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Legal Notices

Copyright © 2005-2010 by Group Seven Technology, Inc. All rights reserved. No
part of this publication may be transmitted, transcribed, reproduced, stored in
any retrieval system or translated into any language or computer language in any
form or by any means, mechanical, electronic, magnetic, optical, chemical,
manual, or otherwise, without prior written consent from Group Seven
Technology, Inc. Printed in the United States of America.

The software described in this book is furnished under license and may be used
or copied only in accordance with the terms of such license.

IMPORTANT NOTICE

Group Seven Technology, Inc. provides this publication “as is” without warranty
of any kind, either express or implied, including but not limited to the implied
warranties of merchantability or fitness for a particular purpose. Some states or
jurisdictions do not allow disclaimer of express or implied warranties in certain
transactions; therefore, this statement may not apply to you. Group Seven
Technology reserves the right to revise this publication and to make changes
from time to time in the content hereof without obligation of Group Seven
Technology to notify any person of such revision or changes.

TRADEMARKS AND CREDITS
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trademarks of Group Seven Technology Inc. or its affiliate companies in the
United States of America and/or other countries. All rights reserved.

DA Document Manager User’s Guide
Windows Home Server Edition
January 2010

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5



| (;/“:“ Digital ArcHound™
‘ | DA Page 3
vard

Table of Contents

. 1 1 g o« [T o o o o 5
INSTAIIAtION BASICS suvuursuesuessnssnssnssnssnssnmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssnssssnnsnnnns 5
HigRligRted FEAtUI©S ..vuuuriueissenssnnssnnssnssssnssnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnssnnesn 6
Understanding the User’s Guide — Helpful ICONS......cccuvsurimssmsmsussmsussmssssnssssmsnssssassssnssnssnsnsnnsns 7
Understanding the User’s Guide — Search ReSUItS ICONS.....ccvcevsessnsussssnsssnsssnsssnsssnsssnsssnnnssnnss 7
SYSEEM REGUIICIMIENES . suueriseisseessnessnnssnnssnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsssnnssnes 8
B 1 X = T 1 L d g T 7 e = 9
Downloading the DA Document Manager WHS Add-IN ......cccuviierimrimsimsnmsinsnnsnnsnnsnns 9
Installing the DA Document Manager WHS Add-In........ccccuimmimrimsnmsimssmssmssnsnnsnnsnses 9
Installing the Client Connector software.........ccccciiciiiciiiicsnnssns s sr s rsesss s ssa s nnnnnas 10
Installing the PDF Digitizer Printer (Optional) ....ccviciiimimiemssssssss s s ssanssassnnnns 11
The Three DA Document Manager TaSK MOAES.......ccccvverssmmssmmssnsssnsssnsssnssnnssnnssnnssnsssnnssnnnsnnnss 12
What are Ribbon GroUPS? ...ciiciiiiitimir s s s ssss s ssasssassssssasssasssnsssnssanssnnssnnes 12
L0 LT o] QY - I o /A 13
Saving Your First Archive ........cccciiiiiiiiic i s s s v s s s s s s s s s n s nn e nn 13
Retrieving Your First Archive.......cciiciiiiininiins s sss s s s sssessssssssssasssnsssnssnnnnns 13
Task Mode: Add DOCUMENES .....euumssmesmssnssnssnnsssssssssssssssssssssssssssssssssssssssssssssssnssnssssssssssssnssnssnss 15
L g ] o= Lol T 1= 15
Add Documents Home Tab.....ccvcrvcrierieriarimmsamsessassssassssassssassassassassnssnssnssnssnssnsnnnss 16
\feT g Yo L= [ol=I 2] 5] o o] o I €1 o1 U o JP PP 16
Folder Monitoring RiDDON GroUD «ouiiiii i e e e e e e et eee e 16

| g gYoTo] ool 2X]s] o Jo] o I €1 o] T o TP 17
Workspace Form Tip: Automatic filling the Workspace FOrm .......cciiiiiiiiiiiiiiiiiicici e 17

