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AUDIENCE

Th s g purpdseis tesupport the user on document insertion, document modification
and document retrievalusing the EikofDocuments web interface

This guide, thereforas not intended for development and deployment of new ECM
Enterprise Content Managementapplications. The Administrator's Guide should be used
for that purpose.

For special customizations and integration with other enterprise applications, developers
should consult theapplication programming interface APIdocumentation.

SOFTWAREONFIGURATION

The text of the guide matcheslease2.9.6 of the Eikon® Documents software.

GETTING MORE INFORM2N

VisitEikori web site: www.eikon.com.br

DdzA RS
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INTRODUCTION

| =

Eikon® Documentsagpplicationsoftware that manages the
at2NI 38 Iy R NEGNRSOI 27T Ff € 2NEBF YAl
documents.

Eikon® Documents is useddeployECM- Enterprise Content Managemeand/or EDM-

Electronic Document ManagentesystemsT he sy st ems’ users can acces:s
documents using the software standard web interface or by using especially customized

applications.

The standard web interface is accessible through any browser compatible with the
following WC standardsHTML 4.01, CSS1 and DOML1. Among others, these browsers
meet those standards: Microsoft® Internet Explorer® 6+ and Firefox 2+. Ohwioeisly
browser must have network connection, via an intranet or extranet, to the site that hosts
the Eikon® Documentgiwver software.

TheSOFTWARE BB INTERFACE BEHADHS-ERENTLY FOR EAGHRand the
content displayed is automatically formatted by the software at the beginning of each
working session. Such content may change when changes occur in the settingstestablis
by the APPLICATION ADMINIBATORINthe context of thigguide, the Application
Administratoris to be understood as the professiomalprofessionalsiesponsible fothe
organizationECM EDM applications.
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The purpose of ti$ guide is to explain he the software standard web interface can be
used. You might start by reading Chapter 2 which introduces the basic commééipes
software poduct. Chapter 3 describdé®w to use theweb interface.
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BASICCONCEPTS

Main functionalities. The concept of alocument.
Controlling user access. Using folders as shortcuts to
documents. Automated document lists. Performing a quick
search. Searching forfile content. Assigning tasks.
Associatinglocuments.

WHAT EIKON DOCUMENJIGES?

Eikorf Documents automateslliaimportant tasks related to the safe storage and retrieval
of enterprise digital documents. The most important of those tasks, perhaps, is the
complete elimination of the need to know the name of every document file that needs to
be retrieved and where is actually stored.

Any user using the software may create a new document and never need to worry about
the physical location to store it and how to name it.

Everything that the software user needs to do is identify their propertissiled attributes
in the software parlangeby filling in the form developed specifically for each document
class

CLASSESe collections of documents that share similar logical characteristics. Examples:
drawings, invoices, letters, etc. Seermxt page the example of a new document filled
form for the clas8OO0Ko0 be inserted at stat&cREGISTERINGthe life cycle.
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ADD BOOK [REGISTERING]

Type Brazilian novels [+
Number {auto}
Title Memdrias péstumas de Braz Cubas

Author |Machado de Assis|

The above form is the result of the configurations set byAlpglication Administratqr
who established that each book shoudd identified by the grouping of the values for the
attributes TYPE AND NUMBEWRAhich labels appear in baldn this case, the value
assigned for the attribute Number of each new document should be automatically
generated by the software.

As soon as thattributes values have been sent to the server, records will be added to the
database, thus beginning the life cycle of the new document.

The new document, once created, becomes available for retrieval by authorized users,
through the informed valuesf attributes. Only users duly authorized by the Application
Administrator will have permission to access, create and modify its contents.

WHAT IS A DOCUMENT

A document is th& ASIC UNIT OF INFORMONOof interest to an organization. lime
Object Model implemented by the Eikon® Documents software, a document is formed by
its contents- files- and its metadata attributes. Take the example of a document of the
BOOKclass, viewed through the web interface:

BOOK: RB-0031

Files

& Memérias Péstumas de Braz Cubas.pdf Adobe A

obat Decument 413 k8 [ B X

Class Book
Type Brazilian novels
Number 0031
Title Memérias péstumas de Braz Cubas
Author Machado de Assis
State Registering

10
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CONTENTS

The document contets may consist tfERO, ONE OR MOREEEIThese files are

created, viewed, annotated or modified by specific programs, outside of the scope of the
Eikon® Documents software. Eikon® Documents applications may include integration with
content authoring tods.

Contents examples: letters and specifications produced by word processors, financial
plans madeusing spreadsheet software, CAD drawings, scanned paper documents, digital
photos, MP3 music files, etc.

METADATA

Metadata is data about other data. The metdd of an Eikon® Documents document
includes attribute values following the rules established by the Application Administrator
for its respective document class. It also includes other attributes created and maintained
automatically by the software, likeodument class identification, document name,
document description, current state within thiocument class life cycéand data about

user events regarding that document.

The attributes set by the Application Administrator for a specific document class must
ensure the unigue identification of each document within that class, enable its easy
location and retrieval and, if applicable, the correct control of document versions.

VERSIONS

Some document classes, under the Application Administrator criteria, majreetipe
concept of versions. For each of those classes, the Application Administrator must
establish a rule talefine which attribute valueshould be concatenated to define the
document version value.

In the Eikon® Documents Object Model, different versions of a document correspond to
different document instances that happen to have twme value for the namand
different valuefor the version

11
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PERMISSIONS

‘ Permissions granted by the Administrator regulate what can
| be done by each user.

The Eikon® Documents Object Model implements the paradigm of permissions to control
the insertion, modification, search amdtrieval of stored documents. The permissions,
which are created and modified only by the Administrator(s), define how a particular user
can interact with documents currently in a particular state of that document class life
cycle.

An individual permisen is assigned to aINGLE STATE OF THECUMENT CLASS
LIFE CYClaad to aSINGLE USER GROWARYy permission has the following properties:

1 type-full, readonly or limited reaebnly
9 duration- permanent or temporary
9 status- active or inactive

Selectedile types can be considered as of restricted retrieval, at the discretion of
the Application Administrator. Thus, users who only have limited-oead
permissions are prevented from accessing these file types.

Every user may belong ©NE OR MORE GROURSa result, the permissions available
for a certain user are the same permissions set for the groups wherever the user belongs
as member.

A user can have, on the basis of being a member of several groups, more than a
single permission granted to a pauier state of the document class lifecycle. The
stronger permissiomlways prevails.

PERFORMING A QUIARCH

Entering a sSimplSEARCH STRIN3e user can quickly find all documents that contain
that search string in their metadata. Only documents folichithe user has active access
permission will be retrieved.

In the following example the user has ran a quick search using the sty

12
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\
All Document Metadata [« |

Received tasks Sent tasks New document | Lists | Publications | Favorites | History | Logout

Generate report

QUICK SEARCH FOR [LIMA] ON ALL DOCUMENT METADATA

Class Name Version State Description Last update
®_ R Book U%Eliliz Released MWova Califérnia-Lima Barreto 08/04/2011 10:56:52
® Book RB-0020 Released O Cemitério dos Vivos-Lima Barreto 14/05/2010 11:24:55
& Book RB-00138 Released Clara dos Anjos-Lima Barreto 14/05/2010 11:24:54
&, Book RB-0015 Released Os Bruzudangas-Lima Barreto 14/05/2010 11:24:52

SEARCH FOR FILE CENNITS

Since Eikon® Documents Release 2.9.3 and provided that this optional feature has been
sanctioned by the Information Technology area of your organization, every user can find
documents by searching text inside their searchable files.

The searchable files of any document are usually those file types based on textual
information, such as PDR& Microsoft® Office® files. For more details, check the
Information Technology area of your organization.

A user can only retrieve files belonging to the contents of authorized documents.

|
File Contents [=]

Received tasks | Sent tasks New document | Lists Publications Favorites | History Logout

SEARCH BY CONTENT [PALMEIRAS]

Class Name Version State Description Rank File Size
® Book 0%32'1 Released Iracema-José de Alencar 4 & IRACEMA.pdf “kUE“
® Book o Released A carne-Julio Ribeiro 1 & ACARNE.pdf 78

0006 )
& pook 8- Released Iracema-José de Alencar 1A iracema.rtf 206
0021 k8
RB- Memérias Péstumas de Bras Cubas- 401
& Book T Released Machiade e Assis o & brascubas.pdf ¥
& Book DE%’S Released 0 Cabeleira-Franklin Tavora 0 & o_cabeleira.pdf 3;54
RB- ; . 397
& Book G20 Released O Cemitério dos Vivos-Lima Barreto 0 & o_cemiterio_dos_vivos.rtf @

13
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SENDING AND RECEIWINASKS

Tasks streamline shared processellaboration- and the distribution of documents. All
users can submit tasks associated with authorized documents and assign it to other users
who share equivalent permissions. The tasks in the Eikon® Documents Object Model
comply with the following chai&eristics:

1 One Documentevery task relates only to a single document.

1 Sender/ Recipienevery task has a single sender and a single receiver. However,
with a single click in the web interface, any user can send multiple identical tasks
to multiple recpients.

1 Due Dateevery task is associated with a deadline.

1 Description every task contains a text describing the activities which the sender
expects the recipient to accomplish.

1 Type every task fit in to one of the following types:

x  For your informationsimply informative task about the document.

x  Action requiredthe sender requires the recipient to perform a change
of document state and/or to modify the attributes values or file contents
of the document.

1 Notify by email: should the software send or nan email to the recipient about
the task.

On the notification emalil, the recipient receives an internet addredsRL- of the
document involved, a link that can only be accessed after the user is authenticated and
actual user access permissions are fieti

Senders, at the discretion of recipients, can also be notified-tmaié when tasks have
been completed.

In the example shown below, the user is assigning tasks informing another user about her
enthusiasm for a specific book.

