten
@ W Projecten OpenlIMS - Distribution Main > 6. Distribution
@ @ Projecten Aanbouw patio Main
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From this favorites overview, a user can navigate to the record category or to a higher level in the click path of
the relevant favorites folder.

2019.0022 case

"~

= s Main
+ [ 1. Received Document

7 2. Mail out

I"" 3. Projectmanagement

IS .

S, Deslgn AL 12061 DLOT V-0

5. Contracts
r £ - i
- S BBt ® Brief-15778-Raad-van-Staten V-
7. Invoices
maocea
m ® oo Project memo V-1
3. Projectmanagement m @ 2o F 1111 PR024 Verhoogd lastoezicht V-0
(@ Properties m @® .915 Begeleidend opdracht formulier (BOF
=HNew-fotcer
m ® F 1111 PR 023 Overdracht naar services V-(
1.7 Add as favorite
oveolder m ® F 1111 PR 021 Verslag vergadering Kick off

o Up
@ pown m ® F.919 Projectplan V-1

£ Folder signalling

A user can create hyperlinks to a record or to a specific folder within a DMS record.
6.18 Standard DMS API

The OpenlMS® DMS platform can be fully accessed via an API interface. This makes it possible to provide ERP
applications or Saa$S solutions with a Document Management solution as a back solution.

The API interface provides you with features to:

e Generating, deleting and archiving records.
Add, edit or delete folders.
Add and remove documents and also generate document hyperlinks so that a document can be edited
directly from the application utilizing the OpenIMS® transfer agent.

e Search through a record or the entire platform.

e Create and manage users.

6.19 Multi-Language Support

Not only the standard functionality of OpenIMS® is available in ’ & -
multiple languages (such as English and Dutch), but also the & Frofe
workflow labels, status transitions and field names are multilingual.

Recente dossiers | == Nederiands

E‘E Engelz
Recente dossierfilters

Assistent

[ Mieuw dossier
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Manage contents of a multilingual list box field ‘Document type’

Opties

Zichtbaar
’ Brief

Agenda

Letter br

Agenda a

Datasheet Datasheet datasheet

Fax Fax fax

Memo Memo m

E-mail E-mail mail

HEEEEEE

Contract Contract contract

An administrator can manage the relevant translation per language. When there is no translation available of a
particular field the default language will be displayed.

OpenIMS® in English
o OpenIMS DMS + CRM v BPMS v Portals v Reports v Admin + - n & -
ISO handboek case
Handboek case QA Manuals Hoofdfolder 2.1 Verwerven & Aanbieden S=ER Hello World! V-0.1
= I Hoofdfolder " Edit

Baa Bedrijfsmanagement ) Document Status @ View

iz Risicomanagement £ E-Mail

B 13F eel t ;

- \ y P:a_n:‘me managemen 2. Upload new version
nd AR _U management @ oo 20171027 Verwerven & aanbieden v1 Final (& Properties

Pras Veiligheid & Milieu -

P> 1.6 MvO & CO2 i = History

e 171CT [ @ 20180117 Sjabloon voorigangsrapportage VGR Changed W View / Edit annotations
- : £\ signal

r_ 2.1 Verwerven & Aanbieden DL @ oo 20171027 Verwerven & aanbieden Final g d . .

" 2.2 Realiseren Projecten & Preview version

P 2.3 Beheren & Onderhouden (KE [ ﬂ @ Hello World! V-0.1 Changed i@ Template

P2 3.2 Inkopen [1l] Delete file

P 3.3 Engineering i1 Delete shortcut

P2 3.4 Tekeningen TIFA [ To base folder

" 3.5 Voorbereiden Create PDF

I 3.6 Keure

~ o g«n Grafische Workflow Clean

3.7 Fabriceren WTB

OpenIMS® in Dutch
| Opel’dMS DMS CRM BPMS + Portalen Rapporten « Admin « v - -
ISO handboek dossier
Handboek dossier Handboeken Hoofdfolder 2.1 Verwerven & Aanbieden iclEg Hello World! V-0.1
= 7 Hoofdfolder " Wijzig
B4 Bedrijfsmanagement Document Status @ Bekijk
P 1.2 Risicomanagement £4 E-Mail
P™ 1.3 Financieel management 4 Upload nieuwe versie
P 1. hanag bt
r~ 1.4 P&O management @ oo 20171027 Verwerven & aanbieden v1 Definitief (27 Eigenschappen
1.5 Veiligheid & Milieu - s
F7 1.6 Mvo & cO2 @ = Historie
@ 20180117 Sjabloon voortgangsrapportage VGR Gewijzigd b a s :
roi7ieT %.— Bekijk / Wijzig annotaties
[ i L Signalerin
2.1 Verwerven & Aanbieden ﬂ @oo 20171027 Verwerven & aanbieden Definitief et B
" 2.2 Realiseren Projectsn L% Concept versie
7 2.3 Beheren & Onderhouden (KE E @ Hello World! V-0.1 Gewijzigd () Template
[ 3.2 Inkopen [T_T] Verwijder document
:_ 3.3 Engineering [l Verwijder snelkoppeling
S Tekianingen:TieA [ Naar basis folder
[ 3.5 Voorbereiden Magk PDF
7 36k
~— o hedren 2.’ Grafische Workflow Clean

