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2 PREFACE

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

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

An OpenlMS user must have a computer available with at least:

e A current browser,; like Microsoft Edge, Apple Safari, Google Chrome or Mozilla Firefox;

e The applications you want to edit documents with must be available; such as, for example, Microsoft
Word, Excel and PowerPoint, Adobe Reader, AutoCAD;

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

No part of this publication may be reproduced and/or made public by means of print, photocopy, microfilm or
in any other way, without the prior written permission of OpenSesame ICT B.V.
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https://openims.com/downloads

3 LOGIN

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

To access OpenIMS, start your web browser and enter the URL of the domain under which OpenIMS is

available. To access the document management portal, add the word DMS to the URL (for example,
http://intranet.yourcompany.nl/dms). The OpenIMS login screen will then appear.

(] Onthoud mij

Inloggen

(7
oflyright © Openli§g VAl rights reserved

You can now enter the username and password you were given and then log in.

If a multi-factor solution is available, you can also enter the six-digit code and then log in. If you are not using
a multi-factor solution, the Extra field will not be displayed on this screen.
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4 DOCUMENT MANAGEMENT

OpenlIMS offers extensive facilities for managing more than just documents. This includes images that need
to be made available centrally, or documents that need to be offered for download. These include Microsoft
Office files (Word, Excel, PowerPoint, Visio), AutoCAD drawings, Adobe Acrobat (pdf), and images (png, jpg,

etc.).

4.1

The DMS-menu

The standard OpenIMS DMS opening screen consists of several sections. Using the options in the DMS

menu, you can navigate to the following options:

Generic If available, a general folder tree with documents can be

displayed from this viewpoint.

Per case From this viewpoint, you can zoom in on the file environment.

Assigned From this viewpoint, only the documents assigned to you are

displayed.

Recently changed From this viewpoint, the most recently modified
documents are displayed in chronological order.

In preview From this viewpoint, the documents from the available

workflow are displayed.

Search Search for documents in the DMS.

Note: In addition, customized components may be available for your
organization, such as the Portal and Filter options in the image to the right.

The following sections explain the various viewpoints in more detail.

4.1.1

General

DMS - CRM -~ BFMS -

# Generic

= Percase

[

Assigned

O]

In preview

Fortaal

Filter

Search

jo!

Recently changed

By navigating to the Generic section via the DMS menu (1), or to a case within the Per case or Archive

sections, a folder and document overview is displayed as shown below.

dOpenlMS cMs ~ DMS ~ CRM ~ BPMS ~ Potals ~  Assigned
# Geneiic
& Percase 1
Folders Hoofdlolde
& Assigned
2 % Hoofdiolder 7
O Recently changed
Vertalen Gebruikershandl{ 2=  in prview Be
Be
(7 Properties = Portaal
) New folder _
7 Add as favorite = Fier
W5 Move folder Q  searen

Dup

£ Folder signalling

0 (referentie tegen workfile DMS user manual

Search

LR

Version  Last changed ¥ Assigned

Mar 18th 2022 13:43 Steven de Jager

Mar 18th 2022 10:51 Steven de Jager
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@ View

£ E-Mail
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(@ Properties

= History
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7 Add as favorite 4
B View [ Edit annotations

> Connected (1)

£\ signal

, Preview version (pdf)

(D) Copy

1ii] Delete file

&, DEVHupT_EO

# Lever commentaar

W Maak FOF

Document workflow

5

Wizards
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# Document: Project
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The Folder section (2) allows you to navigate the entire folder structure within a specific case and works
similarly to Windows Explorer. Clicking a plus sign expands or collapses a folder.

Under the Folder section (2), you can use folder actions to manage the entire folder structure of the open
case (provided you have the necessary permissions). It includes functionality for deleting, creating, and
moving folders.

Clicking a folder displays the documents contained in that folder in the Documents section (3). All available
documents are displayed here. A particular folder may appear empty to one employee, while another
employee finds documents in it. This is related to the authorization model (rights model).

If a specific document is selected in the Documents section (3), the Document action section (4) displays
the actions that can be performed on that document.

The Document workflow section (5) displays the follow-up actions, defined within the workflow, that can be
performed for the selected document. These include actions such as approval, rejection, publishing, and so
on.

The Wizards section (6) contains functionality specific to your organization. Using an assistant, several
standard actions can be performed automatically.

The Document selection section (7) allows you to select several documents and then move, download, or
create a report or snapshot from them.

The New document section (8) lists the available (document) templates for creating new documents. It also
allows you to upload an existing document, for example, from your local computer.

4.1.2 Per case

If your organization works with cases, you can use the Per case functionality. After selecting this menu
option, you will be taken to an overview with the first 25 files (for example project files). You can browse
through these.

O OpenlMS DMS ~ ORM -~ BPMS ~ Poralen - Rapporten +  Admin + (a‘
DMS Per dossier
Categorieén Dossiers Favorieten

Favorieten (overview @1 Pvihon onderhoud 2014
Afdelingen (overview) 123 Volgende  1-25van T3

Handboeken (overview)
Opdrachtgevers (overview)
Raad van Bestuur (overview)

Naam & Omschrijving Recente dossiers

Asset (overview) 4 Digitale anderhoudsdocumentatie

HRMU (overview) Kwaliteitshandboek HKZ model

Klachten (overview) 101 o1
Openllis (overview)
Persoonlijke dossiers (oveniew)
Projecten (overview)
WHO Toezicht (overview
Advies
Brandweer (overview)
Omgevingsadvies (overview
Sociale zaken

2016.2232 Bram - Informatie dossier
2019.0022 OpenilS - CAOP IS0 handboek

PietPaulusma

0034 Ericvan Korven - Meerwal 13

Pytnon

o Archief beheer in Zeeland

3 Twan van Dijk - Huiskensstraat 72 RVT vergaderingen

B 677777 A.van Deuveren - Hoomzwaluw 12
ndividueel (overview

Recente dossierfilters

Sociaal dossier (overview) ehandeling

1 i tgestart anim (Projecten)

Eribel - Lommelstraat 1

animaties (Projecten)

het Weiland anima (Projecten)

A. Huldy - Postbus 16115 cursus (Projecten)

Ericvan Korven -

- § 8 § 8 § § § § §

test (Projecten)
de (Projecten)

Nieuw dossier dennis (Projecten)

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

Depending on the permissions you have been granted, new cases can be added, deleted, or properties can
be modified.
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If more than 25 cases are available, you can find a case using a search function. Next to this, you will find an
overview of the most recently opened cases and the most recently used filters.

Favorites

You can also mark specific cases as favorite. To mark a case as a
favorite, click Add as favorite next to the case description (see image
below). The selected case will then appear under the Favorites
category, and these will always be shown first when you select Per
case.

You can also mark a case as a favorite when it's open. You can mark a
case as a favorite in the properties at the bottom left of the screen. If you
need to remove a case from the favorites list, you can do so in the
Favorites category overview. Click the red cross next to the case, and it
will no longer appear on the favorites list.

=} O’penIMS DMS + CRM = BPMS + Fortalen « Rapporten + Admin ~
DMS Per dossier

Atdsingen Filter: m
Opdrachigevers. Categorie & Nzam
Raad van Bestuur =% Projacte. ows
Asset
OpeniMS
Projecten
WMO Toezicht

Brandweer

Omgevingsadvies
Sociale zaken

Sociaal dossier

.
4.1.3 Assigned

Root

(& Properties

3 Mew folder

V7 Add as favorite

2l sort

£\ Folder signalling

e Edit security

]ﬁ[ Remove security

]ﬁ[ Remaove folder with contents
(& Bulk metadata

(3 Bulk workflow

Zosken - & -

Recente dossiers
- Niet gestan
Kuraiteitshandbosk HKZ mod!
Regio Enschade

p

JSC Dossier

Smaisteps -

W. Seager

Recente dossierfilters

anima (Projecten)

Assistent

£ Miewn dossier

The mapped overview consists of four sections. These are the Navigation section (1), the Assigned
Section (2), the Document action section (3) and the Document workflow section (4).