Y ot 2 11 1=1 ol - 1 o 19
Scanner OptioNs RiDDON GrOUP ...viiuiiiiiiis it e e e s e e s r e s e e aar e e e anannanes 20

Y0 T Tt o= 3 o = - o 21
PDF Viewers: Selecting @ DOCUMENE ViEWeT ...t e e 21
Task Mode: SEArch DOCUMENTES ....cuueieesmssnssnssnsssssssssssssssssssssssssssssssssnsssssnsssssnssnssnsssssssssnssnsnnsn 21
Search Documents Home Tab ....cuiiciimiimmimmmsesss s s sssasssnssasssasssnssanssnnssnnsnnnns 22
Document Search using the “Search Results” Ribbon Group .....cccvoviiiiiiiiiiiiii 22
=TTl T T L= ol = = | PP 22

D 2= L =T ol P 22

YiXa AVZ=] aTel=Te B @] ol uTo] o 1= RSP 22
“Checked Items in Search Results” RibboN Group ....ciiiiiiiiii i ea 23
Task Mode: MANaAge StOIraQ @ ..uuuriuriurssnmssnmssnnssnnsssnsssnsssnssssssssssssssssssssssssssssssssssssssnnssnsssnsssnnsn 25
Customizing your DA Document Manager ......c.ccuessesussmsussmsassmsassnsassssassssnssnsnssssnssnsnssnssnsnsnnsns 26
Yo T == T =T Lo = 1= 1 o 26
[y o]0 To ] a ] o U] o = B L Y TN o R 26

2] s]oTo] AN CTge]UTs Y 2 o] 1=T= ] = o Lol PP 26

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5



! (;/“\\\‘ Digital ArcHound™
= DA Page 4
vard

[yl o] 0 Yo ] a I ] g o 1N ] o ] U1 1= R 26

B e To F I - 1 o 26
] o]0 To] AN €l ge]UTs N 1= o =T o= | PP 26
“More Options” button and the “"Options” Tabbed Dialog.......c.ccoiiiiiiiiii i 27

\ o] g Yo L= [ol=l lo] o o ¢ T I= 1 o 1P PP 27
oY a1 oY '=Ta I o] o 11 o= PP 28
[SloYla (=T o\ To] aTiuo] wla e BT ol=] o =1 o o1 R 29
Monitoring @ ROOT FOIAEIr ON @ DIV .. .. e e et e e e e e e ens 29
Windows Home Server CONSOIE ......cccvvuimrsmmsmmsmmsmssmssnssnssnsssnsnsssnsssssssssssnssnssnssnssnssnnsnnsnnsnnsnnss 30
DA Document Manager Tab .......cciiiiiiiirisisi s s s s sn s sn s s s s s s s s nnmn e e 30
=TTz To [ o U] o= T ol oY Y= 30

S F=To (BT B AN e o T Y= 30
SIS o] AN ol of o 1 A= P 31

S FoTor= ) =l ' o Y= PP 31

Y e oYY T O =T o U] o PP 31

8 o0 = 1 1] 7 1 T« S 31
0 g o7 2 L= £ Lo o T o 1 32
Problem: Password fails no matter what password I enter for WHS Connection..............cooeeeee. 32
Problem: Default Web Site/ ISS Setup/ DAWEDSEIVICE ...viiiiiiii i 32
Problem: Connection Problems with the WHS ... e 33
Problem: My scanner is not working correctly with DA Document Manager.........covvevviiviiinninnnnn. 33

DA Document Manager ON PriVACY .....c.vesesssssussassmsussssnssssnssssnsunsnssssnssssnssssssnssssnsssssnsnssnsnsnnsns 34
Trademark Credits ...oc.veeieeiseimismssmmsmssnssmnsnssnssssssssssssssssssnssnsssssssssssssssssssssssnnsnsssssnnsnssnnsnnsnnsnns 34

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5



—
Q
5N

Digital ArcHound ™

DA

Page 5

Introduction

DA Document Manager is a tool for everyone. It is built to archive all of your
documents, and put them into one place where they are easy to retrieve. DA
Document Manager is quick: scan or print your document to ArcHound, fill in a
few brief keywords about the document and SAVE. You're done. It's really that
simple!