3.7 Fabriceren WTB

It is possible to provide support for multiple languages in OpenlMS® records.
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6.20 CAD & Document Viewers
As part of a project CAD drawings also has |25 e ser e oo —
to be managed in a structured manner. This [£2= 5%

is possible with OpenIMS® DMS. The DMS
also provides additional facilities for
document numbering, version
management, block title generation and
history.

OpenlMS® supports, amongst others,
AutoCAD and MicroStation. In addition,
various viewers are supported such as
AutoVue (Oracle), Volo View, AutoDesk
Express Viewer (AutoCAD) and AM-View
(Cyco). Some viewers support not only
CAD drawings but support over 200
document formats.

ftesto0ldwa  [AutoCAD 2000\20001\200 [1757% pg 1/2 __[93820bytes [2003/05/27

OpenlMS® supports the so-called compare
function using viewers; this is selecting and SRR R GRS
comparing of two drawings. Above you see ~ Edfk Edt vew optors widow Heb
two versions of a CAD drawing, the bottom ¥ &8 @~ m& Frreeb« 8% i %9
one shows the differences between the two Filo
drawings. el B

Rating (Redlining)

Using redlining a user can as it were, make
notes on a CAD drawing, see figure to the
right. The draftsman can then view these i
notes and process them in the drawing. AlFiles (+7)
Depending on the chosen viewer, the notes  Fodess
can also be recorded in OpenlMS®.

6.20.1 PDF-version of a Document

Due to the standard function to convert
documents to PDF (for example Microsoft <
Word or PowerPoint), documents can be
viewed directly in PDF without the relevant Office package being necessary. The OpenlMS® conversion server
must be set up for this.

6.20.2AutoDesk Vault Integration

An AutoDesk Vault server has a Webservices interface.
Based on this interface, OpenIMS® can retrieve documents
from AutoDesk Vault or change a drawing stage within the
Vault environment. This way you can ensure that all

approved drawings in the DMS record are available for all VAU LT
members of a project. Draftsmen can thus make optimum

use of the Autodesk Vault platform while the rest of the organization through the OpenIMS® platform has access
to all the right information. You can also share the drawings with your external customers or suppliers in an
online project environment (Extranet).
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6.21 Subscribe (Subscription)

On documents
A user can subscribe to documents within OpenlMS®. This means that the user receives an e-mail notification
when the document on which the user subscribes has been changed.

Projecter 2019.0022 6. Distributio g-g29 F.900 Audit and
performance V-1.1 .docx
Document Status Version Date ¥ @ Edit

®@ View
£4 e-Mail

m @ oo F.900 Audit and performance V-1.1 Changed 1.1 Jul 20th 2020 &, Upload new version
(Z Properties

ﬁ @ oo MailMerge New 0 Jan 14th 2020 = History

7 ) —Conmected(2)

@ @ oo Notulen V-0 New 0 Jan 7th 2020 i
2\ signal

H J ® raad-van-toezicht-2019-825x0-c-default V-1 Final 1 May 29th 2019 L5 Preview version (pdf)

- [* Published version (pdf)

H ‘ @ SasjaVanDerBulk V-1 Final 1 May 29th 2019 ¥ Revoke

At folder or record level
You can select the main folder of a record and indicate whether you want to receive periodic (hourly, daily,
weekly) messages of all changed documents in the relevant folder or underlying folders.

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 v

6.22 OpenIMS® Containers

In some cases, applications manage more than one source file, including its own folder structure. To manage
the files of this type of applications in the DMS, the container functionality will have to be used. You can think of
the following applications:

Software development tools such as Delphi, Visual Basic and others.
PLC development tool including its output.

Information and calculations derived from a DOS application.

3D drawing packages.

Calculation programs and others.

You should see the container within OpenIMS® as a kind of cupboard drawer. You open the drawer, fill it with
information and close the drawer again. OpenlMS® then stores everything in the drawer and puts it as one
object in the DMS. This object can again use the standard facilities such as version management, metadata and
its workflow within OpenIMS®.

When a user selects a container in the DMS, its contents are placed in a specific local folder and then opened
so that they can access the contents. When the user is done, he closes the folder, after which the entire
contents of this folder are placed in the DMS and a new version of the container is created. This can be
compared to working with WinZip where WinZip is the container.
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6.23 Digital Signature
There are a number of different matters surrounding digital signatures:

¢ Internal (for example approving & initiating an invoice).
e Signing an outgoing letter (digital version legible signature).