- - - - - v v
d OpenlMS  cus DMS CRM BPMS Portals Search A b_
DMS Assigned
Assigned (Steven de Jager) DMS User Manual 9.0
2 (gebaseerd op DMS
12345678910 Next 1- 50 of 841 gebruikershandleiding versie 9.0 4
Document Status Version Last changed ¥ 2020).dlocx
BB Edit
@ View 3
@ Ol PPT sign # Nieuw 0 Mar 17th 2022 08:57 9 E-Mail
@ suitecrm - users, roles and security groups Nieuw 0 Mar 17th 2022 0855 -f-ﬂ Upload new versicn
(& Properties
ﬁ@ sl;’lj Iz_loszeur Manual 9.0 {gebaseerd op DMS gebruikershandleiding versie Gewizigd 08 Mar 16th 2022 16.14 = History
. ) = View history
Be PR21 728 Programmeur activiteitenlijst Gewijzigd 0.43 Mar 16th 2022 13:24 17 Add as Tavorite
150 9001, 14001 en 27001 - M; nent Gewijzigd 167 Mar 14th 2022 08:37 B View / Edit annotations
Be n 27001 - Managementplan ewijzig 7 Var 14th 7 oo Connected (1)
EQ) 1SO 9001, 14001 en 27001 - Beheersplan Gewijzigd 1.362 Mar 11th 2022 12:37 £\ Signal
't Preview version (pdf)
150 9001, 14001 en 27001 - Handboek kwaliteit, mil ~ °
Ze en andboek kwaliteil, milieu en Gewijzigd 0.41 Mar 11th 2022 12:13 [il] Delete file

Informatiebeveiliging

[ To base folder

E® 1509001, 14001 en 27001 - Gedragscode Gewijzigd 147 Mar 11th 2022 12:06 # DEVHRUpT EO
E®  Workshop Notities Gewijzigd 0.15 Mar 7th 2022 1556 ® Maak POF
ﬂ @ DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual) Nieuw 0 Mar 3rd 2022 12:15
Document workflow
m @ DMS User Manual 9.0 {google translated, identical formatting, NL screenshots) Gewijzigd 0.2 Mar 3rd 2022 12:11
- y Toewijzen
DMS User M: 9.0 {text only v let ted and with identical
Ze : rt.ser‘ anual ext only version google transiated and with identica Gevizigd 05 Fob 28t 2022 1602 4
ne Basic DMS training - Slides and notes Nieuw 0 Feb 25th 2022 14:14
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The assigned section (2) provides an overview of all documents, including status, that have been assigned
to the relevant user.

If a specific document is selected in the assigned section (2), the actions that can be performed on the
specific document are displayed in the document action section (3).

The document workflow section (4) shows which follow-up actions, defined within the workflow, can be
performed for the selected document. Think of actions such as approve, reject, publish, etc.

4.1.4 Recently changed

The recently changed overview consists of two sections. These are the Navigation section (1) and the
Recently changed section (2).

JdOpenlMS cwms ~ DMS ~ CRM ~ BPMS ~  Forals ~ Search JA £
1

DMS Recently changed

Recently changed (by me)

Date v Document Status Version By
Mar 17th 2022 08.57 Nieuw 0 Steven de Jager

Mar 17th 2022 0855 suitecrm - users, roles and security groups Nieuw 0 Steven de Jager

Mar 16th 2022 16:14 m DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020 Gewijzigd 0.8 Steven de Jager

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

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

4.1.5 Inpreview

The in preview (see next page) overview consists of 6 sections. These are the Navigation section (1), the
Workflow section (2), the Documents section (3), the Document action section (4), the Document
workflow section (5) and Wizards section (6).

The workflow section (2) lists all user-assigned workflows and the stages that can occur per workflow. The
number of documents contained in each stage is displayed.

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

3).

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

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

User Manual OpenIMS® Document Management Server 9.0 a OpenIMS
© Copyright OpenSesame ICT B.V.
Confidential page 6 of 42



d OpenIMS

Worstiow
Scope: Gane~c

Ieteen OSICT (26513)
D Neuw (1472)
D Cowgzd (12640
Asast docidw_win)
Documennidw_site)

Rhomesde pealion_sie)
Intern pebichieeed (71)

Sumdano (25

4.1.6

Search allows you to search for specific documents.

o OpenlMS Duws

DMS Search

Search in documents

test

Result 1 -10 from 23
m Test

Test Interna

- BPMS

Next »»

Mema renamed

the document again. blah. 00

Search

Admin ~

Bo

o RO

Be

me

Per company cases ~

Contracts My review list

Aisgred

internal memo confidential to name from name date december 9, 2017 subject subject reference reference page 1 of 2 subtitle text changed document. changed

Mo
@ 4

| »
| g™

w How

=ex :
7. Doect goadhmwren
et 6

Active filters

Geen actieve filters

Doctype
n

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

results list.

View the document

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

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

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

View

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

Filter

The active and possible filters are shown on the right side of the screen. The active filters are the filters that
are active; the possible filters are the filters that can be filtered on. If a filter value is clicked, the search
results are filtered on that value. The selected filter value becomes an active filter.
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Advanced Search
In addition to standard search, there is also an Advanced Search function. Within this screen you can

search for the following information:
Specific metadata fields,

Document status (modified / published),

specific workflow,
File format,
Date.

DMS Search
Search in documents

Find results with the terms test
with the terms
with the terms
with the terms
with the phrase

without the terms

n the document

Doctype

search versions

preview and published

search index standard v

scopet @ Everything
O Generic
(O Casetype

(O Company cases:
with workflow any

with file format  any format

| and

relevance and date

with date between

sort by

Multiple search indexes
If certain documents should not be found by everyone, it is possible to place these documents in other
search indexes. A select group receives access to this index and can find the documents. Please contact

your IT administrator for this.

4.2

n the description v
anywhere v
anywhere v
‘ ) Select
h
|,) Select
h
v
=
v

Navigating in OpenIMS

Within the DMS, the click path (1) shows exactly which path was followed to reach a specific document. It is
possible to go back several levels using the click path.

CMS =+ DMS = BPMS ~

Bouwplan Amersfoort-Noord
(de Bron) case S

- [ Dossiertemplates
[ 1. Ingekomen
[ 2. vitgaand
[ 3. Staridocumenten
[ 4. Projectplannen

Bouwplan Amersfoort-Noord (de Bron) case

(nieuw)Bouwprojec

@
Oe

1

Document

20161206 Regionaal Archief Help

Betuwse voorouders online vindbaar

20161205 BIM dossier FW Business
Software Event 2016

ten Dossiertemplates

1. Ingekomen

Status

Afgehandeld 1

In

behandeling ’

Version Last changed v

Mar 4th 2020 14:26

Mar 4th 2020 14:25

Search

oy

Assigned
Eric van
Korven
Eric van
Korven

20161206 Regionaal Archief
Help Betuwse voorouders
online vindbaar

Edit

@ View

4 E-Mail

A Uoload new version
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4.3 Folders within OpenIMS

The DMS offers various options for customizing folders
and documents.

On the left side of the DMS, you'll find options under the
folders frame. These options apply to the folder selected
above it in the folder tree. Depending on your

permissions, certain options may or may not be displayed.

The following folder options are available:

Properties You can change a number of properties such
as name and description of a folder. In addition to the
description and title, the workflow and metadata are also
recorded here.

New folder Here you can create a new (sub) folder, when
clicked a dialog opens where you can enter the name of
the folder. After clicking OK the folder will be created as a
sub-folder of the folder you are currently in.

Folders

-+« Root
Finance
IT

+ Communication
Internal Audit
HR. & Cffice
Legal & Compliance
CEOQ

+ +

+ + + +

Root

(& Properties

[ Mew folder

2l sont

£\ Folder signalling

*&o Edit security

lﬁ[ Remove security

lﬁ[ Remove folder with contents
(& Bulk metadata

[__[i] Bulk worlflow

Add as favorite Here you can add a folder as a favorite. The relevant case is added to your personal

favorites (Via DMS | Per case).

Move folder If a document or folder is found to be incorrectly located within the DMS, you can move it here.
Clicking on it will prompt you to select a folder (or the main folder) in the next window to move the selected

folder. After clicking OK, the folder will be moved.

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

Sort The sort option allows you to sort all folders in alphabetical order.

Local Security If you have sufficient permissions, this option will appear to enable local security for folders.
This functionality protects the folder or documents from select users. Clicking this button will open a dialog
box where you can enable local security as indicated by a red dot on the folder.

Edit security After enabling Local Security, the option will change to Edit Security. This allows you to

adjust the security of the folder per user and/or group.

Folder signalling This allows you to subscribe to folders. This means you'll receive an email notification

when changes are made to the folder or documents.

Remove folders If you have sufficient permissions, folders can be deleted. A folder must not contain any

subfolders or documents to be deleted.

Note: As an administrator, you do have the right to delete a folder, including its subfolders and contents.
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4.4 Working with (new) documents

The DMS contains a humber of standard blank template documents as
well as a number of customer-specific templates. When you want to
create a new document, you first go to the folder where the document
should be. You then select a document type from the new document

Search AN &_ -

Blanco

m Blanco
|

section below the plus sign. -5 A Y —

e D‘ ﬂ Blanco Word
After choosing New document a dialog will open the New document 1 de Jager B o e
wizard (see below) where you have to choose a template for the 1 de Jager @ :
document. After confirming your selection, properties, such as dOCUMENt  u jer g o (oeniemosie maien
name and description of the document can be entered. The workflow is s jaer g Upea
also assigned to the document in this step. The document is then © de Jager S BukUpload
Created in the Open fOIder. 1 de Jager ;Add as favorite

B View / Edit annatations

In the top right corner of the DMS, you'll find standard
document templates, if provided by your organization, and
the option to upload documents to the current folder. The
Upload option is available by default. This allows you to
upload new files to the DMS. The files are placed in the
active folder.

