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Desk Manual

Guana

Enterprise Content Management

Password ‘

Desk

Version: 2.07.19

Username l |

|| Keep me logged in

Language {a User Language i)

| Login |

iIDesk is the Document Viewing Tool for the iGuana Platform.

Guana

It is a web application build with Silverlight technology and can be accessed through
a web browser via http://<iGuana Path>/iDesk/

When you first navigate to the URL the login screen will appear and users with
accounts can login to the application.

|| Keep me logged in

(New)

The Keep me logged in option is to save your username and password so, that you
will not need to write your credentials every time you go to iDesk.

You can enter with other credentials or go again to the login page by using Switch
user from the Right menu of the Application.

Admin iGuana
User Options
About

iOffice.

Manuals b

Switch user

= OPFER

Logout
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‘Guana

Main Work Area

Main Work Area (Simple View)

Application Name

Desk“ ) . ‘ ’ 2 ./g ﬁ fE) d lpFE/E::'cur“éﬂt Search | Zeniou Louiza /4

(% Home . \{ Quick Search }—
1Guana

Enterprise Content Management

Toolbar buttons

Logged In User

Main Work Area

J

Figure 1— Main Work Area (Simple View)

After a successful login the user can navigate to the application using the features
tree on the left and top hand side to perform actions.
The above screen shows you the Main work Area in its initial stage.
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Main Work Area (Advanced View)

After you start working around (will show next how), the application also opens
helpful navigation panels to make easier access to your files, documents, and

Tools.
Images Toolbar ]

Desk d 94§ e3= D [Prile/Document Search= Admin iGuana £k
2| % File Tree R | 28/08/2015 x| x g
o | BB o B B I MAHE & /@ [ B Aot ssarch €KE 1 1dMPE
| 51 MYTREE - |~ 5
= || 4 @ oo1-Lourza (18/33) T Ll 3.
b Ik
i A Links (0)
= 4 BILLS (16/31) k ’,( CONTROLUNION FATURA Right
1= 2 21jn7jzn15 E4)) i INVOICE Tabs
| 18/08/2015 (R] 0
g File
| 18/08/2015 (R) |
Left " 18/08/2015 (R) Tree |5 oo, et cxtricustans
] 1 :;:LWIHUAI a-E
Tabs 14/01/2018 (R) |

© 18/08/2015 (8)
| 07/09/2015 (1)
| 22/10/2015 (2)

[ R rn——
| o e

| 22/10/2015 (2)
7 13/11/2015 (1)
© 02/12/2015 (3)
© 04/12/2015 (4)
" 14/12/2015 (1)

|
I
|
|
|

YUKJLMLOQ?-@

-
| AP DS T30 anasrch Tovaiee ninck sas eaton |

| 18/12/2015 (3)

I
[ |
oafors20ts (1) 111 , |

| 31/12/2015 (1) ‘

4 ' INVOICES WITH FORM (2/2) [ Search Resnlts Grid 1 | /

| [ File Search Results #1 /" - s
Drag 2 column header and drop it hers to group by that column

# ¥ File Number | File Name 7
® (125 oot [Loviza |
/[ Bottom Tab Panel ]
[ @ File Search Results #1 | JRelated Documents | JiLinked Documerfe T\

| gDocumentl [Eloocument Flow | ﬁBaokmarL] @ Document Versiol ‘ “T]pocument Note | oDocurnent Locatii |

Figure 2 Main Work Area (Advanced View)
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User Preferences

On the right top corner of the browser , click on the button icon to see the Options.

Desk ' Y= ' ‘ ' B :\ﬂ _:ﬂ [E] lpFiIe.-chcur'lent Search | Admin iGuana /%

@ Home & User Options

@) About

&% | ioffice.

€ | Manuals 3

Gu a n a & switch user

Enterprise Confent Management a' Logout

User OPtions [ Change Password of iGuana ]

a, User Options _—
H g a Change Password 2
| -
—>
- User Info 0ld Password : | |
Name: Admin New Password : | |
Surname: iGuana

Retype New Password : | |

- User Configuration I OK ‘ I Cancel ‘
Language IEninsh hd J
Default view
Image View : ISingIe Page - J preferences
Image View Method : IFit to page |
Search Method : IFiIe Search hd J
iDesk Startup Window : IHome - J

Note: Depending on your

- IMAP Credentials Exchange’s Setup, you may need
Username: email @Exchange-server. com| Exchange server to write your full email, or just
— credentials the login name
Passwﬂrd: SEIERRBNRRRERS

About

About iDesk £

Guana

Version : 2.08.03
Build : 20160422.01
Session : Q6B1YYY5_201605031155072401

Application’s About Section shows
information about the Application
EIJ o n and links you may visit.

v &

Copyright 2016 - iGuana iDM

Contact and Follow us
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iOffice Settings

& User Options
@ About . .
& Just Click here to Save iOffice
iDesk \ . joffice: Settings to integrate iGuana with
T € Manuals » the Microsoft Office programs.
& | Switch user
iOffice settings saved
| } Logout

Manuals

3: User Options

® About

5 | ioffice.

The manuals are
located in this
menu option!

iDesk Manuals

Switch user

7]
| iFlow 2
.2

Logout

Switch User

You can enter with other credentials or go again to the login page by using Switch
user from the Right menu of the Application.

Admin iGuana

&= User Options

@ About

BB | ioffice.

Manuals »

Q
a Switch user
]

Logout

Logout

You can logout from the Application by using this option.
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Guana

!

Navigation

Let’s have a closer look to the iDesk Features.

Toolbar Menu

In the picture below you can see an explanation of the Toolbar buttons.

Preregister
Documents

‘ 9 2 [iz] :ﬁ @ 1& ‘p File / Document Search

Figure 3 — Top Toolbar Menu

Search for Favorites iFlow (With Badge)

Files

showing # of Flows

Notifications

Note: In order for a user to access the above features they must be defined in
IManage Module from the Administrator.
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Search Tools &

The search Tool helps us find records through our Files or
Documents.

File is the metaphor used in the system to describe the entities

that the document belongs to. A file can be a customer, a

product, a patient, a company an employee etc.

These files are grouped together in File classes that have common characteristics.

Document class is as a grouping for documents that we want to have the same
indexes and treat them in a similar way, like Invoices, Receipts etc..

For example:

& Search |

File Class Example m By = ﬁ |
ﬂ Search | Document Search TDYsrersrmearan (CIWE Example ]

ll & - ﬁ BACKLOG - PATIENTS

File Search

-

BACKLOG - PATIENTS
Default Books - Default

Default ComingSoon

Movies - Default

PATIENTS

Click on the Search button from the Toolbar menu and you will see the Search

Screen. Document Search
B s . e

& search
) . | SQL Document
Search
Document Search

BACKLOG - PATIENTS i

BACKLOG - PATIENTS
Books - Default

ComingSoon
Movies - Default

Figure 4 — Search Tools

Review: V 1.0.1 iDesk Manual Page:10
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File Search &

By default, the File Search is a convenient way to start a search

Using the File Search, you can locate files by providing any of the related metadata.
Select the File class name you want to find documents.

Write criteria either by giving a File Number or File Name and click on Search.
Below in the grid you can see Files found.

DeSk | ' a Q 3 —_‘j 'fé) lpF e/ Document Search Admin iGuana
& search
B a.-9 Result limit;, 50

- File Search
Default 5
) - Search Limit:
File Number Contains = Can be
File Name - Filter Options: — - Order: configured in
() Contains (_) Ascending iManage.
() Exact () Descending
Cleal| (_) Starts With (#) <No Order=
(_) Ends With
gFile Search R lts #3 e >~

1 Number of results found ]

Drag a column header and drop it here to group by that o

# Y| File Number T File Name T

@ 0.0 oooos Backlog

13%) ooood Best Sellers .
. - File Names
@ 29 ooooz New Releases ehedionn

criteria

Figure 5 — File Search Screen
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Document Search

Click on the & Document Search button, to search through Documents in the
Specific File Class

Desk ] ' ‘ ] ' B ':g ":%\J lpFiIe,chcur“lent Search Admin iGuana /%
& search

Ra-= Result limit: 100

~ Document Search

Movies - Default A
File Number Contains A .
File keys
File Name Contains -
Security Role [all] -

Indexes keys
for Specific
Document
Class

SKU Exact - >
Flow Yalidation Exact A
Movie Name Exact A
Movie Year 2012 Exact w| 2
[ Search keyword / Clear cparch

|Document Search Results #2 € % {:I::nber of results found with Navigation } bl
Drag a column header and drop it here to group by th

[ | ¥|# Y| sku T Flow validation ' Movie Name WV Movie Year

] ' 1] 10001 Hobbit: An unexpected journey 2012

Hobbit: An unexpected journey 2012

b Add to Favorites (#) No of Images

Figure 6- Document Search

Flow icon on Results

On the Document Search Results, there is the iFlow icon. When is enabled it means
that there is a flow associated with this flow. You can click on it, and It will redirect
you the flow that is currently running.

| 'Document Search Results 100 (Load all results...) € »

Drag a column header and drop it here to group by that column

| ¢ = Y Flow | File Number ¢ INVOICENAME Y| INVOICEAMOUNT Y| NavisionID ¥ Document Type ¢
| @ 1[5 [Ea] second 800 ORIGINAL
«: 0 second 800 ORIGINAL

Review: V 1.0.1 iDesk Manual Page:12




Guana

Load all results, on Document Search
If the results are more than the Limit, you get a Load All results button on the Grid, so

you can see them all.
) Loads ALL ]
,/\

| Document Search Results #50 (Load all results...) 4 ¥

Drag a celumn header and drop it here to group by that column

B | % # Y| User Login Name \{ COMPANY_CODE2 Y WarehouseSQLCustom Y| Has

‘ R, Admin iGuana 001 ‘Warehouse 100
‘ 2| || Zeniou Louiza 001 ‘Warehouse 100
‘ 2 ||| Zeniou Louiza 001 Warehouse 100

Filtering on Grid (Persistent)

You can filter the restuls from the Filter icon that is next to each column. You can
make a selection from the List it gives you, or you can write a filter based on criteria.
If you write your filter, then the filtering is persistent. Which means that after you login
to iDesk, it keeps the same filtering.

MovieSearchID Select All ) Exact - 3
) 2
MovielD Exact - »
100
Movie Name Exact -
MovieCode Show rows with value that Exact | e

Is equal to

criteria

Write your filter ]

Is equal to ¥,

" Document Search Results
Filter Clear Filter

Drag a column header and drop

0| ¥ #¥ MovieCodeMovieID W | MovieSearchID Y | Movie Name Y Archive Date

@ 2] s54 Hobbit 0/03/2016

® 2] 100 obbit 09/05/2016

® 27 100 111 | Click to Show bbit 09/09/2016
filter options

@ 2/ 100 111 bbbit 0/03/2016

® 2 111 111 03/06/2016

Review: V 1.0.1 iDesk Manual Page:13
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SQL Advanced Document Search -

This is an advanced SQL search that builds search rules based on AND / OR
conditions, like the example below:

& Search
! WP |

Document Search

Movies - Default -
Add/Or g\
Laawer_ BT 0

)/ Movie Name ~ | Contains * | Hobbit ah | (&

Delete
V Clear Search
Index Criteria

|Document Search Results #5 € %

Drag a celumn header and drop it here to group by that column

M| ¥ # Y sku Y Flow validation \{ Movie Name W Movie Year
‘ 1| 10001 Hobbit: An unexpected journey 2012
‘ 1| 10001 Hobbit: An unexpected journey 2012
‘ 2 || 10003 Hobbit: The battle of the five armies 10
‘ 2| | 10002 Hobbit: The desoclation of Smaug 10
‘ 2|1 10001 OK Hobbit: An unexpected journey 10

Figure 7- Sql Advanced Search for Documents

Click on Search, to Find the results based on the Criteria you have built.

Export to Excel Button on Grids

You have the ability to export the Document Search results by selecting one or more
rows of the results and then right click on the grid

'Document Search Result I
K Delete (3) .
Drag a column header and dro Q X
Edit Indexes (65)
¥ | ¥ # Y| User Login a dd to Case (59) wses0
(] .
: o QueryString (134) (3
v @ 2 @
| 7 @ 20 @ Export Document (62) i Click on Export Button to
save to Excel. The number
| s @ 2] represents the rows selected.
| s @ 1]

You will be asked to save in a zip the pdf files.

Review: V 1.0.1 iDesk Manual Page:14
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Favorites ©

The Favorites function grants you quick access to documents
that have been added to your favorites.
After we searched for the Files or Documents we click on the

heart icon*® and this will be marked as favorite.

g File Search Results £3

Drag a column header and drop it here to group by that column

# Y| File Number ' File Name ¥

@ 00 oooos Backlog
@ 137 ooom Best Sellers
Hi‘ 25y ooooz New Releases

Add to Favorites

| Document Search Results 5 4 ¥

Drag a column header and drop it here to group by that column

[ | # ¥ sku Y Flow validation Y Movie Name W Movie Year T
Iil 1|2)|| 10001 Hobbit: An unexpected journey 2012
‘ 1| 10001 Hobbit: An unexpected journey 2012
‘ 2| | 10003 Hobbit: The battle of the five armies 10
‘ 2| 10002 Hobbit: The desolation of Smaug 10

|| 10001 QK Hobbit: An unexpected journey 10

Add to Favorites

Figure 8 — Add Favorites from Search results

After Adding a Favorite it will appear in your main screen now every time you open

idesk. Q/_]

Desk |~ 2935 (EH®

W Favorites
Ly LB File | Document | Case
# Y File Number Y File Name ¥  File Class
+ @@ 02 oooos Backlog Default
+ @ (235 oooo1 Best Sellers  Default

+ @ 24 ooooz Mew Releases Default

Figure 9 —Favorites added for easy access to files or Documents
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Working with Documents

Now that we know how to search and find files or documents,
and even how to mark them as favorites, let's see how we work
with documents.

