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OpenIMSÒ is a platform to manage all your unstructured digital information. The system has been developed 
with the vision that it should be flexible and easily expandable to be able to offer a solution for every 
imaginable situation. 
OpenIMSÒ Document Management Server, one of the underlying server products is created based on the 
same philosophy.  
 
OpenIMSÒ is 100% web based. This means that you only need a web browser to access and use the 
system. 
During the development, user friendliness and system speed were key factors.  
 
Using ‘replication’ it is possible to edit documents offline (no internet connection) and synchronise later. 
OpenIMSÒ is best suited in an online environment but is so efficient that even on a laptop the performance is 
excellent. 
Because of this, the system can be used from every work station, in or outside your organisation.  
 
OpenIMSÒ Document Management Server has the following key benefits:  
 
�  Very user friendly; 
�  Document type independent; 
�  Accessible through a web browser; 
�  Extensive search facilities; 
�  Report facilities;  
�  Complete control of a document life cycle; 
�  Metadata; 
�  Document generation (based on templates); 
�  Microsoft Word to PDF and HTML publication (HKZ/INK certification); 
�  Extensive version management (log for every document) ; 
�  Template management; 
�  Wizards; 
�  Defining relations between documents; 
�  Workflow management including a reminder and e-mail notification; 
�  Extensive resources for user authorization;  
�  Several resources for custom made applications and integration of other company systems. 
  
The documents can be made available to your inter-, intra- or extranet or can be linked with other systems 
such as BaanV, SAP, Exact or Microsoft Dynamics.  
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Most organizations use a file server to share documents and save them centrally. 
Additionally, documents are often being saved on the local hard disc of a user’s pc and sent through e-mail. 
Consequently, these documents are available at many different locations with ditto versions. 
Many islands of unstructured information are created with no sight of which version is the most recent and 
most accurate; an undesired situation. 
But there are more reasons to start working with a Document Management System, the most important ones 
being: 
  
�  Version management  

A file system doesn’t offer the guarantee that you are working with the latest version of a document. It is 
quite possible that the document you copied yesterday already has been updated by a colleague. You 
won’t know unless you compare the documents carefully. A DMS makes sure that you always work with 
the last updated version. Furthermore DMS shows you what has been changed in the previous 
versions, by whom and when.  

�  Working in a structured manner  
You wish to save time by starting to work in a standardized manner. Consequently all documents are 
being saved by one system which enables you to locate the documents through a central full text search 
engine. You can even search with metadata that is linked to drawings and images.  

�  Check-in check-out 
When you have edited a document and saved it on the file server, it could happen that your changes 
have been overwritten by another version of a colleague who, for example, worked on the document at 
home on his laptop. The DMS protects a document against changes by others, even if you want to work 
mobile or at home.  

�  Security 
Working with a file server you can check the user rights to documents and folders. However, since this 
is not very user friendly, the security on file server level is either kept very simple or is not sufficient. The 
DMS is able to shield documents based on metadata (for example: status, author, department, et 
cetera)  

�  Work Flow 
The complete life cycle of a document is managed by DMS: writing, reading, approving, publishing and 
archiving.  

�  Traceability 
With a file server you can only guess who edited or consulted a document. In the best case you are able 
to retrieve the last author. The DMS offers you very extensive options to register who did what and 
when to a document,  

�  Search function 
With a file system you can easily find a file, if you know the file name. In a DMS you are able to navigate 
and search based on full-text and/or rich metadata until you are 100% certain that you have found all 
the information available.  

�  Replication 
When files need to be available at different locations, a Wide Area Network is often too expensive or too 
slow. OpenIMSÒ DMS offers you the possibility through satellite servers to have the files very quickly at 
your disposal at minimum costs.  

�  Working more efficient and more effective 
One of the most important reasons for using a DMS is the improvement in company efficiency, 
especially with the processing of information and making information accessible for your employees and 
project members.  

 
In the next chapters all the OpenIMSÒ DMS properties will be further discussed. 
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The appearance of OpenIMSÒ DMS is simple and user-friendly in essence. All complex actions are carried 
out on the background.  
 
Some key features of OpenIMSÒ DMS are: 
 
�  Several interfaces to DMS; 
�  Simple and user-friendly; 
�  Task based user interface; 
�  100 % web based; 
�  Tree (explorer) structure; 
�  High performance. 
 