New document wizard

Template* ‘[ Meeting

In addition to adding new documents to OpenIMS DMS
based on document templates, any existing document can
be uploaded to the system. This is discussed in more detalil
in section 4.4.1.

4.4.1 Uploading documents

To upload a document,
navigate to the new
document section and click
the Upload function. Then,
select the document or file to

Upload files to OpenlMS
Workflow

Overwrite files with identical names ;
Enter properties

Select files after upload

Intern QSICT
O

be placed in the DMS or
drag it into the upload Direct publish
window (see image below).
Clicking the OK (Upload)
button will place the
documents in the DMS. The Filename Status  Stee
name of the document in the
DMS is derived from the file
name of the uploaded file.
The upload facility can be
invoked in any folder, after
which the document will be
saved there. OpenIMS offers
both a Simple and an © Add Files Cancel 0% 0 kb
advanced upload facility.

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

Drag files here.

The previous image shows the advanced upload screen. In this screen, the following items can be checked:
Workflow Select from a list of available workflows.

Overwrite files with identical names Option to overwrite documents with the same name in the DMS. Note:
Existing files retain their workflow and properties.

Select files after upload All documents are selected in the DMS after uploading.
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Direct publish All documents are immediately finalized after uploading.
Add Files Add files from the local computer or network folders.
OK (Start Upload) Upload the displayed documents to the DMS.

Cancel Return to the DMS without performing an upload.

4.4.2 Dragand drop

You can also drag documents directly into the DMS without first selecting the Upload function. When you
drop the file or files, either from your workspace (Windows Explorer) or from Outlook (email or attachment),
the upload screen shown above will automatically appear. After the upload screen opens, you can drop files
into the box labeled Drag files here.

Upload bestanden naar OpenlM$S

‘Workfiow

Overschriff bestanden met dezelfde naam

Selecteer bestanden na uploaden ﬂ“
Direct Definitief

Selecteer bestand(en):

Woeg bestanden toe aan de wachtrij en druk op 'OK'.

Bestandsnaam Status Grootte

Sleep bestanden hierheen.

© Bestand(en) toevoegen OK (Uploaden)  Annuleren
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4.5 Document actions

On the right side of the DMS, you'll find options when a document is

X . . DMS User M 19.0.d
clicked by its name. These options apply to the selected document. The =erianus ocx

following chapters provide an explanation or explanation of each [0 Edit

option's functionality. @ View
£ E-Mail

. : 2 Upload new version
Hoofdfolder Handleidingen = OpenlMS | Engels @ Properties
= History
-
Document == View history

77 Add as favorite

- View / Edit annotations
oo Connected (1)

£\ signal

%, Preview version (pdf)
[0 Copy

[ii] Delete file

voc RO DMS User Manual 9.0

4.5.1 Edit

An important part is editing documents. This option opens the latest version of the document for editing.

JOpenIMS cums - DMS ~ CRM ~  BPMS -~  Foals ~ Search M Jay -
Folders Hooldfolder Prive | Steven de Jager | Vertalen Gebruikershandieiding DMS s=ga DMS User Manual 9.0
(gebaseerd op DMS
® I Hoofafoider Document Status  Version Lastcnanged ¥ Assigned gebruikershandleiding versie 9.0
4 2020).docx
Vertalen Gabruikershandieiding DMS E®  DMS UserManual 9.0 op DMS gebruiker versie 9.0.4 2020) Gewizigd 0.9 Mar 17th 2022 10:02 Steven de Jager men
E®  DWS gebrukersnandleiding 9.0 (referentie tegen worklile DMIS user manual Neww 0 Mar 3r0 2022 12:15 Steven de Jager
(2 Properties O View
) New folder EI®  DMS User Manual 9.0 (google ranslated. identical formatting, NL screenshots) Gewizigd 02 Mar3rd2022 12:11 Steven de Jaggf £ E-Mail
-~ ] ) . ) &, Upload new version
17 Add as favorte EB®  DMS User Manual 9.0 (text only version google translated and with identical formatting) Gewizigd 0.6 Feb 28th 2022 16:02 Steven de Jgfer
® Move folder (& Propertes
Gw [I®  DWS Gebuikershandieiding 9.0 (versie 8.0 4 2020) Nieww 0 Feb 171h 2022 13:26 Steven dgflager == History
-
£ Folder signalling E®  DMS UserManual (versie 4.2 2008) Nieww 0 Fe 17th 2022 1324 Stevenfle Jager | = Ve NSOV

7 Add as favorite

F- View [ Edit annotations
o Connected (1)

£ Signal

" Preview version (pdf)
dms_user_manual 9.0_gebaseerd_op_dms_gebruik - Word Steven de Jager ‘? [z} T D copy

[il] Delete file

#. DEVHUpT_EQ

- = | A2 & Qe 7 Lever commentasr
o - . A )

PEOSN Insert Design Layout References Mailings Review View Developer Help  Picture Format @ Tellme

g o ) Maak FOF
Paste Parsgraph | Styles | Editing | Gato
- 4 - = ~ DMS
Clipboard 15 Font Styles OpeniMs A Document workflow
B R TR R TR TRRE TY R X RE S RRY TYRE TR T RE RN IR (YR CIARTTRRTIRRY.

'

444 Edit (edit 2 document)
- An important part is editing documents

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

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

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

This option opens the latest version of the document in read-only mode.
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4.5.3 E-mail

Sends an email message containing a hyperlink to the document. These days, hundreds of documents are
sent as attachments within organizations every day. This results in mailboxes filling up and outdated
documents remaining in circulation.

By sending the link to the document in the DMS instead of the document itself, everyone always has access
to the latest published version of the document without actually sending the document.

4.5.4 Upload new version

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

4.5.5 Properties

This allows you to view and edit document properties. In addition to the description and title, the workflow
and metadata are also recorded here. The document properties screen has several standard metadata fields
(Name, Description, and Workflow), and organization-specific metadata can be maintained. This metadata is
determined by the workflow of the document in question and is recorded by the administrator of the DMS.

Properties
Name: DMS User Manual 9.0 (gebaseerd op [
Description: DMS User Manual 9.0 gebaseerd op [
Workflow: Intern OSICT
Bedrijfsnaam OpenSesame ICT

Opmerkingen Engelse vertaling ven DMS gebruikershangleiding 9.2
(4 2020).

4
Auteur Steven de Jager 2 select

Doc nr.

Documenttype Maak een keuze

Document tekendatum =

Meerwerk nr.

4.5.6 History

The historical overview displays all versions in chronological order. It shows who changed the document and
when. You can also view the content of the changes. It's essentially a log of the document.

@ Viewing an old version - Read only version of the document

Restore to this version - Overwrites the current version

{“

-n. Hyperlink to this version
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o OpenIMS5 DMS ~ BPMS ~ Porals ~ Search N D EN & -

History

History of document "Employment contract” < Back
Changed by 5teven de Jager (Fr, Sep 22nd 2023 11:21) L] ﬁ % [ Version 1.2
Changed by Steven de Jager (Fr, Sep 22nd 2023 10:43) @0 Version 1.1
Choice "Goedkeuren™ by Steven de Jager (Tu, Jul 11th 2023 10:11)
Properties changed by Steven de Jager (Tu, Jul 11th 2023 10:06)

Field Old New

Mame Testbestand D Employment contract
Created by Steven de Jager (Tu, Jul 11th 2023 10:05) @=0 Version 1

View changes between versions
By selecting two versions using the checkboxes and then selecting the Compare button, you can view the
differences between the two versions.

Compare documents

Compare "Employment contract" < Back

Version by Steven de Jager - Tu, Jul 11th 2023 10:05 - Version 1

From: "Festbestand”
To: "Employment contract OpenlMS K. Karelse Richterslaan 2 Nieuwegein”

4.5.7 View history

The reading history shows the date, time and user. It shows who opened the document and when.

4.5.8 Add as favorite

This allows you to add a document to your favorites.

4.5.9 View / Edit annotations

With annotations you are able to see, edit and add annotations to a separate view of the document.

4.5.10 Signal (subscription)

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

In addition, in your Personal profile settings (chapter 5) you can get an overview of all documents for which
you have activated the alert, this alert is strictly personal. Any user who has access to OpenlIMS DMS and
has the right to view the document can enable the alert.
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4.5.11 Preview / Published version

The published hyperlink always points to the latest published version (not necessarily the final version) of a
document. The concept hyperlink, however, points to the latest (edited) version of a document.

This feature provides a secure hyperlink (URL) to the document. Each version of a document has a unique
hyperlink. This hyperlink remains unchanged throughout the document's lifespan.

The hyperlink can be used for many purposes. Consider sending it by email (instead of the physical
document) or using it to link to a document from a CRM system. The link can also be used, for example, to
link from an intranet to a document in the DMS.