The benefits of archiving are numerous. Whether you are an individual or a
business, you need your important documentation protected from disaster. DA
Document Manager provides a solution: back up your archives to a USB flash
drive or an external hard drive. Put the copies in a safety deposit box or other
secure location. Now you're ready for anything!

Are you Green? DA Document Manager is! It allows you to save electronic
statements securely. This gives you the ability to reduce the number of papers
and bills you receive by mail. Save a copy of your financial statements to DA
Document Manager by printing directly to the program.

DA Document Manager works with nearly all scanning solutions (hardware and
software) that scan to PDF. Further, you can launch and control most scan
applications directly from DA Document Manager.

Installation Basics

There are two parts to installing DA Document Manager for Windows Home
Server:

1. The WHS Add-In: software that runs on the WHS server that stores
documents and information in centrally located folders and database.

2. The DA Client Connector: end-user software that runs on a PC that is
connected to your WHS. This software allows you to acquire or create
electronic copies of your documents through scanning, printing, drag-n-drop,
monitoring and importing.

Optionally, you can download and install the DA Digitizer that will allow you to
print any document, email, image or web page directly into the DA Client
Connector workspace.

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5
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Highlighted Features

e Easily add PDF documents and snapshots of almost any document through
importing, drag and drop, printing into the workspace, scanning and auto-
detecting new PDFs.

¢ Quickly and easily add pages to saved PDF files using drag and drop.
e Add password protection to PDF files.

e Select a folder to automatically watch for new PDF documents to archive.
Detect new PDFs in My Documents, Desktop, and Application Data folders.

e Split a multi-paged PDF into single page documents with the click of a button.
Rearrange the pages and recombine them into PDFs for archiving or emailing.

e PDF documents in the workspace may be combined, split, rotated, re-ordered,
emailed, printed and viewed as needed in the Workspace.

e Drag and Drop a PDF directly on the workspace. Drag and Drop non-PDF files
(TIFF, JPEG, GIF, BMP files) from Windows or Emails directly onto the
Workspace.

e Resizable windows

e Workspace Viewer and Workspace Form windows are resizable for better
viewing of documents and images.

e Based on your Video Display settings, all windows in the DA Client
Connector support 96DPI, 120DPI and higher DPI settings so that high
resolution documents such as Medical Scans, X-Rays, Maps, etc., can be
viewed in detail.

e Scanning
e Control scanners that support industry standard TWAIN and WIA
compatibility. You can also rearrange the scanned document order in the
Workspace.

e Search

e View your search results with a robust and powerful “"Google” like search
engine

e Search Custom Categories or Subcategories. You can Add New, Edit, and
Delete categories and subcategories.

e Search Results may be sorted by Title or various dates in both ascending
and descending order.

e Perform your Searches using a complete range of filters to quickly find
what you need.

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5
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Understanding the User’s Guide — Helpful Icons

Confirmation Required

This icon indicates a confirmation is required before you continue. Once you have
confirmed the item, you will not necessarily need to refer to it again. This will
pertain to the setup and/ or configuration of your DA Document Manager
application.

Important Notification

This icon indicates an important feature or function that is essential when using
- DA Document Manager. These items often will contain information about

frequently asked questions or common errors that a user might encounter.

Helpful Tip

These tips will help you with your overall efficiency and productivity while using
q DA Document Manager. These tips are designed to save you time so you may

want to refer back to them or review them from time to time.

Advanced User Tip

These tips will benefit those that have an advanced understanding of Windows
!-‘ and the Windows operating system. Attempting to implement these features

without advanced experience may lead to undesired results.

Understanding the User’s Guide — Search Results Icons

Normal Document Icon

This document has no Document Rights Management (DRM) applied. This means
that a user may combine, split, rotate and archive with embedded information. A
user may also choose to add a password to the document to prevent other users
from opening the document for privacy.

Warning Document Icon

f This document has DRM applied such as copy prevention, document modification,
etc. DA Document Manager fully complies with DRM and the Document
Restrictions Summary for each PDF. Documents displaying this icon prevent the
user from being able to combine, split, rotate and archive embedded information.