6.23.1 Readable Digital Signature

Each user could configure a signature in his/her profile in the form of an image. OpenlMS® can, at a certain
state in the workflow, add the signature into the document and convert it to a PDF/A version so other users
cannot abuse the signature.

6.23.2 Digital Signatures in Compliance to Law and Regulations

The OpenlMS® platform can be linked with various certificates from various suppliers. It is also possible for
OpenlIMS® to work with tokens (smart cards, fingerprints, etc.). Additionally OpenlMS® can add digital signature
certificates in bulk to converted PDF documents.

For example, a user can create a contract or agreement, route it through the organization, and automatically
convert the document to PDF during a given workflow step. The user can then provide the document with its
own digital signature. As in the attached example, this can be done directly from Adobe Acrobate with, for
example, a certificate from Cosign or based on an extra PDF viewer from Cosign itself. After the signature has
been placed, the document can be protected against changes and sent to a customer or supplier.

IS0 handboek dossier

g2 Demo.dock

8- 88

@ Bkl
A E-Mall

Deocurnant Trpe Status Varsis ¥ Laalst gewijzigd Toegewazen

load niswwe varsie

E @ 18011 { ortg. 13 wijzig Feb 2020 1 chappan
ﬁ'f-’ - " hean: Feb 2020 1 n Korven Wizig annotanes
o Gekoppeld (1)

oo LS e

#L contract_voorbeald.pdf (BEVEILIGD] - Adobe Reader / = |
m @ Heilo Worid! v-0.1 Bestand  Bewerken  Beeld  Venster  Help x
2 — —_ & (paf)
Bee oo cos [ openen | d21 B0 BF | [2 ez | [o2s=]=]| [ = Gereedschappen | Invullph en ondertekenen | Opmerking

&) Ondetebend on slle handtekeningen sin geldis. 23 Handaskeninguenasr

HANDTEXENINGEX

OpenSexsme T BV,

/ Toaks woor invullen en ondertckenen

T Tekst tosvoege

Clean

Handiehmning

Eric van Korven .
8’1@@&" 2014.11.25 » Werken met certificaten
135321 +0100°

6.24 Mobile Devices (iPad, Surface, Tab and Smartphones)

More and more organizations want their applications made available on mobile devices such as tablets. There
are several options available for this. OpenIMS® usually meet current guidelines so they can be accessed via
devices using a web browser without any required modification.

You can search, consult, upload photos and videos from a tablet, but also carry out workflow actions such as
approving an invoice or commenting on a document. This is possible out of the box and gives you access to
your company documents anytime and anywhere. In addition, it is also possible to have a special app
developed for a specific platform.

6.24.1 Supporting the Apps Goodreader, iAnnotate or Pages
OpenlMS® supports the Webdav standard to exchange documents via a universal interface. Based on this

feature, you can connect to the DMS and also take the documents Offline on your tablet and possibly
synchronize them again later.
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6.25 Reporting Functionality (Data Warehouse Support)

The results of the search engine can be processed in a report. Above each search result the option: “Show as
report” is offered. If this report is selected, all search results, state in the workflow and the version number is
displayed.

A user can print the report, add it via a bookmark/save his favorites in the web browser, via drag & drop/cut &
paste and process it as a hyperlink in an e-mail so the receiver is able to look into the report online.

Datawarehouse export

All information in the DMS is saved in XML format and can be offered in an CSV format via an export facility or
placed in a relational database. The CSV information can be imported and processed daily by means of an
import function (ETL tool) from a data warehouse. You can think of environments such as QlikView, Cognos or
SAS.

OpenIMS® reporting environment

The OpenlMS® platform can make the information available in its own reporting environment. In addition to a set
of standard reports, the user can also add new reports or have new reports developed on request. To create a
report, knowledge of SQL is required, in addition to an instruction of the used reporting tool.
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6.26 OpenIMS® Overview

OpenlIMS® Overview is an overview functionality/reporting tool that can process 100,000 records real-time from
the DMS. These files can be filtered and sorted at super speed. It is also possible to save custom views for easy
loading later.