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

4.5.13 Copying documents

You can make a copy of a document using this function.

4.5.14 Delete documents

Using this function, you can (provided you have the required rights) delete a document from the DMS.

4.5.15 Create PDF

Indien beschikbaar kan overeenkomstig een pdf-variant van het document worden gemaakt.
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4.6 Select documents menu

Selection options are located in the menu above the displayed documents in the - o
DMS. These options appear in the menu when one or more documents are Aol e | -
selected. The options apply to the selected documents.

Document
2 hier, 3 totaa A
Document (C
Select folder
Unselect all
v @) DMS User Manual 9.0
m M Move f
v @ DMS User Manual (old)
(& Copy A
Each document can be selected within OpenIMS by checking the box in front of a (%) shorteut 3
document. The image above shows two selected documents. It's also possible to
select documents from other folders. In this case, two document from the current il Delete
folder and one from another folder are selected.
3 Download :
In addition, the menu allows you to select certain options, such as Select files from
folder and subfolders. This selects all documents within the current folder and/or = Print
subfolders. __
:= Report

The title bar of the selection menu displays the total number of selected documents.

. . . . 3 ) Snapshot
The Unselect all menu option reverses the action, deselecting the entire selection.

#, E-mail via Outlook

4.6.1 Move to here

There are two ways to move documents to another folder: move
here or move to folder. In regard to both methods, the

c > Document

documents to be moved must first be selected. Using Move to
here the selected documents can be moved to the current folder.
Before the move function is available, you must first check the V@ DMS User Manual 9.0
box for the QOcument(s) you want to select. Them navig.ate to the = m @ DMS User Manual (old)
folder to which the document should be moved. Then click on the
move to here menu option.

Move selected files to current folder
A window will then appear (picture on

. . . . Selected files: Move

the right) in which you must confirm
moving your selection by filling in yes
at the dl’Op-dOWﬂ menu and clicking Document Status Version  Date last changed Assigned
OK. The document(s) will be moved Hoofdfolder > Handleidingen > OpenIMS > Engels >
to the appropriate folder. vl [ DMS User Manual (old)  Gepubliceerd 3 Apr 11th 2022 22:13 Wieger Kunst (Inactief)

L ﬁ DMS User Manual 9.0.docx Gewijzigd 0.23 Feb 17th 2026 16:50 Steven de Jager

Are you sure?

Remember selection [

Remark
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4.6.2 Move to folder

Using this option selected documents can be moved to a folder of your choosing.

v @ Processchema VISIO Ter confrole / autorisatie 41 1Sep 2015 10:41 Bas Jansen

Before the move function is available, you must first check the box for the documents. B Move to folder
Then click on the Move to folder menu option.

A combo box will then appear. By clicking on Choose destination folder you can select the destination
folder. Then click on Move.

Move selected files to a selectable folder
Selected files: Move
Document Status  Version  Date last changed Assigned
Systemcase for OpeniMS (O| >> Root > D > X
Move selected files to a selectable folder
v = Internal memo docx Final 1 Jul 6th 2021 15:48  Enc van Korven (OSICT)
v) [ New Excel xisx Final 1 Feb 14th 2022 13:42 Enc van Korven (OSICT) Dossier »- Select
v Bl New PowerPoint pptx Final 1 Feb 14th 2022 13:45 Enc van Korven (OSICT) Folder =T Root
L4 : New Word docx Final 1 Feb 14th 2022 13:45 Enc van Korven (OSICT) + B Finance
r
v = Presentation 1. pptx Final 1 Jul 6th 2021 1551  Enc van Korven (OSICT) ® IT
™ Communication
+ I Internal
Choose target foider + 7 HRr
+ 7 Legal
New foider
4.6.3 Copy

The Copy function allows you to copy selected documents and move them to another folder. To do this, first
select the documents to be copied. Then, navigate to the folder where the selected documents will be placed
and select the Copy menu option.

The system will then display a list of all selected documents and ask for confirmation. You can confirm this
by select Yes at the Are you sure? question and then clicking OK. OpenIMS will now move all files to this
folder. It is also possible to copy files within the same folder.

4.6.4 Shortcut

The shortcut function allows you to create a link to a file in a location other than the file's actual location. To
do this, first select the documents you want to create a shortcut for. Then, navigate to the folder where you
want to place the shortcuts, and click the Shortcut menu option.

The system will then display a list of all selected documents and ask for confirmation of the shortcut creation
action. You can confirm this by selecting Yes at the Are you sure? question and then clicking OK. OpenIMS
will now create the shortcuts in this folder.

The documents remain in their original location. Shortcuts can be identified by the document icons, which,
like in Microsoft Windows, include an arrow (for Microsoft Word, for Adobe PDF, etc.).
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4.6.5 Connect

If configured, it is possible to display relationships between documents. You click on a document, the active
document, and then check one or more documents.

By clicking on the Connect menu option, the screen appears in which you can choose the Connect
relationship between the active document and selected documents.

Connect selected files

Remember selection [

Active document: DM$ User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020)
Relation type: is bijlage van v
Selected documents:

Decument Status  Version  Date last changed Assigned

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

v) 8 owms gebruikershandleiding 9.0 (referentie tegen woridile DMS user manual).docx Nieww 0 Mar 3rd 2022 12:15  Steven de Jager

ﬂ Cancel

The relationships shown in the image (is attachment of, has as attachments, etc.) are illustrative. These
relations must be configured in the system configuration.

When the relations are created, the connect icon is visible in the document action

section. o0 Connected (1)

When clicking the connect icon, an overview appears with all relations to and from the selected document.
For example, to remove a document relation, the document needs to be highlighted and in the document
menu there needs to be clicked on the Connected menu option. The related document(s) will then be
displayed.

id OpenlMS cwms ~ DMS ~ CRM ~ BPMS ~ Fortals ~
Linked documents
Connected documents of "DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020)"

Document 'DMS User Manual 9.0 {gebaseerd op DM$ gebruikershandleiding versie 9.0 4 2020)' is bijlage van:

Document Status Version Last Changed Actions
Hoofdfolder > Prive » Steven de Jager > Vertalen Gebruikershandleiding DMS =

a DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user manual).docx Nieuw 0 Mar 3rd 2022 12:15 @[5 O ==

The following actions are available:

® View - View the document in view mode

To base folder - Navigate directly to the folder containing this document

&
) Follow link - Navigate to the linked document
=53]

Remove link - Remove the link / relationship
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4.6.6 Delete

The Delete function allows you to delete multiple documents simultaneously. To do this, first select the
documents and then click the Delete menu option.

The system will then display a list of all selected documents and ask for confirmation of the deletion. You can
confirm this by selecting Yes in the Are you sure? box and then clicking OK. OpenIMS will then delete the

selected files.

4.6.7 Download

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

JdOpenlMS cms ~ DMS ~ CRM ~ BPMS = Porals +
Folders Hoofdfolder
r
+ [ Hoofdfolder Document
Vertalen Gebruikershandleiding DMS 1 hier, 1 totaal
Select folder
(& Properties
1 Mew folder Unselect all
7 Add as favorite
B Move folder & vove
Dup © Cony
£ Folder signaling - ony
() shorteut
o Connect
]E Delete
& Print
i= Report
=) snapshot

Z E-mail via Qutlook

4.6.8 Print (optional)

Search

gzEE

Status Version Lastchanged ¥ Assigned
anual 9.0 (gebaseerd op DMS Steven de
Gewijzigd 0.9 Mar 17th 2022 10:02
andleiding versie 9.0 4 2020) ewieg vartrin Jager
arshandieiding 9.0 (referentie tegen workfile DMS user Steven o«
rshandleiding 9.0 (referentie tegen workfile 158 e 0 Mar 3rd 2022 1245 Steven e
Jager
anual 9.0 (google translated, identical formatting, NL Steven de
h 9 Gewizigd 0.2 Mar 3rd 2022 12:11 y
Jager
4 | = | imstrans
Anual 9.0 (text only
- bome e vew
R « TH... > imstra... CR) Search imstrans

ershandleiding 9.0
~
anual (versig 4220 > # Quickaccess
~ [ This PC
J 20 Objects
[ Desktop
| Decuments
¥ Downloads
D Music
&= Pictures

Videos

1item

Name Date modified

) DMS User Manual 9.0 geb...

17-3-202214:15

e

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

B8 Eait

@ View

£ E-Mail

. Upload new version
(& Properties

= Uician,

Trpe Size

Microsoft Word D... 3459 KB

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

4.6.9 Reports

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

the documents are located.