Password Protected with Warning Document Icon
A This document requires a Password to View the document. In this case the
Password may have been applied before adding it to DA Document Manager.
| Documents displaying this icon prevent the user from being able to combine,
split, rotate and archive embedded information.

Password Protected Document Icon

This document requires a Password to View the document. Documents displaying
this icon prevent the user from being able to combine, split, rotate and archive
embedded information.

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5



3 Digital ArcHound™
A8 DA Page 8
var

System Requirements

Windows 7 Requirements

1 gigahertz processor
a 1 gigabyte of system memory (32-bit) or 2 gigabytes (64-bit)
1 gigabyte of available hard drive space
DirectX 9 class graphics card with WDDM 1.0 or higher driver

Windows Vista Requirements

1 gigahertz processor

1 gigabyte of system memory

1 gigabyte of free hard disk space

DirectX 9 class graphics card 128 megabytes of graphics memory

Windows Vista Home Basic Requirements

800 megahertz processor

512 megabytes of system memory

1 gigabyte of available hard drive space

DirectX 9 class graphics card 32 megabytes of graphics memory

Windows XP Requirements

233 megahertz processor

64 megabytes of system memory

1 gigabyte of available hard drive space

DA Document Manager Requirements
DA Document Manager requires the minimum system requirements as provided
by Microsoft for each respective operating system.

& © ¢ @

Actual storage requirements vary depending on your specific archiving needs.
Most home users will find that 100 to 200 megabytes is sufficient storage space
for their PDF files, while 500 megabytes to 1 gigabyte or more is recommended
for home office and business users.

A video display setting of 1024 x 768 DPI is the recommended minimum, while a
setting greater than 1024 x 768 is preferred.

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5
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Installation Guide

Downloading the DA Document Manager WHS Add-In

Confirm that you are connected to the Windows Home Server (WHS) from your
PC, then, download the DA Document Manager WHS Add-In and save it to Add-
Ins on your Windows Home Server. Follow the steps below.

_ WHS system tray
WHS tray Icon

1. Download the DA Document Manager WHS Installer and Save it to your
Desktop

2. Right Click the DA Document Manager WHS Icon and Click Cut
3. Right Click the WHS Icon in your System Tray

4. Click on Shared Folders

5. Double Click on Software

6. Right Click on Add-Ins and then Click Paste

Installing the DA Document Manager WHS Add-In

Add-Ins are installed from Settings on the Windows Home Server Console. Follow
the steps below.

1. Right Click the WHS Icon in your system tray, and click Windows Home
Server Console. If prompted, enter the Windows Home Server password

2. Click Settings on the console

3. On Settings, click Add-Ins
Important

¢ Uninstall any currently installed versions of DA Document Manager or Digital

ArcHound prior to installing a new version on your WHS. When uninstalling,
select “Yes” to preserve your existing documents and database.

4. Click the Available tab

5. Click Install to install the Add-In

6. Click OK on the Installation succeeded dialog box to restart the console

7. Reconnect to the console. The DA Document Manager tab now appears on
the console

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5
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Important

It is highly recommended that you disable the Sleep mode on your Windows
Home Server (WHS). If you choose to use the Sleep mode on your WHS, close
the DA Document Manager application on each Workstation prior to initiating the
WHS Sleep mode. Failure to do so will cause undesired connection related issues
with DA Document Manager running on your Workstations.

A Workstation running the DA Document Manager application configured to use
the Sleep or Hibernation mode will reconnect to the WHS after waking up and
function without any issues.

Recommended settings for sleep or hibernation mode:
e Windows Home Server - disabled
e Workstation Client - as desired

Important

The Windows Home Server Client Connector must be installed on your PC and the
DA Document Manager Server Console must be installed on your Windows Home
Server before the DA Document Manager Workstation Client connector is
installed.

Note

During Add-in installation if you did not use the default Software location, but
instead created a custom shared folder location, the Setup Client connector will
be located in the DA Document Manager folder in your custom created shared
folder location.