Select on one of your favorites added, and click on the Documents icon. -

Desk & | a Q 3 -_{ 8 |p' e/ Document Search | Admin iGuana
W Favorites
QUG = Favorites ®
# | File Number Y File Name | File Class W —
+ @ 020 oooos Backlog Default
+ @@ 134 0o1 Best Sellers Default
2 o
© | Oodo2 Click to open Documents ]
|jFiIe Search Results #3 * 1

Or Search
Drag a column header and drop it here to group by that column

# Y File Number Y File Name 7
® 0.1 oooos Backlog

@ 237 oooot Best Sellers

® 25000z Mew Releases
Click to open Documents ]
|§ J

Figure 10- Documents
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You will see now that the Tree structure of the Selected File (i.e. 00001)
with its documents.

File logging shows
activities of file per user
File Logging

Drag a column header and drop it here to group by that column

J

File Tree Documents Logging Date ' | User Y Action Name Y | Fil

Desk a ' g E IpFiIe!E:-:cur“lent Search LShOWS LOg =4 15/03/2013 01:44 Admin (Allgeier) File View
? % File Tree \ v I u File Informatiol 1 15/03/2013 01:44 Admin (Allgeier) File View
:: vy \ N 15/03/2013 01:43 Admin (Allgeier) File View
é T Dynamic Tree M l} = || File Info 15/03/2013 01:43 Admin (Allgeier) File View
ik [# 00001-Best Selle /601) Default
g A Links (0)
% L '-_[j' Books (6/593) File Number * 00001
Q > &5 Alarm Manual 26) File Name * Best Sellers

HapOptimizer (3)

Programming Scala (226) P File

Seven Languages in Seven Weeks (2:_1 Documents Header Information

| Titanic (1)

' The Soprano State (1)
4 '-fj' Movies (5/8)

': Hobbit: An unexpected journey (2)

': Hobbit: The desolation of Smaug (2)

': Hobbit: The battle of the five armies (

': Hobbit: An unexpected journey (1)

': Hobbit: An unexpected journey (1)

4| [ »
| u File Search Results #3 | m

Figure 11 — Tree Documents Structure
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Popup Menus (Tree)

Popup Menus on Tree

If you right click on the Tree we have pop-up menus for easy access to various
commands, depending on the Tree-node you click.

Opens the Info Screen

Popup menu on File Name

@ File Information

®

~ File Info

::d Dynamic MLES = l? s l |- File Info — File Number: 0000001
F 00001-Best Sellers (11/601) i File Name:
lj ﬂ File Info
A Links (0)

Add to Basket Adds the file in Basket

4 ) Books (6/593)

| G5 Alarm Manual (26) Adds the file in Favorites ]

Add new Document
e Add a new document under this Tree
Node
Popup menu on Folder

Links (0)
fﬂ | Opens All documents below
agy B.D“l‘s r__fju View All Documents this Document category
| G5

. o) | view first I:E Page
| Xa

) P Can set a number to show only first
| Prog 3 Add new Document documents, for fastest access

. |
@ 2dd To Favorites
&

| KapOptimizer (3)

Review: V 1.0.1 iDesk Manual Page:18



Popup menu on Document

When your right click on the File Tree, or on the Document search results, you can see
various functionalities you can do for your documents.

Guana

You can either select a document from the Tree, or from the Search results. You can also
use the multiselect option from the File Tree.

[ With Original Document ]

o

Open in new tab (1)

O
3

Open (1)

Open Document (1)

@ Show Original Documents (1)

@ | Document Info

Print {3) 3
Remove from Favorites (1)

Hide Document (1)

Delete Document (1)

x

Iy  Send Document (1)

Upload new version (1)

Flow (2) »
e-Mail (1)

Motes (1)

Edit Indexes (1)

Add to Case (1)

Scan with Indexes (1]

Querystring (2) »

O Y5 s

Export Document (1)

. File Tree il
Ea @
S MYTR yltiselect - I? v
4 [ o01-LoUIZA edited (37/1: %
» A Links
4 L BILLS (63/92)
| 18-08-2015 (R)
»  18-08-2015 bistro 4
| 07-09-2015 louiza 2
| 22-10-2015 BLANK |
1 22-1N-2N15 Rl ANK 1 i

[ Without Original Document

[ ]| open (1)
[ ] open in new tab (1)

Open Document (1)

@/ Document Info
Reclassify (1)
|5 | Print Document(s) (1] 5 Print (2) »

g | Print Original (1) @  Add to Favorites (1)

pe!

a_ Add to Basket (1) Hide Document (1)

Delete Document (1)

E 3

Send Document (1)

En

Upload new version (1)
Flow (2) 3
e-Mail (1)

Motes (1)

Edit Indexes (1)

Add to Case (1)

Scan with Indexes (1]

Querystring (2) »

@ £ ese D

Export Document (1)

Note: Check next Page for Explanation of Each Menu Command

)

|50 | Print Document(s} (1)

dl | add to Basket (1)
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Guana

Command Description

1. Open 1. Open (as per Default Behavior in Document Class)

2. Openinnew Tab 2. Openin New Tab (as per Default Behavior in Document Class)

3. Open Document 3. Openin Viewer

4. Show Original Documents 4. Open Original

5. Document Info 5. Shows Logging Information of Document

6. Reclassify Document 6. Reclassifies Document to another Document Class

7. Print=> Print Documents/Print 7. Sends Document to Printer / Send to Printer the Original
Original/Add to Basket Document/ Sends to Basket for Updating

8. Add/Remove Favortes 8. Adds or Removes Document to Favorites.

9. Hide Document 9. Hides Document / Stays in Grid but in gray color

10. Delete Document 10. Deletes Document (sends to iManage for permanent deletion)

11. Send Document 11. Sends Document to Internal iGuana Users for Review

12. Upload new Verison 12. Allows you to upload a new Doc. as a New version of existing

13. Flow 13. Sends it to the iFlow for reviewing

14. e-Mail 14. Sends document to Email recipients

15. Notes 15. Adds/ Edit Notes

16. Edit Indexes 16. Allows you to edit the Indexes

17. Add to Case 17. Addsitinto a Case

18. Scan with Indexes 18. Allows you to scan / upload a New Doc with the same Indexes

19. Query string 19. Copies in clipboard the query string of selected document

20. Export Document 20. Allows you to download the Original Document

Review: V 1.0.1
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Pop Up Menu (Document Viewer)
You can right click on a specific Image to do specific functions as follows:

Hobbit: An unexpected journey X ‘

LU IT AR ;2 /@

[ Zooms out the Image

[ Sends Image for Updating

[ Sends Images for Updating

[ Saves a Bookmark of Image

nents ’ AlLinked Documents

€KEC 1 22D

a 8. Full text Search

Zooms the Image ]

2| | Zoom In \
. Magnifies the
i3 Zoom; Out selected spot in
Q Enable/Disable Magnify Cla: Image
& ' Add to Basket
4l Add selected Images to Basket
o Image Info
@ Image Logging j
1[,5 Rotate
— You can choose the color preference
i SCREs e from Images—> [Color | B&W] and
% Add Bookmark click on Set as Default to always see
B | 1mages (1) the desired color for the specific image

[ Images(2)» @ Color, 200 dpi, 1083Kb

@ BlackAndWhite, 200 dpi, 38K

Review: V 1.0.1
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Tab Windows

General

When we open a function in iDesk, like Search, Basket, File Tree etc.. several tabs
are opened that are related to those functions and the item we have opened.

k] —i

File / Left Tabs

Click or mouse over
opens Tab window

TJrie Notes |

Des’k “ ' a Q B -_‘1 'C=‘7 qr Q‘J LDF e/ Document Search

~ Seven Languages in Seven Weeks X

| Admin iGuana

PR DY LR P I

| KK 1 533533 D

N B

- File Info

Default

File Number *

File Name *

0ooo01

Best Sellers

| Document Infa |

Shows the Information about
the Selected File

‘_-e__a % File Tree aCase Tree | QFiIe MNotes | mFiIe Info

4 53 case 001 (2/7)
4 [§ oo1-LouIZA (2/7)
4 5 BILLS (2/7)
| 31/12/2015 (1)
' 18/08/2015 (&)

"L JFibe Motes = You can view , edit Notes
sl il ' regarding the File.
1
Created by Admin [Algeier] HedVies on D3/00/ 2013
This customer has discount
CajCase Tree v 0 Shows in a Tree diagram,
LTI 2 The Files/ and Documents below

F
4

each file that have been added
to a Case.

% File Tree * I
o ®
4 Dynamic Tree - l? -

A Links (0)
4 1 iFile Classes
/%) WHAREHOUSE A
5 MedView
4 5 Books (7/594)

2 XapOptimizer (3]

! Promrammina Seal

4 [J 00001-Best Sellers (12/602)

" G5 Alarm Manual (26)

Shows in a Tree diagram,

The Documents below each file.
The Tree hierarchy is designed in
iManage.

,gl:lomments | g/Document Location | " rBookmarks | @Document Flaws | @Document Notes QDomment \ersions |

ked Documents

BT
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Document / Right Tabs

Desk ) ' J 9 3 —_‘ﬂ e ..d Q‘J IpFiIe![:-:cument Search |

~ Seven Languages in Seven Weeks X |

Admin iGuana

LRkeIDAYE ,3/ 00 W@

| & Full text Search ‘

KK 162D

Shows general
Information of the
Document.

You can edit the index
values, if you are
authorized to do so.

| \_Document Info

< o

Movies - Default

SKU *
Flow Validation
Movie Name *

Movie Year *

—

Document Infao | )

iooo1
QK
Hobbit: An unexpected journey

i0

Shows the Versions
available and you can
view or download the
original document of
each version.

% File Tree | aCase Tree | EFile MNotes | g File Info

QDocument Versions

v 1

s

Drag a column header and drop it here to group by that column

# Date

101 21/07/2015 1.0
101 11/01/2016 2.0

% | Version

®

Shows helpful Notes, you
can add, edit delete.

Ubocument Notes
* %

Created by Admin (Allgeier) MedView on 15/03/2013

This document must be printed urgently!

bookmarked image.

Shows the iFlows [£)Document Flows

associated with this )

document ID Y| Name Y| Start | Deadline
Shows the bookmarks of . ¢Bookmarks v 3
images if any. You can

delete the bookmark or Description v

go directly to the \_,Y,;Jﬁ| 19/01/2016 10:38:36 |

Shows if there is any iFile
Location, and you can
edit the Indexes.

f&Domment Location

7

WHAREHOUSE A

Warehouse Number * 111

Shows the Original
Documents associated.
You can download and
review them.

g Documents

MName

Seven Languages in Seven Weeks.pdf |l

g Documents I “g/Document Location | " rBookmarks | EDocument Flows | QDocument Motes QDomment Wersions I

v

| ﬂFiIe Search Results £3 JReIated Documents | ﬂljnked Documents
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Linked Documents
To view / add Linked Documents do the following:

Open iDesk

Choose a Document to work with.
Click Below the Linked Documents Tab, to see the Grid of Linked Documents.

Deskd @04 @3 [® J [ P e search Admin iGuana
14 File Tree v 8| 21072015 x x
Py RS20 UDAHO ;R0 [Briwises | €K< : 5IND
& MYTREE |2
4 J 001 - LOULZA (8/13)
£ Links (0)
» iFile Classes
4 Y BILLS (6/17) “’8}3:*:?.,‘:“'
21/07/2015 (4)
27/10/2015 (R)
18/08/2015 (8)
07/09/2015 (1)
22/10/2015 (2)
22/10/2015 (2)
4 ) INVOICES WITH FORM (2/2)
28/08/2015 (1)
23/10/2015 (1)

|

ClFile Netes P File Info

Seript Table Data In SQL Server Mana

T)Document Flows ‘S]Document Notes  @Doaiment Versions | Doaument Info | 3

Uak New Document |,

A Documents | .gDocument Location | rBookmarks

(i Search Results 21 JRelated Documentd | Jlinked Documents

% 100% ~

To add a new, click on the Link New Document Button, and you will see a Popup.

In that Popup you can drag and Drop Documents choosing either from the Tree, or
From search Results.
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Drag and Drop From Tree

Desk B @829 B qdd [Prieseorn |
¥ FieTree

|

®

]2
Y]

o
¥ MYTREE
4 [J 001 - LOUIZA (8/19)
£ Links (0)
» W iFile Classes.
4 LyBILS (6/17)
| 21/07/2015(4)
1 27/10/2015 (R)

| Prile info

“CFile Netes

@)

LT —
AR NDRBIC R (B ]

1 22/10/2015 (2)
4 " INVOICES WITH FORM (2/2)
1 28/08/2015 (1)

1 23/10/2015 (1)

> m‘m:wlo’lng

Drag & Drop...

| D File Search Resuits 1 Related Documents | Stinked g

Drag and Drop From Search Results

iDe;I;

08 29D [B® .y [Priesech

vol

¥ MYTREE

4 [J 001 - LOUIZA (8/19)
£ Links (0)
¥ JiFile Classes
4 LyBIus (6/17)
| 21/07/2015 (4)
! 27/10/2015 (R)
| 18/08/2015 (8)

- XJFile Notes = JFile info

-
9

Secunty Role
INVOICE AMOUNT
INVOICE NAME

| 07/09/2015 (1)

- 22/10/2015(2)
| 22/10/2015(2)

4 | INVOICES WITH FORM (2/2)
| 28/08/2015 (1)
1 23/10/2015 (1)

R 1 10 tattoo 17
B WY 13 e
N K200
N Qo
B @ i3

i ‘ TS

13

B YV # Y/ INVOICE_AMOUNT V' INVOICE_NAME ¥ Document 1D 'V

#iOrag & Drop Documents L

=] Document:21/07/2015

Drag & Drop...