4.6.10 Snapshots

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

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

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

Move selected files to current folder

Selected files: Move

Document Status  Version Date last changed Assigned
Hoofdfolder » Prive > Steven de Jager > Vertalen Gebruikershandleiding DMS >

W ﬁ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandieiding versie 9.0 4 2020).docx Gewijzigd 0.1 Mar 17th 2022 14:19 Steven de Jager

v ﬁ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020).docx Gewijzigd 0.11 Mar 17th 2022 14:18 Steven de Jager

Selected shortcuts:

vl
Are you sure? skip

B er selection move connected documents

Remark

4.7 Reports

If reports are enabled, you can use the reporting function. The Reports button in the menu bar allows you to
access and manage the reporting function. The pulldown menu defines several categories for which reports
can be requested. Opening a category displays the available reports. Clicking on it displays the report in the
same screen.

0 OpenIMS DMS ~ CRM v BPMS v Poralen v [ Rapporten w - a
[ Algemeen
[l Archief
Algemeen r workflow stadium
@ o
Totaal aantal documenten per workflow stadium 2
Alle documenten uit workflow: Algemeen gefiterd op Iaatst gewizigd datum | [l Documenteontrole Totaal aantal documenten per workflow stadium
Totaal aantal gewijzigde documenten @ Facuren
Documenten per gebruiker
Totaal aantal documenten in het DMS
@ Gebruikersaditeiten Handtskening plaatsen
Alles archief
Totaal aantal documenten per document workfiow @ Kiachten Toegewezen  Laatst Gewijzigd Documenttype  Docnummer  Datum
[l Kwaliteits documenten Inbouwkundige vergunning Ali ElArbu 2016-03-06T16:00:17+0100 Formulier 16.00085 2016-03-04
@ Postverwerking Total 1
dev2
B Nieuw
#  Beheer Toegewezen  Laatst Gewijzigd Documenttype  Docnummer  Datum
F 1111 PR 023 Overdracht naar senices Eric van Koven  2015-07-10T14:10:34+0200 Verslag 13.00207
2640087v1 ' Eric van Koven  2016-02-13T14:10:11+0100 Datasheet 16.00067 2015-02-13
Total 3
Stadium Exteme controle
Naam Toegewezen  Laatst Gewijzigd Documenttype  Docnummer  Datum
100811634_Fric_14092016 Eric van Koven  2016-09-14T16:04:16+0200 Polis 16.00973 2015-09-14
Total 1
Stadium Gewijzigd
Naam Toegewezen  Laatst Gewijzigd Documenttype  Docnummer  Datum
Drniart initatia darimant Mactafa INAENADATAA-2R- 1220900 Tarhnierh antwarn 14 11220 MNAA4-19.93 he
®
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4.8 Overview

Overview provides insight into the properties (metadata) of documents present in the entire DMS, defined by

case category or a customized collection of documents.

DMS Overview - geheel dms

Laatst gewijzigd ¢ Document
18/07/2023 Beo
17/07/2023 @men
17/07/2023 @Beo
17/07/2023 Beo
11/07/2023 Beo
11/07/2023 Ben
11/07/2023 Beo
06/07/2023 Beo
05/07/2023 Beno
29/06/2023 Beo
28/06/2023 Beo
28/06/2023 @Ben
29/06/2023 Ben
20/06/2023 Beo
Opnieuw laden ‘ ‘ Maak URL | ‘ Favurietl

Workflow
Wizig-publiceren
Wizig-publiceren
Wizig-publiceren
Wizig-publiceren
Internet3
Internet3
Internet3
Internet3
Internet3
Algemeen
Algemesn
Algemesn
Wizig-publiceren

Algemesn

Categorie

Tomaten

Test PHP 8

lehnnyXYYYZZZZ

Test PHP 8
Test PHP &

Test PHP 8

Dossier

Dossier: 10-...

Alcte Test PH...

ewewr

Johnny Groe..
Akte Test PH...
Akte Test PH...

Akte Test PH...

Folder
Hoofdfolder seript22
Hoofdfolder seript22
Hoofdfolder

7zip msg 12532
Hoofdfolder
Hoofdfolder script22
Map &

Hoofdfolder
Hoofdfolder

Map C

Map C

Map C

Hoofdfolder seript22

Hoofdfolder script22

Naam

2002

Baarn 2

=001

2001

docin 14

Nieuw

Test1

‘W 2021

word 2021
Testbestand G 222
Testbestand G 22
Testbestand Haab
#002 v0.2

#004 v0.16

If Overview is available for the entire DMS, you can find it under the
DMS menu, and then select the Overview menu option.

If Overview is available for selected case categories, this functionality can

be found under the DMS menu and then the Per case menu option.

If the icon appears next to a category in the Categories list, you can

open Overview for the relevant case category.

Please note that Overview can only be used if it is enabled in the DMS
and you have been granted permissions to do so. Access to this

functionality is determined by your organization.

- Standaard weergave - v
(I Pivot Modus
i
S z
g
() i Laatst gewijzigd %
™~ Document =
[ & Workflow v
(&) = Categorie %
(] #i Dossier -
(¥ & Folder
> Naam
%) Status
) s Auteur
Asngemaskt
% Toegewezen
() #i Doorloop
[ groepen
[Z] waarden

DMS -

= Percase
Archive
Assigned

© I m

BPMS =  Admin =

Recently changed

CMS -

Types

Favorites
Contractors &

Incidents &

OMS - t

Individual files &

Onboarding =
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Columns
The Columns menu is located on the right side of the screen, where
you can toggle the display of existing columns.

Grouping Columns

By grouping columns in Overview, you can choose how the documents
to be displayed are grouped.

DMS OVERVIEW - whole dms

Last changed Case Workflow

DMS OVERVIEW - whole dms

i workflow ® > | # Category 4+ @

Group +T Last changed

':) Pivot Mode

B

NSNS SIS SIS SIOS

Last changed
Case
Workflow
Category
Case
Folder

Title

Status
Author
Created
Assigned
Duration
Archivering

Vernietiging

O b
s1a])ld <

By combining column settings and grouping, documents within these groups can be quickly displayed.

DMS OVERVIEW - whole dms

i workflow & > [ HHi category &
Group Last changed Case Folder

~  E-mail (36)

‘ ~  Huurders (20)

30/07/2026 10:18:03 D @[ 1. Ingekomen
30/01/2026 10:16:02 D @O 1. Ingekomen
30/01/2026 101604 [J @[ 1. Ingekomen
30/01/2026 101605 [ @[ 1. Ingekomen

Status

Concept
Concept
Concept

Concept

Title T

01 2025-11-23 onderhoud

02 2025-12-02 vreemde bezoe...

03 2025-12-10 geluidsoverlast

04 2025-12-21 praktisch onder...
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Filters

Further refinement is possible by using filters. Filters allow you to filter
the overall selection or a specific section of the selection (see Grouping

Columns) based on various properties.

For example, you can filter by the value in a column and even filter by
the value range, as shown in the images on the right and below.

(]
% Last changed

SULLINGD

Equals

=<

Equals

Does not equal L

548114 <

Befare

After ~ Status

Between

Blank |

Mot blank (Select All)
(Blanks)
1ste Controle
2de lijnscontrole

(] acTier

Aanmelding nieuwe me...

Lo |

Save Overview View

- b

il
> Last changed

> Workflow

sulInoD

> Category

> Folder

s18114 <

> Status

™ Title

Contains Al

> Case

> Author

> Created

> Assigned
? Duration
> Archivering

> Vernietiging

If a particular grouping and/or sorting is frequently used, an administrator can add a default view using the
As a default button. Once added, this can be selected as Default view in the top right corner of Overview.

Make URL | | Favorite | | Make View | | As a default

In addition, an administrator can create and name an additional view, after which it will appear under the

given name in the menu at the top right of Overview.

Default view

Default view

Project archief
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Make URL (Share a View)

If you want to share a composite view with a colleague who also has access to Overview for the same case
category or the entire DMS, you can generate a URL using the Make URL button on the left below the

Overview screen. This URL will then appear in the address bar and can be copied and shared, for example,
in a video conference with colleagues who have access to the DMS. The link can also be bookmarked in the
browser and placed in the address bar, for example.

Favorite

If you want to save a standard view for your own use, you can also set it as a favorite in the DMS. Click the
Favorite button in the bottom left corner of Overview, and you will be asked to enter a name. After
confirming, the favorite will be saved to your personal DMS favorites menu, which can be found under the
main menu: DMS > Per case > Favorites, as shown below.

Categorieén

Favorieten

HRM =

Sales =
Projecten =
Inkoop =
Opdrachigevers <
Leveranciers =
Audits =

DMS Per akte

Favorieten
Filter:
Naam &
oo (& @ Mijn Overview favoriet
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5 PERSONAL PROFILE SETTINGS

OpenlIMS has a number of personal profile settings. These are described in this chapter. The profile setting
can be found in the menu at the top right of the screen after logging in.