Installing the Client Connector software

18 Windows Home Server, Consale

L.\g f". m E | Q ‘ (’f1 "ﬁ- Windows Home Server
- 4 -

Computers User shared Servel DA Document Network
& Backup Accounts Folders Storage M @ el

& Ba

\éj Documents by Category @ Resource Utilization Summary &) Fisfiesh Summary

Application Database Status: Connected Datahase Version: ¥3.0.3
Re e SeE e Datsbase Access: ReadjWrite Database Size: 636 KB
Insurance Policies
Insurance Statements

. = Total Archived Documents: 96 Average Size of Archive: 165 KB
Medical Invaices
Medical Records Total Disk Space Used: 16ME  Disk Space Available: 119GB
Misc Archives Location: ID:\sharas\Snftware\Digita\ ArcHoundiyault
Misc Invoices

Disks Available: ID: (445 GE) E: (232 B}

Mortgage Payments

Other Documents
Oniners Manual

Active Computers: hj;

DEVELD..

/\

R D
< Y/ Step 2 Client Setup Instiuctions ® Test Database Connestion

Database WebService 0K

password
Scanner
STATE TAXES

Stare Receipts

H R MO OO0 Do Do WO R

Evaluation Expires in 10 days

Copyright @2007-2010. Group Seven Teshnology, Ine. Al rights reserved v303d- RC1

10'11:10 AM
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From the Windows Home Server Console:
1. Select "DA Document Manager”
2. Click on “"STEP 2: CLIENT SETUP INSTRUCTIONS”

Installing the DA Document Manager Client Connector Software

The installation file can be found here:

445 E RWE RAS oftwarehDigital ArcHoundbS etupClient. mai

’ | Highlight and copy the installation file location above
' Windowes 7: Click the Start button and paste into "Search programs and files"
Windowes Yista: Click the Start button and paste into "Start Search”
Windowes HP: Click the Start button, Click Run and paste into "Open” text

Optional Installation Method

From your client computer(s], perform the following:

1. Right-click the WHS Tray lcon = ;
2. Click on"Shared Faolders” ‘ " e 11:09 AM
3. Douhble-click on "Software, then Digital ArcHound" e

4. Double-click"SetupClientmsi* System Tray

-

E | <~ Click icon to pop up instructions on client computers oK. |

There are two methods for installing the DA Document Manager Client Connector:

METHOD No.1

Highlight and copy the installation file, then:

For Windows 7: Click the start button and paste the installation file into “search
programs and files”.

For Windows Vista: Click the start button and paste the installation file into “Start
Search”.

For Windows XP: Click the start button, Click "Run” and paste the installation file
into “"Open” text.

METHOD No.2

1. Right Click the WHS Tray Icon

2. Click on Shared Folders

3. Double Click on Software

4. Double Click DA Document Manager
5. Double Click “SetupClient.msi”

Your DA Document Manager Workstation Client Connector installation is now
complete for this computer. Complete these steps for each Workstation computer
on your network, depending on the number of user licenses that you purchased.

Installing the PDF Digitizer Printer (Optional)

The PDF Digitizer is actually a virtual printer that allows you to print any
document to the Workspace so your important documents can be stored in DA
Document Manager. (Not yet available for Windows 7 64-bit or Vista 64-bit)

To download the PDF digitizer:
e Download directly from http://digitizer.ArcHound.com OR
e Click the DA PDF Digitizer button in the DA Client Connector/Tools ribbon

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5
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The Three DA Document Manager Task Modes

There are three Task Modes for managing your documents. Each task mode has
associated Ribbon Groups (described later) that allow you to perform actions
based on the task mode.

-

41

i - il
i Haome Scanner
& BT e
add Search  Manage
Documents | Documents Storage
Task Mode

Add Documents - Add Documents allows you to Drag and Drop,
automatically detect new PDFs to import, manually import PDFs or scan
documents. Once the documents are in the Workspace, you can choose from
various options to split, rotate or reorder them before you save them.
Search Documents - Search Documents allows you to Search for any
Document in the Vault and refine the search using a variety of search filters.
Once the Document(s) are in the search results window, you may View,
Email, Edit their information, or Delete them. You may also Copy or Move
them to the Workspace.