All documents within the system are accessible through a web browser.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The advantage is that the system is geographical independent and accessible to anyone with an internet 
connection. At the office, at the customer and even mobile (on- and offline). The system works with a tree 
structure (directory) whereby the company can easily create a work structure. 
  
A system that is being used every day need to be fast en efficient. Therefore the performance is very 
important and special attention has been given to the compressed retrieving and saving of files (Crypto 
Hashing).  
 
One of the OpenIMSÒ unique properties is the user interface. By selecting a document hyperlink, OpenIMSÒ 
will place the document from the server to your local pc and start the linked application (for example: 
Microsoft Word). After you have finished editing the document, you close the application and OpenIMSÒ 
places the document back in the DMS. 
 
������� ÒÒÒÒ���
������
The OpenIMSÒ DMS also runs under Apple MAC OSX desktop in combination with the Safari web browser.  
 
Hence employees can work in a combined surrounding (both windows and Apple Mac) and access 
documents from both surroundings and/or work with colleagues that work with another desktop.  
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A Document Management System has to have functions available to support the complete life cycle of a 
document. Within the life cycle we acknowledge the following phases:  
 
�  Creating/ registering;  
�  Storing and profiling/ metadata;  
�  Managing / distributing;  
�  Archiving. 
 
���  �� !"#$%#!&���

In the first phase a document is created. There are several ways for a document to end up in DMS, through: 
�  Document templates, 
�  So called wizards (e.g. generating documents), 
�  Uploading of documents, or 
�  Copying a document which already exits in DMS.  
 
�&'()��#���)�*%#�"�
The DMS administrator can create a number of standard documents (templates) for the users of the system. 
This way a communal lay-out, for example for a fax message or an offer, can be enforces in a user-friendly 
way. It also saves the users a lot of time since they do not have to search for the (latest version of) company 
templates. 
 
����$%#!� �+&'()��#"�,�#!#*�  -*&'.��
With this function companies can supply documents with metadata, for example: version number, project 
number and name of customer.  
 
 
OpenIMSÒ is able to 
supply documents 
with extra information. 
This extra information, 
also called metadata, 
can both be captured 
with and in a 
document. When an 
author opens a certain 
document, this 
metadata is placed 
into the document 
dynamically (see 
image).  
 
This way you can 
easily generate, for 
example, standard 
letters and contracts. 
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This function is also 
available for AutoCAD 
drawings. For example: the 
title block of the drawing 
can be filled in dynamically 
through the meta-data that 
is captured in OpenIMSÒ. 
 
 
 
 
 
 
 
 
 
 
 
�/#�$�%*�+&'()��#"�
Of course it is possible to add already existing files to the system (= uploading). These can be, for example, 
CAD drawings, incoming faxes, notes, invoices, offers or order confirmations. You can also upload later 
versions of external documents to OpenIMSÒ, for example a changed offer that you have received. 
 

&�0!� ��/!"#!� �+&'()��#"�
A user can copy an in DMS existing file, rename the copy and re-use it. 
 
OpenIMSÒ DMS can handle many types of files and make these accessible through a web browser. You 
may think of: 
 
�  All Microsoft Office documents, 
�  AutoCAD drawings, 
�  Various images and figures: jpg, jpeg, tiff, gif, bmp, psp, mic and many others. 
 
One of the systems key factors is that the user doesn’t need to perform special actions to open or save a 
document. Just a click on a certain document and OpenIMSÒ opens the right application automatically. 
He/she can start working right away. 
 
���  ��#%+%#%�,�
%#� &$!1%#!&��

Using a workflow profile, specific metadata can be added to a document, now this document can, for 
example, be categorized. In the workflow profile information can be saved, such as author, creation date, et 
cetera. OpenIMSÒ has a metadata environment available where you can manage the information. 
The integrated search engine searches next to the contents of the document, also through the metadata.  
The search engine results show hits in the metadata prior to the hits in the contents of the document. Using 
the search engine you can make different profiles of your document based on the metadata; for example an 
overview of all the drawings belonging to a specific project or all documents related to a specific dossier, 
licence of individual. 
 
���  �!"#$!-(#!&��

In this phase the documents are basically being worked on. Because the system manages all versions of a 
document there is always insight into who made which changes and when (the log). Special attention is 
given to retrieving and re-saving of documents. 
 