——
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Save the Related Documents,, you can Add Description if you wish, just edit
directly in the Grid.

] aDmg & Drop Documents |El“ N

Document: 21/07/2015
"1 Save Related Documents Fiﬂﬂ N

1 | o7/09/2015

1 | 21/07/2015

And then when you go again to the Linked Documents Grid, you can see them there.

You can view the Document, change description, or unlink it.

jl_l'nl:ed Documents
e

# Document Y | Description

©] |1 | 07/09/2015  Test

& ) 1 | 21/07/2015
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Basket 4§

The basket function lets you access items (images or documents)
that you added to the basket for functions such as Reclassifying,
Versioning, and Managing Images of a Document.

Click on the Basket icon a from the Toolbar Menu to see the
Basket Screen.

Empty Basket

>
5
<3
¥
€

Q 3 '-?f = |P' e/ Document Search
Basket v 1 || % Home
g
¥y 3
[‘jlndex
Reclassify
* Update
5 Image Basket

| 'TFite notes | [ File mnfo |

Basket with Added Activities

Q Basket * I
¥y )
g Index
it B Redlassify Added Document for Reclassify action ]
eclassi
&+ 18/12/2015
* g [ Added Document for Versioning ]
A Update

@ oa/12/2005—

4 g Image Basket (1)
4 [§ Louiza (001 - Default) (1) Added Images for creating a new ]
| 04/01/2016 (1) Document (Virtual)

Figure 13 Basket
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Add To Basket

As we ‘ve seen in the previous section (working with popups) we can right click on

each of our items and add it to the basket with the Basket icon
are keeping a copy of this items, ready for action like printing.

a. By this action we

| 0000001 Apple MacBook Pro (0/0) [
"1 0000001 Apple Mai[_| | Open in new tab

| 0000001 Apple Ma( .
@/ Document Info

Show Original Documents

a Add to Basket

Figure 14- Add to Basket

Preview Basket

Now that we have added items to basket if we click on the Basket icon from the
Toolbar menu, we can see the items added in the following hierarchy:

File > Documents Basket Right Tabs

Page Navigation

Desk R ' e a = e |}3 ! Search | Admin iGuana
g JlBasket > 0 || §os/01/2018 X | ¥ 18/08/2015 X | @ 04/12/2015 x| x Virtual Document . R
B Bl s IRFEIR @ K€ 1 12|08 <
P Index BILLS - Default -

4 Reclassify

Thank you for purhasing e Upgrade Fom KODAK, Gagture Softaars v.x 1o
KDDAK Captme D somware fof Group DX ACamens (1 yr)

ﬂ File Info ‘ aCase Tree | QFile Motes

File Number =
“‘18;12'{2015 This pgrade b for Ihe exsing Gaphae Sofhwarc insiakation with Serial e Humber “
e 10310284 .
@ update S — Securiy Role pudlc .
@ 0a/12/2015 Dusing insslton of KCOAK Caplur Pro Scfware you wh b asked t enter LIST OF VALUES Add New... -
P s carea cooe
4 [ 1mage Basket (2) INVOICE NAME *
4 [P Loutza (001 - Default) (2) INVOICE AMOUNT * -
18/08/2015 (1) INVOICE DATE *# de/MMfyyyy ]

04/01/2016
¥  Delete Document from Basket

a4 C

Document Tree

Pop up
Menu 4 New Document

| Image 101

Tip: Double-Click thumbnail to see Full Image

gBasket | " File Tree

‘ u File Search Results #1

Basket Menu options

If you are in a multi thumbnails view you can see the following options in Basket
Menu.
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In a Multible Image view, the Basket menu has different options:

‘ Opened Window Tabs

i 04/01/2016 X | 1§ 18/08/2015

LI SE @

g3

@ 04/12/2015 x|

i€ €

1 /19 N

Rotates
selected

Prints
Image

[0 | single Imag

@ 2 Thumbnails (Key
B 4 Thumbnails (Key
B & Thumbnails (Key
BE 16 Thumbnails  (Keyl
B 32 Thumbnails  (Key:
A Taanls o

Figure 15 — Basket Menu Options

Downloads
Original
Document

Navigation
bar

In a single Image view, the Basket menu has different options:

Zoom in/out Thumbnails Fit width / Helght}otates Image

04/01/7016 X

Q 04/12/2015 X |

Emails the Document

i< €

Image Information / Page/Doc

Image Info
Image Infa | page info | pocinfo | oca
e LN
Image PID: ‘52 | \51
Image Size: _57 Kb ] _10908

Image Dimentions: | 1260 x 1750 | | 1260 x 1750

( Copy/Save Part of page

1 /19 A

Sold Te

Bands Bovey

414 ey Ao

sk Pors L S0004 1011
(%]

J

{rninemgs Nogmdngr WA

B

N
| ———\_

Mark the Area of
Image by dragging
your mouse

-

Figure 16- Basket Menu Options (Single Image)

=

Click on Save
to save on the

PC. E
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Print in Basket Viewer

You can Print Documents in new Page when printing multiple documents.
Once you click on Print, having Images from Various Documents, you have some
extra Print Options, that allows you to Print in New Page , so you can have
separation between the Documents.

B Basket * 0 || § Basket X x
¥ Bl lTRR /@ K<€ 1 /33
Reclassify
* Update T ufivoo) TAr gl Suyamoo s
] g Image Basket (3) ®cyta

4 [J 001-LOUIZA edited (001 - Defau
' 31/05/2016 (1)
| 03/06/2016 (1)

] D Documents (1)
| 02-02-2016 CYTA (1) PN e

| Print =
Print Options

=) All

() Selected Pages

| Custom Range | |

| Print each Document in new Page

l Print “ Cancel I
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Viewing Images

You can view the images simply by selecting the document you
are interested in from the Tree Structure pane. The images are
then displayed in the right hand pane.

The images can be zoomed in, printed, added to the basket for
further actions at a later stage (clicking once on an image

Guana

selects that image) , such as printing or selected individually by double clicking the

image for single image viewing.

for text

p
Manages Blank } Add to Case
Pages

18-08-2015 23

Searches through
the OCR document

Page Navigation

Lol IR AN 2 40@ 8. [ BOoRsearch

Show/Hide Blank Pages

€K <€ 1 69 D

& Set As Blank
x UnBlank
Desk d O 4§ 225 [E] Fil= / DocumenE S earehim | Admin iGuana
E % File Tree v R 18-08-2015 bistro 48 x| X | Document Info v a
AR Brdye g 58 [ K€€ 1 12 AP0
é ¥ MYTREE g | S [ [+ BILLS - Default
w|| 4 @ 001-LOUIZA (15/34) - == - B == B
ﬁ A Links (0) : H =. File Number * 001
3 4B (17/32) File Name * LouIzA
% »  21-07-2015 (4) L = - LIST OF VALUES CASH
£ 18-08-2015 (R) = INVOICE NAME * bistro 48
g 18-08-2015 (R) INVOICE AMOUNT * 10.00
Q 18-08-2015 (R) ) INVOICE DATE * yyy
5 01-01-0001 323 (R) -
E 18-08-2015 bistro 48 (8) £
= 07-09-2015 louiza 2.7.03 — £
22-10-2015 BLANK (2) £
22-10-2015 BLANK 2 (2)
13-11-2015 HEPFUND (1] -
4 o » | 1 »
[JFile Search Results #1 2
Drag a column headar and drop it here to group by that column
# Y| File Number | File Name ¥
® 2055 o001 Louiza

Figure 17 — Image Viewing
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Print in Document Viewer
Click on the Print Button from the Menu and choose from the Print Dialog the desired
options

ﬁiﬁii&jdgg@q%éﬁ;ﬂﬁg@
| fint

Print 23

~ Print Options

Choose Printer ]

[ HP LaserJet Professional CM1410 Series PCL 6
] send Direct to the Printer If Checked ON Sends Directly ]

(::} All L T Printer
() all + Blank
() Selected Pages
() Custom Range | ‘
Print each Document in new Page Choose pages to print

l Print H Cancel I
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Annotations

Annotations can be accessed in the single image view mode. They are a useful
tool for adding notes, stamps or free text to any image.

The annotations have two groups: Personal, where only the user who added the
annotations can view them and Global where the annotations are viewable by
anyone.

To access the annotations functions just click on the red pin and select to show
Personal or Global annotations.

Annotations

| 0000001 Apple MacBook Pro 3 ‘

AP HIRASEE ,X|#] 5 [ B ok search

‘ ‘ﬂ Hide Personal Annotations |

,% Show Global Annotations

Annotations Men: ice Receip
O Invoice Receipt

Do Not Pay Order Number:
W268311671
Order Date:
Oct 22, 2010

sold To: Ship To:

Randal Birkey Tah'l“::;cal:::l(rel‘;r

635 Home Ave. Ste 4000

Oak Park IL 60304-1011 Chicago IL 60606-2828

Rectangle us us

Customer Number: 900

Ellipse Right Click gives you Properties to \

Ordler. Dtalis Modify the Annotation ’
X
A Product Name Properties =
RFB MBP 13.3/2. Headertonttretch Normal e $1,
Serial No.; (73 HeaderFontStyle Normal
) HeaderFon{Weight Normal
[ Note ]\ ?J j Text Pointer ] HeaderForeground #FFO00000 [ | 51,
s HeaderOffset 0.0 $1,
R Hyperlink
E APPROVED =. M.
@ IsHeaderVisible True
4 IsVisible True
$1,275.20 charged to Rect -170.155075073242,320.656%
For a total of $1,275.2 L (approved -~
o
Additional Informa

[ Delete Selected Annotation ] Invoice Number Invoice Date Terms Ship Date
9854894168 Oct 22, 2010 Credit Card Oct 22, 2010

This order is subject to Apple's Sales and Refunds Policies.
“ ’m http:/ /store.apple.com/Catalog/US/Images/salespalicies.htm|
[J—
5

Tip: To add an annotation, just select the annotation from the left ]

menu then move the mouse over the picture to draw the shape.

Figure 18- Annotations

dfs -Pdf Original Viewer: Button to open document in new window OK
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Viewer and PDF viewer

If a Document has an original Document, then you can have two different views:

Converted Document and Original Viewer.

And you can swap between the two with the button as shows in picture below:
12-2016 x
h_i o] £ i1 "! S;it:l: I;::twe-en 6ﬁ;inai ar?d E;nverted Document l_

Converted Document Viewer
DESk “ | ' a Q B -_{'- -’_’] 'c=_) I‘DF e/Document Search

© 02-02-2016 CYTA 2 x|

CRCEIORCIHEEY. Yo ISPy P

Mpfyopn Minpuwpf Aoyaplaauiw

'®cyta

Aot Medarem,

‘ase Tree | % File Tree | TFile Motes

& emazaoopn

Original Viewer
DESk “ | ' J 9 B :{'- -’_’] 'c=_) I‘DF e/ Document Search

o 29-06-2016 IiCEns
- L ]
y = . ¥ . —
= |8l B2 :H{ o *Y L gﬁl Switch Between Original and Converted Document
i)
=
! Clinigues universitairsas de Bruxelas Cot 'Ial'lde
d Raute d2 Lennll SoB il
o O-1070 Brusslles s dorness
: Psrsonne da
— Senvice | DI
e it Tol Commences T ¢S5 e it
- %10’.‘INER;FU'\;¢3|‘:‘A=_W - ;l'iFacl.ms 3 ﬁ ':;:;E; T&lEchzns
-3 an Rl A8 ) Musmidrs fourr
= LIVRAIZON - RECERTION ; .
.g QUAI MARCHANDISES Wos deqnées -
a1 LIMIIL mAD Parznnne de
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External Viewer

For PDFs ony, you can also click on the button Open in External Viewer and you
can work with your document as if you opened it from your Machine’s Default PDF

program.

w9 Cc |4+ & 1 /o

pen in external viewer |

Ve taipo Nawirn Spa - whiw Renarsence

Fuil By imsage 6 Arrmde & Bepacio Manod (28,007

3 by o M
Kooy Mpsadnon 15 4 FTR—_

. v Max
Moo e vo Mepedvrpa Cathe Eye om0 wife Renaiance 52 A

I Eretxsla Kounoaod
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Preregister Document

Preregister Documents are the Documents that are registered to
the system as entity before the scanning takes place. It's like a
preparation of the Document, but since it is not scanned yet it
does not contain physical pages, thus does not contain
Images either.

View Preregister Documents

To access these documents, click on the Preregister Document button -~ from the
Toolbar menu.

Document Preregistration

Add —
# Document Class

= |14y BlLs
Drag a column headar and drop it here to group by that column

W | Preregistration Code Preregistration Date

® s 01/02/2016

Figure 19- Preregistered Documents Grid

Add Preregister Document

Preregister Document %ocument Class ]
BILLS - Default -

Choose File

File Number * |001-LOUIZA & B Name
Remarks This is a preregister Document (i-e Cﬁent)
Security Role * Public -
Fill LIST OF VALUES VISA -
Document’s INWVOICE NAME * Internset Cable

Indexes INVOICE AMOUNT = 45.00 H
INWOICE DATE * 21/01/2016 ]
Flow Mone

Figure 20- Preregistered Documents

Review: V 1.0.1 iDesk Manual Page:36



Guana

Scan to Preregister Documents

Once the Preregister Documents are prepared, they can be used when you use the
scan command from iDesk. So the empty template now will have an instance with
images.