14
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BOOK: RB-0021 - SEND TASKS

Type FaryourmfurmahonE
Notify by email

Due 16/04/2011

Inis 1s a very imteresting book about the
indigineous people of Brazil.

Task description

[[] Administrador Biblioteca [Administrador]
[C peter Silva [Enterprise]
Thomaz Ayres [Bibliotecario]

Check al] [Uncheck all

Document main page

AUTOMATIC ASSIGNMEQRF TASKS

Since Release 2.9.5 of the software, the Application Administrator can ugedXM&NCED
SETTING®Batures in order to schedule the automatic assignment of tasks under certain
circumstances, such as:

Insertion of new document

Document attributes hae changed

Document contents have changed

Document state have changedgerforming state transition actions

= =4 -4 A

Automated tasks may embraceneail notification and the Application Administrator may
set the default time spanIN DAY S that the recipient hago perform each task sent
automatically.

VIRTUAL FOLDERS

Users can create virtual folders for easy document retrieval.
Virtual folders are completely independent from the storage
system and the physical location of document files.

15
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Virtual folders are usetly Eikon® Documents to streamline the retrieval of frequently
lookedfor documents. Each stored document can be linked to one or more folders. Those
links do not imply any document copying; links should be understood as alternative
shortcuts to access aodument. Eliminating a link from one document to a particular

folder has no effect on the actual document storage.

Folders are used as shortcuts for easy access to all documents relating to
particular acts or facts of concern to users, such as produdigqs, clients,
processes, etc.

Eikon® Documents suppoR&JBLIC AND PRIVAfDIlers, which can b8 TATIC OR

DYNAMICPublic folders are the responsibility of the Application Administrdtor.the

procedures for adding, modifying and deleting public3odB > 4SS (G(KS ! RYAY A &G NI
Guide

STATIC PUBLIC FOL®ER

Public folders are organized in a hierarchical and unified structure and embody the
interests of the entire community of users providing a unified view.

The visible contents of each foldefinkeddocuments change from user to user. What
each user may retrieve whampeningany folder is determined by the corresponding
permissions set for each document that is linked to that particular public folder.

Linking documents to public static folders igfoemed by authorized users, and the same
document can b& UBLISHEBinked- in more than one public static folder. Each
publication can be maden a permanent or temporary basis. See the following example:

Received tasks @ Sent tasks | New document | Lists | Publications | Favorites | History | Logout

P Mark Folder

(@8 NEW BOOKS LUp one ove

Class Name Version State Description Last update

RB- Memédrias péstumas de Braz Cubas- 15/04/2011
& ook g3 Tl Machado de Assis 14:39:01

14/05/2010

RB- - N
& Book 0021 Released Iracema-José de Alencar 11:24:55

16
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DYNAMIC PUBLIC FORIBE

Dynamic public foldersOR SMART PUBLIC FERB represent dynamic collections of
documents automatically gathered by the software at eapleningof that kind of folder,
based on the stored foldeBEARCH PARAMETERS

Dynamic publi¢olders are created and maintained by the Applications Administrator and
regular users can only access those that fit into the document classes for which the user
has access permissions.

Documents are only presented if their current life cycle statethagprocedure
parameterCAN PUBLIS$et asTRUE by the Application Administrator.

Decument Names Iz‘

Received tasks | Sent tasks | New document | Lists JPublications | Favorites | History | Logout

PUBLICATIONS

B Ubrary =
By author »

razilian novels
razilian tales

the

Received tasks | Sent tasks | Mew document | Lists | Publications | Favorites | History | Logout
Passwerd change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright @ 1397-2010 Eiken Tecnologia Ltda. Al rights reserved.

The following example shows the resultagfeningthe public dynamic foldeBRAZILIAN
NOVELSThis folder was created by the Application Administrator to collect,
automatically, all documents belonging tbe BOOKdocumentclass This folder was
created as a subfolder of the static public folder callédRARY

17
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§ BOOK: BRAZILIAN NOVELS

HnAnT | ASNXD& DdzA

Show parameters
Generate report

Up one level

Class Name Version State Description Last update
® ook 0%, eessg  MeomegiimacdonmCmne iyl
% Book n%%} Released Iracema-José de Alencar 1;)/10;’;2?;“
% Book n%%h Released 0 Cemitério dos Vivos-Lima Barreto 1?‘?2’3?;0
% Book U?]E;g Released A Condessa Vésper-Aluizio de Azevedo 1?'/10;’;2250
®_  Book U'EE;] Released Clara dos Anjos-Lima Barreta 14{/10:3,;2:250
®_ Book 0%81} Released Cinco minutos-José de Alencar 1?/103,;2210
#_ Book U%EIE Released Casa de pensdo-Aluisio Azevedo 14{/103,;2%0
%, Book U%E{-S Released 0Os Bruzudangas-Lima Barreto 1‘;{0;’;22;0
@ rao RB- Antoanna Aventuras de Dicfanes-Tereza Margarida 14/05/2010

STATIC PRIVAFBLDERS

Static private folders representatic collections of documents established by a particular
user. Any authorized user can create any number of folders and can link each folder to any
number of documents. Each folder must have a unique name, different from other folders
names for the sameaer.

The user private folders are not visible by other users. However, the documents that are
linked to those folders are still accessible by other users, which may link them to their own

folders.

See the following example wherein the user created a foltal linked three documents
at his/her sole discretion.

Received tasks  Sent tasks New document | Lists Publications  Favorites | History | Logout

([ ONGOING WORK

Class _Name Version State Description Last update

& ook ORUE;U Released O Cemitério dos Vivos-Lima Barreto li/lugizgém K
RB- Memérias péstumas de Braz Cubas- 15/04/2011

& Book go3y iz e Machado de Assis 143901

P Mark Folder
Change Folder
X Delete Folder

Generate report

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

Copyright ® 1997-2010 Eikan Tecnologia Ltda. All rights reserved.

18
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DWAMIC PRIVATE FOLBER

Dynamic private foldersOR PRIVATE SMART BERS represent dynamic collections

of documents to be gatheredutomatically by the software wheopeningeach folder

basal on the stored search criteria. The private dynamic folders fit only to document
classes for which the user has access permissions. The user must define a different name
for each private dynamic folder belonging to any particular document class andezte cr

as many folders as desired.

The following example shows the resultagfeningthe private dynamic foldeNOVELS OF
MACHADO DE ASSIS ANWMA BARRET®This folder was created by the user to collect,
automatically, all documents within theOOKdocumentclass of this particular kind and

written by both cited authors.

Received tasks  Sent tasks  New document | Lists  Publications  Favorites | History | Logout

@ BOOK: NOVELS OF MACHADO DE ASSIS AND LIMA BARRETO

Class Name Version State Description Last update
e B e o R
B Book gong Released O Cemitério dos Vivos-Lima Barreto Ly05/2010
& Book DRDEI'E Released Clara dos Anjos-Lima Barreto 1‘11/10522‘2310
& Book [ Released 0s Bruzudangas-Lima Barreto Ly05/201
% Book URUEI-l Released 1aia Garcia-Machado de Assis li/féfgém
R T
B Book oo Released  Dom Casmurro-Machada de Assis Ly05/Z010

Show parameters
Change parameters
X Delete Search

Generate report

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright © 1997-2010 Eikon Tecnologia Ltda. All rights reserved

19
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DOCUMENT LISTS

‘ The software web interface presents lists of documents
‘ organized by class and life cycle states.

Starting on Release 2.9.5 of the software, users of the web inteHadgéout having to
use folders can straightforwardly access all the authorized documents by simply
consulting lists constructed by classes and their life cycle states.

Library [Pater Silva]
I ﬂ

Eikon pocuments

Document Names [~]

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

DOCUMENT LISTS BY CLASS / STATE

Book »
Registering
Released

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright @ 1987-2010 Eikon Tecnologia Ltda, All rights reserved.

Note that the user will only be able to access lists of document classes and states f
which the user has access rights.

To access the document list of interest, simply click on the desired link. Clicking the name
of a document class, we obtain all authorized documents in that class. By clicking the
name of a state what is acquired aralp authorized documents in that state.

20
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Generate report

DOCUMENT LIST OF CLASS BOOK

Filter [Document name] by
12 Next
Class Name Version State Description Last update

CB- . . 15/12/2010

-} Book 0001 Released QO Alienista-Machado de Assis 09:55:05

® R Book u%En-z Released Mova Califérnia-Lima Barreto U%Ugézgél
FHB- A carta de Pero Vaz de Caminha-Pero Vaz 14/05/2010

& Book pog3 S de Caminha 11:24:45
FHB- A carta de Mestre Jodo Faras-Mestre Jodo  14/05/2010

& Book gogy Rz Faras 11:24:46

A ALMA ENCANTADORA DAS RUAS-Jodo do 14/05/2010

ME-
& Book goos Reeased Rio 11:24:45

Generate report

DOCUMENT LIST OF CLASS BOOK AT STATE RELEASED

12 Next
Class MName Version State Description Last update
& Book B Released 0 Alienista-Machado de Assis 1332’58;"
® R Book u%ﬁn-z Released Nova Califérnia-Lima Barreto n%ngézgél
FHB- A carta de Pero Vaz de Caminha-Pero Vaz 14/05/2010

B Book g3 Rz de Caminha 11:24:45
FHB- A carta de Mestre Jodo Faras-Mestre Jodo  14/05/2010

& Book g0, R Faras 11:24:46
® onot  ME- omtmaena A ALMA ENCANTADORA DAS RUAS-Jodo do  14/05/2010

GENERATING REPORTS

Since Release 2.9.4, Eikon® Documents users can generate reports for later handling and
printing. Reports are available on the following formats: HTML and Microsoft® Excel®
XLSThis featurds available for: public folders, private folders, quick searemesuser

events history and document pages.