Manage Storage - Manage Storage allows you to View a list of all
Documents in the Vault by Category, View all documents in the category. You
may View your services such as: database size and version, disk space used
and space available, archive location, active computers.

What are Ribbon Groups?

Ribbon Groups are displayed along the top of the DA Document Manager and
show controls related to the selected Task Mode. When a ribbon group is
collapsed, you can still access the controls by left-clicking on the collapsed group
or tab.

For a better understanding of the three task modes, let’s get started...

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5



=y DA

./

Quick Start

Digital ArcHound™

Page 13

Saving Your First Archive

1. Start the DA Document Manager application.

2. Drag and drop a PDF into the Workspace.

3. The PDF will automatically be loaded into the PDF Viewer window on the DA
Document Manager Workspace.

4. Complete the Workspace Form to describe the document(s) that you want to
archive. You may provide as much or as little information as you desire. You
may choose categories and subcategories or create a new category or
subcategory, enter dates or complete any other field you want to use to
describe the archive.

5. Click Save & Clear Form Info to save your document to the DA Document
Manager Vault and database.

\ i‘, |l @ )~ D4 Document Manager - WHS Client =X
NSV Harne: Scanner Appearance Tools w3195 & 0
D W Clear Form 5 Check All Vig..
A T
./ = Iy Rotate = Uncheck all Emall...
add Search  Manage | Mew : ; PDF Monitoting Mew File(s) User Defined
Documents | Documents Storage :‘H Splic Delete = Print... Enabled Detected Folder
Task Mode ‘Workspace F} Folder Monitoring F}
1 Workspace: Scan, Drag, or Print to Digitizer 3 2 Workspace Form: Describe the new document 3 Action: Save or Combine
. ~ Save 2
Document Title: * Il
Category: i
S .v: 4 = Save & Clear Form Info
Subcategory: v |7
WO I"kS pa ce Dete eniDocumerk: (] Here o Save & Keep Form Info
A Date Processed: Maone
Viewer -
Date CreatedfScanned: [ Mone T
[ % | More Options ¥
-
Kevuoras: Auto Fill Form ¥
Drescripkion; |
B Additional Tags: [] Business Related 1
Page 1 of 1 BuEs O ) Omn —
,,,,, Otz —
Password: [ More
Date Archived: |2010-01-20 12:05:15
Document _ (S e
Archived By DOMNALD GEMTRY -
Workspace :
Notes:
- * Hiohliohted Fields are Reauired b
Import Existing PDFs *
= | FDF Moritoring Started. . | i 70 ArchivedFiles: 17 | 1/20j2010

Congratulations! You have just completed your first archive to the Vault. You are
now on your way to discovering what so many others have: DA Document
Manager allows you to quickly save and archive your documents.

Retrieving Your First Archive

Retrieving an archived document is even faster. Click the “Search Documents”
task mode button, type any part of the Title or Keywords that you entered into
the Workspace Form, then press the “Enter” key or click the “"Search” button.
Now you have retrieved your first archived document.

Yes, it is that easy!

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
Windows Home Server Edition - Version 3.1r5
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\—-/ Harne, Appearance Tools w3195 & e
=
45 | — o Miew.., 5 Check Al Sort Byt Date Archived -
S | g
S — . - — @ ] Email. .. Uncheck: all @ Ascending
add | Mgnage || Copy ko Moweto  Attach  Delete 5 o
Docurnents |Documents | §forage || Workspace Workspace o Emall 2] Edt... |* 1020 50 100| Decending
ek Made i — T
Search Results gy
/ \ j—} Search Filter -3
search for Enter your search text here o search ([ oy,
Subcategory:
[] Password Protected
[[] Business Related
Omn
(R F
[#4 Date Filter OFF ¥
/L) Advanced Options ¥
| ] Auto Fill Form 2
Import Existing PDFs *
£ ccenning fornew POFs.. A 2 AecivedFies; 7 tj20i2oto |

Begin a habit today of saving your documents in DA Document Manager and you
will soon have a powerful library of important documents.