o OpenIMS DMS v CRM ¥ BPMS v Portalen ¥ Rapporten ¥  Admin + Zoeken - &

DMS Overview

Overview
Document Workflow Categorie V Dossier Folder Naam
Y v Y Y
‘(i)‘ ) Facturen Afdelingen Financiele administratie Noord 7. Facturen OpenSesame ICT - 6 september 2010
E L0 ] b Algemeen Afdelingen CCR Demo mailing Lijst woorden V-0
E_zﬂ(;) ) Algemeen Afdelingen CCR Demo mailing Verzendlijst Huisartsen 20 Mei 2019 V-1
e Algemeen Afdelingen CCR Demo mailing Verzendlijst Huisartsen 20 Mei 2019 V-1
rij L0 J Algemeen Afdelingen CCR Demo mailing Verzendlijst Klanten 20 Mei 2019 V-1
E“’ ) Mailmerge Afdelingen CCR Demo mailing MailMerge
m @0 Uitgaande post Afdelingen Bedrijfsbureau 2. Vitgaand Barcode Brief NL - Brief - EvK
LO T Algemeen Afdelingen CMR Weegbonnen November Bon 23-11-2018 V-1
ﬁ@) O Uitgaande post Afdelingen RvB 2. Uitgaand Barcode brief UK - E-mail - EvK
® Inkomende post Afdelingen Bedrijfsbureau 1. Ingekomen 20150616 Lucas Onderwijs FW: Documenten huisstijl Lucas Ond

[ PV Fatiimn AEd Al e L S I T Pk A€ AT £ e anac

6.27 Connections to External Systems

OpenlMS® has a standard build in SOAP/REST Gateway from which the full OpenIMS® functionality can be
accessed from other systems or other systems can be manipulated by OpenIMS®,

E C#, Java, .NET, PHP

Application / Server )

Request/ Response

(OpenIMS REST / SOAP

Gateway (Service) <——\—HTTPS—
¥ REST/ SOAP
[ REST/ SOAP Processor ] N\ Client
P —HTTPS—>
- N \ )
N :
| wsoL e 7
H
Discrete = V.
business logic

K j UDDI registry

This makes OpenlIMS® ideal for being part of an SOA architecture. The OpenIMS® SOAP Gateway (Web
Services) allows software developers to easily integrate with OpenIMS®. This gateway allows software
developers to develop applications independent of platform or programming language such as PHP, C#, .Net,
Delphi, Java, Python, Ruby and C/C++. A number of sample libraries are also available for this purpose. Itis
also possible to refine the SOAP interface where desired so that it is possible to determine the best location to
enrol certain functionality.

The OpenlMS® SOAP Gateway goes both ways. It is possible to address any OpenIMS® facility, but OpenIMS®
can also address other systems. A practical example is a CRM-application that automatically creates a
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customer record within OpenlMS® Document Management Server (DMS) when a new customer is added to the
CRM application.

Various OpenIMS® implementations have now been carried out based on this Gateway. Links have been
realized with Cordys (SOA application), Microsoft .Net CRM applications, Pallas Athena (Flower), Baan,
Beaufort (Reat), Exact, TenForce, Selligent, AFAS, eMagiz, MetaCOM and SAP, AutoDesk Vault, SAS,
SugarCRM and others.

OpenlMS® can integrate with SOAP, Webservices, (D)COM(+), Java, JSP, J2EE, XML, XSLT, ASP, PHP and
Perl and others. Huge amounts of proven components are available for the Open Source Apache and PHP
environments.

Providing XML
OpenlMS® works internally entirely on the basis of XML objects. These can be consulted by means of the SOAP
protocol and adjusted if desired.

6.28 OpenIMS® - Dropbox Integration

Dropbox is an environment which is easy in use to synchronize files between different computer systems. For
example between your home PC, Office (Windows, Linux or Mac) or mobile phone/tablet. You can post (and
update) the documents via a central account and/or share them with other Dropbox users.

By integrating OpenlMS® DMS with Dropbox, functionality can be realized such as;

e Sharing documents (technical drawings, design documentation, films) with external parties, including the
provision to also change these documents.

Offline client for the DMS, so that users in the field still have the necessary documents available.

Working on documents that are also archived in the DMS.

Distribution of manual documents and instructions for work to multiple locations within an organization.
Consult documents on a mobile application such as a telephone or tablet.

Save photos, films and documents from a mobile application (on a tablet or phone) directly in the DMS and
then access them on your Intranet.

Dropbox integration needs to be implemented additionally in OpenIMS®.
6.29 OpenIMS® - Seafile Integration

Seafile is an alternative to Dropbox which you can integrate in your own infrastructure or deploy at your service
provider.

By integrating OpenIMS® DMS with Seafile, functionality can be realized such as;

e Sharing documents (technical drawings, design documentation, films) with external parties, including the
provision to also change these documents.

Offline client for the DMS, so that users in the field still have the necessary documents available.

Working on documents that are also archived in the DMS.

Distribution of manual documents and instructions for work to multiple locations within an organization.
Consult documents on a mobile application such as a telephone or tablet.

Save photos, films and documents from a mobile application (on a tablet or phone) directly in the DMS and
then access them on your Intranet.

6.30 OpenIMS® - Network folder Synchronisation

It is possible to synchronize parts of a network with a DMS record. Some applications want to fully manage the
structure on a fileserver itself. Through synchronization of directories OpenlMS® still can provision these
documents to the DMS.