To generate reports on the documents linked to a folder, the user can filter the contents
of the report based on the following criteria:

1 Only thelatest or all the available authorized versions of the documents linked to
that folder.

1 Type:SUMMARY only class name, version, status, description and last update
or COMPLETHNcluding also the other attributes of each document

21
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Filter by state: dlstates or only a specific state.

N

H

Eikon pocuments

HANT |

Library [Peter Silva]

Document Names

=]

Received tasks  Sent tasks  New document  Lists Publications | Favorites | History | Logout
BOOK: MACHADO DE ASSIS
Class Name Version State Description Last update
RB- Memdrias postumas de Braz Cubas- 15/04/2011
R Book gog e Machado de Assis 14:39:01
@ Book B Released 0 Alienista-Machado de Assis 15/1‘2,’2‘[110
0001 09:55:05

GENERATE REPORT FOR SEARCH [BY AUTHOR - MACHADO DE ASSIS]

Only last version

Rep

ort name

File Type

Excel El

lete and

b

By author - Machado de Assis

the foi

Content Type | Summary only El
Filter by state | Released |z|
Order by | Class/Name/Version E
T, o 1s AT T R =)
m Piginalnicial | Inserir  layoutdaPigina  Férmulas  Dados  RevisSo  Exbicio  Elkon Documents  Team o @ o @ =B
& arial T Geral ~| [ Formatasde Condicional - §*=Inserir ~ = - % Cﬁ
_ ©3 - % 000 5 Formatar comaTabela - | 3% Excluir - | [§] -
Colar S S Classificar Localizar e
Ty ML oS-I 8 58 5 Estilos de Célula - [ Formatar = | 2+ & Fittrar+ Seteconar -
Area de Tra.., Fonte f Alinhamento 5| Mamero @ Estilo Células Edicio
AL - F | Class ~
A B C D E F G H =
1 Version
. 141052010
2 Book RE-0006 Released A camne-Jilio Riceiro aese
3 Book RB-0007 Released 0 Ateneu-Raul Pompéia 1:‘1'?;"22;”
- 1410512010 =
4 Book RB-0008 Released 0 Cabeleira-Frankiin Tavora aees
5 Book RB-0009 Released Dom Casmurro-lMachado de Assis e
3 Book RB-0010 Released Wemrias Postumas de Bris Cubas-achado de Assis | '+ ores
o Book RB-0011 Released Iai4 Garcia-Machado de Assis el
5 Book RB-0012 Released A pata da gazela-José de Alencar 1:‘1“;‘;22: o
141052010
g Back RE-0013 Released 0 novigo-Martins Pena aeer
o Book RB-0014 Released Aventuras de Dibtanes-Tereza Warganida da Siva e Orta 1:'1“;"22;”
11 Book RB-0015 Released s Bruzudangas-Lima Barreto
I+« » »| By type - Brazilian novels - On -~ #J [OKH
Pronto |
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(=] &= DocumentReport.xs [Modo de Compatibilidade] - Microsoft Excel
Péginalnicial | Inserit  layoutdaPégina  Férmulas  Dados  Reviso  Exbicio  Eikon Documents  Team > @ = @ =

= ] arial Ca e A A Fera\ - [FFormatacio Condicional = F=Tnserir - E - W \ﬁ

~— Ga- E3- o, 0 (g Formatar comoTabela | FNexeuir - | G #

Colar N I s~-|m~|&-A- . j i s Classificar Localizar e

> = = - W8 28 (5} Estilos de Célula ~ ¥ Formatar + | <2~ ¢ Filtrar - Selecionar ~
Area de Transfer... i Fonte Numera Estilo Células Edigio
A1 - £ | attribute

c Barra de formulas F G

1

2 Type|Braziian novels

3 Humber[0031

4 postumas de Braz Cubas.

5 Author [Machade de Assis

6 Class|Book

7

8

9

10

1 -
W <> v Fies | Attributes  History . Tasks .~ Related documeants .~ £J [al i ] 3
Pronto | | =D 1003 (=) L (+)

ASSOCIATING DOCUMEBNT

Since Release 2.9.4, all authorized Eikon® Documents users can create relationships
between any document and other documents previously selected. The prerequisite is that
the user should hee full permission to the current state of the document being

referenced. In the figure below, the user can see if there are any other documents
associated to the document that is presented on the screen.

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

BOOK: RB-0020

Files

fik Send tasks

ublications

' elated documents

Show

Generate report

& o_cemiterio_dos_vivos.rtf Formato Rich Text (RTF) 397 kB
& o_cemiteria_dos_vivos.zip Zip 128 kB
Attributes
Class Book

Type Brazilian novels
Number 0020
Title O Cemitério dos Vives
Author Lima Barreto
State Released

Received tasks Sent tasks | New document | Lists | Publications | Favorites | History | Logout

BOOK: RB-0020 - RELATED DOCUMENTS

Class  Name Version State Description

Last update —

RB-
@ Book Er Released sis

Document main page
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The user can find out the motive behind any tparlar association by clicking the on the
icor— .

& A pagina em www.eikandocuments.com says: @

This association was created by user [Peter Silva] on
[15/04,/2011] because [Ongoing work]
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USING THE WEB INTRARE

|(JO

The web interface is theunified accessportal to the
organization documents through a familiar interface for
Web users.

TheEikorf Documentsstandard wekinterface implemats a unified access portal for all
organization controlledlocuments. After the Server software validates her login
information, the user initiates her work session accessing her specific work environment,
automatically formatted for her.

Eikorf Documens WEB user interface can be extended through specific
customizations for eacERCM/IPM application. For more information about
specific implementations, please contact yéyplicationAdministrator.

CHOOSING YOUR HONMAGE

Each user can define which shoblel her Home Page in EikbDocuments, choosing
among Received Tasks, Sent Tasks, History, Publications, Favorites or Lists.

The image below presents a user portal where Received Tasks was set as Home Page.
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Received tasks | Sent tasks New decument | Lists | Publications | Favorites | History | Logout
Generate report

@ RECEIVED TASKS
Due until only not Indude
Due 101042011 24/04/2011 g

completed

% From & Type s # Document @ Description % State @ Status
18/04/2011 Librarian For your This is a very Book: RB- Memarias postumas de Braz Released
information interesting book. 0031 Cubas-Machado de Assis

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright ® 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

CHANGINGHE INTERFAOEHOMTO PORTUGUESE

Sirce Release.9.50f the softwareanyweb interfaceuser canchoose between English
and Portugueselust click othe MUDAR PARA PORTUGUiGBon the secondary
menu as show in the figure below. After clicking the link, the user hogst again tosee
the interfacealreadyin the newidiom.

Library [Peter Silva]
I .

Eikon pocuments

| J
Document Names Iz‘

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

Generate report

@ RECEIVED TASKS
Due until Only not Include g
Due 100042011 24/04/2011 Include

completed

£ From @ Type + & Document & Desq & State @ Status
18/04/2011 Librarian For your This is a very Book: RB- Memdrias postumas de Braz Released
information interesting book. 0031 Cubas-Machado de Assis

Received tasks | Sent tasks | New document | Lists | Bubli History | Logout

Receriarts @ | Bl G | e o B [ iEET Do P e | [l Gie | s

Copyright © 1997-2010 Eikon Tecnologia Ltda. AN rights reserved.

To change back to Englisbm the Portuguese web interfac@ust click the linKCHANGE
TOENGLISH
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PRESENTING THE INAFARE

HOANnT

Once the software is installed, EiKddocuments standard Web interfatecomes

available hrough intranet or extranet.

CUSTOMIZATION

Sincerelease2.8 of the software theweb interface can be customized in many ways,
changing its looks andéé& but preserving its structure and content. Customization can be
done either during the software itallation, or thereafter.

Specially terms 1|ike
others, more adherent
following changes were used:

public”,
to the

company’'s

private” ,
busi

Original term Term used
Public folders Publications
Private folders Favorites
Static folder Folder
Dynamic folder Search
Lists Lists
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| FORMAT

The portal window is divided in three main areas: main menu, work space and secondary

menu.
Library [Peter Silva]
' I

Eikon pocuments [ -

| J
Document Names E‘

Received tasks | Sent tasks  New document | Lists | Publications | Favorites | History Luguut]

MAIN MENU

Generate report

WORK SPACE
@ RECEIVED TASKS

Due  |10/04/2011 until |24/04/2011 Only not Include -_S bmit
from =AUTO™ BN

completed

® From & Type % Document # Description % State @ Status
18/04/2011 Librarian For your This is a very Book: RB- Memdrias postumas de Braz Released
information interesting book. 0031 Cubas-Machado de Assis

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout -
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links SECONDARY
Topyrnaht © 1007-2010 Likon Tecnologia Lida. Al fights reserved. MENU

MAINMENU
The main menu area sahe following options:
1 Quick search, file content sear¢h
1 Received tasks
1 Senttasks

1 Include a new document depending on rights and permissions set by the
ApplicationAdministrator

1 Access to document lists by document class / state
1 Access tdhe public folders structure

1 Access to navigation and creation of private folders
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1 User history

1 Close a work session

 SECONDARY MENU
The secondary menu area has the following options:
1 Preferences settingshome page, enail and password
1 Linksfor direct access taveb pages chosen by the Administrator,

T Document <c¢cl asses’ configuration, file type
catalog import /export- only if the user is an Application Administrator

WORK SPACE

The workspace area is used to present lists of doemts selected according to the user
activities. It may also present the details of a document selected in a prior list, or a form to
input or change documents or private folders.

ICONS

The table below presents thetandardicons used irthe standard webriterfaceand its
meaning:

Icon Meaning

Private dynamic folder

| Private static folder

i Public dynamic folder
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HOANnT

Private static folder

Lo Static folder selection mark
| New content
p g Delete

More details...