With the OpenIMSÒ Transfer Agent you can access a document from a web browser. When a document is 
selected, it will be automatically downloaded, the corresponding (local) application will automatically be 
activated and the document will be opened in the application. When you are finished, just close the 
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application and the adjusted version will be uploaded into the DMS. You do not need to perform special 
actions other then already known to you. 
 

 

�&$.2*&3*!"#�&4�$4!�3�

A second interface of the DMS is the so-called “Workflowlist” overview. Using the “Workflowlist” screen, you 
receive an overview per workflow profile of which documents are available in which status. A user can select 
a document (per workflow stage) and work with it. 
 
The red circled part in the shown 
image shows the “Workflowlist” 
overview. 
 
The overview shows different 
workflow profiles and the stages 
that are defined within a profile. 
 
Per stage the number of available 
documents is shown. 
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The moment an employee has finished working on the document, he/she can offer the document to the next 
stage in the workflow. 
The document can be assigned to a user or a user group. In case the document is assigned to a user, it is 
possible to send an e-mail notification with an accompanying text, to the respective user (see image).  

�����  ��)!�+�$��

Paragraph 6.3 Workflow explains how a workflow operates in OpenIMSÒ and in which stage the document is 
located. To the status of a document a reminder can be defined. A reminder is a so called (alarm) signal that 
will be sent if a document stays in a stage longer than the defined reminder period. This signal can be sent to 
various people. The moment this reminder period is expired, the document can be upgraded to an escalation 
status, e.g. “work period exceeded”.  

�����  6�""! ��+7��

A third interface of 
the DMS is the 
“Assigned” 
overview. This is the 
personalized 
overview with the 
documents that 
need to be dealt 
with by a specific 
employee. 
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The moment a document is assigned to another user, for example because the current user has given the 
order to, the document will appear in the “Assigned” overview of the other user. 
 
���  �$'8!4!� �

In the last phase of the process a document will be archived or maybe destroyed. Within OpenIMSÒ special 
profiles can be defined for this purpose. Of course a storage time and suchlike could be assigned.  
 
��9  ��%$'8�

Within DMS good search facilities are very important. To easily find the way amongst the huge source of 
information, a good search engine is the answer. Such a facility needs to be simple and fast. Almost 
everybody knows the success of the internet search engine Google. This engine has a simple but effective 
interface. 
  
The search function within OpenIMSÒ can be used to search all the information within the Document 
Management System. The OpenIMSÒ search engine has the same facilities at its disposal as the popular 
search engine Google, but then within the OpenIMSÒ environment. The found results can be marked in 
another color, see for an example the search function as it is presented on the OpenIMSÒ website. It is also 
possible to assign weight factors to the results. Metadata that is assigned to a document can be searched 
and carry the most weight in the found results. 
 
Properties: 
 
�  Instantaneous searching published 

documents;  
�  Showing of the query in the 

summary; 
�  Searching metadata (grouped 

documents); 
�  Full text search; 
�  Authorization. 
�  Results: 
�  Sorted based on relevance; 
�  Sorted based on date; 
�  Searching amongst the search 

results; 
�  Thesaurus 

(synonym list); 
�  Phrase search; 
�  With authorization; 
�  Supporting Boolean operators  

(And / Or function). 
 
Next to a simple interface it is also possible to use a more advanced search interface to locate a document.  
 
The more advanced interface offers the possibility to search on metadata fields, date, workflow profile, type 
of file, et cetera. All metadata fields that are used in the system are available within this advanced interface. 
 
The results can be sorted in various ways.  
 
��"#%�#%��&("*0�"�%$'8%-*���
All documents accessible in DMS can be consulted via the built in search engine. This works 
instantaneously. This means that within a few minutes after publication the complete contents of a document 
is known to the search engine, without any effect on the performance (indexing). This is a huge advantage in 
comparison to most traditional search engines.  
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After a user has entered a query, the results of the search will show this query. The user can then decide if 
the found documents have the accurate context.  
 
��;  ���&$#�2(�'#!&��

The results of the search can be processed in a report. Above every search result you can find the option: 
“show report”. In case this report is selected, the results, the status in the workflow and the version are 
presented (see image below).  
 

 
 
You can print this report, add/save it to “my favorites” in the web browser through a bookmark or send it in an 
e-mail as a hyperlink (using drag & drop / cut and paste) so that the receiver may look at the report  
online. 
 
After you have saved the hyperlink to the report, you can access the report anytime you activate the 
hyperlink. You will receive a report with up to date information. 
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OpenIMSÒ Document Management Server can basically work with all types of files and make these 
accessible via a web browser. 
 