Whitepaper OpenlMS® Document Management Server EE 9.0
© Copyright OpenSesame ICT BV J OpenIMS
Pagina 43 van 54



6.31 OpenIMS® - Cluster, Fallback-environment and DMZ

The architecture of OpenlMS® is designed in such a way that an organization can deploy multiple production
servers. For example, when there are multiple (international) branches, many hundreds of users, or if very high
availability is required. Using synchronization profiles, these servers can exchange documents with each other
in order to provision all documents throughout the organization.

An OpenlMS® server park can be set up in several ways. For example, you can place an OpenlMS® server at
each location and have these servers synchronized with each other periodically. This has the advantage that
the network connections between the branches

are taxed to a minimum. Location C
Centralized backup facilities . Eﬂ

In addition, the synchronization environment can E E:_I
be used to make backups of all information. |;|

Because all systems are mirrored, an organization
can suffice with a central machine where all

backups are created. As a result, management Location A Location B
activities with regard to the decentralized

machines can be kept to a minimum. When a new E . E

OpenIMS® server is enrolled within the OpenIMS® E;] E;l
network, it will synchronize automatically with the E;| E;|

other OpenlMS® servers.

6.31.1 DMZ

More and more organizations want to share documents or collaborate on documents with other organizations.
However, in perspective of security it is usually not allowed to connect the entire DMS to the Internet. Together
with the customer, it is determined which set of documents or project records are shared with external parties
and how these external parties can access this information. It is possible to publish documents (push) and
retrieve changed documents (pull) to an extranet environment.

( ) (" ) ( )
MZ DMZ Internet
DMS Extranet
L= F !

<—1REPLICATION—> <“—1-INTERNET—t—>

] 7| - ) )

OpeniMS OpeniMS External users
. J % J
09

2)id

)
Internal employees

6.31.2 File Caching

In addition to the aforementioned facilities, so-called file caching can also be used. This means that a central
OpenlMS® server is set up that can be accessed from different locations (for example countries). Depending on
the available bandwidth in these locations, document retrieval from the central server may be delayed. Using an
OpenlMS® cache server in the other location, all approved files are periodically synchronized to this cache.
When a user wants to consult a document, it is checked whether it is present locally (in the cache) and is
opened; otherwise the latest version will be retrieved from the central environment and cached.
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/Location A

E

L]
EI;‘J.T.l

=

OpeniMS
productie server

A. Daily nightly synchronisation

EB. Direct download from other location

C. Database update with location upload

D. Document download to local caching server

Create new document on location
If a user creates a document on
location, a record is created on the
production server so that all DMS
users see that the relevant document
has been created. After a set period
(this can be once an hour,

AN

immediately after upload or every
day), the physical document is also
moved to the production server.

; Document from location A to B
If a document is created on location
= >\ and registered as a record on the
Location C production server, it can also be

called up directly by a user in
E
/

another location. It is then not
6.32 Sharing Documents (Document Extranet/Portal)

(Location B

3

=
\I;ID

=

CpeniMS
caching server

=

OpeniMS
caching server

downloaded from the production
server, but from the relevant location.

& e

The previous paragraph described the so-called DMZ. We often deploy a DMZ setup to share a subset of
documents with specific users and user groups. Think about provisioning product documentation, project
documents, invoices etc.

By using OpenlMS®, very user-friendly and attractive environments can be offered, which not only make
documents accessible but also made fully available in the corporate identity of the customer. See the below
pictures.

Instructies

PLEGT-VOD

Plegt-Vos Projectplek

Gebruikersnaam

........

(] Onthoud mij

Not only will your users produce documents that you would like to structure, but also your business applications
as an ERP system or document generator will create documents. You can think of outgoing invoices or quotes.
You can also offer this information to OpenIMS® either via an XML message with the relevant file in an import
directory, but it can also be done via a Service Bus or link at API level. These systems can then also retrieve the
documents via an API or generic URL.
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7  ARCHIVING DOCUMENTS AND RECORDS

An archive function is available for archiving records and their documents.

ol OpenIMS DMS v CRM v BPMS v Portals v Reports v Admin v Percase v  Contracts

2  Percase DMS Archive

& Assigned

Types Archive cases
Departments (overvie
QA Manuals (overview Recently changed Name 4 Description

Accounts (overview)

Overview ) 12.00122 OpenSesame - Hoenderheic
Board of Directors (ov
In preview &=

Asset (overview)

HRM (overview) 20
AutoUpload

Klachten (overview)

Test -

OpenIMS (overview)

Destruction list
Persoonlijke dossiers 120001 Roofbuilding Nieuwegein
Document checklist

Il

Projecten (overview)
WMO Toezicht (overvi

2016454 Visvijver - Completed

Contractreegistration

The archive configuration is quite flexible in terms of usage. You can choose to copy users authorizations for
reading documents one to one into the archive so that employees can consult archived documents of, for
example, projects. Of course, it is also possible to only give an archivist access to the archive. The most
suitable solution is examined together with the customer. There is also a special search index in which archived
documents are placed. Of course, documents in the archive are no longer editable.