= | A

Document link exclusion

Properties

=

Document link

»

New task

File download

FileCheckout

File checkout cancelation

| W | B |l

Checkin changed file

30

DdzA RS



9A12Y 520dzySyia wnnt ! aSNRa DdzARS

QUICKSEARCH

By typing a simple seardext string, a user can quickhgtrieveall documents that satisfy
the following conditions:

1 The user has access rights to the document
AND
1 TheSEARCH STRI@ontained
0 In documensnames
OR
o0 Indocuments states names
OR
0 Indocuments descriptions
OR
o Inall documents attributes values
OR
0 In documents files names
OR

o In al documents metadata.
The search for documents that satisfy the above conditions is run on all existing document
classes, respecting the access permissions set for the user running the search. For a quick

search, a usemust select the kind of desired seh and thentype the search text string
in the box on top of the menu, arfihally click the Bearch button. See example below:
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Library [Peter Silva]
I .

Eilcan' pocuments

All Document Metadata E‘

Received tasks | Sent tasks MNew document | Lists | Publications = Favorites | History | Logout

Generate report

QUICK SEARCH FOR [ALENCAR] ON ALL DOCUMENT METADATA

Class Name Version State Description Last update
@\ Book RB-0021 Released Iracema-losé de Alencar 14/05/2010 11:24:55
& Book RB-0017 Released Cinco minutos-José de Alencar 14/05/2010 11:24:54
& Book RB-0012 Released A pata da gazela-José de Alencar  14/05/2010 11:24:51

Received tasks | Sent tasks | Mew document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright @ 1957-2010 Eikon Tecnologia Ltda. All rights reserved.

FILE CONTENT SEARCH

If this functionality is enabled by the IT area, all users can locate and retrieve documents
searchingor SEARCH TEXWighin the content ofsearchabladocument files

Searchable filesusually aretext based content files, such 8Fand Microsoft® Office”
created filesFor more details, please contact your IT area.

Only documents that the user hascass permission are retrievable.

To search by file content, just type tliEEARCH STRINS8lect theFile Contergoption
and clicksearch Search doesn’t differentiate capital
or special accents are considered.

Library [Peter Silva]
I .

Eilcan pocuments

palmeiras
File Contents

Received tasks | Sent tasks =Mew document | Lists | Publications | Favorites | History | Logout
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Fles thatcontainthe search string will be listeRANK-ORDEREDwith a direct link to
the documents main page. Rank is established by Windaw#exing engine, and basically

9A12Y 520dzySyia wnnr

includes how many times the search string was found within the file.

Link to document page

ENT [PALMEIRAS]

Link to file download

F!sn-«\

s Name Version State Description File Size

T
Book 0%32'1 Released Iracema-José de Alencar 6 é IRACEMA.pdf 4kqu
®_ Book RB- Released A carne-Jdlio Ribeiro 1 é ACARNE.pdf 378
0006 kB
@‘K Book 0%821 Released Iracema-José de Alencar 1 é iracema.rtf 2kgBG
RB- Memdrias Postumas de Bras Cubas- 401
@ Book 0010 Released Machado de Assis 1] é brascubas.pdf KB
®_ Book D'E%’B Released O Cabeleira-Franklin Tavora 1] é o_cabeleira.pdf 3;;
@‘k Book 0%82_0 Released O Cemitério dos Vivos-Lima Barreto 1] é o_cemiterio_dos_vivos.rtf Skg;

TASKS

Tasks are always associated teecificdocument. To send
one our more tasks, the user must first locate the document

which the tasks refer to.

SENDIKE TASKS

To send one or more tasks, clBEND TASHK®ar the icor® in the document specific

command meau.
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Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

BOOK: RB-0020

Files

G&a wnnt | AaSNDa

Show related documents

Show history
Show tasks

Generate report

& o_cemiterio_dos_vivos.rtf Formato Rich Text (RTF) 397 kB
& o_cemiterio_dos_vivos.zip Zip 128 kB
Attributes
Class Book

Type Brazilian novels
Number 0020
Title O Cemitério dos Vives
Author Lima Barreto
State Released

Fillin andsubmitthe form, clicking thessSUBMITbutton. See example below:

BOOK: RB-0020 - SEND TASKS

Enter new tasks data

Type  For your information |Z|
Notify by email

Due 18/04/2011
Is there any new edition of this book?
Task description
Librarian [Administrader]

[£] peter Silva [Enterprise]
¥ Thomaz Ayres [Bibliotecario]

Document main page

Tasks will be included in the database, an&EMAIL NOTIFICATIMWEX is checked,-e

mail messages will be sent after the user cligkbmit

BOOK: RB-0020 - TASKS

From To Type Created in Due Completed Task description Task gioisresponseRS3PONSE
in email email
Peter  Thomaz For your 1s there any new
® Silva Ayres information 17/04/2011 18/04/2011 edition of this book? hes - [
Peter f For your Is there any new
& Silva Virnzm information CBYTYES] TR edition of this book? Yes - No

Document main page
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CHECKING SENT TASKS

To deck sent tasks status, please clicklbea SENT TASHKSenu. If the due date of a
specific task is prior to today, this task will be marke®akyed

User can click on the tasks table titles to reorder the task list in ascending or descending
order. Clckingon the task descriptiorniext presents the task page. Clicking the document
title —clas¢namé version presents the document page.

|
Document Names [=]

Received tasks | Sent tasks| New document | Lists | Publications | Favorites | History | Logout

Generate report

@ SENT TASKS

Due  10/04/2011 until |24/04/2011 only not [ Include [ Submit
from *AUTO™

completed

# Document @ Description & State

18/04/2011 Librarian For your Is there any new edition of Book: RB- O Cemitério dos Vivos-Lima  Released
information this book? Barreto

& Status

18/04/2011 Thomaz  For your Is there any new edition of O Cemitério dos Vivos-Lima  Released

\yres information this book? Barreto

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright ® 1997-2010 Eikon Tecnologia Ltda. Al rights reserved.

TASK

Peter Silva

Librarian

For your information
17/04/2011 12:34:25
18/04/2011

Is there any new edition of this book?

Yes

No

Book RB-0020
O Cemitério dos Vivos-Lima Barreta

CANCELLING A TASK

The sender of a task can cancel it only if the recipient has not yet posted a reply.
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RECEIVINGASKS

The eceived taskéist may be accesseuly clicking the menlRECEIVED TASR&ase

note that, at the beginning of every work session, the received tasks list is automatically
presented in the portal’'s wor kffesepttl@ane ar ea, unl
Page

Document Names Iz‘

Received tasks| Sent tasks | New document | Lists | Publications | Favorites | History | Logout

Generate report

@ RECEIVED TASKS

Due |10/04/2011 until [ 24/04/2011 Only not Include [ Submit

completed

% From & Type s # Document & Description % State @ Status
18/04/2011 Librarian For your This is a very Book: R8- | Memérias péstumas de Braz Cubas- Released

information interesting book. 0031 Machado de Assis

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logou
Password change | Email change | Home page change | Mudar
Copyright © 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

To access details of a received task, click on the corresponding description text. To access
the document which the task refers to, click on the text identifying it.

REGISTERING THAT ASKAAS BEEROMPLETED

The task recipient, onaeoncluding the designed task, shall clickinBMITbutton to
inform the task sender. If the baxotify by email checkboxhas beemmarked the task
sender will also receive anraail notification.

The task recipienmight not accept the task. Just setdbe option Task not acceptednd
clickthe SUBMITbutton, and the task sender will be notified.

The task recipienshouldalso include a commenthenregistering that the task has been
completed.

In case the documenfor whatsoever reasors no longefavailable for access by the task
recipient, select the optio®ocument unavailabland clickhe SUBMITbutton to notify
the task sender.
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TASK

Librarian

Peter Silva

For your information
17/04/2011 11:44:22
18/04/2011

This is a very interesting book.

Yes

No

Book RB-0031
Memérias péstumas de Braz Cubas-Machado de Assis

Please enter the task response and submit

Status | Task completed E
Notify by email

Thank you for the tip. I will read it as
soon as peossible.

Response

SEARCHING AND RETRN&/PUBLISHED DOCUNB

Published documents are documents linked to static or
dynamic publidolders.

Publishing in static public folders may be temporary or perman@uiblishing a
document in static or dynamic public folders depends on a pi@bling by the
Application Administratorof the operational procedur® UBLICATIOfér the current
state of each linked document

LINKING DOCUMEN®Sublic dynamic folders is done automatically, through the
match between the dynamic folder search parameters and the documents attributes.

Locating documents linked to public folders is done navigatiegtiblic folders
hierarchy, which is defined and setthg ApplicationAdministrator.
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To begin to navigate in the public folders hierarchy, click on the menu optiéBLIC
FOLDERSCIick the listed folders names; you may expand our compress the public
folders structure.

Library [Peter Silva]
I .

Eikon pocuments

Received tasks | Sent tasks | New document | Lists |Publications | Favorites | History | Logout

PUBLICATIONS

DocumentNames [+

B library
By author »
B gytype -

88 Book: Brazilian novels

ok: Brazilian tales
; Other

by
Marketing =

Planning »

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright © 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

Clicking the public folder name presents the list of documents linked to it. However, if this
folder has suHolders, the symbob>- presented just next to the folder narmshall be
clicked to present the list of linked documents.

Received tasks | Sent tasks  New document | Lists | Publications | Favorites | History | Logout

P Mark Folder

Generate report

# NEW BOOKS & Up one level
Class Name Version State Description Last update
RB- Memérias pdstumas de Braz Cubas- 15/04/2011
B Book go3 Rt Machado de Assis 14:39:01
RB- ‘e 14/05/2010
& Book 0021 Released Iracema-José de Alencar 11:34:55

Pkase note that this list will contain only the documents to which the user has access
rights to.

! Please note the settings in the examplBUBLICATION8bstitutesthe default term
PUBLC FOLDERBOLDERubstitutesSTATI@nd SEARCBubstitues DYNAMIC
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SEARCHING FOR DOCNWE

Searcing for documents measito locate documents that
satisfy usesset search criteria.