Jd OpenlMS cms ~ DMS ~ CRM ~ BPMS ~ Portals =  Assigned Search - JAN h, -
r
- Profile
Profile &
== Duich
Personal settings Favorites
B0 French
Change interface :
M & Assigned o )
Change password 4 ) S8 English
Signals # Generic
) [ Log out
Favorites [] ¥ Favorites
Change personal picture O Recently changed
Update OpenlMS transfer agent settings ] = In preview
] = Portaal

] = Filter

5.1 Change language
The DMS is multilingual. The available language options can be found in the menu at the top right of the
screen after logging in.

5.2 Change interface

This functionality allows you to change the interface (Ul/screen Change user interface
layout) of OpenIMS. Interface:  v9 new icons

5.3 Change password

Change password

To change your password, click Change Password. A password

shouldn't be too simple and ideally should contain a combination of Odpassword: [ |
uppercase and lowercase letters, numbers, and characters. Current New password:
recommendations are on a minimum of 16 characters for a Check:

password.

0 ED

5.4 Activate automatic logon

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

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

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

This is an overview of all documents for which you have enabled signals. It is possible to disable an existing
signal from this overview. By choosing the folder icon you can go directly to the relevant document. Use the

bell icon to adjust the signals.

Jd OpenIMS cms ~ DMs ~ CRM ~ BPMS ~  Fortals ~

Profile

Personal settings Signals

Change interface

Change password

Activate automatic logon

Signals

Favorites

Change personal picture

Update OpenlMS transfer agent seftings

[J £1 DMS User Manual 9.0 {
(] Q DMS gebruikershandle
Folder signalling:

(] Q Generic: Vertalen Gebr

Search

Reconfigure Folder signalling.

Reconfigure Folder signalling.

Generic. Vertalen Gebruikershandleiding DM$S

Active signalling on this folder:

oy + B

Q Current folder only Weekly

Weekly

(o< [l oo

5.6 Favorites

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

JOpenIMS cms ~ DMS + CRM ~ BPMS = Forals ~  Assigned Search - JAN i
»

Profile

Personal settings Favorites

Change interface

. & Assigned

Change password

Activate automatic logon U] & Generic

Signals [ &= Percase

Favorites [ ® Recently changed

Change personal picture ] == In preview

Update OpenlMS transfer agent settings [ = Portaal
(] == Filter

Opslaan

5.7 Change personal picture

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

Personal settings Profile data

Change interface

Change password

Signals

Favorites

Change personal picture

Update OpenIMS transfer agent settings

¢ J2 View B Edit [ii] Delete

User Manual OpenIMS® Document Management Server 9.0
© Copyright OpenSesame ICT B.V.
Confidential

J OpenIMS

page 26 of 42



5.8 Update OpenIMS Transfer Agent
With this option, certain settings that the OpenIMS Transfer Agent needs to function properly are set by
OpenIMS. See also OpenIMS Transfer Agent (chapter 6) in this manual.

5.9 Tracking list (optional)

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

fu | OpenIMs DMS + BPMS v Admin v Percompanycases v  Contracts My review list Search - —
Profile
Personal settings Tracking list
Change interface
Change password Case Document Allocated to Added Remind me after Remind me on
Activate automatic logon {3 DEM Initial planning Test (OSICT) We, Sep 15th 2021 12:01 1 days Sa, Sep 18th 2021 Remove
Signals
Favorites [ TestSdl5 DemoMemod Eric van Korven (OSICT) We, Feb 23rd 2022 13:10 1 day Th, Feb 24th 2022 Remove
Change personal picture
Update OpenlMS transfer agent setfings
Distribution lists
Tracking list

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

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

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

Approve

Put on my trackinglist:

Remind me after: 1 day

Comments: no reminder
3 days

7 days

14 days

23 days
Different, date
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6 OPENIMS TRANSFER AGENT

Before you can edit documents with OpenIMS, the OpenIMS Transfer Agent must first be installed on the
computer in use. The OpenlIMS Transfer Agent is an application from OpenSesame ICT designed for
automatically checking files in and out of OpenIMS. The Transfer Agent facilitates these actions and

reserves any edited files.

OpenlIMS, as a document management tool, has several built-in security mechanisms to prevent information
loss. If, for any reason, the file is not saved correctly in OpenlIMS, it is important to use these mechanisms

correctly.

6.1 Install OpenIMS Transfer Agent

The OpenIMS Transfer Agent is installed locally. The latest version of the OpenlMS Transfer Agent can be
downloaded from the OpenlMS website. The OpenIMS Transfer Agent is available there as an .exe and .msi

installation manager.

- https://doc.openims.com/beheer/installatie/transfer-agent

The following option is primarily intended for installation on clients without an internet connection. If no
internet connection is available, the current version can be provided by the workspace administrator via the

following URL.:
- http:/I<yourwebsite>/openims/setup.exe

The workspace administrator in your organization may also handle the rollout of the correct version of the

OpenIMS Transfer Agent, either automatically or manually.

6.2 Configuration

The settings of the OpenIMS Transfer Agent can be found on
your computer via the start menu in the menu All >
Configure Agent.

6.2.1  General tab
Language: Configure the desired language of the Transfer
Agent.

Caching: Indicate whether OpenIMS should keep a local
copy of files on the client. Disabling the cache can be useful
on shared systems but has a negative impact on
performance.

Upload limit: Specify the maximum packet size with which
the Transfer Agent sends files. This is especially intended for
proxy servers that have certain requirements regarding the
size of network packets (packet size).

Temp DIR: Specify the local directory of the Transfer Agent.
By default, this uses the location that is set for the user on
the client as the environment variable %tmp%.

Key/Username/Supergroup/Server: These settings are
used for the MS Outlook connection and varies per user.
These settings are configured via the DMS by clicking
Update Transfer agent settings (see under personal profile
settings for this).
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© Copyright OpenSesame ICT B.V.
Confidential

Configuration [OpenlMS TA 4.2.9.40] >
General | Prosw settings ] Debuaging ]
Language: Enalizh -
Caching: [
Uplaad fimit [
Temp DIR: |
Kew |yd02r8nyglgh|8d89weyw
Uszername: |test
Supergroup: |openims
Server |www.osict.cum
Do not take over lock: -
Chooze uze local file: -
Application timeaut; |?'
Mo already operned popup: [
Only LockFile with: |
Force IP Type: |
Usze UTFE: r
Default settings ‘
ok | Cancel ‘
] OpenIMS

page 28 of 42


https://doc.openims.com/beheer/installatie/transfer-agent

Do not take over lock: If checked, users are not allowed to edit documents that are already being edited by
someone else (checkout).

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

Application timeout: If office applications such as Word start slowly, this can be indicated here.
No already opened popup: Provides a notification if the document is already opened.

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

Force IP Type: This allows the IP protocol used to be fixed to 4 (IPv4) or 6 (IPv6) if required.

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

6.2.2 Proxy Settings Tab

Automatic: Specify whether the Transfer Agent can automatically  Configuration [OpenIMS TA 4.2.9.40] X

detect the proxy server and associated settings. . _
General  Promy settings l Debugglng]

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

Automatic:

v
Port: Specify the port of the proxy server to use. Address: |

|

|

|

-

Pt

Username: Enter the username to connect to the proxy server.

Usemarme:

Passward:

Password: Enter the password that allows the configured user to

connect to the proxy server. Basic authenlication:
Mo prosy for:

Basic authentication: Indicate whether this form of
authentication should be used. (Note, the Transfer Agent does not
support NTLM authentication.)

No proxy for: Specify which IP addresses or domain names are
accessed without using the configured proxy server. Defaul settings

Default Settings: This resets the proxy settings to the Transfer
Agent defaults.

ak Cancel
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6.2.3 Debugging Tab Configuration [OpenlMS TA 4.2.9.40] e
P . G I P (] Debugging
Debug mode: Specify whether the Transfer-Agent should display enera | Pow seings

debug information while running.
Debugrmode: [

Debug log: Indicate to which file debug information is written by Debuglog: |
the Transfer-Agent. Proflemode: |~
(eg c:\OpenlIMS-debug.log) Profielog |
Profile mode: Specify whether the Transfer-Agent should collect Delay tter et

profile information at run time.

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

Delay after del: This is a debug mode to apply a delay to the
delete and edit command when using an OpenlMS download

folder. Default settings

Default Settings: This will fill in the default debugging settings for
the Transfer-Agent.

6.3 Using the Transfer Agent

ak. Cancel

6.3.1 Save to OpenIMS

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

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

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

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

6.3.2 Safety Mechanism

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

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

This message will only appear once. The user Confirm X
should select OK to ensure that no information is - _ -
lost and may continue working with the local file. '9' Local file has NOT been uploaded, local file will be used.
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6.3.3 Simultaneous changes

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

Confirm >

I.g.l This is currently edited by OSICT Beheerder (1) (since Fr, May 2%th 2026 15:37). Do you want to change it anyway?

oK Cancel

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

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

It is possible to configure the Transfer Agent to change this notification to just OK (see Do not take over
lock in the general tab settings) effectively choosing not to modify the file while it is opened by another user.