Copyright © 2005-2010. Group Seven Technology, Inc. All Rights Reserved.
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Task Mode: Add Documents

Ribbon Groups: Workspace, Folder Monitoring, Import, Scanner Tab, Scanner
Mode, Scanner Settings, Image Cleanup, PDF Viewers

Add Documents task mode enables the Workspace for you to add documents.
There are three sections of the Workspace: Document Viewer, New Document

Form and the Action Bar.

2 |\J_|\"- 2

DA Document Manager - WHS Client

SV Horme Scanner AppEarance Taols
+ E WP Clear Form 5 Check 4ll Yigh,
P e
@ . |2y Raotate - Uncheck All Email...
Add Search  Manage | Mew : .
Documents | Documents Storage ﬂﬂ Splic Delete  Frint...
Task Mode ‘Workspace 7}

PDF Monitoring Mew File{s) User Defined

Enabled Detected Folder
Folder Manitaring 7}

- = x

vilE & @

1 Workspace: Scan, Drag, or Print to Digitizer | 4

2 Workspace Form: Describe the new document

3 Action: Save or Combine

Workspace
Viewer :
page 1 of 1 ‘ 3065k )

. 7 u

Document Title: *
Cateqgory:
Subcateglry:
Date pn Document:

Dbt Processed:

Kevwords: *

Drescripkion:

Additional Tags:

te Created)Scanned:

~ |
¥/

| N/
|:| Mone
|:| Mone
|:| Mone

Workspace

Form ]

[] Business Related —

Omn =]

Otz =]
|:| Mone

|2010-01-20 12:05:15

|DONALD GEMTRY

/

* Highlic] ields areRﬂuﬂ/

Import Existing PDFs

g PDF Manitaring Started. ..

Workspace Tips

| Lat | 2 Archived Files: 17 1jz0jz010

1. To create a PDF from TIFF, BMP, JPEG, GIF, PNG and other image types, Drag
and Drop the image into the DA Document Manager Workspace for archiving.

2. The workspace window is resizable and supports a large PDF display

3. Prior to saving a PDF, you may email it or combine and view it, eliminating
the extra step of searching for it later.

4. Using the Save & Keep Form Info button allows quick archiving when you
have a number of similar documents to archive.
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Add Documents Home Tab
Workspace Ribbon Group
Bl @) - DA DocUment Manager - WHS Client - o x
i Harne: Scanner Ap) Tools w3195 & 0
W Clear Form 5 Check Al Viea e
‘ .- E Crfm 5y Rakate - Unchack Al
Add Search  Manag New F Monitoring Mew Fils(s) Import ko Impork to
Documents | Documents  Skorag Enabled 1 ‘Workspace  Archives
Task Maode Workspace Folder Manitoring
New

Removes all PDF files in the Workspace and clears the contents of the Workspace

Form after a user confirmation.

Clear Form
Clears the contents of the Workspace Form

Rotate
Allows rotation of the PDF in the viewer

split

This will split the highlighted PDF into single page documents. Used to eliminate
unneeded pages or reorder pages in a document prior to archiving.

Check All
Selects all of the PDF files in the Workspace

Uncheck All
Deselects all of the PDF files in the Workspace

Delete

Opens a dialog box for selecting Checked or unchecked PDFs to be deleted from

the Workspace

Print
Prints the PDF shown in the document viewer

Email
Emails the PDF shown in the document viewer

View

View the highlighted PDF from the Workspace in your default PDF Viewer. Move

the mouse cursor over any PDF in the Workspace to see it in the viewer.

Folder Monitoring Ribbon Group

ble@ )~ DA Document Manager - WHS Client

NSV Hame: Scanner Appeatance Tools

W Clear Form Check All Wigw
ool @ 9 D5

2 e - erffl..

Add Seatch  Manmage | Mew
Documents | Documents Storage
Task Mode Workspace

Delste = PRNL..