First, theDOCUMENT CLA&Se searched mude set. This corresponds to pick a class
that will be subject to the new search. To create a new private dynamic fdleuser
must click on the document class nain¢he work space area

Library [Peter Silva]
l.ll l
Eikon pocuments
DocumentNames ||
Received tasks | Sent tasks | New document | Lists | Publications History Logout
[ Add new Folder
() Add new Search in
Type Class MName
=] Ongoing work
Book Novels of Machado de Assis and Lima Barreto

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright @ 1997-2010 Eikon Tecnologia Ltda. Al rights reserved.

This will present, in the worgpace area, a form to be &l in and sent.

ADD SEARCH IN CLASS [BOOK]

Please, enter Search’s parameters and name

Attribute Operation Vaiue
Type Equal to E Brazilian tales E
[LAnd | number | Contains [«
Title | Contains ||
Author | Contains E

[Type] Equal to [Brazilian tales ]

Search Parameters

Name |Brazilian tales |
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Thefollowingimage presents the results openingof the just created privatelynamic
folder.

Received tasks | Sent tasks | Mew document | Lists | Publications | Favorites | History | Logout
Show parameters

Change parameters

@ BOOK: BRAZILIAN TALES X Delete Search
Generate report
Class  Mame Version  State Description Last update
@ R Book CB-0002 Released Nova Califérnia-Lima Barreto 08/04/2011 10:56:52
Q Book CB-0001 Released 0O Alienista-Machado de Assis 15/12/2010 09:55:05

FORM T@REATE A NEW DYNARMRIVATEOLDER

To create a new dynamic foldgou must define a name and the search criteria for it.
Once ceated, documents that satisfy the search criteria will be automatically listedy
time the folder is opened¥ou may, anytime, repeat the search for documents that satisfy
the search criteria just by clicking the desired foldamein the menu.

To seteach search criteria, follow ihprocedure:

1. Inthe line corresponding to the chosen attribute, select the desBEERATIQN
among options available.

2. Inthe line corresponding to the chosen attribute, set the desired attribute
VALUE

3. Inthe line correspnding to the chosen attribute, click tHéRor ANDbuttons to
add the newparameter to thesearch criteria.

Search criteria will be updated by your browser reflectogr input Click orCLEARD re-
initiate the whole process again.

When you conclude #search criteria definitiorjust inform a text to identify the new
folder andclick the SUBMITbutton.
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AVAILABLE OPERATIONS

Operation Meaning

Equal to Attribute value must be equal to criteria
Different from Attribute value must be different from ddria
Begins with Attribute value must begin with criteria
Contains Criteria must be contained within attribute value

Greater than

Attribute value must be greater than criteria

Less than Attribute value must be less than criteria

Greater or equal Attribute value must be greater than or equal
criteria

Less or equal Attribute value must be less than or equal criteria

See thefollowing example

ADD SEARCH IN CLASS [BOOK]

Attribute Operation Value
And Type | Equal to El Brazilian novels E
And number | Contains
And Title | Contains El
And Author | Equal to Lima Barreto

[Type] Equal to [Brazilian novels ]
End [Buthor] Equal to [Machado de Assis]
or [Iype] Equal to [Brazilian novels ]

Search Parameters| " 1auchor] Equal to [Lima Barreco]

Name |Novels of Machado de Assis and Lima Barreto
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CREATING AND MAINNAMIG PRIVATE STAF@LDERS

Private static folders contain shortcuts toode documents
usedmore frequently, bringing together different document
classes, grouped by topics of interest.

After adding a new statiprivatefolder, the user can link the documents of interest. The
same document can be linked to more than one fol@erwell as one or morstatic
public folders.

ADDING A NEWSTATIC PRIVAFBLDER

To add a new static folder, the user must click onf#e/ORITE®enuand, then,click
on the ADD NEW FOLDEBRthe workspace.

Library [Peter Silva]

Eikoni pocuments

Document Names
Received tasks | Sent tasks New document | Lists | Publications History | Logout
[ Add new Folder
[0 Add new Search in
FAVORITES Book
Type Class Name
(i} Ongoing work
Book Brazilian tales
Book Novels of Machado de Assis and Lima Barreto

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright © 1997-2010 Eikon Tecnologia Ltda. All rights reserved.
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A form requiring the namef the new private static folder will show up and, if desired, the
folder CAN BE MARKE® future documents linking.

ADD NEW FOLDER

Complete and submit the form

Name |If you liked this, see also..

Mark as recipient

Library [Peter Silva]
I .
Eikon' pocuments L1 you liked this, see zlso...

| J
Document Names Iz‘

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

(] Add new Folder
("1 Add new Search in

FAVORITES Book
Type Class Name
O If you liked this, see also...
@ Ongoing work
Book Brazilian tales
Book Novels of Machado de Assis and Lima Barreto

Received tasks | Sent tasks | New document | Lists | Publications | Faverites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links

Copyright ® 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

MARKING ATATIC PRIVAFELDER

To mark sstaticprivatefolder is to inform the software that the subsequentciments
links will be done to the marked folder.

In additionall documentsnsertedafter the marking willbe automatically linked to the
markedfolder. The mark is valid only during the currevdrk session. While the folder
remains marked it will be ddayed in the main menu.

Note: all documents that are linked to a selected folder are available to be
assaiated to other documents.

To mark a folder, the user must open the folder and then ¢iéRK FOLDEfRext to
icon & on the workspace.
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Received tasks | Sent tasks = New document | Lists | Publications | Favorites | History | Logout

lark Folder

Change Folder
X Delete Folder

[(]] ONGOING WORK

Generate report
Class MName Version State Description Last update
RB- . . 14/05/2010
& Book 0020 Released O Cemitério dos Vivos-Lima Barreto 11:24:55
RB- Memérias péstumas de Braz Cubas- 15/04/2011
A Bok g3 Reledeed Machado de Assis 14:39:01

See the resi of marking the folder from the previous example when updating the page

Library [Peter Silva]

Eikon pocuments

l (3 ongoing work

Document Names [=]

Unmark Folder

Generate report

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

(] ONGOING WORK@

Class

Name Version State Description Last update
RB- . o 14/05/2010
Book 0020 Released O Cemitério dos Vivos-Lima Barreto 11:24:55
RB- Memdrias pdstumas de Braz Cubas- 15/04/2011
Book o33 Relegssd Machado de Assis 14:39:01

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright ® 1997-2010 Eikon Tecnologia Ltda. Al rights reserved.

LINKINGA DOCUMENT TO THE MARKFOLDER

A document is linked to the lagtarkedprivate static folder, by clicking dolNK

DOCUMENText tothe icon m,| located in the area of spda document commands.

4 Send tasks

BOOK: RB-0012

ociate document

Files w publications
Show related documents
Show history
é gazela.rtf Documento do Microsoft Word 260 kB I —
. . G it rt
&  gazela.zip Zip 88 kB enerate repol

Attributes

Class Book
Type Brazilian novels
Number 0012
Title A pata da gazela
Author José de Alencar
State Released
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The user magheckthe linkingof the documentto the folderby visiting the static private
folder pageindicatedoverthe main menu.

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Unmark Folder

Generate report

(] ONGOING WORK #

Class Name Version  State Description Last update

Boak UFSE{Z Released A pata da gazela-José de Alencar li'fg’f:gin

Boak UFéﬁzb Released O Cemitério dos Vivos-Lima Barreto 1?1;0;,;22;0 K
R vook 5, Relesses MemOpimas devsomes 150420

DELETINGHELINK BETWEEN A DOCENMT AND A FOLDER

To delete the link of any document to a prigastatic folder, open the chosen folder and

click the icorﬂ located online of anydocument whose link should be deleted. See the
previous example.

DELETING A PRIVATE.BER

To delete a static private folder the user should clickodfL ETE FOLDRé&kt tothe icon

# located in the specific folder commands. The folder will be deleted immediately. The
documents linked above areot affected

Note that only unmarked folders can be deleted.

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
WP Mark Folder
ES! Change Folder

(£ ONGOING WORK

Generate report

Class Name Version State Description Last update

Book U%BI-Z Released A pata da gazela-José de Alencar li"ln‘;'fgin E(
Book U%BZE Released O Cemitério dos Vivos-Lima Barreto 1‘}"10;";22;0 K
ook (5, neemsed MerdnpitsietuChn 100l o
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USINGSTATI®RIVATEOLDERS TO CREATECCATIONS BETWEEN
DOCUMENTS

Thestaticprivatefolders are also used to create associations between documents, using
the web standardinterface. The documents linked tbe MARKE Dprivate static folder
are available, at any time, to be associatedre documentpresented on the screen

ASSOCIATING DOCUMEBNT

Authorized usersan associatecanydocumentto other documentof interest This
enables the establishmemif a chain of relationships that enriches and facilitates
understanding of therganizationoperations, businesss products, processes, etc.