Click on Scan from the Top menu, and then click on "% Scan to Preregister
Document.

DeSk a | . J Q—_‘j '(_-E_-j IPF e/ Document Search |

Document Preregistration Scan\Upload Document(s)
- H® Send to Preregister document
# Document Class Manual Indexation

BILLS - Default =
File Number * ey E_
Remarks

Security Role * Public -

<Select Value=

LIST OF VALUES

Then you will be asked to put the Preregistration Code, which is the Document
Number

Scan\Upload Document(s)

X .9 . 0333 8 N
Scan to Preregistered Document

BILLS - Default A

] ) Click to fill in the

Preregistration Code Preregistration Code

File Number * a e

Remarks

Security Role * Public

LIST OF WALUES <Select Value=

- Preregistration Cod (=[S ¢

00ooQoo0oss
Close
Write the Doc Number
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Then the Indexes are prefilled based on the Preregistration code, and after you put
the images, you can click on Save kdl and the Document will be saved.

Scan\Upload Document(s) 3
. . =
H¥® 3> 8 |(Dowa R HEELO] Ke 1 13N
Scan to agjstered Document |
BILLS - Default Indexes are filled based on
Preregistration Code.
Preregistration Code |01-01-0001 PREREGISTER BILL | - .
pityapn Manpapf Asyapiesades
File Number * |001—LDUIZA | &S n & cyta
Remarks
Security Role * Public -
LIST OF VALUES <Select Value= -
INVOICE MAME * PREREGISTER BILL L,;;:_‘ :E:;"
4 e s
INVOICE AMOUNT * 10,000.00 : TR ———
3 s Y
4 New Document
;Image 1

Images to be
saved

Select Scanner...
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ol @

Scan 2

The Scan is a module that is included in iDesk where you can
add documents by scanning them.

Click on the scan button Bfrom the Toolbar menu to access

the module.
[ Scan view Toolbar Menu ]
— =
%X %l 3 322 8 1 7
Manual Indexation
 Invoices Documents - women Clients 2|

4

Security Role: [ Read

= Invoice Date: [

% Preview Area

[5]8) (=]

Amount:

Closed:

®

Notes:

Customer Name:

e Invoice Number:

File:

BB

Document Tree Position:

Indexes

4 New Document

Empty

Image (s) List

Main Work Area

Figure 21- Scan View in iDesk
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Scan Toolbar Menu

Let’s have a closer look to the iDesk Scan Features.

Toolbar Menu

In the picture below you can see an explanation of the Toolbar buttons.

Manual
Indexation

Select Scanning
Device

Show Scanner
options

Scan to
Preregistered
Document

Figure 22 — Scanview Toolbar menu (scanning options)

( Fit width Rotates
Zoom in/out Thumbnails / Height Image Page Navigation
o [N -
- L  al o
IR EHELOW, K< 15 /19 M
Figure 23- Scanview Toolbar menu (Document Options) COIIJy/ Save Part of page
§ Basket
P Al IR IAR I
& Apple Store
Invoice Receipt
Do Not Pay
Mark the Area of
Image by dragging e
your mouse Randal Bkey

we.
Oak Park IL §0304-1011
us

‘ Customer Number: 900004 51

Click on Save to
save on the PC.
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Scanning a Document

To Scan a Document, first set up the Scanning Options by clicking the 23 scan
settings button and select the Scan Source from the window as shown below.

Sources:

HP LJ CM1410 Scan TWAIN 1.0 (32-32

USB PC Camera 1.0 (32-32)

WIA-HP LJ CM1410 MFP Series Scan 1.0 (32-3

Set Scanning Preferences and
click on Scan

Cancel |

Then Choose the Document Class for the given Document Classes. Automatically it
loads the indexes for each class in the Window.

Manual Indexation

[ Invoices Documents - Women Clients v |

PC Computers Documents - Women Clients

Books Documents - Women Clients

Invoices Documents - Women Clients

Select Document
Class

Then press on Scan 2 to Start Scanning directly from your scan source. You will
see that now the system starts scanning the Document you have in your scanner.

“Invoices Documents - Women Clients -

Security Role: [ Read

Invoice Date: [

Amount: ‘

Closed: =]

Scanning Document ]

Notes:

Customer Name:

Invoice Number: —

File:
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You can also upload ¥ a Document instead of Scanning, by pressing the Upload
button for the toolbar menu.

| . « Pictures » Public Pictures » Sample Pictures v | 9 | Search Sampie Pictures P

Organize +  New folder R T -
¢ Favorites Pictures library Rranoc i Foics
Arrange by: Folder
M Desktop Sample Pictures
J Downloads O s

5 Recent Places
¥ application_add.png

\ Documents
¥ application_enterpri...
Libraries ¥ application_server_.
% Documents ¥ businessman_add.p...
& Music ¥! cd_add.png
& Pictures ¥ certificate_add.png
& My Pictures ¥ chest_add.png

¥ clipboard_add.png
¥ code_addpng
¥ coffee_bean_add.png

). Public Pictures
). Sample Pictures
& My Music

J. Public Music ¥ coffee_bean_enterp.. 1

8§ videos ¥ component bluea..  10-
‘ i

File name: cd_add.png ~ |images -

Now you will see the Scanned (or Uploaded Document) in the Image preview Area.
You should fill the Indexes now, make any necessary changes on the Image, by
rotating it, cropping it etc.. and then click on Save to apply the changes.

b3

HX <lE 222 8 0 BAEALRA A

Ke 1 /124
Manual L ﬁ‘ *'LJ
dices Docurfents - Women Clients A 2N
24

Security Role: [ Read b

UNIVERSAL LIFE

Preview Image

Choose
Index

Method to
fill Indexes

Invoice Date: [ m
5

Amount: ‘

Closed: =

Notes:

nnnnn

-----

Customer Name:

Invoice Number:

Chooses/AddFile }

File:

Tree Position:

Choose Tree
=™ Position

4 New Document

A Image 1
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Indexing a Document
To Index a Document there are three ways:

| ]
= Preregister Document

« Manual Indexation
You fill the Indexes as you see them in the screen

Fill in the Indexes

[Invoices Documents - Women Clients s and click Save

Security Role: | Read |

Invoice Date: L}

Amount:

Search for File Add New File

Closed: =)
Notes:

Customer Name:

Invoice Number: Add New File 52

File Number: (R & ~Insert File
Tree Position:
Mumber: 0000099
Mame: Andreou Andreas |

Click on Save to finish.

 Send to User
You direct the Indexation ta another user ta do it by choose from the list of

users. Name ¥ | Aratname ¥ | eman ¥ -
(pwd 4gsolution) agsolution =
(pwd: Dyn4nicWerk5#) Dynamicworks
Admin Andreas
Admin MedView
Admin (Allgeier) Medview
Administrator ScanFactory
ALBRECHT Mathieu
Andreou Andreas
Ates @atn Choose User to Send
BARBOTTIN Kris
Beck athy to make the Indexing
BEERNAERT Feélix
Beerten Peter
BLANCKE Mathieu
BLOMME Zack
BOCKEY David
BOUCKELLIOEN

e Preregistered Document.

You can also complete indexation if you have previously created a
preregistered Document. You can select the Preregister Document when
you are in the Scan or Upload.

Note: For further details see under Preregister Document section.
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Multi Select Indexes

It is introduced a new Index type , the Multiselect Index.

You can have now under List index, or SQL Index, the Option to have Multiselect
Items when you have a list of values. Once this Property is correctly assigned in
iManage, you can have this feature in iDesk, like the picture below:

Warehouse: 2 Value(s) Selected -

Clear Selection

|+ ware house 200
|+ Warehouse 100

Review: V 1.0.1 iDesk Manual Page:44



Guana

Upload Document #

With Upload Document features you can add documents directly
from your computer to the iDesk.

Click on the upload button ¥ from Toolbar Menu. Then Click on
Browse button.

Upload Document(s)

[

BILLS - Default

File Number *
Remarks
Security Role *
LIST OF VALUES

INVOICE NAME *

Public

<Select Value=

s

- Insert File

| addNewFile | Add New File

&5

Default

File Number *

File Name *

ooz

Andreou And reas‘

(%]
|
Cancel

OK
INVOICE AMOUNT * :
INVOICE DATE * d/MM/yyyy =
iDesk b<
Search for File
Flow None i Default
File Number || | Contains A
File Name - Filter Options: — - Order:
- Documents i
(*) Contains () Ascending
Name Y| Path % | size ¥ | Progress () Exact (_) Descending
Drag 2 column header and drop it here to group by that column () Starts With () «MNo Order>
() Ends With

# Y| File Number 57| File Name ¥

® 3904 001

LOUIZA

Press Enter

-

oK Cancel

Figure 24- Upload Document

Choose from your computer the Document (s) you wish to Upload, and click open.

& » Libraries » Pictures » My Pictures < b9 [ Search py Pictures £
Organize ~  New folder £o : o B
¥ feodes Pictureslibrary , .1  Choose file to
I Desktop My Pictures
J+ Downloads = T Upload
% Recent Places

% Documents

7 Libraries
*» Documents
4 Music
£, Pictures
8§ videos

File name: Docl.docx

v |Documents X,

Review: V 1.0.1 iDesk Manual Page:45



Guana

You need now to fill in the Indexes in similar way we explained in this manual before,
and click save.

Upload Document(s) bt
a Save

BILLS - Default o . A

Choose Document

File Number * 001-LOUIZA | R G Class

Remarks

Security Role * Public -

LIST OF VALUES -

INVOICE NAME * Internet Cable

INVOICE AMOUNT = 50.00 =

INVOICE DATE * 01/02/2016 ] Fill Indexes

Flow None -

List of Uploaded

Documents Documents

Name | Path Y | size (| Progress

C:'\UsershLZeniou\Desktop ) |
CableNet_Augoustos_2015_01-056923.pdf 38k  Ind D
‘ 4 R Cablenet_Augoustos 2015 P \IMAGES_DOCS_FOR_TEST ndexing Done

Figure 25 — Filling Indexes of Upload Documents.

If you return now to iDesk and refresh your tree, you can see now the new
Documents uploaded.

Note: It will show the status converting until it finishes the conversion of the images of the
Document.

Indexing Multible Documents:

You can Browse and upload more than one documents at the same time. Just click
from the Docuemnts Grid below and do the correct indexing for each docuemnt

Upload Document(s) %
=

BILLS - Default -

File Mumber * 001-LOUIZA o,

Security Role * Public -

PAYMENT METHOD <5Select Value=

Remarks

test

test2

INVOICE NAME * INVOICE1

INVOICE AMOUNT = 200.00 [2 You can upload more than

INVOICE DATE dd/MM/yyyy E one Documents, Each File

Flow None - Uploaded will be treated as

a different Indexed
Document

Documents

Name Y| Path | size V| Progress g
C:\Users\LZeniou\Desktop

R 1sss.pdl \IMAGES_DOCS_FOR_TEST
C:\Users\LZeniou\Desktop
\IMAGES_DOCS_FOR_TEST

490 kB Indexing Done

1
¥ $ cableNet.pdf 38kB Indexing Done —‘

Review: V 1.0.1 iDesk Manual Page:46



Guana

Desk a ’ a 9 3 —_‘j = IPF e/Document Search

% File Tree v 1 || (% Home

vy ®

4 MYTREE M bt

! |2 Refresh Tree
4 [§ 001-LOUIZA (25/44) )

A Links (0)
4 "3 BILLS (24/42)

» | 21-07-2015 (4)
118-08-2015 (R)
118-08-2015 (R)
1 18-08-2015 (R)

Converting New Uploaded
Document

ﬂCase Tree | EFiIe Motes | ﬂFiIe Info

| 18-08-2015 bistro 48 (8)
01-01-0001 PREREGISTERBIu_(-R-)s/_

| D2-02-2016 CABLENET (R) Converting...
4 ') INVOICES WITH FORM (2/2)
» | 28-08-2015 SEPARA (1)

| 23-10-2015 tattoo (1)

Admin iGuana

Deskd @ 4§ - @34 © [PFie/Document Search

g |[E FileTree ~ B|| © 02022016 cABLENET X x [=]
HIraxi BEPROHITAFIQ A/ I@ @ KK  n> AP
| MvTREE - li . g
18-08-2015 (R} ///I:aH._EnE_!; i

H mus ) Oec

18-08-2015 bistro 45 (8) o
07-09-2015 louiza 2.7.02 (1) Refresh Tree o
22-10-2015 BLANK (2) AorapIATMOT

“UlFile Motes

22-10-2015 BLANK 2 (2)
13-11-2015 HEPFUND (1) —
02-12-2015 ZTVLL2B1 (3)
04-12-2015 TEAMVIEWER (3)
14-12-2015 VIVLIO (1)
18-12-2015 ZTVLL281 (3)

acase Tree

04-01-2016 last entered indexes (1)
31-12-2015 LOUIZA PRESET (1)
20-01-2016 TEST FOR BASKET (1)

27-01-2016 22a (1)
28-01-2016 PREREGISTERED (1)
29-01-2016 7657657 (5)

25-01°2018 iyu (1) Finished Conversion, Document
29-01-2016 TITANIC (1) .
29-01-2016 43242 (2) IS readV!
01-01-0001 PREREGISTER BILL (R) IAEMOY
1 02-02-2016 CABLENET (1) Abvouaroc 2015
oo e

| 28-08-2015 SEPARA (1)
23-10-2015 tattoo (1) -

| & pocumer | _gpocument Locs | - rBoskmar | FJpocument Flc| T]p ocument o | @0 ocument versi

| [@File Search Results #1 | JRelated Documents | JiLinked Documents

Figure 26- iDesk preview of Uploaded Documents
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!