Enabled Detected
Folder Monitoring

PDF Monitoring Mew File(s) User Defined

LERE AN 7 ]

PDF Monitoring
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Enables or disables automatic detection of new PDF documents. If a PDF
document is detected, it will optionally copy, move or notify you (import window)
that a new document is available.

New File(s) Detected

This button is enabled if a new file has been detected and is available in the
import window for you to add to the workspace. Click to display the import
window.

User Defined Folder
This button is enabled if a user defined folder has been configured. Click to
display the contents of the folder.

Group Caption Button

To configure a User Defined folder to monitor, click on the Ribbon Group “Caption
Button” icon in the lower right-hand corner of the Folder Monitoring Ribbon
Group.

Import Ribbon Group

o @ DA Document Manager - WHS Client - B x

ot Hame: Scanner Appearance Taols viigs @ i
W Clear Form
| 4] Ij L i . ]
Add Search  Manage || Mew POF Monitaring H Q| Importto Importto

Enabled
Faldsr Monitoring i

Documents| Documents Storage BE snit
Task Mode

workspace  Archives
workspace F}

Import to Workspace
Clicking Import to Workspace opens the “Import Existing PDFs” window and the
dialog that allows you to select a folder from which to import a PDF document.

Import Existing PDFs ¥

Ta impart existing documents inka the Workspace Yiewer, check the dacumenti(s) that you would like to import, choose how ta process the document(s), then press Apply. Ta choose the location
of other documents to import, click on Select Folder,

Copy of MAX1487-MAX431 pdf

power moritar . pof

PO_319_from_Bay_Area_Medica.pdf
1.pdf

Lo TempScan-633994220875937...
[ —

(&) Copy to Workspace

O Move to Workspace
O Ignore
O Delete

Copy Copy Checked

Acf 4 Select Falder. .. Reset

=) | Stanring For new FOFs. . i | 7 Archived Files: 68 1jz3[2010

Import to Archives
Import to Archive will open a dialog which will allow you to directly import PDF
documents into the DA Document Manager Vault and Database.

Workspace Form Tip: Automatic filling the Workspace Form

Click a Search Results Item in the DA Document Manager Workspace and any
available Workspace Form information will appear in the Auto Fill Form window.
Click the Apply button to automatically fill in the Workspace Form with this
information. You may also update this information in the Workspace Form as
needed before saving it.
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Password Protection

DA Document Manager cannot unlock a file that has been password protected.
Users should exercise great care with respect to password protecting and
recording the passwords used to protect their files.

A PDF may include any number of different types of protection on a particular
document. Though the types of protection are rather involved, we have
attempted to familiarize you with the most common types of protection below.

Two types of passwords may have previously been applied to a PDF. A Viewer
password requires a password in order to view a file. An Owner password is
required to modify Document Rights Management or DRM. DRM is any Protection
which includes, but is not limited to printing, extracting, inserting, editing or any
other type of document modification.

Once a password has been added to a document, DA Document Manager is
limited to the functions available without the password. A password protected or
an encrypted file must be archived as an individual file; the file cannot be
combined or merged with another file without owner’s the password.

Embedding is the function that the DA Document Manager uses to include the
Title, Description, Keywords and Tags in the PDF file. These files will archive but
without the embedded fields. A warning will display during the archiving process
if this is attempted.

No View Password and No Protection

This type of PDF is the most common. PDF files created using your scanner have
no View Password or Protection. Many of the PDF files you may download have no
View Password or Protection. DA Document Manager can fully process these files.

No View Password with Protection

This type of PDF is the second most common. PDF files you download may have
no View Password with Protection. These often come from financial institutions
and online statements. DA Document Manager can file these PDF files however; it
cannot embed, split or combine these files.

View Password with no Protection

This type of PDF is the uncommon. These PDF files sometimes come from an
employer. DA Document Manager can file these PDF files however; it cannot
embed, split or combine these files.

Owner Password with Protection

This type of PDF is the becoming more common. These PDF files may be found
online or even with software applications. The creator does not want the PDF to
be changed or maybe copied so DRM ownership privileges protect the document
from being pulled apart or copied other than in whole. DA Document Manager can
file these PDF files however; it cannot embed, split or combine these files.
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