INSERTIORFASSOCIATIONS
The process of creating associations in the standard web interface involves three steps:

1. Insertionand marking of a new private stafiglder - an existing folder caalso
be marked

2. Lirking one or more documents to the previously marked folder

3. Associating a chosen documentthe documents linked to the previously
marked folder

éEXAI\/IPLE OKSSOCIATIOBIETWEEN “ TWO BOOKS”

To help to clarify the procedure for establishing relationships’les use t he f ol l owin
example. A reader of books, MPeter daSilva, would like to recommend another book for

users who eventually enjoyed reading the bodkeodrias Péstumas de Br&ubas. He

must do the following:

1. Insertionand marking of mewprivatest at i ¢ f ol der bythis he name
alsor ead. . .”
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2. Retrieving the document with the book to be recommendetiSSOCIATED
and linking it to the folder
3. Retrieving the document that will be associated
4. Insertionof the association
Thestepby step procedure is illustrated in the followinmages

ADD NEW FOLDER

Complete and submit the form

Name |[f you liked this, see also_| |
Mark as recipient

g Library [Peter Silva]

Rl

Eikan pocuments (A1f you liked this, see also...
[ ]
Document Names E

Received tasks | Sent tasks New document | Lists | Publications | Favorites | History | Logout

(] Add new Folder

(1 Add new Search in
FAVORITES Book
Type Class Name
w (i If you liked this, see also...
[£=] Ongoing work
Book Brazilian tales
Book MNovels of Machado de Assis and Lima Barreto

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logaut
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright ® 1997-2010 Eikon Tecnologia Ltda. Al rights reserved.
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Library [Patsr Silva]

J LS |

Eikiﬂlf Documents

All Document Metadata [ |

Received tasks | Sent tasks New document  Lists Publications | Favorites | History | Logout

f Send tasks

BOOK: RB-0009

Associate document

Files Show publications

Show related documents

Show history.
é dom_casmurro.rtf Documento do Microsoft Word 701 kB e ———
G t rt
&  dom_casmurro.zip Zip 179 kB enerate repo
Attributes
Class Book

Type Brazilian novels
Number 0009
Title Dom Casmurro
Author Machado de Assis
State Released

Unmark Folder

Generate report

C' IF YOU LIKED THIS, SEE ALSO0... #

Class Mame Version State Description Last update
RB- Dom Casmurro-Machado de 14/05/2010
B Book gogg R Assis 11:24:49 )¢

Generate report

QUICK SEARCH FOR [BRAZ CUBAS] ON ALL DOCUMENT METADATA

Class Name Version State Description Last update
RB- Memorias pastumas de Braz Cubas- 15/04/2011
B Bk gog Released yochado de Assis 14:39:01
-

Library [Peter Silva

-

r
J 55 &
Eilon pocuments {3 you liked this, sce also..

All Document Metadata | »

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

# Send tasks

Link document
BOOK: RB-0031 ([ associate document

Files Show publications

Show related documents
Show history

&y Memdrias Péstumas de Braz Cubas.pdf Adobe Acrobat Document 413 kB Show tasks

Attributes Generate report

My task

Class Book
Type Brazilian novels
Number 0031
Title Memérias postumas de Braz Cubas
Author Machado de Assis
State Released
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BOOK: RB-0031 - RELATED DOCUMENTS

Class Name  Version  State Description Last update

@ Book RB-0009 Released Dom Casmurro-Machado de Assis 14/05/2010 11:24:49 K

Document main page

il b
E A pagina em www.eikondocuments.net says: ﬁ

This association was created by user [Peter Silva] on
[17/04,/2011] because [If you liked this, see also...]

Note: Only users who ha¥f@ll permission catnsertand delete relationships.

DELETINGMASSOCIATION

To delete a relationship, click on the icx and confirm.

& A pagina em www.eikondocuments.net diz: ﬁ

Confirm deletion of association with document [Book

RE-0009 [ 1]

0]4 | [ Cancelar
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ADDING A NEW MWMENT

To add a new document, the user must clickkEW DOCUMENGAn the main menu,
and then decide to which class the new document should belong tarawtiat state of
the clasdifecycle the documenshouldbe included.

The available options are disp&yon thework space. See example below.

Vl Library [Peter Silva]
I |

Eikon pocuments
Document Names Iz‘
Received tasks | Sent tasks Lists | Publications | Favorites | History | Logout
Add new
Projeto Executivo
Listad
ADD BOOK [REGISTERING] [istado]
Complete and submit the form
Typel Brazilian history founders |z|
Number {auto}
Title
Author

Received tasks | Sent tasks | New document | Lists | Publications | Faverites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright ©® 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

Received tasks | Sent tasks lNew document I Lists | Publications | Favorites | History | Logout

ADD PROJETO EXECUTIVO [LISTADO]

Add new
Book [Registering]

Tipo | Folha de Dados |z|
Instalacéio | Ribeirdo Preto |~ |
at?:?daagi Tancagem de élcool El
Classe de i
et 100-CONSTRUGAQ CIVIL, ARQUITETURA & URBANISMO
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FORM FORNSERTIO®F A NEW DOCUMENT
Fillin the form with theattributes values that characterize the new document.

1 If an asterisk * is displayed on the right of the name of an attribute, the user can
selectmultiple valuedor thisattribute - use [CTRL} [SHIFT].

Use theCLEARutton to reset the form.

T  Use theSUBMITbutton to send the informed values to the server.

Add new

Projeto Executivo

ADD BOOK [REGISTERING] IListado]

Type Brazilian novels El
Number {auto}
Title Aventuras de Diéfanes

Author [Teresa Margarida de Silva e Ortal

After clicking thesSUBM I Tbutton, the server will confirm thénsertionof the new
document showinghe justincluded documenpage Thereafter, the user can add content
to the document, change the value$their attributes or perform other activities.

Received tasks | Sent tasks  New document | Lists | Publications | Favorites | History | Logout

ications

BOOK: RB-0032

Show related documents

Show histary

Show tasks

Generate report

[ Add content
Change attributes

Attributes

Class Book
Type Brazilian novels
Number 0032 < Delete document
Title Aventuras de Diéfanes —» Release
Author Teresa Margarida de Silva e Orta

State Registering

ADDING A NEW VERSION AN EXISTINGOCUMENT
Certain classes, at the discretion oétApplication Administrator, may support multiple

versions of documents. Under this condition, a user who possessédthépermission
type for the current state of a document can easily create a new version.
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Clickon ADD NEW VERSI@N the specific docuent commandsnenuand fillin and
submit theresultingform.

# Send tasks
Show publications

DED: CR-4450.74-6521-862-RK0-001 [0] Show related documents

Show other versions
Files

Show history
Show tasks

&5 CR-4450.74-6521-862-RK0O-001=0.pdf PDF Document 544 kB [ X

Attributes Generate report
Class DED [ Add content
Idiom Portuguese Change attributes
Type CR-Cronograma / Schedule = Register change from
Installation area 4450.74-Gasoduto Cacimbas - Catu Approved with comments*
System number 6521-Gasoduto = Voltar

Class of service 862-PLC
Originator code RKO - ROCKWELL
Sequential number 001
Revision O
Status Para comentdrios / For comments
Discipline Instrumentac3o / Instrumentation
Document title Cronograma de Montagem e Fabricagdo / Assembly and Manufacturing schedule

During the filling of the form, the user must fill new values on the attributes of type

versiong labekin italics Optionally, other attribute’

contents of the previous version can beopied- CLONING OF FILES

ADD NEW VERSION FOR DED: CR-4450.74-6521-862-RK0-001 [0]
State: Cupy content

Enter the attributes’s values of the document new version

Idiom | Portuguese
Type | CR-Cronograma / Schedule

Installation area | 4450.74-Gasoduto Cacimbas - Catu

System number | 6521-Gasoduto
Class of service | 562-PLC
Originator code | RKO - ROCKWELL
Sequential number |001
Revision[A [=]
Status | Para comentdrios / For comments E
Discipline | Instrumentac&o / Instrumentation E
Cronograma de Montagem & Fabricagdo /

Assembly and Manufacturing schedule
Document title

After clicking a the SUBMITbutton the records corresponding to the new document will
be created and th@ew document version pageill be presented.
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ADDING CONTENT T@ACUMENT

Adding content to alocument means adding one or more files at the same time. This
feature is only available for documents whose state in its life cycle alidWg INGand
onlyto userswith FULLpermission

To addone or more files cliclWDD CONTEN® the right side of thacon O1 located in
the specific document commands area.

Received tasks | Sent tasks  New document | Lists | Publications | Favorites | History | Logout
Bk Send tasks

Show publications

BOOK: RB-0032 Show related documents
Filas Show history
Show tasks
Attributes Generate report
Add content
Class Book
Type Brazilian novels Change attributes
Number 0032 2% Delete document
Title Aventuras de DiGfanes = Release

Author Teresa Margarida de Silva e Orta
State Registering

After executing the command, thgortal will display a form lik¢his one

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

BOOK: RB-0032
Add content

Complete and submit the form
Flcheck-out for editing until 18/04/2011

|C\Users\Ser io\Documents\Compras\Aventuras_de_Diéfanes pdf || Procurar

Document main page
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ALLOWEDFILE TYPES

Clicking on the commantiLLOWED FILE TY RieSportalwill display a list of allowed
file types, & the following example.

ALLOWED FILE TYPES

Type Extension Content type (MIME)
Adobe Acrobat Document .pdf application/pdf
Arquivo texto Jxt text/plain
Autocad DWF dwf drawing/x-dwf
AutoCAD.Drawing .dwg image/vnd.dwg
Documento de imagem TIF tif image/tif
Documento do Microsoft Word .doc application/msword
Excel xsx Application/xlsx
Formato Rich Text (RTF) rtf text/richtext
Imagem GIF .gif image/gif
Imagem JPEG Jrg image/jpg
Internet E-Mail Message .eml message/rfc822
Planilha de Excel xls Application/XLS
Planilha do Microsoft Excel s application/vnd.ms-excel
Word 2007 .docx application/vnd.openxmiformats-officedocument.wordprocessingml.document
Zip .Zip application/x-zip-compressed
Zip File .Zip application/x-zip-compressed
FILE UPLOAD

Click on [Browse ...] or equivalent and locate the file you wish to add to the document.
The user can only choose allowed file types. This form allows you to add multiple files at
once—up to five files

Mark thecheckbox CHECIOUT FOR EDITING UNand inform thetarget date if the
user decides talreadycheckout the file to be uploaded

To upload the selected filedick onthe SUBMIThutton. This may take some time as the
uploading time depends on the size bktfile(s) and on the connectidrandwidth It is
recommended that you wait for the completion of the operation before doing any other
activity on the browser

The do cpageevill be'refreshedhenthe upload operatioris completed
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Received tasks Sent tasks | New document | Lists | Publications | Favorites | History | Logout

% Send tasks
Show publications
BOOK: RB-0032

Show related documents

Show history

Files
Show tasks
e Generate report
R &y Aventuras_de Diéfanes.pdf  Adobe Acrobat Document 39 kB H 1:lii:\131 = X [} Add content
Attributes

Change attributes

Class Book
Type Brazilian novels
Number 0032
Title Aventuras de Diéfanes
Author Teresa Margarida de Silva e Orta
State Registering

MODIFYING THEOGITENSOF A DOCUMENT

The contens of a document may be modified by performing the following tasks:
1 Checkout a file for editing
1 Cancel the checlut
1 Replacement of the checkealit file - checkin
1 File deletion

These features are available only to autized users and documents whoS& AT En
their life cycle allows them to be edited.