9��  �'%��!� �&2�+&'()��#"�

OpenIMSÒ integrates with many scan hard- and software, for example HP ScanJet. There is also software to 
execute an OCR (optical text recognition) on scanned documents and change these into PDF files. 
For example; one could use the method “Image to Text” where the document is transferred to a PDF where 
the OCRed text is added to the document. The moment the document is placed in OpenIMSÒ (manually or 
automated by batch), the document will be indexed directly and can subsequently be located directly (full 
text) by the search engine. 

 
When the document is placed in 
OpenIMSÒ, it can be added 
(manually or batch) to a workflow 
after which OpenIMSÒ will deal 
with the progress of the process. 
This means also that an 
employee will receive an e-mail 
notification (if this is configured 
this way) with the message that a 
piece of mail has arrived and 
needs to be dealt with.  
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In some cases applications manage more than one source file including an own folder structure. To manage 
the files of this kind of application in DMS, the “container” function will have to be activated. Think about the 
following applications: 
 
�  Software developing tools, such as Delphi, Visual Basics, et cetera, 
�  PLC developing tool including the output, 
�  Information and calculations that come from DOS applications, 
�  3D drawing software, 
�  Calculating programs, et cetera. 
 
You should regard the OpenIMSÒ container as a kind of (cabinet)drawer. You open de drawer, fill it with 
information and close it again. Subsequently, OpenIMSÒ stores everything that is located in the drawer and 
places it as one object in DMS. This object can then use the standard facilities within OpenIMSÒ such as 
version management, metadata and workflow. 
 
When you select a DMS container, the contents will be placed in a specific local folder and will subsequently 
be opened so you can access the contents. When you have finished you close the folder and the entire 
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folder contents will be placed in the DMS with a new version of the container. You can compare this process 
with working with WinZip where WinZip operates as the container. 
 
9��  
���<�=!�3�$"�

Next to the complete project documentation, such as line of approach and component specifications, more 
and more organizations wish to manage and keep CAD drawings in a structured manner. This is possible 
with OpenIMSÒ DMS. DMS even has special resources for document numbering, version management, 
block title generation (paragraph 4.1) and 
history. 
 
OpenIMSÒ supports amongst others AutoCAD 
and Microstation. Also different viewers are 
supported like AutoVue (Oracle), Volo View, 
Autodesk Express Viewer (AutoCAD), AM-View 
(Cyco). A number of viewers support next to 
CAD drawings over 200 document formats.  
 
Through using viewers, OpenIMSÒ support the 
so called ‘compare’. This is the select and 
compare of two drawings. Here in the first image 
you can see two versions of a CAD drawing and 
the second image shows the differences 

between the two drawings. 
 
 
Redlining: with the use of redlining you can in a way 
make notations in a CAD drawing, see image. Next 
the drawer can view the notations and apply these 
to the drawing. Depending on the viewer, the 
notations can be saved in OpenIMSÒ.  
 
9�9  �(-"'$!�#!&��

Within OpenIMSÒ you are able to subscribe yourself 
to documents. This means that you will receive a 
notification the moment the respective document 
has been edited. 

 
9�;  6>$&?�'#�,��!*�7�!�#�$2%'��

Many organizations work based on projects or files. Therefore an environment has been created within 
OpenIMSÒ DMS that supports this way of working. Members of a project are able to quickly and efficiently 
select a project/file folder with all relevant documentation. The moment you navigate through the project 
folder, other general folders will not be visible so you can concentrate on the project specific folders and 
documents. 
 
9�@ �!�."�#&��/#�$�%*�"0"#�)"��

Documents within OpenIMSÒ can be provided with additional information coming from external systems. 
You can think of Baan, SAP of a relational database. The information can be processed as the document 
contents of as additional metadata. 
 
With OpenIMSÒ two-way links can be implemented where the information can both be read from external 
systems and be saved to external systems. 
The links can be created based on techniques like ODBC, XML, SMTP or SOAP. 
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For every document in DMS a log will be created. This log registers the complete lifecycle of the document. 
From the log, see following image, specific information about the document can be consulted and various 
options are available: 
 
�  Version management / rollback, 
�  Access to changes in properties (metadata), 
�  Access to moving the document, 
�  Access to the ownership of the document 
�  Access to all completed statuses, 
�  Showing the differences between two versions of Microsoft Word documents. For CAD files such a 

provision is available based on a viewer for example: Oracle AutoVue (separate product). 
 
