¢ DigitalPaper )&

EXTENDED ENTERPRISE

Enterprise User’s Guide

<t - 4 . ®
C} Dlg Ita I Pa perDOCUMENTACCESS AND COLLABORATION. ANYTIME. ANYWHERE.



Patent and Legal Notices

Copyright © 2019 ePlus Capital, inc.

This product and related documentation are furnished under a license agreement and may be used or copied only in
accordance with the terms of the agreement. No part of this product or related documentation may be reproduced in any
form or by any means without the prior written authorization of ePlus Capital, inc. While every precaution has been taken in
the preparation of this documentation, ePlus Capital, inc. assumes no responsibility for errors or omissions. Information in
this document is subject to change without notice.

WARNING

This computer program is protected by copyright law and international treaties. Unauthorized reproduction or distribution
of this program, or any portion of it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

Trademarks

ePlus, DirectSight, DocPak, ViewMark, and ePlus products referenced herein are either registered trademarks or trademarks
of ePlus inc. in the United States and/or other countries. The names of other companies and products mentioned herein
may be the trademarks of their respective owners.

PostScript is either a registered trademark or a trademark of Adobe in the United States and/or other countries.

Microsoft, Windows, Windows Server, Active Directory, NTFS, Internet Explorer, Excel, Powerpoint, and SQL Server are
either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries.

LaserJet, Designlet, HP, HP-GL and HP-GL/2 are either registered trademarks or trademarks of Hewlett Packard in the United
States and/or other countries.

WildFly is either a registered trademark or trademark of Red Hat Inc. in the United States and/or other countries.
Chrome is either a registered trademark or trademark of Google LLC in the United States and/or other countries.
Firefox is either a registered trademark or trademark of Mozilla Foundation in the United States and/or other countries.

Intel and Xeon are either registered trademarks or trademarks of Intel Corporation in the United States and/or other
countries.

Oracle JSP, and Java are either registered trademarks or trademarks of Oracle Corporation in the United States and/or other
countries.

Patents

The products described in this documentation are protected by Patent Nos.: US 6,182,127 B1; US 6,510,459; US 7,185,069;
US 7,647,373 and corresponding foreign patents. Patents pending.

Third Party Software

This product contains certain third party software components. The components are provided in accordance with their
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About This Guide

What is in this Guide?

This section describes the layout of the Enterprise User’s Guide. This guide contains the following.
¢ Contents outlines the chapters and topics within this manual.

e Part I: Introduction describes DigitalPaper XE capabilities, how the product works, who uses it, as well as an overview
of Enterprise User functions and the DigitalPaper XE interface.

e Part II: Quick Tour provides examples of how to use the DigitalPaper XE to search, view, annotate and print
documents, as well as how to create document packages, distribute them to your Trading Partners, and collaborate on
documents.

e Part lll: Reference provides a detailed description of the interfaces used to search, annotate, package, print and
download documents.

e Part IV: Appendices contains a complete description of DigitalPaper XE support policies along with a Glossary
containing a list of commonly used terms and definitions. It also contains information about supported document file
types.

Using PDF Files

All DigitalPaper XE documents are formatted in Portable Document Format (PDF) files. Viewing PDF files require an
appropriate document reader.

Send Us Your Comments

ePlus Inc. welcomes your feedback on the usefulness of this documentation. Please send all comments via electronic mail to
dpsupport@eplus.com When giving feedback, please provide the following information:

Your name Manual title, version number, and date
Company name Relevant concepts or examples
Phone number Chapter, section and page number
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Chapter 1

Product Overview

Welcome to DigitalPaper XE®, a web—based solution that improves customers’ business performance by enabling fast,
secure access to and collaboration of mission critical documents over the Internet. By replacing paper—based systems and
ineffective file transfer technologies, the Digital Paper solution shortens operating cycles and slashes hard dollar costs in a
short period of time. Organizations use DigitalPaper XE to retain the benefits of paper while eliminating its drawbacks.
DigitalPaper XE lets you:

e store technical documents (e.g., engineering drawings, manuals, field service tickets, purchase orders) in an online
repository, thus eliminating the need for paper copies or microfilm aperture cards.

¢ provide internal and remote employees, business partners, customers and suppliers with secure and timely access to
the latest versions of technical documents.

e assemble and publish multiple documents as a business package (e.g., RFP/RFQs, work orders) with a click of a
button, replacing the costly and time consuming process associated with paper production and shipping.

¢ streamline collaboration through the electronic exchange of document markups (e.g., text, manual drawings) for the
purpose of asking questions and making clarifications, without affecting or copying the original document.

¢ synchronize published content by automatically sending business package recipients change notification e— mails that
contain hyperlinks to revised document(s).

Authorized users and recipients of DigitalPaper XE documents and business packages need only a standard web browser to
search, view, email, annotate, print and download the correct version of documents, regardless of file size or complexity.
Who are these authorized users and recipients? As the figure below demonstrates, DigitalPaper XE supports large and
dispersed user communities both within and outside the enterprise such as:

¢ globally dispersed buyers and suppliers in sourcing.
e quality assurance, shop floor workers, and contract manufacturers in manufacturing.
e dispatchers, remote workers, customers, dealers and third party field service providers in field service.

¢ service technicians, supervisors, spare parts buyers and suppliers in maintenance and repair operations.
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Figure 1.1: The DigitalPaper XE solution

DigitalPaper XE Features

This section describes at a high level the features DigitalPaper XE provides as well as how these features work.

Document Import and Index

Documents are digitized and then imported from external sources such as CD-ROM, local drives, or network directories,
into a temporary location in the DigitalPaper XE system, referred to as a “workspace”. Documents held in a workspace
cannot be accessed by general users until they have been indexed and released to the repository. The index process
presents a highly structured way for users to search and locate documents (e.g., by document name, number, revision).
When ready for general consumption, most documents are “released” to virtual file cabinets in the repository. These
cabinets provide a logical grouping of documents and can only be accessed and viewed by users with the appropriate
permissions.

Files imported into the system are stored as TIFF, in their native format (i.e., original format), or both as follows:

¢ Files that may be converted to TIFF so they can be viewed within the DigitalPaper XE Viewer include: PDF, PostScript,
some CAD/PDM files, and popular spreadsheet, word processing, and presentation files.

¢ Files that are imported in their native format and can also be displayed in the DigitalPaper XE Viewer (without being
converted) include: BMP, GIF, JPEG, PNG, PDF, and TIFF.

¢ File types that cannot be displayed within the DigitalPaper XE Viewer are stored in their native format where they are
available for download.

o If desired, the Administrator can elect to import the native version of the file with its TIFF counterpart (if any),
allowing the user to display the document in the Viewer and/or download the file in its native format.
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Document Search, View, and Download

DigitalPaper XE’'s powerful search engine is used to find documents within cabinets based on the attributes assigned to
them during the import and index process. When a document is requested to be viewed, and the Viewer supports the file
type, the document is presented to the browser for display using ePlus inc.’s patented DirectSight™ technology.

Documents can also be downloaded to the user’s workstation as a single TIFF image or a multi-document zip file depending
on the number of documents. DigitalPaper XE determines the content type of a single document being downloaded and
automatically launches the application associated with the file if the user’s browser is configured properly. If multiple
documents are compressed into a zip file, the user will have to run compression software to decompress the files for use.

Document Markup

Users communicate changes, questions, or exchange ideas about a document using ePlus inc.’s patented ViewMark® URL—
based markup technology. Without the use of applets or plug—ins, geographically dispersed users collaborate on digital
content by overlaying graphics or text comments on a document without affecting the source file. For example, if a user
draws a rectangle on a document, a URL request is sent to the server which tells the engine what to create. The coordinates
of the rectangle are stored as a separate record, and a hyperlink to the original document and corresponding ViewMark is
created. This hyperlink can be sent to other users using an integrated e—mail gateway. Document recipients can view the
marked up document in a web browser, provide their own set of ViewMarks with comments or responses, and reply
without ever having to download any files. The collaboration history is retained by the system.

Document Packages

DigitalPaper XE also supports the immediate assembly of multiple documents stored in the repository into a comprehensive
business package, called a DocPak’. Examples of DocPaks include RFPs, RFQs, ECNs, and Work Orders. DocPaks can be
saved, searched, downloaded, printed, or published to a restricted set of users or made “public” to all users with read
and/or write DocPak privileges.

DocPaks can either be created manually by the Enterprise User or imported by the Application Configuration

Specialist using XML files generated by automation systems external to DigitalPaper XE. To manually create a DocPak, the
Enterprise User searches the repository for the desired documents, then simply points and clicks each document to include
in the DocPak. If desired, the DocPak creator can organize documents within the DocPak hierarchically through the use of
Line Items. A Line Item is a logical grouping of related documents within a DocPak. For example, if a DocPak contains the
documents associated with building a car, one line item can contain the documents associated with assembling the front
bumper, while another line item contains the documents related to the wheel assembly. Once a DocPak’s structure and
contents have been defined, the creator specifies which recipients will receive access to the DocPak and the date they may
have access. In addition, DocPaks can be nested within DocPaks.

To streamline the DocPak creation process, DigitalPaper XE can also import XML files that define each DocPak’s parameters
(e.g., name, description, documents to include, recipients, publication date). There are two DocPak import methods
available: manual and scheduled. The manual import approach allows the Enterprise User to use the web interface to
browse for the XML file of choice, import the file, then review and optionally edit the DocPak if its definition, structure or
contents require changes. The system can also be configured by the Application Configuration Specialist, via an import
profile, to automatically and routinely poll specified directories for the XML files. The scheduled approach was designed so
that multiple DocPaks may be imported and subsequently published automatically, without requiring the use of
DigitalPaper XE’s web interface.

Once a DocPak has been published, recipients click a hyperlink within an email notification or simply log in to DigitalPaper
XE to view the DocPak. DocPak publishers can also view a list of DocPaks they have created. If a document within a DocPak
is modified, DigitalPaper XE’s revision logic tracks the changes and automatically sends (if desired) a change notification to
both DocPak creators and recipients with a hyperlink to the latest version of the document, thus ensuring all parties are
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working with the same set of materials. If a DocPak is defined to have public access by the creator, anyone with the ability
to create and/or view DocPaks may view its contents.

Bill of Materials

DigitalPaper XE supports the importation of a Bill of Materials (BOM) part structure providing a hierarchical tree
representation with the ability to link the part structure to documents contained within the repository. An API exists to
allow custom integrations with external systems (PDM, MRP) used to manage Bills of Materials. A BOM or sub-assembly
sections of a BOM can be exported to DocPaks and the documents contained in a BOM can be printed and downloaded.

After a document has been associated with a part in a BOM, an icon appears with that document that will link to the BOM
interface, providing a "where used’ search capability.

As with DocPaks, a full range of search options are provided to quickly locate a particular BOM, or to locate specific
documents within a BOM.

Document Print

If a hard copy is required, users can print documents stored in DigitalPaper XE to a broad range of popular printers. Users
can print a document and its markups as well as the entire (or selected) contents of a DocPak with 100% fidelity and at the
same resolution of the image on any size paper. Users can configure the print job based on the target printer and include
print stamps (e.g., date, time) and watermarks (i.e., faint text that appears in the background such as copyright
information, company name).

DigitalPaper XE Roles

Users of DigitalPaper XE are categorized by their role in the system as described below.