FILE REPLACEMENOHECYOUT

Onthe document pagelick on the icor@? at the right side of thename of thefile that
will be replaced to start the cheakut procedure.

Check-out buttom y Send tacks
Show publications
BOOK: RB-0032 Show related documents
Files Show history
Show tasks
Generate report
& Aventuras_de_Didfanes.pdf Adobe Acrobat Document 39 kB x [ Add content
Attributes

Change attributes

Class Book 3¢ Delete document
Type Brazilian novels

= Release
Numhber 0037
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After clicking on the icon, thportalwi | I as k f or chackindatg, psgahet ed f i |l e’ s
following example.

BOOK: RB-0032

[Aventuras_de_Diofanes.pdf]

Check-out for editing until: 19/04/2011 E Check-Out|

After the submission ahe checkin estimateddate, thed oc ument ' s page wi | | b e
refreshed.

Note that as long as there are any checked files the document cannot change
state or be deleted.

i Send tasks
Cancel check-out buttom Check-in buttom Show publications

Show related documents
Files \ ¥
N . e . Peter Silva -
R & Aventuras_de Diéfanes.pdf  Adobe Acrobat Document 39 yBl?-UJ-ZUll X o

Attributes Change attributes

BOOK: RB-0032

Class Book
Type Brazilian novels
Number 0032

Title Aventuras de Didfanes

CANCELLINGFALECHECYOUT

Click on the icoE at the right side of the checkedut file name such aghe above
example. The cheetut will be immediately cancelled.

Note that the user cannatancelthe file checkout performed by other users.

REPLACING THE CHEE®BT FIE

To perform a file cheeln, dick on the iconé at the right side of the checkealt file,
following the previous exampl&he user mayow browse andsubmitthe file
replacementon the displayed form.

Note that a user cannot replaceheckin - another user’s checkealit file.
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BOOK: RB-0032

[Aventuras_de_Di6fanes.pdf]

Inform edited file location and submit
Mlcheck-out for editing until 18042011

C:\Users\Sergio\Documents\Compras\Aventuras_de_Diéfanes.pdf Procurar.

After submitting the file replacementhe existingcheckout will be automatically

canceled, unless that on threplacementform the user has entered @ew checkout
targetdate.

RECOVERINGNYPREVIOUS INSTANTGE A FILE

When a file is replaced by a newer one through @t¢ECIOUT AND CHETK

PROCESthe server software does not eliminaéay file instancdrom the repository. To

start the recovery process of the previous fitesstance click on the comman8HOW

HISTORY ocated in the document’'s specific comman

# Send tasks

Show publications

BOOK: RB-0032

Files

Show tasks

Generate report
[ Add content
Change attributes

. N e e ~ 5 Peter Silva e
R & Aventuras_de Ditfanes.pdf  Adobe Acrobat Document 39 kB [ 18/04/2011 & x
Attributes

Class Book
Type Brazilian novels
Number 0032

Title Aventuras de Diéfanes

After the presentation othed o ¢ u me n ts'historydindehefile replacement of

interestand click on tk file name The previously replaced fildownload process will start
immediately
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Click on the replaced file name to recover this file instance

BOOK: RB-0032 - HISTORY
Added by Added in Last updated Jfy Last updated
Peter Silva 17/04/2011 14:16:37 Peter Silfa 17/04/2011 14:56:33

Events occurring from  10/04/2011 until 17/04/2011

User State File Ewent Date/Time
Peter Silva Registering Aventuras_de_Diofanes.pdf File checked-out 17/04/2011 14:56:33
Peter Silva Reaistering Aventuras_de_Diéfanes.pdf File replaced 17/04/2011 14:56:33
Peter Silva Registering Aventuras_de_Diéfanes.pdf File checked-out 17/04/2011 14:51:50
Peter Silva Registering Aventuras_de_Didfanes.pdf Check-out canceled 17/04/2011 14:46:50
Peter Silva Registering Aventuras_de_Didfanes.pdf File checked-out 17/04/2011 14:43:54
Peter Silva Registering Aventuras_de_Diofanes.pdf File added 17/04/2011 14:43:54
Peter Silva Registering Document added 17/04/2011 14:16:37

Document main page

EDITING THE FINEME

Click on the icor® located just to the right sidef the file name tde changed.

Note that a user cannot change name of files cheakeatcbyother users.

X . 4 Send tasks
Click this button to rename the file
Show publications

BOOK: RB-0032 \ Show related documents
Show history

Files

Show tasks

T Generate report
R &4 Aventuras_de Didfanes.pdf  Adobe Acrobat Document 39 kB (B (=0 SU08 [} Add cantent

Attributes Change attributes

Class Book
Type Brazilian novels
Numher 00322

Fillin the displayed form to change the filename.

BOOK: RB-0032

[Aventuras_de_Diéfanes.pdf]

New file name IAventura de Didfanes.pdf | [ Submll]

DELETING A FILE

Click on the icoi?® at the right side on the line of the file th&g going tabe deleted.
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Click this icon to delete the file ik Send tasks
blications
BOOK: RB-0032 related documents
Files v history
. Show tasks
e Generate report
R é Aventura de Didfanes.pdf Adobe Acrobat Document 39 kB x 156..'.61‘51':131 é X [} Add content
Attributes Change attributes
Class Book
Type Brazilian novels
The file will be deleted after confirmation.
Mensagem da pagina da web @

:] Confirm deletion of file [Aventura de Didfanes.pdf]

| 0K | [ Cancelar ]

Note that a user cannalelete files checkedut by other users.

EDITING THBOCUMENRATTRIBUTES

Click on"CHANGE ATTRIBUTdShe left side of the icofl' located atthed o c ume n't ' s
pagecommandarea to start the procedure for changing the valudsttributes of the
document by submitting a form.

This feature is only available for documents whose status in their life cycle allows
editing and, of course, only to authorized users.

Values of attributeshat ARE PART OF THE DRRENT NAME OR DOCUMEN
VERSIORannot be changednd are not presented on the attributes editing
form.

Seethe followingexample
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Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
i Send tasks

Show publications
BOOK: RB-0032

Show related documents
Files Show history

Show tasks

Generate report

&y Aventura de Digfanes.pdf Adobe Acrobat Document 39 kB z x

Attributes Change attributes
Class Book

X Delete document

Type Brazilian novels

= Release
Number 0032

Title Aventuras de Diéfanes
Author Teresa Margarida de Silva e Orta
State Registering

BOOK: RB-0032 - CHANGE ATTRIBUTES

Complete and submit the form

Title |Diophanes adventures| |

Author Teresa Margarida de Silva e Orta

[ Submit J[ Clear ][Resmrs

Document main page

CHANGINGHEDOCUMENBTATE

This feature is only available to userso have full permissigmprovided that the
document does not have any checlad file.

Clck the text corresponding to theesiredDOCUMENT TRANSITIGNATE ACTION
The texts with the names of the available actions pmesentedatthed o c u ment * s
command arean the right side ofcons -

page

See the example below.

Received tasks | Sent tasks New document | Lists | Publications  Favorites | History  Logout
% Send tasks

Show publications
BOOK: RB-0032

Show related documents

Show history
Files
Show tasks
Generate report
&y Aventura de Diéfanes.pdf Adobe Acrobat Document 39k [ X

[ Add content
Change attributes
Class Book

Delete document
Number 0032

Title Diophanes adventures

Attributes

Author Teresa Margarida de Silva e Orta
State Registering
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The user must confirrthe action after clickig the text corresponding to the chosen
action.

Mensagem da pagina da web &

| Confirm the action of transition to the state [Released]

| 0K | ’ Cancelar

After confirmation, the document will change stateandthe c ument ' s page wi | |
refreshed Observe, on the exampl#hat several icons associated witineviously
authorized pr@edureshavedisappeared.

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

i Send tasks
Show publications

BOOK: RB-0032 Show related documents

e Show history
Show tasks
Generate report
& Aventura de Didfanes.pdf Adobe Acrobat Document 39 kB
Attributes
Class Book

Type Brazilian novels

Number 0032
Title Diophanes adventures

Author Teresa Margarida de Silva e Orta
State Released

PUBLISHING DOCUMENTS

To publish a document which meartslink a document to atatic public folder, it is
necessaryo performthe following tasks:

1. Mark astaticpublic folder
2. Link the document to the marked folder
The documat publicationsare modified through the following tasks:

1 Check the publications of the document
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1 Change or delete the publications of the document

‘MARKING A PUBLIC FEBRD

L3S NDA

Click on theeUBLICATIONSenu and select the desired public foldeame asin the
following example.

(1)

Library [Peter Silva]

Eikon pocuments
Decument Names Iz‘
Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
PUBLICATIONS
= .

i

Manufacturing
Marketing  »

Planning =

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright @ 1887-2010 Eikon Tecnologia Ltda. Al rights reserved.

The current content of the selected public folder will be displayedccordance with the
useraccess permissions.
Click orMARK FOLDEéN the right side of the icoX# located on the worlspace.