The next image gives an impression of a document history log. 
 

 

&)�%$!� �#8��#�/#�'&�#��#"�&2�#3&�+&'()��#"���
A user can precisely see who has changes what and when. He/she can open and view a previous concept 
version (read-only) and if desired undo changes made.  
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Transferring a document to and fro the users’ local pc is fully automated 
(transfer agent) with the use of data compression technology.  
The performance is very high but however, is depending on the size of 
the file.  
 

&�"(*#!� �"&($'��+&'()��#"�
OpenIMSÒ uses two-way compression technology to reduce document 
size before sending them to and fro between server and user. 
 
Also OpenIMSÒ deals in an intelligent way with documents that are used 
frequently. These documents are kept locally though caching and are therefore instantly available. 
OpenIMSÒ will of course check the document first to see if any changes have been made to the document in 
the meantime (hash technology). 
 
Other functions: 
 
�  Automated checking in and out of documents; 
�  Document version control (is the local version more recent then the version on the server);  
�  Advanced document caching; 
�  Automated updates of the Transfer Agent software. 
 
9��C  ��#%+%#%�)%�% �)��#�

OpenIMSÒ has a metadata management environment available.  
This means that you can define new meta fields and then link these to a document profile. The moment you 
have linked the meta field to a document profile, the field is available in the document properties screen and 
you are able to search on the contents of this metadata field in the advanced search screen. 
A metadata field can be created or removed without the intervention of a system developer. 
 
9���  
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OpenIMSÒ DMS offers users the option to make Microsoft Word documents available as PDF, without 
manual conversion. The conversion is real time and can be carried out on every version of the Microsoft 
Word document.  
 
 

 
The possibility of 
placing a hyperlink 
to the PDF version 
(see image) on a 
web page, for 
example the 
intranet, is a major 
advantage of this 
technology. A 
visitor to the 
intranet can 
download the file 
and automatically 
receive the last 
published version 
in PDF format.  
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Using this function, you can use OpenIMSÒ DMS to publish documents in HTML format on your intranet. 
Now You are able to access research reports, procedures, manuals, work instructions, et cetera. through 
your website/intranet.  
 
OpenIMSÒ keeps up to date which web pages are linked to the converted Microsoft Word document. 
If the Microsoft Word document is being edited, the corresponding web pages can be updated with the use 
of a wizard and the changes will be available online immediately.  
 
The document can be made available in a few different ways: 
As one long webpage; 
�  As a sub site you can navigate through using the chapters and paragraphs; 
�  As a webpage containing an index that is similar to the original Microsoft Word document with the 

possibility to download the Microsoft Word document. 
 
9���  D%"�+�&��3�-�"#%�+%$+"�
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Since OpenIMSÒ DMS is 100% web based, DMS documents can easily be added to, for example, an 
intranet (page) using a hyperlink.  
 
Every document has a unique 256 bits MD5 crypto secured hyperlink to the published or the concept version 
of the document. By referring from, for example the intranet, to a document using this method, the hyperlink 
always refers to the last approved version of the specific document. This means that a document can be 
changed and that these changes are only made available to the visitor of the intranet, the moment the 
document has been approved.  Consequently nothing needs to be adjusted on the intranet and it is 
guaranteed that wherever there is a link to the respective document, for example from different web pages, 
sent e-mails or the ERP system, you are linked to the proper version of the document 
 
�&'()��#�'&���'#&$�
You can also use the so called document connector when you also use OpenIMSÒ CMS for the 
management of the website and/or the intranet next DMS. 

 
 
The document connector is 
a resource in OpenIMSÒ 
CMS which uses a 
placeholder or tag in a 
website to access the 
contents of a folder or file 
within OpenIMSÒ DMS. 
 

The visitor of the webpage with the 
document connector will see an 
overview of all published documents in 
the specific folder from the DMS, see 
images. 
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In this example the published documents in the PC arrangements for employees –folder have been made 
available on a webpage within the intranet. The employees are able to visit the intranet and view or print the 
last published versions of the documents. 
 
There is also a variant of the document connector and this one presents the available Microsoft Word 
documents as PDF documents. 
 