Administrator

Typically an employee in the enterprise’s IT department who has comprehensive knowledge of computer and networking
systems, the Administrator is responsible for keeping the system online, performing system maintenance, installing
software patches and monitoring system performance. Duties specific to DigitalPaper XE include configuring the system’s
security for the users and groups that can access the application as well as defining the privileges associated with each role
described in this section. An Administrator is also responsible for setting up printers, applying system—-wide settings and
other utility functions. The Administrator user is automatically created by the system and is given both administration and
application configuration capabilities by default.

Anonymous User

The Anonymous user is a specialized version of the “Trading Partner” role. The role of Anonymous user can be assigned to
all unauthenticated users that access the DigitalPaper XE system. The DigitalPaper XE system requires authentication by
default through a login username and password, but may be configured to permit unauthenticated access (i.e., no login
username or password required). If it is desired that the Anonymous user be able to search cabinets for documents or have
the ability to publish DocPaks for general availability in an intranet setting and/or on the Internet, the Anonymous user may
be reassigned to the “Enterprise User” role described below.
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Application Configuration Specialist

An Application Configuration Specialist is typically a member of an organization’s IT department who is responsible for
configuring DigitalPaper XE and has comprehensive knowledge of computer and networking systems. The Application
Configuration Specialist is responsible for structuring the system to influence how the users interact with it. Responsibilities
include defining how documents are imported into the system, the workspaces used to index and release documents to the
repository, the virtual file cabinets where documents are referenced, and the templates available to Enterprise Users to
create DocPaks and their associated Line Items. In addition, the Application Configuration Specialist has the ability to search
and update attribute(s) associated with multiple documents, and configure the system to automatically import and publish
DocPaks based on XML files generated by external automation systems.

Indexing Specialist

The Indexing Specialist is an enterprise employee whose role is to assign searchable attributes (e.g., document name,
description, revision number) to each document, modify documents with a raster editor, then “release” documents into
virtual filing cabinets of the DigitalPaper XE repository. The Indexing Specialist is most often a member of an organization’s
Document Control staff, responsible for making sure their “customers” can get the right documents when needed.

Enterprise User

Enterprise Users are typically internal or remote employees who are allowed to search for documents located in the
DigitalPaper XE repository. If the Enterprise User has access to the cabinets in which these documents reside, a list of
documents matching the search criteria is returned. Each document can be viewed, annotated, printed, downloaded, and
sent to other Enterprise Users or Trading Partners. Enterprise Users can also manually assemble multiple documents and
publish the collection as a DocPak or import DocPaks via an XML file.

BoM Administrator

All EnterpriseUsers may access the Bill of Materials interface once it is enabled. However, in order to delete a Bill of
Materials, the user must be a member of the BoM Administrator role to perform that operation.

DocPak Administrator

The DocPak Administrator role provides the same access rights/privileges as the creator (Enterprise User) of a DocPak, but
for all DocPaks in the system.

DocPak Administrator Recipient

The DocPak Administrator Recipient role is similar to that of the DocPak Administrator in that it provides the same access
rights/privileges as the creator (Enterprise User) of a DocPak. However, for a DocPak Administrator, these creator
privileges apply to all DocPaks in the system whereas for a DocPak Administrator Recipient, these privileges only apply to
DocPaks for which the user is also a recipient.
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Watermark Administrator

Users in the Watermark Administrator role are able to bypass the application of Advanced Document Stamping and
Personalization when documents are viewed, downloaded, and/or printed.

For more information about the Advanced Document Stamping and Personalization feature, please see Advanced
Document Stamping and Personalization (ADSP) in the Administration and Application Configuration Guide.

Trading Partner

Trading Partners normally include the enterprise customers, suppliers, and business partners who receive DigitalPaper XE
documents. Trading Partners are notified via e—-mail if they have received access to a document or DocPak. Document
access is as easy as clicking a URL embedded within the email and logging into the system. Trading Partners can view,
download, and print documents they have received. If Trading Partners have a question on a document, they can also mark

up the documents without affecting the original document and send these comments to the person who sent the
document or DocPak.
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Chapter 2

Using DigitalPaper XE

This chapter provides an overview of the major tasks performed by an Enterprise User in the following sections:
e Searching for Documents.
e Viewing a Retrieved Document.
e Annotating a Document.
e Creating and Viewing DocPaks.

This chapter also describes the interface used to perform these tasks in Interface Overview.

Searching for Documents

DigitalPaper XE’s search tool allows Enterprise Users to locate documents within the repository. Searches can be conducted
by cabinet and by document attributes such as document name or number; searchable attributes may vary from one
cabinet to the next. General searches can be conducted for all documents across all cabinets or by a specific cabinet. More
refined searches can be conducted using a combination of document attributes that includes wild cards.

Searcn For Decummnts —

Enter
search critera

9 Search results returned

Figure 2.1: Search for documents

To search for a document, an Enterprise User does the following in DigitalPaper XE’s "Search for Documents" page:

¢ Enters the number of results to be displayed.

Selects whether or not the documents should be displayed with a thumbnail image.

Chooses whether or not a single document result should be displayed in DigitalPaper XE’s viewing tool.

When the search is submitted, the repository is searched based on the criteria entered.
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¢ Multiple documents found are displayed in a search results list. This list contains each document’s attributes, and if
selected, a thumbnail sketch of each document. These documents can be printed, downloaded, viewed, or assembled
into DocPaks.

A single document may also be displayed in the search results list, or displayed in the viewing tool according to the criteria
entered in the "Search for Documents" page.

Viewing a Retrieved Document

DigitalPaper XE

Figure 2.2: View a document

Click the appropriate link within the search results page or within a DocPak to view a document.
1. The XE Server processes the request.

2. The XE Server retrieves the document and sends it to the browser for display. The viewing tool includes the control
buttons to manipulate the document view (e.g. zoom, pan), mark the document (as described in Annotating a
Document), or print and distribute the document.

Annotating a Document

Using DigitalPaper XE’s ViewMark capabilities, the Enterprise User can markup a document by overlaying graphics (e.g.,
rectangle, circle, arrow), text or highlights to indicate an area of a document that needs to be changed and then
communicate that change to another user. For example, a procurement officer may annotate a drawing and then send a
link to the marked up document via e-mail to an engineer for verification. Adding a ViewMark to a drawing does not change
the document stored in the repository but is a powerful tool to draw attention to changes or to add comments.

0 Mark up the document

2R = AR 25 ATAG v #

E-mail contains a hyperlink to
the document and ViewMark

Recipient clicks link in e-mail
to view marked up document

e —
/ e a8 ROSD - A A BT BTG v
e * o — ~ K 1 -

{
Dsaiter 4 » #

Enterprise User

Recipient

Figure 2.3: Mark up a document
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With the document displayed in the DigitalPaper XE Viewer, the Enterprise User annotates the document as desired.
These mark ups can be loaded via the URL that is e-mailed to other Enterprise Users or Trading Partners.

Note
ViewMarks can also be printed or sent with documents contained within a DocPak. I

The ViewMark recipient displays the document containing the ViewMarks within a browser. The ViewMark recipient can
print or create his/her own markups and send them to the ViewMark sender using the same process.

Creating and Viewing DocPaks

Enterprise Users can create a logical grouping of documents for the purpose of distribution to other Enterprise Users or
Trading Partners. Enterprise Users can access or view a current list of the DocPaks they have created and received, as well
as those which have been made "public". In addition, searches can be performed for all DocPaks stored in the repository.
DocPaks can be published via an e-mail hyperlink, printed or downloaded at any time. If a change occurs to one of the
documents within any DocPak, the creator and recipient are immediately notified of the change via e-mail.

Select documents to i

add to DocPak

DocPak recipients click hyperlink
to view documents stored on the
XE Server

—
—_—
—

DocPak published with
notification and hyperlink via e-mail

DocPak
created

Figure 2.4: Create and publish a DocPak

Publishing a DocPak

The steps below describe the DocPak publishing process.

1. Multiple documents are selected from the "Search for Documents" page or from within a user’s Document Cart. Once
the documents are selected, the Enterprise User chooses to create the DocPak.

2. Through the use of templates (e.g., RFQ, RFP) that standardize the appearance of the package received by DocPak
recipients, the Enterprise User defines the DocPak attributes (e.g., name, description expiration date), views the
documents within the DocPak, and optionally adds Line Items and/or Attachments that allow for the organization of
documents within the DocPak.

3. When the contents of the DocPak have been finalized, the Enterprise User selects the recipients from a list of
contacts; the DocPak is published as a hyperlink within an e-mail notification.
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As an alternative to restricting DocPak access to specific recipients, DocPaks can be made "public" (i.e., access is granted to
any user with the ability to log in as an Enterprise User). Since Public DocPaks do not require recipients, no e-mail
notifications are sent upon publication or document modification.

If DocPak access is restricted to a specific set of users, the DocPak recipients receive the e-mail and click the link within it to
log in to DigitalPaper XE. Once logged in, DocPak recipients are provided with a "Received DocPaks" interface that lists all
DocPaks they have received to date, displays a summary of each DocPak, and lets them view the documents within each
DocPak. In addition to viewing the documents, DocPak recipients may also mark them up, print them, or download them
from the XE Server to their own computer, given the appropriate permissions.

If DocPak access is "public," any Enterprise User may use the "Public DocPaks" interface to view the DocPak’s contents. The
rules governing this type of DocPak are the same as Received DocPaks except Public DocPaks do not require recipients to
be assigned to it when published. In this case, e-mail change notifications will only be sent to the DocPak creator.

For more information on publishing DocPaks, see Assembling and Receiving Business Packages.

Import a DocPak

In addition to the manual publishing process described in the section above, the DocPak creator can import an XML file that
delineates the DocPak’s contents. DocPaks can also be generated and published automatically as determined by the
Application Configuration Specialist. For more information, see Import a DocPak.

Interface Overview

The DigitalPaper XE browser-based interface is intuitive and easy to navigate. This section describes how the DigitalPaper
XE interface is used to perform the tasks described in the sections above.

Page Layout

All pages have a primary navigation bar for site-level navigation. The navigational elements in the top bar are dependent on
your role in the system as determined by the system administrator. Most, but not all pages, have a page bar directly below
the primary navigation bar and an option bar followed by the content area. The figure below provides a sample of
DigitalPaper XE’s general site layout.
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Figure 2.5: General page layout

Primary Navigation Bar

The top of every page in the application contains a navigation bar which is used to locate the functions you are interested in
performing.

O Home Jo (S O BOMs O Documents O Options O Logout

Figure 2.6: Primary navigation bar

The default options available to Enterprise Users are as follows:

24

Home — Displays the DigitalPaper XE home page with the DigitalPaper XE logo (or your company’s logo), and copyright
information. With the exception of the navigation bar, the remainder of the home page can be customized by the
system administrator.

DocPaks — Displays "My DocPaks" page (by default) with all the DocPaks you have created, or the "Received DocPaks"
page if that was the most recent DocPak page you had displayed during the session. For more information, see
Assembling and Receiving Business Packages.

BOMs — Displays the “Bill of Materials” page. This option is only available if BOM functionality has been activated by
the administrator. For more information, see Bill of Materials.

Documents — Displays the "Search for Documents" page described in Search for Documents.
Help — Displays the Enterprise User’s Guide in PDF format.
Options — Allows you to update your account information or check print job status.

My Profile — Displays a page that allows you to update your own account information, including password, name, and
e-mail address.