7.1 Configuring Retention Periods

An overview is available for administrators in which retention periods can be configured per (type of) record and
type of document.

A default retention period of 5 years is used for document types that have not been defined.

7.2 Archiving a Record

An administrator can archive a record via the "Add to archive" function. Each document is linked with a
destruction date, which is calculated on the basis of the previously defined archive periods per type of

document, per process or case.

The archived record overview shows the archived records.

o OpenIMS DMS ¥ CRM v BPMS + Portalen ¥ Rapporten ¥  Admin = Zoeken v u & -
DMS Archief
Categorieén Archiefdossiers

Afdelingen (overview
Handboeken (overview) Nadnt & Ormechriving
Opdrachtgevers (overview) 12.00122
Raad van Bestuur (overview) -
Asset (overview

HRM (overview)

Klachten (overview)
OpenlMS (overview
Persconlijke dossiers (overview) 120001
Projecten (overview)

WMO Toezicht (overview)

Advies

Brandweer (overview) 2016.3332.2F

Omgevingsadvies (ovarview)

warkplek Digitale werkplek
Sociale zaken

Ranavatie in Nc

Individusel (ovarview) Best B

Sociaal dossier (overview)

The following properties are added to all archived documents:

e Archiving date.
e Date of destruction.
e Archive period.
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7.3 Archiving Log

An administrator can look up which documents have been archived via a log.

ol OpenIMS DMS v CRM v BPMS ¥ Portals v Reports v Admin v

Admin System logs

System logs

N1

vaa_urldebug

vaddDocs

w addTasks

v Alerts send Abonnementen
Show Archive system log

v atomic
w autohtml

7.4 Destruction Overview

TJOpenIMS OMS v CRM v 8PMS v Portals w Reports w Admin v Percase v  Contract Search u € -

Acties Destruction list

1-250f198
Sele:

-]

The destruction summary shows all documents with a destruction period and where the destruction date has
passed.

7.5 Destruction of Documents
You can destroy the documents that you have checked via the ‘Destroy’ link.

Please note that after conforming the destruction of the selected document, the documents are destructed and
beyond repair.

7.5.1 Adjust Destruction Date

If a document to be destroyed must be retained, an administrator can go to the relevant document and adjust
the retention period. The destruction date is then recalculated, causing the relevant document to disappear from
the destruction summary.

7.5.2 Destruction Log

The destruction log allows you to see which documents were destroyed during destruction by an administrator.
You can access the destruction log from the system logs overview.
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8 INTEGRATION WITH SUGARCRM

The OpenlMS® platform is integrated with Sugar (SugarCRM) in which an organization can capture and manage
customer information in a standardized fashion.

8.1 Unified User Interface

Much attention has been put into standardizing the OpenIMS® user interface in regard to SugarCRM. As a
result, users hardly notice the transition between managing relationship data (CRM) or working on documents
(DMS). From within the OpenlMS® DMS you can navigate directly to companies or persons within the Sugar
environment.

JdOpenIMS DMS v CRM v BPMS v Portals v R

38" Contacts

B Accounts
Types cases

8.2 Adjustable User Interface - Portal

Sugar's portal can be used as a starting point for a user's work. A few standard portlets are available for
OpenlMS® and this number can be expanded in consultation with the customer.

8.3 Navigating between Sugar and OpenIMS® Records

From the relationship you can navigate directly to the relevant DMS record and from the DMS you can navigate
directly to the corresponding relationship.

Organisaties Persoon Targetlijsten Case Projecten Campagne Agenda Rapporten

OpenSesame ICT

Share
Download PDF
E-mail PDF

Partner
Zoek Duplicaten
1 Korven +31(0)30 60 35 640
Kopiéren
Bekijk Wijzigings Log
Gerelateerd * Ajes  Filter Aj Records Verwijderen

DMS

ﬂ Personen Bestand uploaden

Nieuwegein er t +31(0)30 60 35 640

Nieuwegein t +31(0)30 60 35 640

8.3.1 OpenIMS® Documents Module for SugarCRM

All documents that are linked to a Sugar module such as organizations, contacts, projects, service calls or
complaints are also displayed in Sugar.
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This creates an integrated platform in which, for example, sales users can carry out all activities related to
Sugar and all documents are stored in a structured manner in the DMS.

Organisaties Persoon Targetiijsten Case Projecten Campagne Agenda v

“ Mobility Managers =0 Voorvertoning

Handleiding bij privacyreglement
ttype  Werkinstructie
Documenten
t  14-10-2014
Eric van Korven
DMS

docx

0.1

Kwaliteitsdocument

Nieuw 14-10-2014 Status Gewijzigd

A user can also edit DMS documents from Sugar or create documents based on standard document templates
from OpenIMS®. In addition, there is an upload function available to upload external documents directly to the
DMS from Sugar.