0��$*!�.�#&�%�"'$����
All screens within OpenIMSÒ have their own url. This means that you can create a bookmark to a specific 
folder or project within the DMS. When you select this bookmark, you will go directly to the correct location 
within OpenIMSÒ. Naturally the user needs to get authorization before being able to access the documents.  
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The OpenIMSÒ architecture has been set up in a way that an organization can use more that one server. For 
example in case there are more (international) subsidiaries, hundreds of users or when a very high 
availability is demanded. With the help of so called synchronized profiles these servers can exchange 
documents to make information available within the whole organization.  

 
An OpenIMSÒ fleet of servers can be 
arranged in several ways.  
One can locate an OpenIMSÒ server at 
every office and let these servers 
synchronize (with each other) periodically.  
The advantage to this is that the network 
connection between the offices suffers 
minimum load.  
 
Central backup facilities 
The synchronization environment can also 
be used to make backups of all the 
information. 
 
 

Since all systems are mirrored, one central machine where the backups are made is sufficient for an 
organization. Because of that the management activities in relation to the other machines can be limited to a 
minimum.  
 
When a new OpenIMSÒ server is placed in the OpenIMSÒ network it will automatically synchronize with the 
other OpenIMSÒ servers.  
 
! 8�%4%!*%-!*!#0��
By using at least two reciprocal synchronized OpenIMSÒ servers a very high availability is obtained.  
Within the current license model, arranging and using a backup system is permitted. 
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In case a document has to be available at several locations 
within the DMS, copies can always be made. Management 
wise this is not a very efficient method. It is better to use the 
shortcut function that OpenIMSÒ offers. The shortcut within 
OpenIMSÒ is a fully fledged link to the original document. 
You can make changes via the shortcut selection as if it were 
the original document. The changes in the document or 
metadata will be executed and all other shortcuts to the 
document will be updated. The rights to the shortcut are 
determined in the workflow of the original document. 
Relations (link) between documents 
With the facility to link documents to each other, relations 
between documents can be defined. 
The relation is registered based on natural language. 
Furthermore it is possible to define several types of relations 
among documents. For example: is appendix of, is part of, is 
translation of and more of these kinds of logical relations.  
 
A relation is by definition a two-way street; this means that 
you can jump from the relation screen to another document 
where also the changes to the source document can be 
found. 
 
�#%$#!� �%'#!&�"�,��4��#"��
In some cases it is important that if a specific document is changed all related documents will change status 
or all authors will receive an e-mail notification. This can be achieved with the above function. 
 

 
After selecting “Connected” the related documents and the relation description are shown. A user can 
browse these documents by selecting the appropriate icon. 
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As said before, OpenIMSÒ has several interfaces to present the documents within the system to the user.  
The most common one is the folder structure similar to Windows Explorer.  

 
Depending on his/her rights, a user is able to create, to move or to remove new folders. Practically the 
administrator will create the basic folder structure and this will enforce a simple and standard way of naming 
folders in the system. Of course 
the organization is free in her way 
of arranging this. 
 
In the image above you can see 
the in menu “folder actions” the 
options you have to manage the 
folder structure. Employees who 
do not have the proper rights will 
not be able to see this menu. 
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Within OpenIMSÒ it is possible to 
define user groups according to 
your own judgment; practically 
they are often function (character) 
groups such as engineer, 
manager, and buyer. 
Subsequently the users can be 
assigned to the created groups. A 
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user can be assigned to several groups.  
The actual rights of a group can be defined in a workflow profile. Practically it concerns the following basic 
rights: 
 
�  Remove; 
�  Move; 
�  Read; 
�  View before publication.  
 
Within the workflow profile the stage in which user groups may edit or judge a document, is defined.  
This means that the system can use other groups per workflow status. 
 
A document can be located in several free definable stages of a workflow. Per stage the organisation can 
determine who may do what, see image. 
 
Support for LDAP 
OpenIMSÒ supports LDAP, consequently you can use the directory services from for example Microsoft 
Active Directory so usernames and access codes can be managed centrally. 
 
Security on folder and project level. 
It is also possible to apply local security on project or folder level. 
 
;��  �&$.2*&3"�

With a workflow we mean the automation of business processes where the information or documentation 
that is necessary for carrying out the activities, has to go according to pre set rules. 
 
A workflow or composition model is implemented in a way the user will not be hindered by it. 
The user can only edit or publish the sections he/she has access (rights) to. The moment certain rights are 
not assigned the corresponding options (icons) will not be available.  
  
Here one document will be passed on from one task to another. By introducing a workflow profile the 
business processes can be run through more efficiently because the processes are automated and 
optimized.  
 