Logout — Closes the current session and returns you to the User Login page. To enter the system, you must log in
again.
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Page Bar

Some DigitalPaper XE pages contain a page bar containing page-specific labels, navigational elements, and controls. An
example of a page bar is displayed below.

My DocPaks ¢ ShowReceived DocPaks o Show Public DocPaks o Create DocPak @ Import DocPak ,® Search DocPaks

Figure 2.7: My DocPaks page bar example

The options available on the page bar are addressed in detail in the chapters relevant to each applicable page.

Option Bar

Some DigitalPaper XE pages that display lists of items such as documents and DocPaks contain an option bar that allows for
selection of all list items, as well as to perform actions such as print, download, or delete a selected item.

Document Search Results [ 23 found ] /® New Search

] | o Print : d Add to Line Itemn Display
Document Attributes Revision View Properties
Doc Name: NKE Smoke Assembly Doc No (P/N): 25670 Model: NKE Smoke o @]

Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: BT60 Body Tube Doc No (P/N): 25671 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Engine Hook Doc No (P/N). 25675 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Decal {(United States) Doc No (P/N): 25676 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: Decal {(Access Panel) Doc Mo (P/N): 25677 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: BTB0 Nose Cone Doc No (P/N): 25678 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Med Screw Eye Doc Mo (P/N): 25679 Model: NKE Smoke Type:
Manufacturing Related Site: wwav.nkesmoke.com

Doc Name: Launch Lug Doc Mo (P/N): 25681 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Shock Cord Mount Doc Mo (P/N): 25682 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: Parachute Sub Assemhbly Doc No (P/N): 25683 Model: NKE
Smoke Type: Manufacturing Related Site: www.nkesmoke.com

i)

A

B B B

T ookl olalido
B B B

=i =R = = R = = = = =
)] B

Figure 2.8: Sample option bar

The options available in the option bar are addressed in detail in the chapters relevant to each applicable page.

Note
The "Select All" option applies to the currently displayed content area, not to any subsequent page
(if more than one).

Content Area
This area displays document search results, DocPak lists, forms, or the contents of a selected object (e.g., document

properties, DocPak contents). The example below displays documents search results in "Condensed" mode (as opposed to
the "Thumbnail" mode displayed in General page layout)
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Document Search Results [ 23 found ]

O O S0 O BC O 008 3 0 3

Print o Dow

Add to Line Item
Document Attributes

Doc Name: NKE Smoke Assemhbly Doc No (P/N): 25670 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: BTE0 Body Tube Doc No (P/N): 25671 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Engine Hook Doc No (PIN). 25675 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Decal {(United States) Doc No (P/N): 25676 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: Decal {Access Panel) Doc No (P/IN): 25677 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: BTB0 Nose Cone Doc No (F/N): 25678 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Med Screw Eye Doc No (P/N): 25679 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Launch Lug Doc Mo (P/N): 25681 Model: NKE Smoke Type:
Manufacturing Related Site: www.nkesmoke.com

Doc Name: Shock Cord Mount Doc Mo (P/N): 25682 Model: NKE Smoke
Type: Manufacturing Related Site: www.nkesmoke.com

Doc Name: Parachute Sub Assembly Doc No (P/N): 25683 Model: NKE
Smoke Type: Manufacturing Related Site: www.nkesmoke.com
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Figure 2.9: Content area example

The content area of an individual DocPak is displayed in a multi-pane. The left pane contains links used to locate DocPak
content and update information. When a link is selected from the left pane, the right pane displays the contents of the

category selected.

My DocPaks

. Print DocPak . Download DocPak .~ Download Index . CopyDocPak

. Expire DocPak

~ Backto Search Results

# Ensuring Quality

Line ltems

Recipients
Updates

)3 Search
P Search

DocPak Updates

0 Add documents to DocPak from: Cahinet

Header

Cart

Documents

“Name  [Ensuring Quaiiy |

Horizon

Description

QAIQC programs for project

Start Date  |0512/2010 | [&\

Expiration Date ) [os/11/2011 | [T

O Never Expire
Status  Active
Public [J

Change Notification & Approve changes before notifying recipients
O Automatically notify recipients after a change has been made

Receive Email Notification for Publisher

Create DocPak Index Attachment []

Page Navigation Options

Figure 2.10: Multi-paned content (DocPaks page)

Since a content area may contain large lists that require more than one page (e.g., documents, DocPaks, DocPak recipients),

the Go button and links at the bottom of the page allow you to traverse to additional pages.

Page |1 m <<First| < Prev Page1of2 MNext=|Last==
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Figure 2.11: Page navigation options
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The options available are as follows:

* Page and Go — Enter the page number in the text field then click the Go button to display the selected list for that
page.

e First — Displays page 1 of the list.

* Prev — Displays the previous page of the list.
e Next — Displays the next page of the list.

e Last — Displays the last page of the list.

The page currently displayed and the total number of pages available are displayed at all times. For example, “Page 3 of 6”
indicates you are currently viewing page 3 out of 6.

What’s Next?

This concludes the introduction to DigitalPaper XE. Go to Getting Started to begin the Quick Tour chapters that provide the
procedures for performing the tasks described in this chapter.
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Chapter 3

Getting Started

This chapter describes the procedures for accessing DigitalPaper XE as well as updating your account information in the
following sections:

* Access DigitalPaper XE.
e Update Your Profile.

e Download the DP Print Helper Application (Netscape/Firefox Users Only).

Access DigitalPaper XE

To access DigitalPaper XE, do the following:

Launch a web browser.
1. Enter the URL for the DigitalPaper XE application, for example:
(a) http://digitalpaper.yourcompany.com or
(b) http://servername:port
Please contact your system administrator if you do not have this URL.

2. The User Login page appears. If you are not required to log in, go to the next step.

x

User Login

 Password

. Usertione. I

M Remember my User Name

Login

Forgot your Password? Enter your ‘User
Name' above and dlick here.

TN G e
e'D 1g italPa PEI vocument access anp coteasoration. anyTime. anvwiene

Copyrignt © 1997-2019 ePlus Capkal, no. All Righis Resened
Protectsd by U.S. Patents 6.182,127: 6510459, 7.185.053. 7,647,373 2nd correspanding forelgn patents. Patents Pending

Figure 3.1: User Login page

(a) Enter your User Name and Password as designated by the system administrator.

(b) If you would like your User Name to be remembered by the system the next time you access the login screen,
mark the checkbox. If not, disable the checkbox.

(c) If you cannot remember your password, enter your user name in the field provided, then click the click here link
beneath the Login button. A dialog will appear informing you that you will be sent an e-mail containing further
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3. Digital Paper’s home page appears as shown below.
Digitang i

Welcome Enterprise User

DigitalPaper XE provides fast, secure Web access to your mission-critical documents and an efficient
collaborative environment to shrink operating cycles and slash hard dollar costs.

DigitalPaper XE makes it practical and cost-effective for all users across the extended enterprise to
access and collaborate on al documents, including complex, unstructured content such as.

engineering drawings, blusprints, and technical manuals e QD remisew

Use DigtalPaper XE to locate documents or document packages (DocPaks) then view, print, and
annotate them online,

CHAPTER 3. GETTING STARTED

instructions. Click OK. From your e-mail application, open the e-mail sent to you by the system. Enter the
password in the User Login page.

Click Login.

Note
You can modify your password and other account information as described in Update Your Profile.

O Home O Admin O Indexing O DocPaks OBOMs O Documents © Options DigitalPaper®

gy MrCam (memsq)

Document Search

All

DocPak Search

My DocPaks -
— - R

Capyrignt © 19572018 ePlus Caphal, inc. All Rights Resened
PIONecten Oy LS. PR 6,182,127 5.510.459: 7,185,069 7.647.573 310 COMESPunaing Treign patents. PR Penaing

Figure 3.2: DigitalPaper XE home page

You have the following options from this page:

(a)

Search the Document Repository — Search the DigitalPaper XE document repository by cabinet, document
number, revision level, or any other document attribute. Once found, documents can be reviewed, marked up,
sent to other DigitalPaper XE users, printed, or downloaded. For instructions on conducting this type of search,
go to Working with Documents.

Create and View Saved Document Packages — View saved DocPaks by their attributes, view the contents of
DocPaks, create new ones, send them to other DigitalPaper XE users, receive DocPaks, or delete them. The
contents of DocPaks can be reviewed, marked up, sent to other users, printed or downloaded. For instructions
on how to perform these tasks, see Assembling and Receiving Business Packages.

Work with Bills of Materials — If Bill of Materials processing is enabled, you may search, view, print, and
download Bills of Materials and the documents contained within them. See Bill of Materials for more
information.

Set Options, Get Help, and Logout — You may change your personal options and preferences, view print job
status, display the contents of this manual as a PDF file, and logout using the available Options, Help, and Logout
functions. See Options, Help, and Logout Functions for more information.

Update Your Profile

To change the password information used to log into the system, name or e-mail address, do the following:

Click the Options link in the navigation bar.

30

1. The User Options page appears.
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o PrintJob Status

o Download DPPrint Setup
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O DocPaks O BOMs

Figure 3.3: User Options page

2. Click the My Profile link in the User Options page.

3. The My Profile page appears.

[ I

My Profile

User Name bholt

* Re-enter Password III
First Name lElamf—

Last Name IHoIt—
Company Name m

* Email Address

[ Sovo [l Conce |

O Documents (e]e] ':lﬁl ns

Figure 3.4: My Profile page

. You can change any of the options displayed in this page except your username:

O Logout

¢ DigitalPaper®

. To change your password, enter the new password in the Password field, then re-type the password in the Re—enter

Password field. Please contact the DigitalPaper XE system administrator for the password policy that has been

implemented for the system.

. Click Save.

Update Your Preferences

To personalize default display and printer settings to match your preference for each, do the following:
1. Click the Options link in the navigation bar. The User Options page appears.

2. Click the My Preferences link in the User Options page. The My Preferences page appears.

31

. Change your first or last name as desired.
. Enter your employer’s name as desired.

. Enter a new e-mail address if needed.
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¢ DigitalPaper’&” O tome O Indexing ODocpak Osoms O Docume O options

~ DigitalPaper®

Display Mode | Thumbnail |
Hits Per Page [0
cabinet [A1 =]
printer [5830 =
Main Viewer Resolution [102¢x788 =]
DocPak Viewer Resolution [896x840 |+ ]
Indexing Viewer Resolution [896x840 |+ |
DigitalPaper XE Viewer |DPXE Viewsr = |

DPXE Viewer Annotations Enabled |No v

BoM Status for Search | All -

BoM Search Sort Order | Title - Ascending -
[ Concel |

Figure 3.5: My Preferences page

3. You can change any of the options displayed in the page as desired. See Update Your Preferences for more
information.

4, Click Save.

Download the DP Print Helper Application

You must download the DP Print Helper application from the User Options page, then run the downloaded executable in

order to perform client-side printing, copy documents to the clipboard, or print a selected area from the Viewer as
described in Working with Documents.

For more information, see Downloading DP Print.
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Chapter 4

Working with Documents

This chapter provides examples for the following tasks:
e Search for Documents.
e View a Document’s Image.
e Annotate a Document.
e View Document Properties.
e Printing a Document.

e Download a Document.

Search for Documents

Documents stored in the DigitalPaper XE repository are indexed so you can perform searches based on each document’s
attributes. If you do not know the document’s attributes, you can search one or all cabinets within the repository, search by

a partial list of known attributes, or search using wildcards.