6.3.4 Frequently Asked Questions

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

What exactly does the Caching setting do?

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

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

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

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

Caching also has the effect of improving performance if files are accessed more than once a day.
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How does the Transfer Agent check if a file is properly stored in OpenIMS?

When the user is done with a file, the Transfer Agent does the following:

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

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

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

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

6.3.5 How does the Transfer Agent interact with Microsoft Word's AutoSave?

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

If something goes wrong in Word, Word uses the file that starts with ~ before the name, in the same folder
where the document is located. When you open the document again, Word will detect these temporary files
and offer the user certain recovery options. This works the same when the document is started by the
Transfer Agent.

Be noted that Caching must be turned on, because otherwise a successful save will save the crashed file
and remove the files from the temp folder to recover the crash.

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

To be able to use all functionality made available in the DMS, a user needs the OpenIMS Transfer Agent. In
some situations, for example from a computer not belonging to your company, it is not possible to install and

use this software.

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

in the background by the Transfer Agent.

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

situations.

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

functionality is therefore not available in this situation.

7.1 Download

If you want to edit a document, you need to select the option Published
version or Preview version in the document actions section. The
relevant document will be retrieved (downloaded). You can now edit the
document locally.

Note: If you close the browser, the changes made are not saved
automatically, you will first have to save the relevant document locally
(for example on your desktop or download folder) and then upload it
again in the DMS (see below)

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

7.2 Upload

When you finished editing, you can transfer the document back to the
DMS via the Upload new version function from the document actions
section. The new version of the document is then uploaded to the DMS
and the information in the column Last changed will be updated.

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

B Edit

@ View

A E-Mail

_‘!‘q Upload new version
(& Properties

= History

= View history

<7 Add as favorite

W View [ Edit annotations
oo Connected (1)

£\ Signal
% _Preview -
3 Copy Open link in new tab
[ Delete fil ~ Open link in new window
’? DEV Hu Cpen link in incognito window
/’ Lever ct
M Maak Pl Save link as...
Copy link address
Documer

Inspect
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8 OPENIMS OUTLOOK ADD-IN

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

ins bar.

8.1 Client specifications

An OpenIMS® user must have a Microsoft-supported version of Microsoft Outlook (Classic) on Microsoft
Windows. The OpenIMS® Transfer Agent also needs to be installed.

Note: Information about installation and configuration for current versions of the OpenlMS Transfer Agent,
Outlook integration, and required components is available for system administrators on our documentation

website: http://doc.openims.com.

8.2 Activate Client settings

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

be activated once per user.

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

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

3. Click on the left side on the text Update OpenlIMS transfer agent settings. Your settings are now

configured.

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

8.3 Registration e-mail

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

8.3.1  OpenIMS Outlook registration interface

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

Recently selected folders An employee can choose from the last 10 selected cases that have recently

been used (1) to store an e-mail message.

Search case Provides the option to search for a
project / case (2).

Generic DMS Provides access to the folder tree of the
Generic folder section within OpenlMS DMS (3).

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

Emails with attachments (selecting this option will
save the e-mail including attachment in OpenIMS);

Emails (and remove them Same as above,
additionally the e-mail is also deleted from MS Outlook;

1 OpenlMS Outlookplugin 4.29.72

Recently selected folders

X

Qutlook plugin nieuw (Algemeen\Projecten\Open|MS'\Outlook plugin nisuw)

1

=»>Zock dossier

> Generic DMS

Emails with attachments

2
3

User Manual OpenIMS® Document Management Server 9.0
© Copyright OpenSesame ICT B.V.
Confidential

Ok

Cancel

] OpenIMS

page 34 of 42


http://doc.openims.com/

Attachments Only the attachments are registered, the
plain text of the e-mail is not registered;

E-mails with attachments separately Both the e-mail
and the attachments will be saved separately. In the
DMS, both the e-mail and the attachments have a
functional link with each other. In addition, the
attachments can be checked and unchecked in the
dialog box. This prevents non-relevant attachments
(e.g. logos, etc.) from being registered:

It is also possible to rename the attachment. When an
attachment is selected, the name is shown in the
dialog where it can be edited.

8.3.2 Working with the Generic DMS button

After clicking Generic DMS, the general folder tree is
displayed. A user can now select the folder in which
the relevant e-mail message should be placed.

If the user chooses Refresh then the general folder
tree is reloaded. Back Returns to the start screen and
with OK the relevant e-mail is sent to the selected
DMS folder.

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

Optionally, the user may add a new folder to the DMS
using the New folder button.

8.3.3 Working with the button Search case
After choosing the Search case button the dialog
shown here is displayed. If you have previously visited
a certain case, the dialog will show it.

Search field You can also search for parts of the name
of a case here (1).

Search Start the search (2).
Back Back to the start screen (3).
Cancel Close the search screen (4).

At (5) you can still choose what should be saved. (the
same options as in section 8.3.1 are available here).

D OpenlMS Qutlookplugin 4.28.72

Bijlagen
Select all

[ Signature_-_o_eenvoud.ipg
Voorcalculatie 001992 pdf

27438-5#0fferte 1SO 14001-2015.pdf

Voorcalculatie 001992

Terug

Emails and attachments separate

a OpenlMS Qutlookplugin 4.29.81

Case  Generic DMS

OK

S Algemeen
Administratie SERVICES
- Administratie SOLUTIONS
- Algemene presentaties
Beleid en Processen
-CVe
- Declarabele uren
Documentatie
- Domeinen en Merknamen
- Franse vertalingsn
Fun
Handleidingen
-helpdesk files
-HRM
L1
- Lost+found
- Marketing
OpenlIMS CE
-OpenIMS idee
-Opleiding en cursus
Plannen en planning
- Prive
- Projecten

Refresh New folder

Emails with attachments

a OpenlMS Outlookplugin 4.29.81

Zoek dossier:

Back

Ok

Emails with attachments

Back

Cancel
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After starting the search, the interface looks like this:

Here you can click on the file name and choose Open
to view the folder tree, or perform a new search. You
can close the respective dialog by clicking Cancel.

] OpenIMS Outloakplugin 4.20.72

Zoek dossier.

‘Open Sezame

Search

OpenSesame CRM - OpenSesame CRM
OpenSesame ICT BY - OpenSesame ICT BV
OpenSesame ICT Services - Detacheringsdossier

SugarCRM Migratie OpenSesame ICT - SugartCRM Migratie OpenSesame ICT

Open

Back Cancel
Emails and attachments separate ~
[ Afbeeldingen uitsluiten  png, gif en jpg )
After the case has been loaded, you can navigate to the & openits outiookpiugin 42072 ®
folder in which you want to place the relevant e-mail. Cose  OpenSesame CRM - OpenSesame CRH
- OpenSesame CRM
OK To initiate the action. rveen
i . Communicatie
Back To search the list of cases again.
Refresh To get the folder tree again.
Refresh New folder Back Ok
Emails and attachments separate ~
[] Afbeeldingen uitsluiten { png, gif en jpg )
8.3.4 Registering received e-mails (using the ribbon)
Select the e-mail you want to register in the DMS. In Microsoft
Outlook choose the button Copy e-mail to DMS folder. After this, the =) |=;\l;| T
OpenIMS registration dialog is started and the e-mail is saved in the &) ||
DMS after the necessary choices. Goto Copye-mail  Show/
. . . . o DMS  to DMS folder Hide panel
After registering an e-mail in the DMS, the received e-mail is marked
with a Microsoft Outlook flag. Openlis
Search Current Mailbox & | Current Mailbox  ~ Q_Raply @(‘lReplyAll L:f,Furward
ma 14-2-2022 14:12
All - Unread By Date v T .
— Eric van Korven
4 Last Month
: ; DMS User Manual
Eric van Korven 1] To Steven de Jager
DMS User Manual 14.2-2022
Hyperlink: Purple Category ~
Naam: DMS User Manual
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8.3.5 Registering received e-mails (Using the Favorites Panel)

Select the e-mail you want to register and drag it to the relevant folder of the
relevant case. When you release the e-mail, the registration screen starts. The e-
mail will be copied to the selected folder in the DMS.

8.3.6 Registering sent e-mails

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

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

Post-registering a sent message
If you have chosen No, but still want to register the e-mail afterwards, you can
select the e-mail in sent items and click the Copy e-mail to DMS folder.

8.3.7 No connection to DMS server

OpenlMS o8

F ™ Dril&g

BB

- Algemeen

- Audits

- Projecten
Core

- 180

If no connection (working offline, working from home) with the relevant OpenIMS DMS Server can be made,

the plug-in will disable itself. To reactivate the plug-in, close Outlook and restart it.

8.4 Sending DMS documents (attachments) via Outlook

In addition to registering e-mail, it is also possible to send documents from OpenIMS DMS via a OpenIMS
DMS assistant. To use this facility Outlook must be started on the local PC of the user in question and the

OpenlIMS Outlook plug-in needs to be installed

Select the documents you want to send by checking them. If wanted, select multiple documents this way. In

the menu with actions for selected documents, choose Email via Outlook.