[®ICY

Eikon pocuments

Library [Peter Silva]l

Document Names [«]
Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

(@ NEW BOOKS

Generate report
Up ane level
Class Name Version State Description Last update
RB- Memarias pdstumas de Braz Cubas- 15/04/2011
R Book g3 Eeledasd Machado de Assis 14:39:01
RB- o 14/05/2010
©\ Book 00321 Released Iracema-José de Alencar 11:24:55
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The icor¥ will be added to theight of the folder namegonfirmingthat the public folder
has been selected to receive subsequent docuniieking Moreover,the page header

will now present a direct link to the folder page.

910

Eikon pocuments

Library [Peter Silval

New books

Received tasks | Sent tasks New document | Lists | Publications  Favorites | History | Logout

(@ NEW BOOKS #

Class Name Version State Description Last update
RB- i 14/05/2010

&, Book 0021 Released Iracema-José de Alencar 11:24:55
RB- Memérias pdstumas de Braz Cubas- 15/04/2011

R Bock gy Eelegesd Machado de Assis 14:39:01

Document Names E

Unmark Folder
Generate report
Up one level

PUBLISHING A DOCUMEIN THE MARKED FE&IED

After locatingthe document of interest an@ccessing its document pagelick onLINK

DOCUMENT at the right of the icor@ located on the command area. See the

following example:

910

Eikon' pocuments

Library [Peter Silva]

I New books

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

BOOK: RB-0032

Files

& Aventura de Diéfanes.pdf Adobe Acrobat Document 39 kB

Attributes

Class Book
Type Brazilian novels
Number 0032
Title Diophanes adventures
Author Teresa Margarida de Silva e Orta
State Released
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Show publications
Show related documents
Show history
Show tasks

Generate report
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A form will be displayedvhere the user may inform thdocumentpublicationperiod on
the folder previouslymarked.

PUBLISH [BOOK: RB-0032] EM [NEW BOOKS ]

Mrerpetual
Start

End

Thelinking of the documento the staticpublic folder will be confirmed by displaying a
updated list of publications of the document.

BOOK: RB-0032 - PUBLICATIONS

Folder Type Start  End Responsible Date

New baoks Perpetual Peter Silva 17/04/2011 19:17:59 X

Document main page

VERIFYING THE DOCWNMPBUBLICATIONS

Click on thesHOW PUBLICATIO®®Nu located in thelocument commandarea.

Received tasks Sent tasks | New document  Lists | Publications | Favorites | Histery | Logout

& Send tasks
[ Link document

BOOK: RB-0032
r=r Show related documents
Show history
Show tasks
é Aventura de Digfanes.pdf Adobe Acrobat Decument 39 kB

Generate report
Attributes

Class Book
Type Brazilian novels
Number 0032
Title Diophanes adventures
Author Teresa Margarida de Silva e Orta
State Released

The list ofdocumentpublications will be displayed on the wosgace.

BOOK: RB-0032 - PUBLICATIONS

Folder Type Start End R bl Date
g {_New books ] Perpetual Peter Silva 17/04/2011 19:17:59 W

Document main page
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By dicking on any folder namen the documentpublicationdlist, the user will opemp the
corresponding foldepage

IN Library [Peter Silva]

o

Eikoni pocuments [ New books
[ ]
DocumentNames =]

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

Unmark Folder

Generate report

.
g5 NEW BOOKS # [ U one level
Class Mame Version State Description Last update
Book DFEJEZ-l Released Iracema-José de Alencar li,flﬂgizgéﬂ
RB- Memérias péstumas de Braz Cubas- 15/04/2011
| sack o5 R Machado de Assis 14:39:01
RB- Diophanes adventures-Teresa 17/04/2011
Book  np3o Released Maraarida de Silva e Orta 19:04:17

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change | Email change | Home page change | Mudar para Portugués | User Guide | Links
Copyright © 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

CHANGING OR CANCEIG&MHE PUBLICATIONAOBOCUMENT

After obtaining the list olocumentpublications, click on the appropriate icon to change
or cancel thedocumentlink to the static public folder.

BOOK: RB-0032 - PUBLICATIONS

Folder Type Start  End Responsible Date

New books Perpetual Peter Silva 17/04/2011 19:17:59 :@(

Document main page

MODIFYING A PUBLICAN

After clicking on theconB fill out the form and submit to change thelocument
publicationperiod on that folder
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CHANGE PUBLICATION OF [BOOK: RB-0032] IN [NEW BOOKS]

‘Complete and submit the form

Inicio: .
Término: .

Flrermanente

2] Bl

CANCELLING A PUBLIOAN

After clicking on the iccﬂ confirm the cancellation of thdocumentpublicationon that
folder.

Mensagem da pagina da web ﬁ

4% Confirm the cancellation of the publication of the document in the

&Y folder [New books ]

oK | I Cancelar

— = e =y ===

HISTORY

The softwareensuies complete traceability by loggiat] events encompassing:

1 Access to documentsontents
1 Changeof documents metadata
1 Changeof documents$ contents

USER EVENTS

Click on theéHISTOR Yhenu to view theuserevents during a given periaaf time. The list
of events involving the user during a given period will be displayed on the spaite.

(hange the start and/or end date and cliek/BMITio change theviewingperiod.
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Library [Peter Silva]
I .

Eikon'pocuments New books
Document Names Iz‘
Received tasks | Sent tasks | New document | Lists | Publications | Favorites Logout
Generate report (Excel)
Generate report (Html)
HISTORY
[ Events occurring from 10/04/2011 until 17/04/2011 ]
Class  Name Version  State File Event Date/Time
RB- Document state 17/04/2011
Book o3 Released changed 19:04:17
RB- 17/04/2011
Eonk 0032 Registering Attributes changed 10:00:58
RB- . . 17/04/2011
Book o3 Registering Aventura de Diéfanes.pdf Check-out canceled 18:56:07
RB- . 17/04/2011
Q Book 0032 Registering Aventura de Diéfanes.pdf File renamed 18:52:46

The user can directly obtain the details of fieted documents by clickingn the
corresponding icor&k

DOCUMENT EVENTS

Click on theommandSHOW HISTORYocat ed at the specific docum
area to view the events during a particular period, as shown below.

Note that this feature is only available to users who hfaMepermission for the
current state of the document.

The list of events involving the document during a given period of time will be displayed
on the work space. Change the start and/or end date and clickldBMITto change the
viewing period.
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Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout

BOOK: RB-0032

Files

HANT |

i Send tasks
0 Link document

Show publications

w related documents

& Aventura de Diéfanes.pdf Adobe Acrobat Document 39 kB

Attributes

tasks

Generate report

Class Book
Type Brazilian novels
Number 0032
Title Diophanes adventures
Author Teresa Margarida de Silva e Orta
State Released

BOOK: RB-0032 - HISTORY

Added by Added in Last updated by

Last updated

Peter Silva 17/04/2011 14:16:37 Peter Silva

until 17/04/2011

Events occurring from 10/04/2011

17/04/2011 19:04:17

User State File Event Date/Time
Peter Silva Released Document state changed 17/04/2011 19:04:17
Peter Silva Registering Attributes changed 17/04/2011 19:00:58
Peter Silva Registering Aventura de Diéfanes.pdf Check-out canceled 17/04/2011 18:56:07
Peter Silva Registering Aventura de Diéfanes.pdf File renamed 17/04/2011 18:52:46
Peter Silva Registering Aventuras_de_Diéfanes.pdf File checked-out 17/04/2011 14:56:33
Peter Silva Registering Aventuras_de_Diéfanes.pdf File replaced 17/04/2011 14:56:33
Peter Silva Registering Aventuras_de_Diéfanes.pdf File checked-out 17/04/2011 14:51:50
Peter Silva Registering Aventuras_de_Diéfanes.pdf Check-out canceled 17/04/2011 14:46:50
Peter Silva Registering Aventuras_de_Diéfanes.pdf File checked-out 17/04/2011 14:43:54
Peter Silva Registering Aventuras_de_Diéfanes.pdf File added 17/04/2011 14:43:54
Peter Silva Registering Document added 17/04/2011 14:16:37

Document main page

CHANGINGUSER PREFERENCES

HOME PAGENDINITIALSEARCH PREFERENCE

Click on theHOME PAGE CHAN@ém at the secondary menu and choose the
preferredpage to be displayed after login. Options availaBleceived tasksdefault, Sent

tasks, History, PublicationBavorites and Lists.

The user can also change lieitial search preference, choosing amoagpilableoptions.
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Click to change the home page

@ RECEIVED TASKS

Due  10/04/2011 until  24/04/2011
from

Ogfly not Include
cogipleted =AUTO=

® From & Type # Status
18/04/2011 Librarian For your This is a very
information interesting book.

# Description % State

bok: RB- Memcrias postumas de Braz Released
Cubas-Machado de Assis

Received tasks | Sent tasks | New docffment | Lists | Publications | Favorites | History | Logout
Password change | Email change Mudar para Portugués | User Guide | Links
Copyright ® 1997-2010 Eikon Tecnologia Ltda. All rights reserved.

HOME PAGE CHANGE

Home page |Publications ﬂ
Initial search on |File Contents [~]

EMAIL

Click onTHE EMAIL CHANG&m at the secondary menu. Fifithe displayed form and
submitit.

EMAIL CHANGE

New emzil ptsiva@gmail com

Confirm new email petersilva@enterprise.com

Received tasks | Sent tasks | New document | Lists | Publications | Favorites | History | Logout
Password change fEmail change ) Home page change | Mudar para Portugués | User Guide | Links

Copyright ® 1957-2010 Eikon Tecnologia Ltda. All rights reserved.
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PASSWORD

Click on the ASSWOR CHANG Eem at the secondary menu. Fifithe displayed form
and submitit.

PASSWORD CHANGE

New password essssssss

Confirm new password e
Current password ses

Userfpisilvgl |

meiew Sent tasks | New document | Lists | Publications | Faverites | History | Logout
Password change | Email change | Home page change | Mudar para Portugus | User Guide | Links

opyright © 1997-2010 Eiken Tecnologia Ltda. All rights reserved.

42010 EIKON TECNOLAGTDA.
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