To search for one or more documents in the DigitalPaper XE repository, do the following:

1. Click Documents from the Navigation bar at the top of the window.

The Search for Documents page appears. Note that the figure below shows the minimum number of search criteria
(i.e., Document Revision and Release Date) that will appear on this form. Other search criteria—such as Document
Name, Document Number, Model, etc.—may appear in this form depending on how the DigitalPaper XE system was

configured by the administrator.

Search For Documents

Select Cabinet: | All

Fill in one or more of the following fields. Hint: 123* finds all documents starting with 123

Document Number

Document Revision

Cross DocPaksearch (O Yes (& No

Type of search () Match AnyField @) Match All Fields
Displayresults as (&) Condensed () Thumbnail (O Sorted
Number of results per page |10

[0 Include archived documents

[0 Automatically view if anly one result is found

Figure 4.1: Search for Documents

2. Conduct your search by completing the Search for Documents form with as much information as possible.

3. See Search Examples for examples on how to conduct a search.
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Search Examples

Below are sample methods for performing both general searches as well as refined searches.

Method 1: Search for all Documents
1. Select All (to search the entire repository) or select a specific cabinet (e.g., Engineering, Manufacturing, Transportation,
Utilities) from the Select Cabinet pull-down menu.
2. Skip the section labeled: Fill in one or more of the following fields.
3. Disregard the Type of search options since no fields were completed.

4. If desired, set any of the following optional display settings (please note the settings which are recommended below).
Otherwise, go to the next step.

5. Enter the number of results you want the system to display on the Search Results page.

6. (Recommended) Since you are searching for all documents within a repository or cabinet, for performance reasons, set
Display results list to Condensed. The results will be displayed without a preview image of the document, thus search
results for a large number of documents will be returned faster.

7. (Recommended) Since this type of search may return a large number of documents, deselect the Include archived
documents checkbox to view only the most current documents.

8. Ignore the Automatically view if only one result is found since in most cases there will be more than one document
returned for this type of search.

Click Search. The Search Results page will appear with the collection of documents for the entire repository or the
selected cabinet.

Document Search Results [ 51 found ] ,® New Search

W select Al o Print o Download o Addto Cart o Delete
Document Attributes Revision Action

[0 DocNo: 25670  Sheet 1 DocName: Nike Smoke Assy. A @ &G &
O Doc No: 25808 Sheet 1 Doc Name: Nose Cone B (D g &
O DocNo: 318661  Sheet 1 Doc Name: Fuselage Camera Assy. A (D g &
[0  DocNo: 7037401101  Sheet 1 Doc Name: Spring Assy. A (o 8 &
O DocNo: 87631 Sheet 1 Doc Name: Rotator Slip Ring D (D g &
0O Doc No: 2008-11-25-1  Sheet 1 Doc Name: Nike Smoke Assy. & (D &350
[]  DocNo: 2009-11-30-1  Sheet 1  Doc Name: Sentry RocketAssy. A DEasHt
O Doc No: 2008-12-21-1  Sheet 1 Doc Name: Nose Cone A (D 8 & b}
O Doc No: 2010-01-08-1  Sheet 1 Doc Name: Fuselage Camera Assy. A (D &30
[J DocNo: 2010-01-12-1  Sheet 1 Doc Name: Spring Assy. A (D == R
Page [1 ‘® << First| <Prev Page1of6 Next>|Last=s

Figure 4.2: Search Results (condensed view)

34 April 2019 Enterprise User’s Guide



CHAPTER 4. WORKING WITH DOCUMENTS

Note

Depending on how the system was configured, some attributes associated with a document may
not be displayed in the Document Search Results page. To view additional attributes (if any), See
View Document Properties.

9. To refine your search, click the New Search link in the Document Search Results page bar, then follow the instructions
in Method 2: Perform a Refined Search. If satisfied with the search results, go to Options from the Search Results Page.

Method 2: Perform a Refined Search

From the Search for Documents page, select the desired cabinet (e.g., Engineering, Manufacturing, Transportation, Utilities)
from the Select Search Cabinet pull-down menu.

1. In the Fill in one or more of the following fields section, enter as much information as possible about the document’s
attributes in the fields provided.

Search For Documents Select Cabinet: | Engineering v

Fill in one or more of the following fields. Hint: 123" finds all documents starting with 123

Document Number |12345
Document Revision  |A
Type of search () Match AnyField (&) Match All Fields
Display results as (& Condensed (O Thumbnail (O Sorted
Number of results per page (10
[ Include archived documents

Automatically view if only one result is found

Figure 4.3: Search page with search criteria entered
Tip
Utilize the following search operators to perform searches on attributes based on a partial entries, perform OR searches,
search for a range of values, or search for values that are greater than, less than, or equal to the entered value.

Search Option Description Example
Full text Search is conducted on the exact Document Name: Interface
description entered. Cabling Diagram
Returns all documents with the
document name: ‘“Interface
Cabling Diagram".
* Search to match zero, one, or more Document Name: *ing
characters. Returns documents with the following
in the title:
"Stamping", "Printing",
"Cabling" or "Manufacturing"
? Search to match any one character. Document Name: ?ing
Returns documents with the following
in the title: "Ring" or "King"
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Search Option

Description

Example

Separate items in an OR search.

Document No: 111]222]333*
Returns documents numbered 111
or 222 or 333, 3331, 3332, 33345,

etc.

Search for values that are greater
than the number entered.

Document No: > 111
Returns all documents numbered
112 or greater (e.g.,
112,113, 114)
alpha characters cannot use this
operator.

Search for values that are less than
the number entered.

Document No: <111
Returns all documents numbered
110 or less (e.g., 107,

108, 109 110)
alpha characters cannot use this
operator.

Search for values that are greater
than or equal to the number entered.

Document No: =>1
Returns all documents with a numeric
label of 1 or greater
(e.g.,1,2,3,4)
alpha characters cannot use this
operator.

Search for values that are less than
or equal to the number
entered

Document No: <=3
Returns all documents with a numeric
label of 3 or less (e.g., 1,
2,3)
alpha characters cannot use this
operator.

Search for a range of values.

Document No: 100 - 500 Returns
documents 100 through
500.
If searching for a field that utilizes a
numbering schema
based on the varchar database type,
and that numbering
schema utilizes dashes (e.g.,
document number C5N-2-4566),
you will not be able to search for
ranges within that field.

Select one of the following:

1. Match All Fields to return documents that exactly match the criteria entered in all attribute fields, or

(a) Match Any Field to return all documents that match any of the criteria entered in the attribute fields.

If desired, set any of the following optional display settings. Otherwise, go to the next step.

(a) Enter the number of results displayed in the Search Results page.

(b) Select the display results as either Thumbnail to display a preview of the image with the search results, Condensed
to display the results without the preview image, or Sorted to display the results sorted by document number. If

you believe a large number of documents may be returned, the latter selection is recommended.
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(c) Select the Include archived documents checkbox if you are interested in viewing all document versions; if you are
only interested in the most current version of a document, it is recommended you deselect this checkbox.

(d) If you are searching for a single document and you wish to bypass the Search Results page to view its contents
with DigitalPaper XE’s viewing tool, select Automatically view if only one result is found. For more information on
how to use the viewing tool, See View a Document’s Image.

2. Click Search. The Search Results page will appear.
Document Search Results [ 51 found ] /* New Search & View Cart (1)
o Print d o Addto Cart o Delete Di
(D view 53 4 N giwsmn: A
= == ¢ No: 25670
E& Properties : r hie Sheet 1
Q Print Bt § :'.‘_ Doc Name Nike Smoke Assy.
4 Download
L Revisi B
N evision:
(0 view Doc No: 25808
E&! Properties - _ Sheet 1
& print e B Doc Name: Nose Cone
é Download
0
Revision: A
() view Doc No 318661
E&! Properties Sheet 1
& print Doc Name Fuselage Camera Assy.
é Download
u ,bk — .
s, evision:
[0 view AT Dot No: 7037401101
ES Properties T 0. Sheet: 1
& print m;‘ - Doc Name Spring Assy.
4 Download
B Revisi D
() view DEE'E'[S" 97531
& Properties Sheet 1
é Print Doc Name Rotator Slip Ring 2
Fage \71 @ =< First| < Prev Page1of6 Next= |Last=>
Figure 4.4: Search Results (Thumbnail view)
Note
If the document was imported as a non-native format, the icon associated with the file’s MIME
type will appear in the area reserved for the thumbnail image (e.g., Adobe Acrobat icon will appear
if the file is a PDF).
3. To further refine your search, click the New Search link in the Document Search Results page bar, then repeat the steps

listed in this section.

4. Go to Options from the Search Results Page.

Options from the Search Results Page

When satisfied with the search results, you have the following options from the Search Results page:

37

View a document’s image. For more information, See View a Document’s Image.
Mark up a document with text and graphics. For more information, See Annotate a Document.

View a document’s properties (attributes, revision history, saved annotations). For more information, See View
Document Properties.

Print a document. For more information, See Printing a Document.
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e Download a document. For more information, See Download a Document.

View a Document’s Image

To view the image associated with a document, do the following:

1. Left-click the View link, icon @], or the thumbnail image associated with the document (if displayed). Depending on the
document’s file type, one of the following will occur:

2. If the file was imported as a native file that is not supported by the Viewer (e.g., Microsoft Excel, Microsoft Word), you
will be prompted to download the file to your computer. For more information on file download, See Download a
Document.

3. If the file type is supported by the Viewer, and consists of one page only, the document will appear in the Viewer as
shown below. (NOTE: If you are using the modern viewer - DPXE Viewer — jump ahead to the section titled DPXE
Viewer.) If the View Annotations When Document Initially Viewed global parameter is in use for your organization, the
system displays all the annotations associated with a document when a document is initially displayed in the viewer..

H A

SECTION A-A

4 4
2 Z

HAd Size: [768x512 ] DigitalPaper’ b )

Figure 4.5: Viewer (single page document)
Note :
3% v & & . .

If needed, use the Zoom menu or zoom buttonsto achieve the desired

maghnification of the image.

4. If the file imported is supported by the Viewer, and consists of multiple pages, a "table of contents" will appear in the
left pane; the Viewer displaying the first page of the document will appear in the right pane.
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F’ages1lt03of3 | € HBREBB (o 128 0SS5 Q23 «e@» > »
< Prev [ Next =
Page |1 m 2 2
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—_ Rocket Technology for the 21st Century
- White Paper
_ .=__'
1 =
s Page March 1, 2003
—4 1y
—7 ‘
- v
=
2
T T
¥ 2
ﬁ H 4 Size: |640x384 <] DigitalPaper b b j
3 >l | i

Figure 4.6: Multi-page document in the Viewer

5. To display different pages of a multi-page document, scroll through the table of contents (or Page List) in the left
frame then click a thumbnail to display that page. You can also enter a page number in the text box and click the GO!
button to display the selected page. Note that the Prev and Next links in the Page list are for navigating through the
set of thumbnails displayed, not each page of the document. The arrows that surround the displayed page number on

the left edge of the blue Viewer frame may be used to navigate through the individual pages.
To resize the frame size of the Viewer, select a new option from the Size menu at the bottom center of the Viewer

frame.