Button Import & Send (email) Document

You have also the Option to save and send immediately to email recipient(s) a
document once it is uploaded.

Upload Document(s b3
. nt(s) Save and Send
General Documents -
Security Role * Public -
INVOICE MAME * Electricity Bill
INVOICE AMOUNT = 200.00 :
MavisionID =
Flow None =
~ Document(s)
Name Y| Path | size | Progress ¥
Cancel ] I Browse ]
e-Mail =8
_ Mail Tnfo Choose recepients -
. . Firsts Email =
From |zeniou@iguana-dms.com Af|G=iERE _\)Goe
Louiza
To |Izeniou@iguana-dms.com | “\ us
cc: | | Y us 3
@ u?
BCC: | (R = u8 |
Title | | [0 (pwd 4gsolution) agsolution
[T (pwd: DyndnicWorks#) Dynamicworks
Attachments I 04/10/2016 Electricity Bill 200 |‘ 0] Abagouy Abdelwahid asbagouy@iguan
Combine Attachments D Admin iGuana |zeniou@iguana-d
L @ Administrator ScanFactory
~ Body [ Aerts Frans faerts@iguana-dn
Hello this is an the document for.. [ serts Frans faerts@iguana-dn
Andreou Andreas aandreou@iguanz
O g
O Buys Stijn sbuys@iguana-dn
D Cremens Jean-Luc JLCremens@iguat
= et a i -
4] [ ] >
0K

Cancel ] l Send J
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Versioning

Version control lets you track your files over time. You can
manage your document review process by creating and
maintaining multiple versions of a document. Version control
allows you to find the differences and modifications between

files.

Guana

Upload new version (File Tree)

To version a file, go to your File tree and right click on a document and choose the
option Upload new version.

% File Tree
[T
=)

Ty Static Tree

//

4 D 0000005 - CLIENT A

b & Links (3)

4 [ Computer Sales 2 (33/31)

E
< |1

4 ) Laptops (33/31)

» 5] Apple-Mac (23/23)
4 ) TOfficeDocs (10/8)

0000005 (0) Converting...

0000005 (0) Converting...

000000514/06/2013 (1)
0000005 (0) Converting...
000000514/06/2013 (1)
000000525/06/2013 (1)

)

L Open your File Tree

Right Click on Document

0000005 (2)

(] Dpenmmn\‘
M.

@ | Document Info

Show Original Documents

Reclassify

4
«

=

x
1

F |
@

@ | e-Mail

Add to Basket
Add To Favorites
Hide Document
Send Document

Upload new version

-

to see popup menus

A

Choose Upload new

version

Figure 27- Versioning a Document

|

I

Once you send a document for versioning, it is saved in your basked. Open your
basket and you will see the document to be versioned under the category “Update”
as shown below.

S
g

Qa3 -

Fii
a

g Basket

T

'QFMa N ote: |

LS

T B File Infa

< Index
Reclassify
4 0000005 PC
4 § Update
@ 0000005
a Image Basket

Basket

B

Find the Document
under your basket

|

Figure 28- Basket- Documents for versioning
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Document Versions (Basket)

Guana

Select the ‘Document for versioning’ found under your Basket to load it, and it will
show you the Panel of Document Versions with the version actions you can do.

esk d @ 4§ e34 @ [fOFic/Document Search

Admin iGuana |

D
[g]|[ = etectricity x x [[@ocument versions ===
eV RO IHEEY. W P 1) KK < 1 12D 4 s 85
=Y * ||| orag a column header and drop it here to group || £
= :
; + |pate ¥ version 3
E 1 21/07/2015 1.0 &
ﬁf . ‘Z 11/01/2016 2.0 @
r Document Vetsions « ol
g VERSION 2 (Toolbar) s
L &
3 TEST FOR VERSIONING E
3 g
o E
£ g
% ﬁ
- 2|
E
Figure 29 — Document Versions
Upload New Version Scan Download Original View Document
Document (Selected from grid)
\
n

&Du%ent/m{/
23 T ="

Drag a column header and drop it here to group by that column

# Created \'d
2 | 13-06-2013 16:00:18
1] 15-10-2013 11:28:28

L)

This works only for document s that are of type of Document (pdf, word, etc..). Press

on the icon Upload @ and you choose a file to upload.

Organize ~ = e
Favorit =
g e Documents ... Arrange by:  Top results ~
I Desktop Search Results

4 Downloads Name

<» Recent Places
4 iDeskManual.docx

“ Documentl.docx

7 iguana Cover.docx

Mj DocumentIOFFICE.docx
% Docl.doex

-, Documents

[

- Libraries

.. Documents

4. Music

5, Pictures o iManageManual.docx

5 Videos ﬂj ibox.docx

%) Installation Setup Project for iGuana.docx
& Computer Search again in:

O RIRIE(E " Libraries & Computer |7 Custom...
«» Removable Disk (D:)
HP_RECOVERY (E: R

ot ® > < 1 3

v |Allfiles (*5) v

File name:
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Figure 30 — Versioning Document by Uploading a document of type pdf, word, etc..

Scan

The Scan option, has two sub menus:

FY 338

Drl 3 Appent/Delete Pages

& 3 Mew Scanned Document

e Append / Delete Pages (Modifies the Document by Adding, deleting images
from the Document

You can add images, or by Scan, or by
Uploading

Lowmippem [ |

—————
=] 2323 T L
Manual Indexation
Invoices Documents - Women Clients
Security Role: Read
Tree Position: I0fficeDocs
File: CLIENT A
Invoice Number: o
Customer Name: rwe
Notes: we__
Closed: v
Amount: 0.00
Invoice Date: 13/06/2013
User Permition: Everyone...
4 New Document
=] Image 1 N
Right Click to delete
image if vou wish

-

A Shows the current doc’s image(s) J

=] 33

Manual Indexation

Invoices Documents - Women Clients

Security Role:
Tree Position:
File:

Invoice Number:
Customer Name:
Notes:

Closed:

Amount:

Invoice Date:

User Permition:

Read >
10fficeDocs

CLIENT A

13/06/2013 a8

Everyore...

]

)

L

I
e+
e
®
e
=
-
s
¥

4 New Document

& Image 1

& Image
’ Addediimase

ﬁ 17

T

Figure 31- Scan (Append)
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¢ New Scanned Document.(Will scan a new Document, and save it as a new
version)

Invoice Date: 13/06/2013

New Document
(Empty)

Figure 32- Scan New

To finish the Versioning, you click on Save i button. Automatically the Document is
unlocked from the Basket and you can view it from the tree, in its latest version.

Download Original Document
This also has effect only to Documents that were created by pdf, word etc..

Select from the grid of previous versions, and then click on Download Original
Document, to show the specific document of the specific version, as itis init's
original form.

View Document
Select from the grid of previous versions, and then click on View Document, to show
the specific document of the specific version.
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IDesk has the Mailbox Module, where a user that is logged in,
can access his Outlook Malil, considering that his email address
Is configured correctly into iManage under users section and
IMAP settings under Applications.

To access Mailbox, open iDesk and click on the Mail icon. <

The Default view you can see is the MailBox.

MailBox

Guana

It has the same look and feel like outlook and you can easily add any Email with its
attachments directly into iGuana.

Desk @ 9 4§ @3 YEQE S [Pric/oocument search

» L Drafts (34)

» £ INBOX

» (0 Junk Email

» ™ Outbox

b (] Sent Items (1893)
4 'y Spam Mail

» () Approved Sender List (1)

Inbox
folders

4 o »
G vail
@]My Computer

JiMail ~(% || 6 MailBox | )pirectory Browser New Document .
- G Dz | Emails
Mail DFeg ¥ tolumn header and drop it here to group by that column
4 £ Mailbox - Izeniou@iguana-dms.com 4 | From ¥ subject V| Reced
» () Deleted Items (51) = — =
Stiin Gielen RE: iGuana Container 19/01/2016 08:49:40

Christos Stylianides RE: iGuana Container 15/01/2016 08:48:50

Christes Stylianides RE: iGuana Container 15/01/2016 08:42:19

RE: iGuana Container

Stijn Gielen <sgielen@iguana-dms.com>
13/01/2016 08:49:40
Christos Stylianides;
Leuiza Zeniou;Dionysios Dionysiou; Socrates Efstratiou;Wim Vanoeveren;

Errors Work Queue is empty. And also Errors is at 0.

Is it maybe an option to add in the blue bar, the name of the process that is shown below (where the fluorescent
marking is)?

You cannot see if bottom screen is changed when you select another task, when the bottom list is empty. It
looks like it did not load.

Also, what is the relation between the counters in the grid.

And the results in the grids below?

See screenshots below.

U Tasks

@ 2

Drag a column header and drop it here to group by that column

Process

| Task Name
i

Admin iGual
F1mport -
HxX i 232 |
BILLS - Default
File Number * &3

Security Role *
PAYMENT METHOD
Remarks

test

test2

INVOICE NAME *
INVOICE AMOUNT *

INVOICE DATE

New Document

Public

<Select Value>

ﬁlndexes

List of
images,

files to be
added

Mailbox

Main Work Area

Figure 33- Mail Work Area

Indexing

Note: If you change the structure of your Mailbox in Outlook, right click on inbox of
IDesk’s Mail, and click Refresh.
Only with the refresh, you can rebuilt the tree, otherwise the browser uses the

cached items.
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Import as Document Attachments

You can import an email from the Import Icon (upper right corner) all attachments
remain as attached document on the "iGuana" document to be created.

Like shown in picture below:

Fl Mew Document Primary Document J

(i 18882.html

# atlantic Pendant - May 2016.pd
# cable_Net.pdf Document’s
attachments

Desk @ 1982937 @@

| Aimail * WJ MailBox L‘jD\rectory Browser | ’ Import - Q
Mail Drag a ol RRE N and cropif el R AP ae ol amn R R s 302 - | I
= N N N . = anual I
£ Mailbox - |zeniou@iguana-dms.com £ | From T subject N| Received e -
PURCHASES
4 ) Deleted Items (140) - § . B
+ Marios Thyrotos  RE: Minutes of meeting of iGua 30/11/2016 13:15:24
(] o0xx
rQ + Marios Thyrotos RE: iGuana server requirement: 30/11/2016 13:07:02 = Security Role = Public -
» L yyyy
+ Task updated in iCare 30/11/2016 10:17:44 INVOICENAME *
» L] Drafts (47) #, e =
+ Louiza Zeniou two p 30/11/2016 08:47:35 = =
4|5 NBOX INVOICEAMOUNT 200.00
+ Marios Thyrotos RE: Minutes of meeting of iGuana i 30/11/2016 07:42:03 -
» (] DEMO-TASKS (1) NavisionID -
» L] Dio = ® Marios Thyrotos RE: Minutes of meeting of iGuana i 29/11/2016 13:40:43 Document Type * ORIGINAL .
+ Antonis Ioannou  Automatic reply: Minutes of meetir 29/11/2016 07:31:05
» [ FIDUCIANA (4) Fow — -
» (3 HEPFUND (4) + ﬁ Dionysios Dionysiou RE: iOffice with allowed duplicates 28/11/2016 21:54:45
b ) KENTRIKI (9) + Geert Dierickx RE: iOffice with allowed duplicates 28/11/2016 18:04:36 _
. M - - . e DR e Anleeinner e ne An
4 ] MANUALS RELATED
two pdfs \
» (0 ICAPTURE ) i . . f ™ 4 New Document
Louiza Zeniou <|Zeniou@iguana-dms.com> L»
» QipEsk 30/11/2016 08:47:35 @ 18882.html
b L IMANAGE Louiza Zeniou; . rtl 1 Atlantic Pendant - May 2016.pdf
) mpo
» [ OTHER (3) A Atlantic Pendant - May 2016.pdf (88.89 KB) #f Cable_Net.pdf (38 KB) #f Cable_et.pdf
» [ MASTERMIND (27) 4
b (] reconversion peter (2)
Louiza Zeniou
() SERVERS-DEMO (3
rQ @) Customer Service
» (] SUPPORT DONE (54) - Click to Import .
4 L > Guana Ltd s
e — Ezekia Papaioannou 23 B The Email
P 1075 Kicosia - Attached contents as iGuana Attachments
@i My Computer Cyprus ~|Select Scanner...
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Import as Converted Document

Up to now if you import an email from the Import Icon (upper right corner) all
attachments remain as attached document on the "iGuana" document to be created.