By using the workflow profile designer an organization will be able to manage work processes. You can 
determine which steps a document has to go through before it may be published.  
Creating different workflow profiles occurs without programming one single line of code. 
The workflow profile designer works similar to the Outlook inbox assistant but then from a web browser. 
 
A workflow profile contains several important characteristics, such as: 
 
�  Assign and manage user rights (tasks and characters);  
�  Assign a workflow profile to a document;  
�  Change a workflow profile. 
 
The workflow works based on a document status. Per status the following can be specified: 
 
�  Who may change the document status (user groups); 
�  Who may publish (approve) or reject a document. It is possible to specify to which status the document 

is promoted after the decision (approve/reject) is made; 
�  If the reminder will be applied (to whom, period, potential change of status); 
�  Who must receive a notification after a change of status; 
�  If a specific function (application code) has to be carried out during a change of status. 
 
Via the workflow profile designer both serial as conditional workflow profiles can be created. The next 
example shows a document that contains the status “for verification” with the options “reject” and “publish”. 
When the user chooses “reject”, the document will be placed in the “rejected” status. 
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Between every status change you have the possibility to send an e-mail notification to the person you are 
assigning the document to. You can only assign a document to persons in a user group that has rights in the 
next status. 
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While placing or creating new documents a workflow profile will be assigned to a document. From that 
moment the document will be guided through the organization via the workflow profile. The workflow profiles 
are defined a webmaster. For this existing company software can be used as much as possible. 
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OpenIMSÒ - DMS has extensive possibilities for template management. With these, many standard 
documents (templates) can be developed so that employees always work with the same document layout.  
You can let your company style appear in all your documents. Think of a fax message, an offer, a press 
notice, a memo, minutes, et cetera. Also templates that already exist in your company can easily be used in 
OpenIMSÒ.  
 
The templates can be linked to user groups so employees can only see those templates they can work with. 
Furthermore you can manage all templates on a central level and provide them with a workflow and 
additional security.  
 
In the image in paragraph 6.1 under “New document” you will find an overview with templates that are 
available for this user. Thus a user can always see which templates are available to him/her. The moment 
you add a new template it will appear in the overview as long as you assign the document to the specific 
user group the user belongs to.  
 
The system doesn’t have a limit to the number of templates.  
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OpenIMSÒ provides numerous standard functions (Out of the Box) but there are always organization specific 
requirements. Therefore the so called wizards have been created. 
A wizard is a custom made component that can automate a number of consecutive user actions. 
 
Think about; uploading received mail, creating new drawings in a specific folder with specific project 
numbering or preparing numerous documents and supply them with metadata, et cetera. 
 
Another example is a project wizard that prepares a project folder structure including subfolders and 
documents with metadata. All documents are supplied with the proper metadata and numbering. This means 
that you can introduce a certain standard way of working (ISO). 
 
Furthermore, wizards can retrieve information from external systems like a relational database s.a. Oracle or 
an ERP system like SAP. The data can subsequently be used within OpenIMSÒ as, for example, metadata in 
documents. You can indicate which user groups may use a wizard.  
In the image in paragraph 6.1 under “wizards” you can see which wizards are available. These wizards can 
be linked to certain user groups or even certain folders. 
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Next to using it as a document management system, OpenIMSÒ DMS can also be used as support for 
specific business processes. Here you will find some examples. 
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Because of the OpenIMSÒ structure new documents can be easily added to the system. Think, for example, 
about incoming mail. In this case OpenIMSÒ works bases on PDF documents. A company employee scans 
the documents with the use of OCR text recognition and the option “Image on Text”. When this option is 
used, the OpenIMSÒ full text search engine can search through these documents. Furthermore the 
employee can assign the documents to the right person, who then receives an e-mail notification (when 
specified). See paragraph 6.5. for a mail wizard example. 
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Creating and managing contracts become more and more important. Within OpenIMSÒ all important 
contracts can be kept at a central location which has the advantage that all authorized personnel can directly 
locate a specific contract without a search through bookcases and desks. Signed contracts can be scanned 
and saved in OpenIMSÒ. You can also use OpenIMSÒ for creating standard contracts. 
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Within the project environment, project managers can place and manage the complete project 
documentation. All team members can find the documentation at this central location. 
 