Navigate an Image in the Viewer

There are multiple options for navigating the image. This section describes the methods for panning the image as well as
using the Bird’s Eye View feature to view the areas of interest. With the document displayed in the Viewer, perform each of

the following functions.

Panning

To move through the displayed document while maintaining the selected zoom level, select from one of the two methods

listed below.

Panning: Method 1

1. Click the Define Area button ! if it is not already in its default selected state !

2. Move your cursor over the image; Click to define one corner of a box, then click any area within the document image
(except the Bird’s Eye View thumbnail which is located inside or outside of the Viewer frame, if displayed) to select an

area of the image.
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Figure 4.7: Select a portion of the Image

3. Click the View Area button. -

4. The Viewer will zoom to the area you selected.
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“ 4 BEXER | oom(25xs v Q[ | GHT QP?2AM @« »
' 9,250
—| 1.000 |-
1590333
R34.904
A ery]  P/N ] D
' PARTS
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N Size: [896x640 v DigitalPaper’ bW /

Figure 4.8: Zoom to Selected
5. Go to Bird’s Eye View to move the selected area to a different part of the image..

Panning: Method 2

1. Click any of the single arrow buttons 4 |ocated on the corners of the Viewer to move the document 128 pixels (.853
inches) in the arrow’s direction (i.e., up, down, left, right).

2. Click any of the double arrow buttons N |ocated on the corners of the Viewer to move the image the distance
equivalent to the size of the Viewer window (i.e., one frame) in the direction of the selected double arrow (i.e., up,
down, left, right).

3. Go to Bird’s Eye View to utilize a different technique for navigating through an image.

Bird’s Eye View

The Bird’s Eye View lets you quickly navigate to different parts of the drawing by selecting an area of interest from a dynamic
thumbnail image.

1. If not enabled, click the Bird’s Eye View button o place a dynamic thumbnail image of the document within or
around the Viewer frame.

Note I
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Although the Bird’s Eye View is displayed in the top-right area of the Viewer in this guide, the
system administrator may configure the Bird’s Eye View to appear in one of several different
locations that falls just inside or outside of the blue Viewer frame.

The green-shaded rectangle within the Bird’s Eye View thumbnail denotes the area of the document currently displayed

and is therefore not selectable.

W4 DEER omfv @[ | G5F Q7 eed»

bW

b

$3LVIS B3ILINN

R

Figure 4.9: Bird’s Eye View

2. With the cursor inside the Birds Eye View thumbnail but outside the shaded green rectangle, click the area of the
document to be displayed. In this example, the area of the drawing that contains the document’s attributes (i.e., the

lower right-hand corner) is selected for display.

Figure 4.10: Click an area inside the Bird’s Eye View

The image redraws with the selected area displayed in the center of the Viewer. Notice in the Birds Eye View that the

green rectangle covers the area currently displayed in the Viewer.
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Figure 4.11: Image redrawn

Note
You may hide the Bird’s Eye View at any time by clicking an enabled Bird’s Eye View button. I

Zoom to a Selected Area

To magnify an area of an image:

1. Click the Define Area ... putton.

2. Move your cursor over the image. When you move your cursor over the image, the cursor turns into a green cross-hair.
Click the mouse where you wish the selection area to begin, hold the left mouse key down and draw a selection box to
encompass the entire area of interest.

3. Click the View Area = button. The image will be redrawn with the selected (and magnified) area displayed within the
Viewer.
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Figure 4.12: Zoom in on selected area using View Area tool

Copy a Portion of a Document to a File Outside of DigitalPaper XE

If you require a portion of a document’s image to appear in another application that supports graphics (e.g., Microsoft Word
or PowerPoint), follow the steps below.

1. Click the Define Area ‘- button.

2. Move your cursor over the image. When you move your cursor over the image, it turns into a green crosshair. Click the
mouse where you wish the selection area to begin, hold the left mouse key down and draw a selection box to
encompass the entire area of interest.

3. Click the Copy Area to Clipboard button.

4. A pop-up dialog appears with the message Close DPPrint. Close this dialog after the DPPrint Copied to the Clipboard
message box appears.

Note

If a first time user, the DPPrint Application must be installed before you can copy. This process is
different according to your browser type as described in the About DPPrint section of the
Enterprise User’s Guide.

5. When the copy process has been completed, the following dialog appears.

pPerint

‘:\Ii) Copied to the Clipboard

Figure 4.13: Copied to the Clipboard
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6. Click OK in the DPPrint dialog.

7. Open a graphics program and use its paste command to create a new image of the selected area, or open the target
document in a text editor that supports graphics, then use that application’s paste command to place the selection as a
TIFF image in the document.

Note
The size of the selected area being pasted is based upon the document’s original size, not its level
of magnification in the Viewer.

Print a Selected Area

1. Click the Print Area *

button to print the selected area to your local printer.

Note

If you are a first time user, you will have to install the DPPrint Application before you can perform
the steps that follow in this section. This process is different according to your browser type. For
more information, see the About DPPrint section of the Enterprise User’s Guide.

2. Move your cursor over the image. When you move your cursor over the image, the cursor turns into a green cross-hair.
Click the mouse where you wish the selection area to begin, hold the left mouse key down and draw a selection box to
encompass the entire area of interest.

3. The following DPPrint dialog appears.

=: DPPrint | x|
Print I About |
Printer Setup | Options |

Cancel

Figure 4.14: DPPrint dialog

4. Click Printer Setup to launch the print setup page associated with your local printer, then click the Print button from
that page, or simply click Print from the DPPrint dialog to submit the print job.

5. The following print dialog appears..

DPPrint S|

\1‘) Print Submitted

Figure 4.15: DPPrint feedback dialog

6. Click OK.

Print the Entire Document

To print the entire document:

Click the Print button = located on the top of the Viewer frame.
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For more information on printing the entire document, See Printing a Document.

Download a Document

To download a document displayed in the Viewer as a TIFF file, do the following:

Click the Download button & located on the top of the Viewer frame.

For more information, See Download a Document.

View Additional Documents

To view images of other documents listed in the Search Results page (or a DocPaks page) without having to close the Viewer
and return to that page, do the following:

1. Click the Right Arrow button ® from the top of the Viewer frame to view the image associated with the next
document listed in the Search Results page (or a DocPaks page).

2. Click the Left Arrow button € from the top of the Viewer frame to view the image associated with the previous
document listed in the Search Results page (or a DocPaks page).

What’s Next?

If you have completed using the Viewer, click the Close Viewer button © to return to the page where you selected the
image to display.

DPXE Viewer

The DPXE viewer is a contemporary implementation of the functions and features available in the classic Digital Paper
document viewer.

Main Window

The main window of the viewer consists of a single view pane with groups of view and action controls:
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Control Groups

The controls are grouped as follows:
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Menu Function Navigation

Go to a page within the document

Go to a document in the search result set

Go back to the search results page

Go to the XE home page

Go to the XE Viewer help page

rl_.
|
i
9
Q Begin a new search
1, ]
?

Document Function Navigation

Show the document’s properties

I
* Download the document
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Document Function Navigation

.
|;| Print the document

E Toggle the Bird’s Eye View

View the document in the classic viewer

Page View Controls

View the previous page in the document

View the next page in the document

Zoom in

Zoom out

Fit to page

A0 O ® v A

Fit height

Fit width

C

Reset view

13 % | G
The Zoom to % 0

control shows the current zoom level and can be

used to select a specific zoom level.

Document View Controls

&

View the prior document in the search results set

»

View the next document in the search results set
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Document View Controls

/1 Rotate the view 90 degrees

ol

1 : Select a region of the image

| I

T~

1 I Zoom to the selected region

L=

e -

:.- I Copy the selected region to the clipboard
- ol

-

:-I_II Print the selected region
- ol

The Sofopsge’ % ! control shows the number of the page in the

document currently displayed and provides a way to go directly to a page.

Bird’s Eye View

The bird’s eye view shows a thumbnail image of the page currently being displayed.

The highlighted area indicates the specific area currently being displayed in the viewport, as shown here:

chnann | S g T
| — E— o I—
OUTBOARD.PROFILE
o |

2 Fh
| |_§ DX] Ny I ¢ -4
"~ (G2 NE TN ES

. s
}__J_L
i 5 ToOL 8 | pagSace | OPTICAL SHoe || OPTICAL SHOP OPTICAL SHOP
RAISED W.T. HATCH | [ . RAISED WY MATCH, : = — : skl ‘ ]
| - ) INSTRUMENT SHOP (ELECTRICAL. 1.C.. ' =7 " g5 13~ . (v
FIRE CONTROL FIRE CONTROL RADIO & SOUND, SOUND PICTURES. & 29 Phssace ||| | g e o
P 1
ER AND WELDING SHOP msmeuv INSTRUMENT SHOP AVIATION INSTRUMENT. REPAIR) At w ,_.,::&—“ e | - — - = - ;
i % o ke eormn o — T T s 2 T D | ‘ﬂ]mvuuGomma‘ Go b &) §
a2 3 & PASSAGE '\, =1 GauLEy Y i Wel RoOM 2
e Y e Paburts 8,122,127, 8.510450; 7,196,080, 7047373 and sorraasonding forwign setants. Patarts Pancing DigitalPaper” XE

A left mouse click anywhere in the thumbnail will result in re-centering the image in the viewport at that point using the
current zoom value, as shown in the following example:
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Old Revisions (Not Current Documents)

When viewing an old — not current - revision of a document, NOT CURRENT indicators will be displayed:

CONSUMER
ACTION
HANDBOOK

.rﬁ

e

To view the current version of the document, move the mouse pointer over either NOT CURRENT indicator — note that the
indicator will change color to GREEN, the current version will be displayed.
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CONSUMER
ACTION
HANDBOOK

Load current version of this document

2 % e el miElo)

and click. The confirmation box will appear.

Are you sure you want to load the current version of the document?

vep | No |

Click Yes. The current version of the document — indicated by the absence of the NOT CURRENT indicators - will be displayed:
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U5 General Sarvices Administration

CONSUMER
ACTION
HANDBOOK

Mouse-Based Navigation

Zoom In

To zoom in to a region of the image, move the mouse pointer to the center of the area of interest then rotate the mouse
scroll wheel forward.

Example:

Place the mouse pointer between the words OUTBOARD and PROFILE:

USS Vulcan

Rotate the mouse wheel forward to zoom in:

52 (' April 2019




. N ) -y . ——
U CHAPTER 4. WORKING WITH DOCUMENTS

]

1 °
oeomo o o e 06 00 6 000 0o © ©

©
i

pro

OUTBOARD:PROFILE

| {
\. ST t= MEIE L= s
= - — ot =5
e L N L T T e

7]as
o
=I\/

N [H5:

Its
i
i

Zoom Out

To zoom out to a region of the image, move the mouse pointer to the center of the area of interest then rotate the mouse
scroll wheel backward.

Example:

Place the mouse pointer between the words OUTBOARD and PROFILE:

USS Vulcan

e
TATIN (PORT) WO O €L

Rotate the mouse wheel backward to zoom out:
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Pan

To pan to a new region of the image,

1. Move the mouse pointer to a location anywhere within the image
2. Click and hold the left mouse button
3. Dragthe mouse

Example:
Zoom in as previously described then place the mouse pointer between the words OUTBOARD and PROFILE:

A wéylg

4

BN

OUTBOARD:PROFILE
A
| B, f
! e
A4 hvocs rmca wor
;— [rp— s comen W weiowe Ber -—.'--v-_nw ——— -E"%‘u ® t £ qn. }u wase — —*
- o e e ! — : N A=l ® 8| @
. - [ e - \ Srtans €70 s nooe e
{ orhoe| oo e LA . = e
:‘ 19 Go a & - N e . o =l L = =

Click and hold the left mouse button then drag the mouse to the right and up:

™y g
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Menu Function Navigation
The menu function navigation controls are used as follows:

Go to a page within the document

Move the mouse pointer over the control. The list of pages in the document will be displayed as a drop-down list of page
numbers and page thumbnails:

RESQAN?