Like shown in picture below:

F Mew Document

i) 9072.html

Now the option to be converted is available

Mail -> open mail with attachment -> right on the attachment link -> option to Import
attachment and be converted

Desk R L eI3Y @ |P- Admin iGuana
Aimail + B || 6 MailBox | i Directory Browser | & import ~ q
Mail Drag 2 column header and drop it here ta group by that eolumn ¥ + 'i 3 @ |
= Epp— R =
&) Mailbox - Izeniou@iguana-dms.com § [ Feom Y subject Y reccived v e —
4 ) Deleted Items (163) N ) : 3 PURCHASES
G Marios Thyrotos  RE: Minutes of meeting of iGua 30/11/2016 13:15:24
L] 000
> + Marios Thyrotos RE: iGuana server requirement: 30/11/2016 13:07:02 - Security Role * Public =
r Qyvyy
X + Task updated in iCare 30/11/2016 10:17:44 INVOICENAME *
» ) Drafts (47) (« 8 8 e o
+ M Louiza Zeniou two pi 30/11/2016 08:47:35 = . =
/] :} INBOX INVOICEAMOUNT 200.00
+ Marios Thyrotos RE: Minutes of meeting of iGuana : 30/11/2016 07:42:03 s
b (3 DEMO-TASKS (1) NavisionID =
» @ bio = + Marios Thyrotos RE: Minutes of meeting of iGuana : 29/11/2016 13:40:43 Document Type * ORIGINAL .
. + Antonis Ioannou Automatic reply: Minutes of meetir 29/11/2016 07:31:05
» ) FIDUCIANA (4) i Flow None -
b ) HEPFUND () + [ Dionysios Dionysiou RE: iOffice with allowed duplicates 28/11/2016 21:54:49
» L KENTRIKI (9) + Geert Dierickx RE: iOffice with allowed duplicates 28/11/2016 18:04:36 .
B T [,
4 ] MANUALS RELATED
) two pdfs
» [ ICAPTURE i i o ‘ \ 4 New Document
i Louiza Zeniou <IZeniou@iguana-dms.com:= )
b LJIDESK 30/11/2016 08:47:35 i@ Atlantic Pendant - May 2016.pdf
» [ IMANAGE Louiza Zenjou: @ Cable_Net.pdf
& - Import -
» [ OTHER (3) df (88.89 KB} fDCable Net.pdf (38 KB)
» ) MASTERMIND (27) Y -
» ] reconversion peter (2} s Import Attachment
Louiza Zeniou =
] SERVERS-DEMO (3
b L ) Customer Service
» (] SUPPORT DONE (54) .
e The Imported attachment(s) of Email ,
] w » .
Ef:;f’,’a Ltd is added under the NEW Document
G il 1075 . . node.
-Right Click z
I vy computer : All Under the New Document will be
oy -Click on Import Attachment .
e T added in one merged document.
- This will import the Document to

be converted, united with multiple
pdfs if you want as one document.
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Directory Browser

Guana

The Second Tab from your Main Work area, is the Directory Browser. You can
choose a file from your Computer and upload images or files from there.

Files Under

Desk @ 98 = 3% aE & Pectocroriseon | folder

iMail v & |[ 6 Mailed ) Directory Browser | INew Document |

4 WMy Computer Name N ¥ Modified Vsize ¥
» @c:\ LOUIZA.docx 24/10/2014 15:36:22 634415
» @EN LeaveApplicationForm2.jpg 11/01/2016 11:52:14 381152
> @r\ L m.pdf 14/05/2015 15:23:54 | 380324
» @G\ LeaveApplicationForm.jpg
> @n iCaretzE.xlsx Double Click a file to be
» @m:\ .

added for Importing
» @e\
> @m\
» @v:\

VERSION 2

My Computer Drag a column header and drap 1t here to group by that column N

Company Name Here

Choose Postal Address Here
Folder

Leave Application Form

Employee Name ] Department:

D I Employ: Number:

Reason for Requested Leave:

Sick

Bereavement

Unpaid Leave
& wai Personal Leave

I My Computer . e ———

Security Role *

File Number *
INVOICE AMOUNT *

INVOICE NAME *

Flow

\New Document

Public

LeaveApplication

None

o LeaveApplicationForm.pdf

001-LOUIZA edited R

100.00 -5

Sn

First, you choose a Folder, from MyComputer,

Then you Choose the Document class from the Import Tab.

Double click on the Document(s) Under the Directory Browser

Fill in the Indexes, and click on Save.
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New Document

The Third Tab from your Main Work area, is the New Document. You can scan a
new document, or import from your hard Drive, and create a new Document.

Desk & [ "] ‘ e3% 3 =] Admin iGuana
|~ fimail ~ 1 || G MailBox ) Directory Brnws(‘ New Dm:um:h Fimport -

My Computer ®x

» W) My Computer anual Indexgk
WITH FORM - Default

Scan or Security Role = Public -
Upload File Number * &
INVOICE AMOUNT * :

INVOICE NAME *

Flow MNone -

New Document

£ v
I8 1y computer

[select Scanner...

The scanned or uploaded Document can now be indexed and saved as a new

Document.
Desk @4 3% 3B

File/ Document Search

| Fimail » 1§ || 6 MailBox ) Directory Browser New Document Hmport oy
My Computer EEEIH I_.Q G’l E L @232 - A
» W) My Computer o '
INVOICES WITH FORM - Default
VERSION 2
Security Role * Public
File Number * &3
INVOICE AMOUNT * =
INVOICE NAME * % Index ]
Flow None -
4 New Document
@ Image 1
List of
images or

P i
I8 My computer I

Fill in the Indexes, and click on Save.

\Select Scanner...
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Sending Documents

To Send a Document from your iDesk, go to your Documents tree and choose a

Document. Right click to get the popup menu, and choose send Document.

4 T Apple-Mac (5/4)
| 0000005 (1)
© 0000005 (0) []| openin new tab

| 0D0000504/06/201
Document Info

| 0000D0DS (0) Conve
| 0000005 (0) Conve

Show Original Documents
Reclassify
Add to Basket

Add To Favorites

Hide Document Click on Send
Send Document Document

Fi e

Figure 34- Choose a Document and click on Send Document.

Choose the users(s) and then Click on Send button.

Select User =
Name | Firstname ¢ Email -
Buys Styn sbuys@iguana-dn
Cremens Jean-Luc JLCremens@iguat
d4t4_mond14| data_mondial ChOOSC a USCI‘ to Send the
De Belder An adebelder@iguan Document to.
De Koster Willy wdekoster@iguan
Deforce Ramses rdeforce@iguana-
Desmet Francine fdesmet@allgeier| =
Dierickx Geert GDierickx@iguani

¥ Dionysiou Dionysios ddisnysiou@iguar

DKV Belgium (Pwd: ftp411si)
Efstratiou Socrates sefstratiou@iguar
Fiermans Loic Ifiermans@iguanz
fileminders. FM
Germany AC
Gielen Stijn sgielen®iguana-d
Goovaerts Leen LGoovaerts@igua ~

Figure 35- Sending Document
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e-Mail @
In iDesk, you can send Documents to Users using email.
Note: Make sure you enable Send

EMails option from iManage in
Group Security.

To Send Email by attaching Documents, just select the Document from your Tree
Documents, and right click to see the popup Menu. Then click on the e-Mail option.

4 | Laptops (6/5) Right click on a
4 ) Apple-Mac (6/5) Document from your

0000005 (1) Tree Documents to get
000000504/06,2( | W the popup Menu.
0000005 (0) Con
0000005 (0) Con
0000005 (1)

0000005 (0) Con Reclassify
Add to Basket

Document Info

Add To Favorites

E X

Hide Document

&F %!

Send Document

. B_r
e-Mail "7 Send Email ]

(S

Figure 36- Sending Email (From Documents Tree)

Another way of sending email is from your basket. In the Opened Document, click on
the Email button from the toolbar € .
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§ 0000005 X | | ;0000005 x| X
ﬁﬁ@in&@@@ﬂ ; [ﬁcFuﬂtefoearch e 1 /129

( e-Mail Document |
[ Send Email

Invoice Receipt

Do Not Pay Order Number:
W268311671

Order Date:

Figure 37- Sending Email (From Basket)

Once you click the e-mail option, then you can see the e-Mail form. Complete the
necessary fields and click on Send.

e-Mail P
~ Mail Info
. . ) From User
From: IZeniou@allgeier.com.cy L
To: |A.Andreas allgeier.be ‘
@allg Choose a User to Send To.
cc: I | Ce) Select User &
BCC: | ‘ n Name V| Firstname | Email -
. L] Buys Styn sbuys@iguana-dn
Title: | Please review | D Cremens Jean-Luc JLCremens@iguar
D d4t4_mond14l data_mondial
Attachements: 0000005 % [0 De Belder An adebelder@iguan] |
[Tl De Koster Willy wdekoster@iguan
Combine Attachments: [_| :
D Deforce Ramses rdeforce@iguana
Attached Document — 8
BOC'Y [ Desmet Francine fdesmet@allgeier| =
El Dierickx Geert GDierickx@iguang
Dear Andreas, Please review the Document Attached, Dionysiou Dionysios ddionysiou@iguar
D DKV Belgium (Pwd: ftpdiisi) —
|1 Efstratiou Socrates sefstratiou@iguar
A v frecklicxtiidere £ Fiermans Loic lfiermans@iguanz
|71 fileminders FM
D Germany AC
D Gielen Stijn sgielen@iguana-d
O] Goovaerts Leen LGoovaerts@igua =
J L ] | b
e —
When Finished,
click on Send

Figure 38 — Email Form
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Reclassify

Reclassify is the feature in iDesk that allows you to move a
Document from one Document class to another, and changing
the Indexes of that.

To be able to do that, just select the Document from your Tree
Documents, and right click to see the popup Menu. Then click
on Reclassify option. (

Right click on a

Document from your
Tree Documents to get
the popup Menu.

4 ] Laptops (6/5)
4 ] Apple-Mac (6/5)
| 0000005 (1)
00000050470 | Open in new tab
0000005 (0)
0000005 (0)
0000005 (1)
0000005 (0) Reclassify
Add to Basket

Document Info

Show Original Documents

Choose Reclassify ]

Add To Favorites

x 8 &

Hide Document

I3 send Document

@  e-mail

Figure 39- Reclassify

The Documents that are marked to be reclassified are shown in Basket.

.

- Basket shows Documents
g Basket 9
to be reclassified
PEd
<7 Index

4 Reclassify

+ 0000005 PC 8| unlock You can delete a Document from
&) 1mage Basket (0) - reclassified by unlocking it

Figure 40- Reclassify Items in Basket
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Document Reclassifier Toolbar.

Save
Document

Clears
Indexes

Add Selected Images to New
Document

|
#

N

Auto-Fill

Indexes

Desk a I ' v 9 2 [ J File Search } Admin (Allgeier) MedView
£ | §Basket Q|| 40000005 PC X X || |Document Classifie 1z
= S = [ F ~ [}
o ) ﬁ.@éﬂeg_tk< 1 /139 b 4 R z
r <7 Index : ’ 1 (| S
) - Invoices Documents - Women Clients hé J g
—| 4 Reclassify =
"
8 - Q
£ + 0000005 PC Security Role: | Read - ] é\?
4 &) 1mage Basket (0) Choose the NEW Invoice Date: . @
=
= Document Class = Z
e ] Amount: = £
r E
Closed: = 8
= a
el
Notes: %
2
Customer Name: D
Fill the Indexes or Tnveice Number: E
click on Auto-Fill File: R
Indexes Tree Position: R
uuuuuu
e - Document Tree
Select Document/Page for preview
4 New Document
Empty
% File Tree | [ Basket I
& Tree Documents |

Figure 41- Document Classifier Screen

To reclassify the Document, you need to :
e Choose the Document Class you wish to change to

e Complete the Indexes (manually or using “Auto-fill Indexes”)~4

e Click on button “Add Selected Images to New Document” "+
e Click on Save .

In that way you have reclassified your Document.
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Using the Reclassify feature we can reorder the images of an existing document, if
that document does not have an original document.

Note: Original Documents do not have the reclassify option available

We Add into the basket a document with the reclassify method as explained above.

You select the images you wish to recreated as new document, and click on Add

selected Images.

Below the Images are added in the Document Tree, and then you can Drag and
Drop to reorder them. Then Click save!

Ve

L\

Click on “Add
selected images...”

[Basket | % File Tree

Desk @& @ @IDY HE S [Prie/oowment seard Admin iGuana
| g || BBasket ~ 2 |[ 431052016 x| x [ Document Classifier Ery
| 7
|| e g eTyae 94 K< 1 n2¥ax [
|| 4 | Reclassify Movies - Defl, Add selected Image(s) to new Document -
E 4 31/05/2016
o
E @ Update Security Role * Public -
& & 1mage Basket (0) File Number = 001-LOUIZA edited L)
i
g MovielD RS )
£ MovieSearchlD 11 > AR
4 Document Movie Name a®
= to reclassifs
y Flow None -

Ll

Document Tree

4 New Documen t

Image 217
Image 218

Image 219

Select Images of Document
(Yellow border= selected)

Images are added ]

Document Tree

F] Mew Document

| Image 27
T Image 218

i | Image ==

Drag and Drop to
Reorder

| Image zz=
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By pressing the iFlow button ] on the toolbar menu, he can see

the iflow Module.

Work Area

4 [ murTIcHECK FLOW

4 fF Batch Separation
[) [30-10-2015 LEAVE FORM
» I Failsafe
» O History

» [ Canceled

Menu

Recipients
1

Question

Do you confirm each Document?

30-10-2015 LEAVE FORM 2.7.5(1)

Submit| |Go to Previous Question| |Go to Previous Step

Flow Details

Label MULTICHECK FLOW
Description: MULTICHECK FLOW
Start Date: 15/09/2016
Deadline: 22/09/2016

M DTEND * dd/mmfyyyy

CM NOTICE

INVOICE AMOUNT = 100.00

INVOICE NAME * LEAVE FORM 2.7.5
Documen it 1D 18

Has Original

iFlow History

Name ¥ Question ¥ answer Date

QjiFlow History | | Document search Results 743 & %

Figure 42 iFlow in iDesk

History

Question
‘ )RR IR @
Indexes
Document preview
L (if flow has documents)

Guana

You can Add
Document
from here

Documents
attached with
the iflow

As soon as a new document arrives, an iDesk user if he was assigned in the Groups
of iFlow , can see if he has something assigned to do
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Once a users is logged in to iDesk and he has pending iflows to review, he can see
the iflow icon with a small numbering.