Naturally various team members can co work on project documents such as research reports, drawings, 
calculations, et cetera. By using the central workflow facilities, OpenIMSÒ enforces the correct way for 
documents to pass through the organization. This can even mean that within the workflow the status “judge 
by customer” can be added. Consequently a document or a drawing can be approved or rejected.  
 
After finishing the project, the documentation can be archived and so can still be found. This way knowledge 
and experience won’t go lost. 
 
One can also add the maintenance information to the project. This means that mechanics and installers can 
always access the information, also outside business hours. Through a connection with the company 
network or internet, an employee on location can access all necessary documentation to assist him/her with 
solving a problem.  
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It is very important that you archive the important documents of your employees efficiently. 
These documents can contain signed contracts you closed with the employees.  
Of course their CV’s can also be saved in the system. This way a kind of knowledge database is created with 
the expertise of the employees that can easily be searched. Per employee you can, for example, create a file 
with all digital documents regarding the employee.  
Such a facility can be expanded with wizards that can generate standard letters and add these to the 
personnel file.  
 
Furthermore, standard form flows such as mutation instructions for changes in salary, address or job 
description, can be facilitated by OpenIMSÒ BPMS. This way the flow of paper forms can be limited and 
management can approve, reject or send these changes by one click on the button. The process time of 
such a form flow will decrease considerable.  
 
With OpenIMSÒ one platform is created for managing all your human resource information. 
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Do you remember which version of the quotation you sent to the customer? Can you retrieve the quotation 
after two months, now that the customer is asking questions about it? 
 
With the assistance of OpenIMSÒ DMS you know exactly which version of the quotation has gone to the 
customer. You can access this version even with the responsible sales representative on vacation and you 
wanting to adjust the quotation.  
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You can make your complete quality manual or model accessible via a web browser. Your employees will 
always be able to find the correct version of a document.  
The advantages being:  
 
�  Standard way of working; 
�  Clarity on the last version; 
�  Complete log per document available; 
�  Workflows. 
 
Via OpenIMSÒ employees can view and possibly use the present version of protocols and procedures.  
You can make standard templates available to your employees for creating various documents, for example 
for a problem at a customer.  
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More and more organizations see the importance of saving information digitally. Think about correspondence 
with your customers, government agencies or employees. Within OpenIMSÒ you are able to register all this 
information in a structures manner. 
 
OpenIMSÒ contains numerous basis facilities; per document a complete log is kept with all alterations, 
changes in status and the persons who have carried out these activities. Everything that has been done with 
the document and when, is fully traceable. You can also start working with storage time and such to 
periodically update your document archive.  
It is also possible to place OpenIMSÒ documents or hyperlinks to documents in so called Record 
Management Systems, like with solutions from Tower Technology. 
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More and more organizations prefer a more prominent position for the intranet within the organization. In the 
first place intranet is used for company topics and information about human resources (e-HRM). Cost 
reduction and advantages on the competition are, next to being up to date, important motives for erecting 
intranet. Employees search this site for information for their daily activities.  
 
Because OpenIMSÒ DMS is 100% web based, it is possible to use DMS as an integral part of an intranet 
where employees can co work online on documents within, for example, a project.  
 
Furthermore from every intranet page a hyperlink can be created to documents within OpenIMSÒ DMS. This 
hyperlink is the link to the last published version of the document. This way you prevent that hyperlinks to 
outdated versions of the document exist on your intranet.  
 
OpenIMSÒ also offers a Content Management solution (see white paper OpenIMSÒ CMS). Via the CMS, 
OpenIMSÒ DMS documents can be linked up with your intranet perfectly. OpenIMSÒ CMS offers a special 
Smart Tag plugin that is able to show all published documents from a DMS folder.  
 
With OpenIMSÒ you will have one platform to manage all your content and search them using an integrated 
search engine.  
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To guide the flow of incoming invoices, DMS can offer a solution. Incoming invoices can be scanned and be 
accommodated with the proper metadata, such as order number, invoice number, pay date, account 
number. Practically, links can be made with financial systems such as Exact in which case you do not have 
to enter all the data. Next the invoice can be sent to the budget holder for an electronic check after which it is 
offered to the financial administration for further processing and payment. All this can be achieved within a 
workflow where a reminder can be defined per process stage. 
 
This saves a significant amount of time and increases the efficiency. 
 
The organization always has notion of the invoices such as the current status and who is handling the 
invoice. All steps and approvals are registered so afterwards it is always possible to recover who checked 
and approved which invoices. 
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