List of pages in this document

CONSUMER
ACTION
HANDBOOK

18&tabld=-8351:

Scroll to the page of interest and move the mouse pointer over the thumbnail of the page to display:
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LS. Ganeral Sarvices Admnistration

CONSUMER
ACTION
HANDBOOK

Click on the thumbnail. The page will be displayed.
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Go to a document in the search result set Il

Move the mouse pointer over the control. The list of documents in the search results set will be displayed as a drop-down list
of attributes and document thumbnails:
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U mh*
USS Vulcan

Starry Night
15000x11878

USS Vulcan

Circa 1859 Textbook
Image

Circa 1858 Whale
Image

-'i.l'lif W woon H i »
e |

Click on the thumbnail. The first page of the document will be displayed.
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CONSUMER
ACTION
HANDBOOK

Go back to the search results page 9

Move the mouse pointer over the control,

USS Vulcan

then click. The search results page will be displayed:
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Search Results [ 21 found ]

Document Atiributes Revision Action
) Document ID: USS Vulcan Profile Drawing 2008 XCLASSID: A D aad
) Document ID: Stamy Night 15000x11878  XCLASSID. A G- =
[ Decument ID: Sample ANSI D Document  XCLASSID A D a&s
O DocumentiD: USSVukcan  XCLASSID: A e a&ad
() DocumentID. Sample 94" x 66" Document  XCLASSID. A G- -]
) Document ID: Consumer Action Handbook ~ XCLASSID: ff e ad
) Document ID: ECMAScriph® 2015 Language Specification  XCLASSID: Aafl O & & &
O Document ID: ECMAScript® 2015 Language Specification  XCLASSID: B 0 & s
0 DocumentID. 12345 XCLASSID A 0bead
O Document Number 312851  SheetNumber 1  DocumentName: Documentnameishers  Date  Comment A e ad
] <<Fust| < Prev Page 113 Next= | Lasi =

Begin a new search Q

Move the mouse pointer over the control,

USS Vulcan

oy | 10 (NARRANT OPRICES 5

Search For Documents Select Cabinet Al v

Fill in one or more of the following fields. Hint: 123 finds all documents starting with 123

Document Number
Document Revision

Type of search () Malch Any Field (&) Malch Al Fields
Display resufts as @ Gondensed () Thumbnail () Soried
Number of results per page

) Include archived documents &

() Automatically view if only one resul is found
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Go to the XE home page L,

Move the mouse pointer over the control,

USS Vulcan

Indexing
Ny M Cad (Hems: D)

Welcome XE User

DigitalPaper XE provides fast, secure Web access lo your mission-critical documents and an
efficient collaborlive environment to shrink operating cycles and slash hard dollar costs. Document Search

Al
DigitalPaper XE makes it practical and cost-effective for all users across the extended enterprisa hd

1o access and collaborate on all documents, including complex, unstructured content such as. ly
engineering drawings, blueprints, and lachnical manuals I [} Adanced Search

Use DigitalPaper XE to locate documents or document packages (DocPaks) then view, print, and
annotate them online.

DocPak Search

My DocPaks B
- Subianeed Search

Sopymait  17-2018 oPlus CaialInc Al Rights Reserved
Protected by U8, Patents 6,182,137, £, 510,459, 7,185,063, 7 647,373 and carrespanding forsign palents. Patents Pending

Go to the XE Viewer help page ?

Move the mouse pointer over the control,

r R E—ee—— ‘
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USS Vulcan

then click. The help popup will appear.
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DPXE Viewer

The DPXE viewer is a contemporary
implementation of the functions and
features available in the classic Digital
Paper document viewer.

Main Window

The main window of the viewer consists
of a single view pane with groups of view
and action controls:

rmeaer FiROw

Control Groups

The controls are grouped as follows:

Menu Function Navigation

r Go to a page within the
i document

Go to a document in the search
result set

i

Tip: Expand the width of the popup to see more details in the screen captures:
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DPXE Viewer
The DPXE viewer is a contemporary implementation of the functions and features available in the classic Digital Paper document viewer.
Main Window
The main window of the viewer consists of a single view pane with groups of view and action controls:
s e B |
(R Tt 1
Control Groups
v

Document Function Navigation
The document function navigation controls are used as follows:

Show the document’s properties —

Move the mouse pointer over the control,

USS Vulcan

then click. The document properties popup will be displayed:
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7] Revision A
Document ID-  USS Vulcan Profile Drawing 2009
XCLASSID:

Cabinetis)  al

Y File Name: USSVulcanProfileDrawing 2008 tif

File Size: 22,232 318 bytes
MIME Type  image/tif

#of Pages. 1

Imported 02/08/2018
Modified: 02/09/2018
Released. 02/08/2018

See View Document Properties in the Enterprise User’s Guide for more information.

Download the document i

Move the mouse pointer over the control,

. E3
USS Vulcan - !
= 4 e

then click. The download document popup (the specific fields you see may be different depending on the DPXE
configuration) will appear:
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Stamp Options

! Stamp on download
(valid for PDF and TIFF files only)

Override Options

Stamp TIFF file instead of PDF
(valid for PDF and TIFF files only)

| Downiged | Gance |

Click the Download button to begin the download.

See Download a Document in the Enterprise User’s Guide for more information.

-
Print the document =’

Move the mouse pointer over the control,

=& p0mB
Print the document being viewed

CONSUMER
ACTION
HANDBOOK

then click. The print document popup (the specific fields you see may be different depending on the DPXE configuration) will
appear:
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Name [ Chent v

Comment
Page Range
& Al
() Current Fage
© Pages

Enter page numbers andior page ranges
separated by commas. For example, 1,3,5-12

Stamping
Override Global and User Defined Stamps [

* Additional options are available via the print helper application
Click here to install the client-side print helper, if not already installed

 Print [ Gancsi |

Click Print to begin printing.
See Printing a Document in the Enterprise User’s Guide for more information.

Toggle the Bird’s Eye View O

Move the mouse pointer over the control,

O&ES5Qn? : @8
USS Vulcan 1 ) "

VR

SCHEDULE OF MOOMS & FEATURES OF VESSEL

o] e[| e [w] e [w] wemi e wem e ] wew
I ! " T b ° T Jacns CEnTRAL PONT) 0 | WWL B sowe T
S~ pusnase s Jarasom somt - [ n [ANC BV 5 metmmcro s
|73 Borroron o ras | 4 frowns ovane o o008 rassase | 10 foaso moom parey kowooma ooes | 3 G13, Sbas 0
L2} v \ %o coon | L2, u |3 Jaaen cuomers romt
3 P i + b woon [ prsme o wares | 5 ows wace o [ e S e .
! T sosT o g 6% s T t s 1
= " sox = o porias e [l oo commin | w 2SS ERT ] | 1
oo BT |, = =1 e o B :
[ VBT e | 7 meamreoom | pu e oo o) | 1 SOmERSEAT || | i
S oo T e G|y P CoREATISN
O L T it I e o e re e | % [wswant omces su | |
Eidy L=
E-&

then click. The bird’s eye view will either disappear, if it is currently in view (as shown in this example) or appear, if it is
currently invisible:
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View the document in the classic viewer

Move the mouse pointer over the control,

USS Vulcan

then click. The document will open in the classic viewer:
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USS Vulcan
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SCHEDULE OF ROOMS 8 FEATURES OF VESSEL

NAME/ TITLE 3 NAMES TITLE
10 CENTRAL (PORT) 84D
[ON CENTER LINE
[WARD ROCM PANTRY

IBLOWER SPACE
IIR CODLING COMPRESSOR
JMAIN ISSUE ROOM (PORT)

ISTATION (RORT) BMD._OM CL

396x640 v

Page View Controls
The page view controls are used as follows:

View the previous page in the document <

When viewing a multiple page document, move the mouse pointer over the control,

GONTRIBUTORS

USAGov would ke 10 express its gratitude to the partners listed below who
helped make possible the publication of the Consumer Action Handbogk.
American Financial Services Association Education Foundation

‘The Colgate-Paimolive Company

Financial Industry Regulatory Authority

National Futures Association

Securities and Exchange Commission

Society of Consumer Affairs Professionals

& z__ % o

then click. The previous page in the document will be displayed:

- o ) Siant
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CONSUMER
ACTION
HANDBOOK

kS 2 B o]
s o previou pae ndocument

View the next page in the document >

Move the mouse pointer over the control,

CONSUMER
ACTION
HANDBOOK

| jzoomiozz e oo |

then click. The next page in the document will be displayed:
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CONTRIBUTORS

USAGov would ke to express its gratitude to the partners listed below who
helped make possibie the publication of the Consumer Action Handbook.
American Financial Services Association Education Foundation

‘The Colgate-Paimolive Company

Financial Industry Regulatory Authority

National Futures Association

Securities and Exchange Commission

Society of Consumer Affairs Professionals

Zoomin @\

Move the mouse pointer over the control,

USS Vulcan

then click. The image view will be zoomed in, using the center of the area currently displayed as the area around which to
zoom:
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Zoom out Q

Move the mouse pointer over the control,

USS Vulcan

then click. The image view will be zoomed out, using the center of the area currently displayed as the area around which to
zoom:
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USS Vulcan

Fit to page O

Move the mouse pointer over the control,

ot é-?~ ja:-

+ +
CRCEC

+

+
|

-+
.

——t

then click. The image will be redrawn so the entire image is visible:
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USS Vulcan

Fit height (L]

Move the mouse pointer over the control,

then click. The image will be redrawn so the entire height of the image fills the viewport from top to bottom:
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Fit width =

Move the mouse pointer over the control,

USS Vulcan

then click. The image will be redrawn so the entire width of the image fills the viewport from left to right:
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then click. The image will be redrawn so the entire image is visible in its original rotational orientation:
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USS Vulcan

View/Set Zoom Level

The Zoom to value shows the current size of the image in the viewport as a percentage of the original size of the image.

To change the zoom level to a specific percentage, enter a percentage value (100% = the original size of the image) then

press the Go button. The image will be redisplayed at that zoom level using the center of the image as it appears on screen
as the area around which to zoom.

Example: The image appears as follows onscreen:

USS Vulcan

Change the zoom level to 50% then press Go.

The image will be redisplayed as:

» . ) 5
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Document View Controls

The document view controls are used as follows:

Document View Controls

View the prior document in the search results set

View the next document in the search results set

Rotate the view 90 degrees

Select a region of the image

Zoom to the selected region

Copy the selected region to the clipboard

Print the selected region

The Goto page 1 Go

directly to a page.

control shows the number of the page in the document currently displayed and provides a way to go

View the prior document in the search results set «

Move the mouse pointer over the control,
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D& SQn?