Active iFlow Instance(s)

Click under the Active one of the iFlow instances to load it.

Then answer the question with the options predefined in iManage and press
submit to save the answer and continue with the flow.

Initialize =)
4 %] Flows

Flow
A ‘j Active

]

Question

{[£] myflow (3/20/2015 11:24:53 PM)
L AE——

& view
o Click here to load
3 Supervision iFlow

i) Yes

) Mo
Submit.

A Failsafe

Figure 43 Active flows

Authorize Leave ?
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Answering Question(s) of various types.

Confirm

Question

Approve ?

C.Dn'iirm_

Check (Yes/No)
Question
Authorize Leave ?
. Choose your
N;s answer and
press submit
Submit
List
Question

What is the Condition of the Scanned Document?

() Excellent Choose your
8 Smd answer and
oor press submit

Submit T

Text
Question
Please Write the Payment Method
- ( Write your
|V'Sa| answer and
- \\ press submit
Submit
Scan
Question
Scan The Document Again
Scan\Upload Document(s)
Scan | X <935 93023 1
[INVOICES - Default -
Document Class * 1=
Security Role * (Public v
Click Scan to Open e aB
the Scan / Upload e PSR )
Document Window e BT =
bocrvee AoEA =

1S APPROVED

New Document
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Desk f ' a e B _i' -‘_1 '-'.F=.\' |p: e/ Document Search
iFIow * I iFIow|
G & ¥ @@
4 [F] Flows Recipients Checkboxes Answers.
4 [ Active Admin iGuana | Andreou Andreas | Ze You can check on / off the
' answer and write a
4 MULTICHECK FLOW Question comment next to it.

4 [F Batch Separation

[15-09-2016 BILL] MULTIC

& Viewer
s Supervision
» aFaiISafe

4 \';_)j History

Do you confirm each Document?

|+ ELECTRICITY BILL  [0K
|| TELEPHOMNEBILL [0K
J OTHER EXPENSES ||
Submit, |Go to Previous Question

Go to Previous Step

Navigation Link on Document's Pages when index is Number of

Pages

When the flow has a multicheck type with Number of Pages as a Master
Index, then next to each checkbox, there is a number that is clickable and
can Navigate you to the Document Page that is linked to each number.

o

¢ PAGES
sration

i7] MULTICHECK PAGES (13

3

Recipients

Louiza | Admin iGuana | Andreou Andreas
Question

Do you confirm each Document?

Attached Document Viewer

PEHeAIDAIE ,lxd

Fpfyopn MAnpwp AoyapioepHm

Click to Navigate to each
page of the Document.

1 MW;

ODoooo

) to Previous Question| |Go to Pren

Submit
Flow Details

Label: MULTICHECK. PAGES

[
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History

In this way you continue answering the questions until the end of the flow. Then it

appears in history.

Figure 44 Viewing History

EIiFlmv v i @ iFlow |
Eyy @ ®
4 El Flows - Flow Details
E Active Label: myflow
& View Description: myflow
8 Supervision Start Date: 3/20/2015 11:45:55 PM
aFaiISafe Deadline:  3/21/2015 11:45:55 PM
4 @jHlstory - Attached Document Viewer
[E] myflow (3/20/2015 11:45:55 PM) B A eI mANE R4 L@ 1T Abe
]
[_l(nished iFlows. B
The color of the E T
last answer is -
saved so you can =
distinguish the e
answers. ——
|
iFlow History > 1
Name 'ﬁ' Question ? Answer'ﬁ' Date ?
allgeier allgeier Authorize Leave ? No 3/20/2015 11:46:30 PM

History Details
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Initialize Flow
An iflow can be started from Importer or it can be user initiated either from iCapture
or iDesk.

iDesk - iFlow Menu

From the iFlow menu in iDesk click on the button (e (Initialize flow)

iFIow
PG

[ Initialize Flow ]

Then you will see the list of the available iflows. You select the one you want
to run and click Ok.

Initialize Flow Py

Label ¥ | Description '

myflow  myflow

BPbloVERepeS :ll Select from the list ]

As soon as you press ok you can see it under the Active Flows and you
can start working with it.
Byy
A Flows
4 @ Active
1 Approve (3/31/2015 2:18:10 PM)
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Indexing in a flow

When Uploading a new Document, or Scanning a new Document from
iDesk, scroll down to the last Index, and you will see the Routing (iflow)

Index. From There, you can select which | flow you want to initiate as soon
as it is saved.

Scan\Upload Document(s)

B
£ y y [T +
HX <d : 93 2 | EREESIMEEICY K€ 1+ 13
INVOICES - Default
INVOICE NUMBER * = 1 &
= %‘ Company Name Here
INVOICE DESCRIPTION o Poetol ez Here
INVOICE DATE & i
1 || | Leave Application Form
DOCTYPE [ADEIA - ] Emaloyes Name [ Department:
ignati | Numizer:
IS APPROVED Reasanfor Renuested Leave!

IS REVIEW)

MNone

Approval Flow

Choose the Flow you
want to send it to.

Fl New Document

;.'Image 1

Approued:
Hekected

Impartant Comment s

Figure 45 Initializing iFlow from Indexes when scanning/uploading

Send to Flow

When you are in iDesk and you right click on the file tree, there is an option
to send a Document to a flow.

Desk & ' a Q 3 -_;’- |pF|{eSean:h ‘

£ % File Tree *
H I )
MEED - |-
4 [J 001 - Louiza (22/*"
- L| Open in new tab (1)
A Links (0)

4 5) INVOICES (2: /@ | Document Info

TIFile Notes

| 06/03/201! | | Show Original Documents (1)
| 06/03/201¢ M | Add to Basket (1)
| 06/03/201! @@ | Add To Favorites (1) Initialize Flow =
11/03/2018 | ige Document (1) | | Label 7| pescription ¥
11/03/201! 5 | Upload new version (1) / MyFlow | MyFlow I
| 11/03/201} Qi

Choose the Flow
11/03/20 .
| 13/03/201! you and click Ok.
| 13/03/201¢ éﬁ Edit Indexes (1)
| 18/03/201! i | Querystring (2) D

| ﬂ File Search Results 2 Q Export Decument (1)

oK
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Linked Documents

When you add a new Document in a flow, then all the documents are linked
together and are shown also in Linked Documents Tab.

INVOICEMAME * secor A Document(s) Y
INVOICEAMOUNT * 800.( ' 1] @
NavisionID W—— Drag a column headsr and drop it hers to graup by that column
Decument Type * ORIC Y # ¥ Flow | Name v
® 1 [(H1 02/12/2016 second 800
' 1iE Zl 02/12/2016 FURNITURE 800
4 »
4 Linked Documents 3
& L
E3 Document \ | Descripbion
& P 30/11/2016 second 800 Comman Flow
& B 1| ] 02/12/2016 FURNITURE 800 Common Flow
iFlow H\stor\ﬂ .éLinked Documents > Document Search Results #100 € » # Document(s) ‘ case

Copy Indexes of Master Document

When you add a new Document, it copies Indexes of Master Document when
adding a new Document. As you see below, the Indexes where filled
automatically once the Add button was clicked.

L
Scan\Upload Document(s) B9
® 353 I
PURCHASES -
Security Role * Public
INVOICENAME * OFFICE FURNITURE
INVOICEAMOUNT * 800.00 :
NavisionID
Document Type * ORIGINAL
R
Flow Mone - L4 .
d ®
M D Add new Document gropt hers to group by that column
=
Y # Y| Mow | Name v
New Document
® : [£)1 |02/12/2016 second 800

<15
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Full Screen Popup

On the Viewer of the Document, there is a new button now that you can click on it
and have a full screen of the Document.

~ Attached Document Viewer @

B2 ffd o+ 117> AN Modow i g @

02/12/2016 second 800 ’
AP ANE [ x4 1@ K¢ + n2 M

Company Name Here
Postal Address Here
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iBox +#

The iBox is a Program that communicates with iGuana
Applications with that you can send Documents from your PC
directly to iCapture.

Installation

To be able to use iBox, you need to install a simple setup

Program that will be provided to you by Allgeier.

After you finish with the iBox Setup, you also apply also some settings using iDesk.

Go to the iDesk Application, and right click on the Right Top Corner, the Allgeier icon.

Right Click here
Admin (Allgeier) MedView

& | User Options Select iOffice Option J

i) About
B8 | ioffice.

&) | iDesk Manuals »

:H- Logout

Then click on iOffice option to save necessary settings regarding the user login and
ICapture Web reference.

Accessing iBox

Go to the Windows Explorer to find the images/Documents you need to send to
iICapture for processing.
Right click on one or more of the Desired Documents from your pc.

And Click the ibox option.

E| application_sery e
Open
E| battery_add.png Edit
E| book blue_add.| Print
E| bookmark blue. Set as desktop background Select iBox Option from
| brickwall_add.pt + iBox - the Windows Commands
E| briefcase_add.p| Preview N\\
| bug_yellow_add Rotate clockwise
E| businessman_ad Rotate counterclockwise
E] cd_add.png Share with 4

Figure 46 iBox Windows command
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iBox screen

The iBox Screen is very simple and is similar to the one used in the iCapture when

you need to create a new batch.

Here you will apply your preferences like: Document Class to be archived, Users to
be able to be accessed, priority and also give a Description of the Batch. To finish

you click OK.

Click on Keep Original, if you
want to keep the files on your PC.
Or Uncheck it if you wish to be
deleted.

|

Description:
Document Class:
—Keep Original:
Priority:

Access:

Documents:

Save Settings:

Save the above preferences for
next time

Figure 47- iBox Screen

Invoices Documents 2

High

Give a Description (optional)

D —

Admin (Allgeier) MedView

X

Choose Document Class to
archive the documents

Choose Priority (High, Medium,
Low)

bookmark_blue_add.png
brickwall_add.png
briefcase_add.png

XXX

3 File(s) selected!

OK Cancel

Saves and Closes
iBox

users to give them access.

List of selected Documents. You
can also Drag and Drop more
files, or remove by clicking on

the X button.

Click here to add more groups or }
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iOffice ::

The iOffice is a Plugin created by Allgeier, that incorporates
iIGuana Options in to your Office Programs.(Word,
Excel,Outlook) , giving you the facility to manage your
documents easily .

Installation

To be able to use iOffice, you need to install a simple setup Program that will be
provided to you by Allgeier.

After you finish with the iOffice Setup, you also apply also some settings using iDesk.

Go to the iDesk Application, and right click on the Right Top Corner, the Allgeier icon.

Right Click here
Admin (Allgeier) MedView

& | User Opti . .
L_______| %[ Tser fetons Select iOffice Option
About

@

BB | ioffice.

£  iDesk Manuals »

:!- Logout

Then click on iOffice option to save necessary settings regarding the user login and
iDesk Web reference.

Accessing iOffice.

As we mentioned above, the iOffice incorporates an iGuana Plugin. That means that
when you open Word, Excel or Outlook, you will have a new tab named iGuana, with
various options.

To be able to access the iOffice Toolbox options, you also need to Import the
Licence.

Wiid &~ O iOffice iGuana
Home Insert Page Layout References Mailings Review View iGuana Tab

Activated!

Licence | [ Send to iCapture

] Multiple import of Document
Settings
l iOffice toolbox

Figure 48 iOffice iGuana Tab

Add Licence
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Using iOffice.

With the iOffice you can either Send your current document in iDesk by Clicking the
Import button.

Or you can send it as a Batch to iCapture by selecting the “send to iCapture”

|»"* £ Version  Activated!
Licence | [] send to iCaptuce

©) About | [ Multiple import of Doc Send current
Document for
batch processing

in iCapture

Settings

| Office

Send current
Document for
Indexing in

iDesk

Figure 49- iOfftce Toolbox

To import a Document to iDesk, click on Import » , and then login to iDesk,.

Guana

Office.

eeeeeee
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After a successful login, you can provide the Indexes for the current Document .

.‘ ] # Version Activated! Save Attachements

L Licence | [ send to icapture [[] attachements as new documents

buTel &) sbout | [ multiple import of Document Save also outlook format
iOffice Settings

Louiza Zeniou iGuana - Allgeier L
Andreas Andreou [=]

o | EMAILS - Default .% Select Docniment Class ]
ubject

this message.

Document Class: ‘ 4=
Security Role: | Public v
Tree Position: ‘Mystery | &

kﬂe Number: ‘Louw’za | a a_

ubject: ioffice

\\jender Email: [a@b.(cm

\ ender Name: chuwza Zeniou I 01' . Fill in the Indexes
Send To: Andreas Andreou I

Documents

Name ? Size ? Attachments ? Progress

I (,'3 20-06-2014_10_47_45_9.html 28 kB 3 Indexing Done

< /\ i

| Close after save | Cancel |

Attached document

Close after save (¥new)

Figure 50 -Import Document from iOffice

To send to iCapture click on “send to iCapture”.

It will show you the iBox Screen (check previous chapter for more iBox Detalils),
where you can send the current Document for processing and indexing through
iICapture.

Note: Attachments can be removed from archived mail by unchecking them from
the attachments list as the picture shown below.

Documents
Name W size ¥ Attachments | Progress
[= II l 0 27-06-2014_17_43_30_2.html 31 kB 5 Indexing...
Name Y size ¥
| 27-06-2014_17_43_30_2.msg 689 kB
|| image001.jpg 578 kB
|| image002.jpg 21 kB
] image003.jpg 21 kB
EI image004.jpg 21 kB

The Close after Save Checkbox, allows you to save a document, using all or partial
images from the Email, and the screen stays open, in order to rearchive the Images
as a different Document.
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iView -

The iView is the iGuana Application that shows a specific
document, using some parameters in the URL.