B-EE

Diocument Status Version Last changed ¥ Aszigned

1 hier 1 totaal, prshandieiding 9.0 (referentie tegen workfile DMS user manual) Gewijzigd 0.1

Select folder anual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020) Gewijzigd 0.12
Unselect all

™ Move

[ Copy

E] Shortcut

oo Connect

[iI] Delete

& Download

=) Print

‘= Report

=) Snapshot

Mar 18th 2022 10:51 Steven de Jager

Mar 18th 2022 10:39 Steven de Jager
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A new screen will open that shows the selected documents and provide various options. You may indicate
how Outlook should send the documents, as a physical attachment or as a hyperlink, edit or enter the
Subject and Choose OK to let Outlook generate an e-mail.

Send selected documents through e-mail

Email these documents
Subject | Documents from OpenlMS DMS
Method @ As attachments

O Direct hyparlink to latest version
O Hyperlink to DMS

Document Status  Version Date last changad Assigned
Hoofdfolder > Prive » Steven de Jager = Vertalen Gebruikershandleiding DMS =

¥ [ DMS User Manual 9.0 (gebaseerd op DMS gebruikershandleiding versie 9.0 4 2020).docx Gewijzigd 0.12 Mar 18th 2022 10:39 Steven de Jager

Remember selection O

Remark

@ Cancel

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

= Documenten uit OpenlMS DMS - Message (HTML)

Insert  Options  FormatText  Review  Help @ Tell mewhatyou want to do

L e li= szl e8 . |> Follow Up ~ =1 ey ¥ ]
o Calibri (Bo - A A|iE-E-e |53 Yo [UJ _.2 4 L (] & E‘J L
! High Importance
Paste B I u|%¥.A- E = = &= 5= Address Check  Aftach Signature Immersive | Insert files Add a Goto Getattachment  Show/
v Format Painter - T 7 Book Names File~ v  LowImportance Reader | usingDrive~ | meeting DMS  from DMS falder Hide panel
Clipboard [F Basic Text (] Mames Include Tags = Immersive Google Drive | Google Meet OpeniMs ~

G
Send

Subject | DogumEnten i OpeniMs DMS

DMS_User_ Manual_3.0_gebaseerd_op_DMS_gebruikershandleiding_versie 9.0 4 2020_.docx
Attached IMB 7

From here on you process the e-mail via Outlook. Registration of the sent message in OpenIMS DMS is also
a possibility.
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9 SPECIAL FUNCTIONALITY

9.1  Working with AutoCAD Xrefs

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

Ty

Fublished version (pdf)

To place an existing drawing as part of another drawing using the %, Preview version (pdf)

Xref manager, the user must use the hyperlink to the published or % Published srrinn fndh

concept version of the drawing. # Revoke  Open link in new tab

From within OpenlIMS, first select the source drawing that should L) Copy  Open ink in new window

be placed as Xref in another drawing, use the right mouse button @ Delete i gpen link in incognito window
in the Document Actions menu e figure below) and select the #. DEVH

published or concept version link you want to use and click the # leverc  Savelinkas..

Copy link address menu item. W MaakP  copy link address

Copy this hyperlink to the target drawing as file location, by

Inspect
pasting the copied hyperlink into the new drawing using the Xref Documey

manager via the Attach option.

Go to the target drawing (Acad), open the Xref manager and copy the hyperlink (right mouse button, Paste)
as file location (see below) and click Open.

OWHEH 2R 0 » ¥xex =EHK ||~ ot
%= VO%® e = _ —
y Select Reference File
Va Look in: | [ Deskiop v| @ @ @ X Views v Took ¥
._:) ] b
h MName Size e
G 1,;‘)' (E)My Documents
— Histary 4 My Computer
‘f' . My Network Places
@ _f 1202 juli demo
- |[C)autocad
EC} by Documents [Cconcepten
~ _‘_\'f\ |5 emailmarketing
o ;.»3 |Z)inhoud desktop
@ Favorites |[Z)openims handleiding
4 . |[Zhopenims pdf
) ﬂ/‘éﬁ |[Z)Unused Desktop Shortcuts
o ) viewlet demo's
FIP
= —
=
= CI B
A Desktop
Py —
\LT*I File name: ] E]
Buzzsaw Files of type: | Drawing (% dag) V
M Paste %
I [ -
£ >
Fierome: | /12160173367b50bde7Bb01551 abiBed H/crossealer_ds51.dwg | v [
Files of type: | Drawing [".dwa] "
[ %
®
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9.2 DMS Document hyperlinks in an e-mail

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

When the user hovers with the mouse pointer over a hyperlink of a relevant document to be sent by e-mail,
select it by pressing the right mouse button, choose Copy link address.

Hoofdfolder Prive | Steven de Jager | Vertalen Gebruikershandleiding DMS 8- 83
Document Status ersion Last changed » Assigned
ﬂ@) DMS gebruikershandleiding 9.0 (referentie tegen worldfile DMS user manual) Gewijzigd 0.1 Mar 18th 2022 10:51 Steven de Jager
m@) DMS User Manual 9.0 (gebaseerd op DMS§ pahriikarchandlaidinn varcia 0 0 A 3030) 4 Gewijzigd 0.12 Mar 18th 2022 10:39 Steven de Jager

Cpen link in new tab
Open link in new window

Cpen link in incognito window

Save link as...

Copy link address

Inspect

In Outlook open an e-mail to place the link in the message using the Paste option (or Ctrl+V) and, if wanted,
rename the link for showing a user-friendly name instead of the URL.

o? H I'f:) ~  DMS user manual - Message (HTML) O

File Message Insert  Options  Format Text  Review Developer  Help Q@ Tellme

Subject DMS user manual

Dear colleagues,

Here you will find the latest version of the DMS user manual:
- DMS User manual 9.0

With kind regards,

Steven de Jager
OpenSesame ICT BV
Consultant

Use this method also for copying hyperlinks to documents, drawings, etc. into Word, Excel, PowerPoint and
other applications.
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9.3 Working with bookmarks and hyperlinks in your browser

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

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

a= aog
- a- ao

Document Sialus Version Last changed * Assigned
m(é) DMS User Manual 9.0 (EN) Gewijzigd 0.12 Mar 18th 2022 13:22 Steven de Jager
Be DMS User Manual 9.0 (EN) Gewijzigd Mar 18th 2022 1322 Steven de Jager

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

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

9.4 Work utilizing containers

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

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

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

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

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

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

Note: while you are working on documents from the container, the Windows explorer may not be closed. If
you do so, OpenIMS assumes that you have finished editing the documents. Any changes are uploaded to
the DMS.
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9.5

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

To be able to send a document as an attachment (and you don't have the
Outlook plug-in) you need to extract the document from OpenIMS DMS
(download it to your local PC) and attach the document to an e-mail. If you
do have the plug-in, you can use the mail functionality as described in
chapter 8.4.

Select the documents you want to send and download the selected
documents to your local PC. You can choose the option Download from
the menu.

After you have chosen the download option, the current version of the
document will be downloaded to your local PC, in the directory
C:\IMSTRANS after which Windows Explorer will start automatically.
Create an e-mail and add the attachment, which results in the current
version of the document on your local PC will be attached to your e-mail.

NOTE: If you download one or more documents again from OpenIMS

DMS, the documents that are already in the IMSTRANS directory will be
deleted automatically.

9.6 MS Word to PDF document convertor

Sending documents as attachments in an e-mail

Document

1 here, 1 total

Select folder
Select files from folder and subfolders
Unselect all

% Move to here

[ Copy

(*) shortcut

]ﬁ[ Delete

=, Download
=) Print

‘= Report
=) Snapshot

&, E-mail via Outiook

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

DMS User Manual 9.0

Hoofdfolder Prive = Steven de Jager Vertalen Gebruikershandleiding DMS o- oo gy
(EN).docx
Document Status Versien Last changed v Assigned mEd't
i
Steven de iew
E®  DMS User Manual 9.0 (EN) Gewiizigd 0.13  Mar 18th 2022 13:25 D View
Jager £ E-Mail
® DMS gebruikershandleiding 9.0 (referentie tegen workfile DMS user Gewiziod 0.4 Mar 18t 2022 1051 Steven de X, Upload new version
= manual) g b ! ' " Jager (& Properties
== History

=  DMS_User_..

Index

1 PREFACE
1.1 Client

2 INTRODUCTION TO OPENIMS

21 Loghn
22 Langusge selecton

P e om o -

== View history
7.7 Add as favorite
W View / Edit annotations
£ signal
%, Preview versien
% Published version
¥ Revoke
(L) Copy
[il] Delete file
#, DEVHulp T_EO
f Lever commentaar
M Maak PDF

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

a few moments.

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

server).
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