< > Zoomto 37 % co | QA OMOB &

N [} @ & & Gowopage Go qb »
e Cepyrht © 1957.2015 4\s Capil in. A1 Righes Reserved. Protaced by U.S. Patants 8,182,127, 6810.425: 7,158

2,000 7.047.373 and cOTRS20NGng foreign patents. Faterts Panding. _W“W—"'_J .
then click. The previous document in the search result set will be displayed.

O Ismssess TS
o— 1
mam.
e Go to page 1 co P »
o
e apyPght © 1997.2018 eLs Captai (073 Reserved Protectes by US. Patents 8,185 o 5,00 3 soessencing foreign patents. Fateres Pansing DigitalPaper” XE

View the next document in the search results set »

Move the mouse pointer over the control,
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then click. The next document in the search result set will be displayed.

O&E H"Qna?

I}
|
L1l
(]
a

{\

< > Zoomto 37 % co | QAQADODE N [ @ (& & Gotopage Co KR
Ad

DigitalPaper” XE

Rotate the view 90 degrees 3
The Rotate 90 degrees control rotates the view of the image 90 degrees each time the control is pressed. (To rotate the view
180 degrees, press the control twice in succession.)

Example: Move the mouse pointer over the control,

79 April 2019 Enterprise User’s Guide



- ~ . =
CHAPTER 4.‘WORKING&NITH DOCUMENTS.»

USS Vulcan

Select a region of the image i__}

Image region selection is used for the Zoom to, Copy, and Print region functions. It is a toggle that turns region selection on
and off.

To enable region selection, move the mouse pointer over the control

Go
" 1 || Go |

then click. The control will turn red to indicate that region selection is active

™ : 4 " ) | 5
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Select a region of the image

and the mouse pointer will change to a crosshair when inside the viewport.

To select a region, simply move the mouse pointer to any corner of the region of interest then press and hold the left mouse

button while dragging the mouse to the opposite corner of the region. When the opposite corner is reached, release the
mouse button. The selected area will be highlighted:

USS Vulcan

To turn off region selection, simply move the mouse pointer over the control and click. The control will go back to its original
state, indicating that region selection has been turned off.

Zoom to the selected region Q)

First select a region as described previously:

81

.
o April 2019




USS Vulcan

then press the control. The viewport will update to display the zoomed-to area:

1 1
Ln.u.a..n.a 2 L 4

{il
f*
i
b

Zombl« % |@QOOE O

Copy the selected region to the clipboard [_i_i

Note: The DPPrint helper application must be installed in order for Copy the selection region to the clipboard to work. See
About DPPrint in the Enterprise User’s Guide for more information.

First select a region as described previously:
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8
H
i
-
H
g
5 3|3/ 3|08

v
7| Copy selected region to ciipboard

then press the control. DPPRINT will display a popup when the region has been copied to the clipboard:

' dpprint b

The clipboard contents can then be pasted into an application (e.g. Paint):

|:| Rulers Dﬁ

|:| Gridlines
Zoom Zoom 100 Full Thumbnail
in out % Status bar | sereen

Zoom Show or hide Display

USS Vulcan
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Print the selected region

Note: The DPPrint helper application must be installed in order for Copy the selection region to the clipboard to work. See
About DPPrint in the Enterprise User’s Guide for more information.

First select a region as described previously:

USS Vulcan

LPrint sefected region |

@ DPPrint

o _|
Frinter Setup | Options |

Click Printer Setup to launch the print setup page associated with your local printer, then click the Print button from that
page, or simply click Print from the DPPrint dialog to submit the print job.

When the print job has been submitted the following popup will appear:
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dpprint E “1
@ Print Submitted

View/Set page to display

The Go to page value shows the current page of the image being displayed in the viewport.

To go to a different page, enter the page number then press the Go button. The viewport will contain the image of the
selected page.

Example: To display page 100 of the current document, enter 100 in the Go to page field then move the mouse pointer over
the Go button:

CONSUMER
ACTION
HANDBOOK

2% o |

then press Go. Page 100 will be displayed:
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FEDERAL AGENCIES

Offica of Chitd Support Enforcoment (OCSE)
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ViewMark Controls

Note: ViewMark functionality must be enabled for the ViewMark controls to be displayed. See your system administrator for
more information.

ViewMark controls are typically hidden but may be displayed by pressing the Toggle ViewMark controlsn button. To
display the controls, move the mouse pointer over the control,

USS Vulcan

then click. The ViewMark controls will either appear if they are currently invisible or disappear, if they are currently visible:
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The following table describes each control’s function:
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ViewMark Controls

Save a ViewMark

Send a ViewMark

1N (R

Set the ViewMark color

Draw a rectangle

Draw an arrow

Draw a circle

Add text

Highlight an area

m| N, [ O =

Add a note
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ViewMark Controls

Load ViewMark ¥ | Sort by Name v

The panel provides the
means to load a currently-existing ViewMark into the viewer.

(o] Al v .
The 2 x panel provides a means to
view/hide/delete individual annotations within a ViewMark.

Please see the following section for more information.

Annotate a Document

This section describes how to mark any area of a document with multi-colored ViewMark annotations. A ViewMark
annotation may consist of a circle, rectangle, text, arrow, highlighted area or highlighted text note. ViewMark annotations
may be hidden or deleted. Adding ViewMark annotations to a drawing does not change the document stored in the
repository but is a powerful tool to draw attention to changes or to add comments. The figure below illustrates what a
ViewMark looks like.

« 4
2 (5 B = A P20y [ N CPrRa B ide | Delete |

Please review my comments below!

T P
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Figure 4.16: Sample ViewMark

A ViewMark—which is treated as a collection of annotations that contain page, scale and region of interest information— can
be saved, referenced, and sent to other DigitalPaper XE users that have access to the cabinet in which the document is
stored. Please contact the Application Configuration Specialist to determine if the user has this type of access.

The sections that follow describe how to create and save annotations, and send a link to the ViewMark to other
DigitalPaper XE users. Before continuing, if the Viewer is not open, open the document you wish to mark up as described in
View a Document’s Image.
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Add a Text Annotation

1. Click the Create ViewMark button @ in the top left portion of the Viewer frame to display the ViewMark toolbar.
H A : B_ =16 | Zoom: [14% ;I aal| S
a||=® PN o —

A

Figure 4.17: ViewMark toolbar

2. Click the Text button ik in the toolbar.

3. From the color pulldown menu JE!J!, select a color in which to draw the text.

4. Move your cursor over the area where you wish the text to be placed. Your cursor will turn into a green cross-hair.
Click the mouse where you wish the text area to begin, hold the left mouse key down and draw a selection box to
encompass the area where the text will appear. When you have drawn the selection box, release the left mouse
button. A dialog will appear as shown below.

Explorer User Prompt 5‘

Script Prompt: \
Please enter text for annotation. / \
Cancel | 1 ¥

IF’Iease review my comments below! E
\ :

)

~

Figure 4.18: Creating a text annotation

5. Enter the text (up to 80 characters) in the dialog then click OK.

6. The text will appear in the selected area using a pre-determined font and size that cannot be modified.

Please review my comments below!

@ G

\
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Figure 4.19: Text annotation added

7. Once the text has been added, it cannot be changed (e.g., the text cannot be dragged to a new location, nor its color
modified). However, if you are not satisfied with your text entry, use one of the following methods to delete the
annotation:

8. Select the text entry from the ViewMark toolbar’s pulldown menu, then click the Delete button. For an example, See
Hide and/or Delete ViewMark Annotations.
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Click the browser’s Back button to remove the most recently added ViewMark annotation (in this example, the text
annotation).

If you wish to save the current annotation(s) at this point in time, see Save a ViewMark. To draw additional
annotations, go to any of the following sections:

Add a Circle Annotation.
Add a Rectangle Annotation.
Highlight an Area.

Add an Arrow Annotation.

Add a Highlighted Note.

Add a Circle Annotation

90

5.
6.

v,
If it is not already enabled, click the Create ViewMark button on the top of the Viewer to display the ViewMark
toolbar.

Click the Circle button in the toolbar.

.

From the color pulldown menu ®===5_"1 select a color in which to draw the circle.

Move your cursor over the area where you wish the circle to be placed. Your cursor will turn into a green cross-hair.
Click the mouse where you wish the circle to begin, hold the left mouse key down and draw a selection box to
encompass the area where the annotation will appear.

W BB ol Jaa[ SSHF QP2AG b »
af 1@ l0e0 2 TULE | -l | RS B e,

Please review my comments below!

b

Figure 4.20: Selecting an area to place a circle annotation

When you have drawn the selection box, release the left mouse button.

The area selected will appear as a circle.
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Figure 4.21: Circle annotation added

Once the circle has been added, it cannot be changed (e.g., the circle cannot be resized, nor its color modified).
However, if you are not satisfied with your entry, use one of the following methods to delete the annotation:

v

All

rectangle %

arrow
abc

. ) . highlight .
Select the annotation label (e.g., circle,) from the ViewMark toolbar’s pulldown menu 2 zete’ | then click the

Delete button . For an example, See Hide and/or Delete ViewMark Annotations.

If you wish to save the current annotation(s) at this point in time, see Save a ViewMark. To draw additional
annotations, go to any of the following sections:

Add a Text Annotation.

Add a Rectangle Annotation.
Highlight an Area.

Add an Arrow Annotation.

Add a Highlighted Note.

Add a Rectangle Annotation

91

7
If it is not already enabled, click the Create ViewMark button on the top of the Viewer to display the ViewMark
toolbar.

Follow the exact same procedure as described in Add a Circle Annotation, except click the Rectangle button in the
toolbar.

From the color pulldown menu ‘m!v‘, select a color in which to draw the rectangle.
Move your cursor over the area where you wish the rectangle to be placed. Your cursor will turn into a green cross-
hair. Click the mouse where you wish the rectangle to begin, hold the left mouse key down and draw a selection box

to encompass the area where the rectangle will appear.
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Figure 4.22: Creating a rectangle annotation

When you have drawn the selection box, release the left mouse button.

6. The area selected will appear as a rectangle.
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Figure 4.23: Rectangle added

Once the rectangle has been added, it cannot be changed (e.g., the rectangle cannot be resized or moved, nor its color
modified). However, if you are not satisfied with your entry, use one of the following methods to delete the

annotation:

Select the ViewMark annotation label (e.g., rectangle) from the ViewMark toolbar’s pulldown menu, then click the
Delete button. For an example, See Hide and/or Delete ViewMark Annotations.

Click the browser’s Back button to remove the most recently added ViewMark annotation (in this example, to remove

the circle annotation).
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If you wish to save the current annotation(s) at this point in time, see Save a ViewMark. To draw additional
annotations, go to any of the following sections:

Add a Text Annotation.
Add a Circle Annotation.
Highlight an Area.

Add an Arrow Annotation.

Add a Highlighted Note.

Highlight an Area

5.

93

v,
If it is not already enabled, click the Create ViewMark button on the top of the Viewer to display the ViewMark
toolbar.

Click the Highlight button “% in the toolbar.

From the color pulldown menu }IE_IV[ select a color in which to draw the highlighted area.
Move your cursor over the area where you wish the highlighted area to be placed. Your cursor will turn into a green
cross-hair. Click the mouse where you wish the highlighted area to begin, hold the left mouse key down and draw a

selection box to encompass the area where the highlight will appear.