It can be used for External Applications, and it requires the
following parameters:

e Login authentication,
e Document Identification. (ID, or Indexes to search for).

Note: You can see the External Applications for further details on how to construct
the URL.

Parameters for Specific Document ]
iView URL
-\ : /
@ http://localhost:30378/iview.aspxfuser=allgeier&pwd=allgeier&DocumentlD=313 ,O -~ R O S : {§}
2 iview X
File Edit View Favorites Tools Help
7;5 Google uﬁ Outlook n fc Silverlight VirtualBox = | iManage ![ bankofcyprus @j Timesheets-accyprus Allgeier Intranet
iView Admin (Allgeier) MedView %
E 0000005 X | x Tz
S| YE @ BE €K< 1 1P| s
= @
E
= 3
| 8
Document in iView
1 1
Figure 51- iView, preview of a Document by sending parameters
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Reports =

Reports are online documents that a user can visualize data or
information according to the Company needs.

The Administrator of the iGuana system has to prepare the
reports through iManage and also give the permission to the
user groups, to enable users to view them.

To open the reports, click on the report icon < from the iDesk Toolbar menu.

You will see the grid with all the reports that are available for the users to view.

And just click on the view icon£], to preview each report.

Mﬂ V4w W | 2 File search |

- Reports

Name Y
ki @ BarCode Report
+ View Report |
[ BarCode Report — Bl X
‘ O O l‘ £ 1 of1 » }l |Expnrt to the selected format | Export ~
T ]
d ~
0123456789 0123456789
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External Applications¢

General

An iGuana Document, or Search Results of iGuana
Files/Documents, have a website link (URL). When a user clicks
on this link, iGuana will read this as an External Application.
An External Application can interact and launch one of the
IGuana Website Applications such as:

e |Desk
e View
e [Scan

The above iGuana Applications, handles its own authorization, so you have to pass
the Login information:

e Username
e Password
Authorization is Mandatory (Except for Active directory users)

You can have Search Results based on at least one parameter, or a combination
of the following parameters:

e Document ID (or)

e File Class (and / or)

e File Class Indexes(and / or)
e Document Class (and / or)

e Document Indexes
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URL Encryption

What is URL encryption?

When you pass information through a URL ensuring the security, then you need to
use URL encryption. Encrypted URLS prevent anyone from seeing the request
details.

iGuana gives you the ability to set this option On/Off in the iDesk Configuration of
iManage.

Qﬁ iDesk Configuration —

=] 1 save

General Configuration

Type the Delete the Key to
Encryption Key, to Turn Encryption

- Set Encryption ON OFF.
URL Encyption Key: iDesk j‘ r"' \

The Administrator of your company should use AES algorithm with the Key specified
in the iManage, to encrypt the URL, and encode the result in HEX format to ensure
that the URL is safe.

Then, the Generated URL can be used in the iGuana Applications.

For Example:

URL Format without Encryption:
http://localhost/iDesk/iDesk.aspx?user=123&pwd=123&DocumentIiD=1

URL Format using Encryption:
http://localhost/iDesk/6E414E56626A702B6C7A7970496A31637664675A75353
14C4B33694E6C505174635A4A535A7864435475773D
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URL Encryption Example

The following is an Example of how to implement the call of the URL encryption in
a Simple VB Windows Application. In more detail we will see :

e What is iSDK Service
e Encrypt function of iISDK

e VB Code Example implementation

What is iSDK Service:

SDK is short for Software Development Kit, a programming

package that enables a programmer to develop applications for a specific
platform. It includes APIs, programming tools, and documentation.

iSDKService Service

“You have created a service.
st this service, you will need to create a client and use it to call the service. You can do this using the svcutil.exe tool from the command line with the

To test t
following syntax

svcutil.exe http://l 1nost/iDesk/WebServices/iSDKService. svedwsdl

This will generate a configuration file and a code file that contains the client class. Add the two files to your client application and use the generated dlient
class to call the Service. For example

ce

class Test
{
static void Main()
t
1SDEServiceClient client = new iSDEServiceClient();

// Use the 'client' variable to call operations om the service

// Blways close the client.
client.Close():

Shared Sub Main()
Dim client As iSDKServiceClient = New iSDKServiceClient ()
' Use the 'client' variable to call ocperations on the serw

' Always close the client.
client.Close()
End Sub
End Class

Figure 52- iSDK URI

ISDK is the main Web service for iGuana operations.

It is a web application build with Silverlight technology and can be accessed
through a web browser via http:// <iGuana
Path>/WebServices/iISDKService.svc
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Encrypt

" /iSDKService/Encrypt"

Syntax

Guana

Public Function Encrypt(ByVal Text As String, ByVal URL_safe As Boolean) As String

Description

This is the Encrypt operation for returning Encrypted URL for the iGuana

session.

Return Value: [String]

Parameters needed:

Name

Text

URL_safe

Type

String

Boolean

Required Default Value  Description

v - Th_e un-encrypted URL
string

v - Should always send
True

VB Code Example implementation:

1. In your solution you add new Service Reference,

Solution Explorer

=

=i My Project
3 Service
2l frmURL

X

% URLEncryptionSample

Add Service Reference...
Cut

Copy

y Paste

Delete

Rename

== Properties

Q9
F ¥
< n X

Q
|

Alt+Enter

Add Service Reference ]

Review: V 1.0.1

iDesk Manual Page:83


http://msdn.microsoft.com/en-us/library/system.boolean(v=vs.110).aspx

iGuana

2. To Add the iSDK Service:
Once the service is found, you select it and press ok to add it into your
solution.

To see a list of available services on a specific server, enter a service URL and click Go. To browse
for available services, click Discover.

Address:

http://localhost/idesk/WebServices/iSDKService.svc > | Go | Discover |~
Services: Ope[atR

@ ) iSDKService

Type here the iSDK Web Service as it is running under your IIS.
i.e. http:// <your_domain_name>/idesk/WebServices/iSDKService.sve

Select a service contract to view its operations.

1 service(s) found at address 'http://localhost/idesk/WebServices/iSDKService.svc'.

Namespace: [ Give it a friendly name and click OK ]

0iSDKService W

3. The new added service reference will be shown under the Service References

Solution Explorer
| &
(Z URLEncryptionSample

I = My Project
- L=l References

: w iSDK service reference J
4 @ 0iSDKService

¥ configuration.svcinfo
W configuration91.svcinfo
4 iSDKService.disco
& iSDKService.wsd|
2] isDKServicexsd
& iSDKServicelwsd|
2] iSDKServicelxsd
2] iSDKService2.xsd
» W3 Reference.svemap
7 bin
obj
% app.config
s frmURLEncryption.vb
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4. In the VB Code, you Need to call Encrypt Function of the Service with
its parameters

Let’s say you have a simple form, that you write a simple Text URL, and you click Encrypt, to give
you the Encrypted URL string.

This is a sample form for Encrypting iGuana URL

URL : user=allgeier8pwd=allgeier

Encrypted URL: \6E4641735068794F 3457474C50314B584D683665436F43652B506E673D

Public Class frmURLEncryption

Private Sub btnEncrypt_Click(s
Handles btnEncrypt.Click

der As System.Object, e As System.EventArgs)

Dim myURL As String ' Variable to Store the URL to be encrypted
myURL = Me.txtURL.Text 'the URL entered in the Form

%«e Declaration ]
' Declare variable for the iSDK service

Dim MyService As 0iSDKService.iSDKServiceClient = New
0i1SDKService.iSDKServiceClient
' Declare variable for the iSDK Result [ Service Call with its parameters ]

A____—‘_
Dim myURLResult As String = MyService.Encrypt(myURL, True)

Result URL
' Show the result into the form
Me.txtEncryptedURL.Text = myURLResult

End Sub

End Class
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External Application URL Sytanx

The URL that we need for searching as external user has the following Syntax:

URL Syntax

<http_ iGuana_URL>? Source=SAP&User=user name&Pwd=password&
<combination_of parameters_to_search>

Example 1: (Simple Search)

Let's Say | want to get results for a specific Document with Document ID =123.

This is how the URL syntax would look:

http://localhost/iDesk/iDesk.aspx? Source=SAP &User=allgeier&Pwd=allgeier

http_ iGuana_URL External Application username

& DocumentlD=123
\
|

[ Search via Document ID ]
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Example 2: (Advanced Search)

In this example, | don’t have a specific Document id and we will build a more
complex url Syntax:

http://localhost/iDesk/iDesk.aspx? Source=SAP & User =allgeier&Pwd=allgeier

\ J—— ) J
| I Y
http_ iGuana_URL External Application

&FileClassID=10

&Filelndexes= CUSTOMER_NAME=John|Text|Contains iﬁgf/%';ing e
$ZIP_CODE=2563|Number|Exact - e
&DocumentClassIiD=123 Indexes

&Documentindexes= INVOICE_AMOUNT=2000|Number|Exact

&LoadFirst=1 -

The following table explains the File or Document Parameters:

Document ID
FileClassID
DocumentClassID
LoadFirst

Parameter Names

This can be a numeric Value
DocumentIiD=Document ID
FileClassID=File class ID

Syntax DocumentClassID=Document class id
le.

DocumentiD=111222
FileClassID=123
DocumentClassIiD=456

Use the symbol & to combine more than one parameters
Combining more than ie.
one Parameters FileClassID=10&DocumentClassID=456

Use the symbol, (comma) for multiple Documents
Le.

DocumentID =100,101,103

These documents are loaded directly in the document
viewer.(Each Document in a different Tab)

Multiple Document IDs

Defines the number of documents in result list that will be
loaded in the document viewer.

LoadFirst .
I.e LoadFirst =1 or LoadFirst =5
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The following table explains the Indexes Parameters:

FileIndexes

Parameter Names
Documentindexes

FilelIndexes=Index Name 1=Value|Type|Mode

or
Syntax Documentindexes=Index Name 1=Value|Type |Mode
SIndex Name 2=Value|Type|Mode
.e.

Documentindexes=INVOICE_AMOUNT=2000[Number | Exact

The Value|Type | Mode define:

e The Value of the Index Parameter
e |f the Value of the parameter is of type:
(Text, Number, Date, TrueFalse)
e Mode of Search
Value|Type|Mode (Exact, Contains, Starts, Ends)
lLe.
INVOICE_AMOUNT=2000[ Number | Exact
FILE CREATED=01/01/2013[Date [Exact
Note: If you omit the mode the default is exact
ie. INVOICE_AMOUNT=2000[Number

Use the symbol $ to combine more than one Index
parameters

Combining more than | I-€-

one Index Parameters
FileIndexes= CUSTOMER_NAME=John [Text [ Contains

SZIP_CODE=2563 | Number|Exact

To add sorting on the indexes You can add the keyword
Asc or Desc

(Ascending means from 0-9 / A to Z and

Descending means from9-0/Zto A

Order by (*new) -€. ~
INDEX_NAME=]|||Asc INVOICE_AMOUNT=2000[Number|Exact | Asc

INDEX_NAME-=|||Desc FILE_CREATED=01/01/2013|Date [Exact[Desc
Or you can just have the order, with empty values. i.e.

INVOICE_AMOUNT=/ | |Asc
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iDesk
URL syntax for iDesk

As we have explained in the previous section, we need to build a URL syntax to be
able to call iGuana as External Application. We explained the syntax, the symbols
and we have given examples.

In this section we can see specifically for iDesk, the template syntax. By editing the
correct values you can get the search results.

Searching document via Document ID

http:// Servername/iDesk/iDesk.aspx? Source=SAP&User=username &Pwd=password
&DocumentiD=Document ID
Tip: Searching via Document number, will return only one Document.

Searching file or/and document via Indexes

http://Servername/iDesk/iDesk.aspx? Source=SAP&User=user name&Pwd=password
&FileClassID=File class ID&FilelIndexes=Index Name 1=Value | Type|ModeSIndex Name
2=Value|Type|Mode&DocumentClassiID=Document class id&Documentindexes=Index Name
1=Value|Type|ModeSIndex Name 2=Value|Type|Mode

&LoadFirst=1

Tips:

The above is the complete syntax. You can use combinations by using only the
parameters you wish to have the desired results.

You can use the LoadFirst Parameter to automatically Load the number of Documents
you wish
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iView
URL syntax for iView

iIView works in the same way with iDesk, but it only gives a search result for a simple
Document.

In this section we can the iView template syntax and just editing the correct values
you can get the search results.

Searching document via Document ID

http:// Servername/iDesk/iView.aspx? Source=SAP&User=user
name&Pwd=password&DocumentIiD=Document ID

Searching document via Indexes

http://Servername/iDesk/ iView.aspx? Source=SAP&User=user name&Pwd=password
&Documentindexes=Index Name 1=Value | Type|ModeSIndex Name 2=Value|Type|Mode
&LoadFirst=1

Tip: Use the LoadFirst Parameter to automatically Load the number of Documents you
wish

iScan

As we have explained in the previous section, we need to build a URL syntax to be
able to call iGuana as External Application. We explained the syntax, the symbols
and we have given examples.

In this section we can see specifically for iScan the template syntax. By editing the
correct values you can set a Document class and prefilling the Indexes.

Scan document

http:// Servername/iDesk/iScan.aspx? Source=SAP&User=user name&Pwd=password
&DocumentClassID=Document class id&Documentindexes=Index Name 1=Value|TypeSIindex
Name 2=Value|Type
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