Documenten

docx Brief Nieuw 0 23-10-2014 @

pdf Inkoopfactuur Externe controle 0 12-06-2( Bestand bekijken
Brief 24-09-2( Bestand wijzigen
Verkoopfactuur 27-01-2¢ Koppeling verwijderen
Brief 16-10-2( DMS

8.4 Mail merge (and labels) Microsoft Office and OpenOffice

The system of relationships, depending on the version of Sugar, also supports the possibility of creating mail
merges or compiling labels. This is possible on the basis of the supplied plug-ins or on the basis of third-party
plug-ins.

8.5 Other Systems - Solutions

The OpenlMS® platform has also been successfully linked to systems such as Microsoft Navision, Microsoft
CRM, Selligent, .NET Microsoft CRM applications, Baan and SAP.

Some platforms have a rudimentary form of document management. With which the OpenIMS® platform can be
seamlessly integrated. Because the OpenIMS® fully web-based platform is an application it may provide a link to
the appropriate DMS record or present the DMS record as an embedded application (for example using an
iframe). The main advantage is that an employee does not have to open a second application, in order to still be
able to view the correct information, within the application with which he already works.
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A linked record is shown within the application 'Infor EAM':

infor EAM
Toolst v Werkv  Projecten v  Arikelen v Objecten v Inkoop v Activiteiten v
Inkooporder 30794 Magazijnartikelen
B @ a@ 2?2 @ l« @ -l
Q~ 30794 Q Recordweergave  Opmerkingen Artikelen Diensten Isolation Points Isolation Points DMS Clausules Meer v
30794 - Magazijnartikelen Magazijnartikelen dossier
Revisienummer: 1
Status, \YoSadigiontvangen Automatic Re-order dossier 8-88 Assistenten
Magazijn: MAG Aakoper Hoofdfolde
= & Hoofdfolder ) Verplaats folder
(9 Aanvraag Document ¥ Status Versie Laatst gewizigd Toegewezen #, Archiveer dossier
&3 Offerte %, Nieuw document
& Order @
&3 Ordervevestigingen BeO Proforma sick Definitief 2 220k 2019 14:43 Dave Colignon Documenten (1)
(& Leveringen
Selecteren (folder pagina)
Hoofdfolder De-selecteren (alle)
¥ Verplaats
= Eigenschappen £ Kopieer
2 Nieuwe folder 2) Snelkoppeling
7 Masak favoriet X Venvijder
%| sorteer @& Download
<= sianalerina [Z Rapport

Employees can edit data through Infor EAM but also view, retrieve, upload and search for documents.
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[3) MANAGEMENT OF MANUALS

Many organizations work with work instructions, checklists ,sop's and protocols that together form a quality
manual, and in some cases even several quality manuals.

Manage

In recent years, dozens of manuals have been set up using the OpenlMS® platform. Maintenance is carried out
in the Document Management part and providing access to all interested parties is facilitated through an
Intranet or Extranet part. The following standard facilities are available:

e Working with document templates (with metadata directly in the document, such as expiration date and
version)

e Authorization workflow

e Audit Trail / version management (document and metadata)

Publication of documents (per document and document format, such as PDF) to, for example an Intranet or

Extranet

Full text search function

Reports for supporting handbook administrators

Statement of approval for supporting managers

Adjustable recall periods

Establishing document relationships

Document level properties such as document type, process, department, owner, expiration date

Adding documents on a reading list

Example of reports:

ol OpenIMS DMS v CRM ¥ BPMS ¥ Portalen v Rapporten v Admin v  Perdossier w  Contractenboek

DMS Overview

Document Dossier Folder Naam Type Status Auteur

® Handboek 2.1 Verwerven & Aanbieden 20171027 Verwerven & aanbieden v1 Procedure Definitief Jorn Oosterink
a (O] Handboek 2.1 Verwerven & Aanbieden 20180117 Sjabloon voortgangsrapportage VGR Voortgangsrapp... Gewijzigd Eric van Korven
Be Handboek 2.1 Verwerven & Aanbieden 20171027 Verwerven & aanbieden Procedure Definitief Eric van Korven
a @C Handboek 1.71CT 20180125 Realiseren projecten Procedure Definitief Eric van Korven
m ® Handboek 2.2 Realiseren Projecten TBV schema Nieuwe projecten ADS Projectplan Definitief Eric van Korven
Be Handboek 2.2 Realiseren Projecten Processchema Visio schema Ter controle /... Eric van Korven
a ® HKZ model 1.2 Algemeen Bijlage 4 Gewichtsbepaling, overzichtlijst Formulier Definitief Eric van Korven
m ® HKZ model 1.a Algemeen Demo Protocol Definitief Eric van Korven
a ® HKZ model 1.2 Algemeen Voorbeeld MIC Proces Procedure Definitief Eric van Korven
Be HKZ model 1.2 Algemeen Medicatie Beleid Definitief Bas Jansen

5 ® HKZ model 1.a Algemeen Werkinstructies in OpenOffice Werkinstructie Definitief Eric van Korven
a ® HKZ model 1.2 Algemeen Medicijndistributie Intramuraal Procedure Leeslijst Eric van Korven
a ® Kennisbank Presentaties Demo voor Merford V-1 Documentatie Definitief

Be 1SO model 3. Financieel Protocol / Instructie Protocol Definitief Eric van Korven
HBe HKZ model 1. Aanmelding / Intake Werkinstructie Werkinstructie Gewijzigd Beheerder

Many quality systems (including the manual documents) are separated from the internal document management
system (DMS). In order to keep everything neatly together, employees who manage the manual often have to
update those documents to the DMS, if done systematically correctly. By using the OpenIMS® platform you will
prevent that this will diverge.

You can indicate in the DMS which quality document should be used in a specific type or record. When creating
a record or status transition within a record, the required (quality) documents are automatically prepared. This
prevents employees to work with incorrect and/or outdated versions of documents within records or projects.
This could, for example, be a checklist for testing an installation or building a machine. In addition, when
creating new documents, the DMS can automatically fill in the project metadata. This prevents all kinds of
unnecessary and error-prone actions by users.
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Consult

The consultation environment is completely designed in the corporate identity of the customer, so that it
matches seamlessly with, for example, the customers Intranet. The consultation environment only shows the
latest approved version.

The consultation environment consists of facilities such as:

OpenIMS

+

-

< ®
Y rI1ri111]1] .

Documenttype

All

I1SO model

Select manual

My favorites

Main ISO Model

= [ Main ISO Model

1. Commercial - Calculation
2. Contract management

3. Financial

4. Sourcing

5. Engineering - Drawings
6. HSE - ECP

7. Execution

8.QC-TIS

9. Machine Instructions
10. HRM

(J) show documents in subfolders

My readinglist

Show the latest approved version of a document
Full text search engine with search filters and search term suggestion
Show document relationships
Provision to create a list of favorites
View list of favorites
Reading list with the provision to tick-off documents

My forms My todo list

Manual

Main ISO Model > 9. Machine Instructions

(-1 -

I 2 - -1

I -1 -

=28
&

]

Document ¥
Werkinstructie

waterafscheiderpomp

-0

V.80.100.02.Instructie voorkomen stofexplosie kokerzaagmachine

Uitvallen mengpomp

Turbo op Fox

Toestand drooggewicht dwars profielregeling

T.20.01.22 Rotorzeven systeem
T.20.01.21.Mini druksorteerder
- Werkinstructie

T.10.01.22 Rotorzeven systeem

Operation Manual OP16 3A P000049 1 0

Ondervilt naad
olie water afscheider
o FF002

Euramax werkinstructie

ALG.80.01.21.Proces en ontwerpparameters rotorzeef

o Werkinstructi

ALG.80.01.20 Werking rotorzeef

Help

Expire date
November 29th 2019
September 15th 2017

January 7th 2017
January 26th 2017
December 20th 2016
April 2nd 2015
January 28th 2017
January 29th 2015

January 18th 2019
January 7th 2017
January 7th 2017
January 7th 2017

May 27th 2025
March 13th 2015

January 10th 2017

Document Owner  Actions

Eric van Korven wZe
Wieger Kunst wZE
Nico de Vries ? =
Wieger Kunst 7 &
Wieger Kunst wZE
Dennis Bouwmeester 17 (& =
Nico de Vries 7 &
Nico de Vries 7S

Wieger Kunst ;S
Wieger Kunst S
Gerben van Arkel wZE
Wieger Kunst 7 &
Beheerder waZE
Wieger Kunst ?E

«“

Dennis Bouwmeester Y7 (&
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10 OPENIMS® CLOUD INFRASTRUCTURE

The cloud infrastructure is set up in the Netherlands. With this, the environment meets, among other things, the
requirements of the Dutch government and EU standards.

The cloud infrastructure is multi redundant and located in independent data centers and are technically and
legally separated. This makes it possible to achieve reliable high availability with a near real-time fallback
environment for optimal service.

ISO certification
The OpenlMS® Cloud infrastructure has ISO/NEN certifications such as ISO 9001, ISO/IEC 27001, 1SO 14001

and PCI DDS (Payment Card Industry Data Security Standard), in which sustainability within the data center
also plays a major role.

Renewable energy
All data centers are 100% wind energy powered.
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11 CONTACT

MR. HW.W Kunst
Business Development Manager

OpenSesame ICT BV
Richterslaan 2
3431 AK Nieuwegein

Phone : +31 (0) 30 60 35 640
e-mail : info@osict.com

web : WWW.openims.com
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