U

A/R) GLOSS YELLOW PAINT ee
A/R] GLOSS WHITE PAINT 21
A/R SANDING SEALER 20
A/R] CYANOACRYLATE GLUE 19
A/R] YELLOW CARPENTER'S GLUE 18
2 | 25688 MED SNAP SWIVELS 17
1 25687 SHOCK CORD 25° 16
4 | 25685 FIN SUBASSEMBLY 15
1 25684 LEAD WEIGHT 14
1 25683 PARACHUTE SUBASSY 3
I 1 1 F2%68E HOCK CORD MOUNT =
2§ 29690 LAUNCH LUG SUBASSEMBLY 11
8 | 25680 SHROUD LINE 16.5° 10
¥ 1 T 235679 MEDEYE SCREW S

Figure 4.24: Creating a highlight annotation

When you have drawn the selection box, release the left mouse button.

The area will be highlighted in the selected color.
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Figure 4.25: Highlight added

6. Once highlight has been added, the highlighted region cannot be changed (e.g., the highlight cannot be made larger or
smaller, nor its color modified). However, if you are not satisfied with your highlighted entry, use one of the following
methods to delete the annotation:

7. Select the highlight entry from the ViewMark toolbar’s pulldown menu, then click the Delete button. For an example,
See Hide and/or Delete ViewMark Annotations.

8. Click the browser’s Back button to remove the most recently added ViewMark annotation (in this case, to remove the
highlight).

9. If you wish to save the current annotation(s) at this point in time, see Save a ViewMark. To draw additional
annotations, go to any of the following sections:

10. Add a Text Annotation.
11. Add a Circle Annotation.

12. Add a Rectangle Annotation.

13. Add an Arrow Annotation.

14. Add a Highlighted Note.

Add an Arrow Annotation

94

Y,
1. |If it is not already enabled, click the Create ViewMark button on the top of the Viewer to display the ViewMark
toolbar.

2. Click the Arrow button a in the toolbar.
[rea 14

3. From the color pulldown menu , select a color in which to draw the arrow.

4. Move your cursor over the area where you wish the arrow to be placed. Your cursor will turn into a green cross-hair.
Click the mouse where you wish the tail of the arrow to begin, hold the left mouse key down and draw a selection box
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to encompass the area where the arrow will appear. The point where you end your selection box is where the
arrowhead will appear. When you have drawn the selection box, release the left mouse button.
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Figure 4.26: Creating an arrow annotation

5. The arrow will appear in the selected area using a pre-determined size that cannot be modified.
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Figure 4.27: Arrow annotation added
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SECTION A-A

6. Once the arrow has been added, it cannot be changed (e.g., the arrow cannot be resized or moved, nor its color
modified). However, if you are not satisfied with your entry, use one of the following methods to delete the

annotation:

7. Select the arrow label from the ViewMark toolbar’s pulldown menu, then click the Delete button. For an example, See
Hide and/or Delete ViewMark Annotations.

8. Click the browser’s Back button to remove the most recently added ViewMark annotation.
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9. If you wish to save the current annotation(s) at this point in time, see Save a ViewMark. To draw additional
annotations, go to any of the following sections:

10. Add a Text Annotation.

11. Add a Circle Annotation.

12. Add a Rectangle Annotation.
13. Highlight an Area.

14. Add a Highlighted Note.

Add a Highlighted Note

Y,
If it is not already enabled, click the Create ViewMark button on the top of the Viewer to display the ViewMark toolbar.

1. Click the Note button Q in the toolbar.

[red B2

2. From the color pulldown menu lm—-, select a color in which to draw the background of the highlighted note (the
text will always appear in black in the foreground).

3. Move your cursor over the area where you wish the text to be placed. Your cursor will turn into a green cross-hair.
Click the mouse where you wish the text area to begin, hold the left mouse key down and draw a selection box to
encompass the area where the text will appear. When you have drawn the selection box, release the left mouse
button. A dialog used to enter the text will appear as shown below.
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Figure 4.28: Creating a highlighted note annotation

4. Enter the text (up to 80 characters) in the dialog then click OK.

5. The text will appear in the selected area with a highlighted background. The pre-determined font type and font size
cannot be modified.
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Figure 4.29: Highlighted note annotation added

Once the highlighted note annotation has been added, it cannot be changed (e.g., the text cannot be modified, nor
the color of the highlight changed). However, if you are not satisfied with your highlighted note, use one of the
following methods to delete the annotation:

Select the highlighted note entry from the ViewMark toolbar’s pulldown menu, then click the Delete button. For an
example, See Hide and/or Delete ViewMark Annotations.

Click the browser’s Back button to remove the most recently added ViewMark annotation.

If you wish to save the current annotation(s) at this point in time, see Save a ViewMark. To draw additional
annotations, go to any of the following sections:

Add a Text Annotation.

Add a Circle Annotation.
Add a Rectangle Annotation.
Highlight an Area.

Add an Arrow Annotation.

Add a Highlighted Note.

Hide and/or Delete ViewMark Annotations

You can selectively hide existing ViewMark annotations or delete them by choosing a ViewMark annotation from the
ViewMark pulldown menu and selecting the hide or delete button from the toolbar. You can also re-display a hidden
ViewMark annotation as described below.

1. Select an entry from the pulldown menu on the ViewMark toolbar as shown in the figure below. Select the ALL entry to

97

select all ViewMark annotations.
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Figure 4.30: Select annotation(s) to hide or delete

2. Select the Hide button IIEEI to remove the selected annotation(s) from the image. Click the Show button
m to redisplay the hidden annotation.

3. Select the Delete button to permanently remove the annotation(s). When the Delete button is clicked, you will

be prompted to remove the annotation. Click OK to permanently remove the ViewMark annotation, or Cancel to keep
the ViewMark annotation.

4. If you wish to send these ViewMarks to another user without saving them, leave the Viewer window open then Go to
Send a ViewMark to Another User. Otherwise, proceed to Save a ViewMark.

Save a ViewMark

You can choose to save one or more annotations overlaid on the document as a ViewMark so it can be referenced at any

time when users view a document’s image or its properties. At no time is the original document altered as each ViewMark
is stored separately from the source document.

Note

Your ability to save ViewMarks may be restricted by the Application Configuration Specialist. In

addition, the saved ViewMark will not be stored with the document when added to a DocPak (for
security purposes).

Save a New ViewMark

To save a ViewMark for a document that has no pre-existing ViewMarks, follow the steps below. If you are saving a

ViewMark for a document that already has pre-existing ViewMarks, please See Update a Document with Previously Saved
ViewMarks.
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After adding ViewMark annotations to a document, click the Save ViewMark button .

1. The Save ViewMark dialog appears.

Save ViewMark

*ViewMark Name |Comments on Doc 25670

Description INeed the status of the highlighted parts|

* Creator Name |jsmith

Figure 4.31: Save ViewMark dialog

2. In the ViewMark Name field, enter a unique name (up to 80 characters) for the ViewMark.
3. In the Description field, enter text describing the ViewMark (up to 512 characters).

4. If you are not required to log in to the system, enter your name (up to 80 characters) in the Creator Name field as the
author of the ViewMark. If you supplied a username when you logged into the system, the name appears as read-only
and cannot be modified.

5. Click the Save button.

6. The ViewMark is now associated with the document and can be referenced at any time by users who have access to the
document. If you wish to send your saved ViewMark to another user, leave the Viewer open with the selected
ViewMark displayed, then go to Send a ViewMark to Another User.

Send a ViewMark to Another User

A ViewMark is most useful when used to communicate changes to other DigitalPaper XE users.You can provide other
DigitalPaper XE users with access to ViewMarks using an e-mail program configured with an Internet browser.

When sending an e-mail from DigitalPaper XE, the actual document is not attached to the message so file size is not an
issue. Only a link representing the document view is sent to the recipient in the form of a special ViewMark URL. As long as
the recipient can connect to the DigitalPaper XE server and supply a username and password (if needed), and has been
granted access (by the Administrator) to the cabinet containing the document sent, the recipient can view the documents
and its ViewMarks.

To send ViewMarks via e-mail:

With the ViewMark displayed in the Viewer, click the Send ViewMark icon located on the Viewer toolbar.@

Note
If the document being sent contains one or more ViewMarks that are not currently displayed, the
recipient must load them using the Load ViewMark button described later in this chapter.

1. An e-mail window appears with the Subject header and text area filled with the ViewMark URL. Enter the recipients e-
mail address and any other text you would like to add in the body of the e-mail.
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Subject: |ViewMark Comments on Doc 25670

http:#localhost: 7001 viewer/launchiewerAction. do?viewhdarkld=1401 =]

Karen,

Click the link above to see my comments on NKE Smoke Assembly 25670. Please verify that the parts
highlighted are ready to go.

Barry

|

Figure 4.32: E-mail ViewMark

2. Click the e-mail application’s Send button.

3. Upon receipt of the e-mail message, the recipient clicks the URL hyperlink within the message to access the document
from the XE Server and display it in a web browser. If security is enabled for the group that the recipient is associated

with in the system, the recipient must enter his or her user name and password in the User Login page to access the
document.

4. The document is displayed to the recipient in the Viewer in the same condition as you sent it (including Bird’s Eye View
and ViewMark toolbar settings).
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Figure 4.33: Document with saved ViewMark received
Note

If a ViewMark annotation was hidden when sent, e-mail recipients will be able to see the
annotation using the ViewMark toolbar’s Show button.
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5. ViewMark recipients can add their own ViewMark annotations to the document they received (or create a ViewMark
for a different document) using the same methods described in Annotate a Document and then send you the

ViewMark.

For more information on receiving a ViewMark, See Receive a ViewMark.

6. Click the Close Viewer button to return to the page you were previously viewing. ®

Receive a ViewMark

When you are sent a marked up document, you will receive an e-mail with a link to the ViewMark in the body of the message.
Do the following:

1. Open the e-mail, then click the link to the ViewMark.
2. If not logged in, enter your username and password.
3. The document is displayed in the Viewer with the sender’s ViewMark annotations.
4. To view previously saved ViewMarks, Go to Load a ViewMark.
5

. To add a new ViewMark to a document that already has ViewMarks saved and one of the ViewMarks is displayed, go to
Update a Document with Previously Saved ViewMarks.

Load a ViewMark

To display a list of all ViewMarks that have been saved with the document (e.g., to gain context for the current ViewMark),
click the Load ViewMark button.

1. The Load ViewMark menu appears. Click the down arrow button next to the Load ViewMark menu to display the
information saved with each saved ViewMark, as well as the date each ViewMark was saved.

« d J%‘;%|Zoom:|12% ;]QQE|§_§! QAN e » b

ﬁ ViewHark Name Description Creator Date Sort By
e Re: Comments o... | One part is no... | kturner.......... | Wed Now 13 15:... ~| |Hane =
Load ViewMark
Re: Comments o... | One part is no... | kturner.......... | Wed Nov 13 15: ...
Area reserved ... Indicates area. .. bholt . ........... Wed Nov 13 15:. . .
Comments on Do | Need the statu | ismith | Wed Nov 13 14:
' S31VAIS BALIND
These two are L,
ready
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¥ ¥
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Figure 4.34: Load ViewMark menu
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. (Optional) Select how you wish the ViewMarks stored with this document to be displayed in the pulldown menu by
selecting Name, Description, Creator, or Date from the Sort By pulldown menu.

. Select the ViewMark of interest from the pulldown menu to display it in the Viewer.
. When done, close the Load ViewMark menu by clicking the Load ViewMark button again.

. If desired, you can continue the collaboration process by adding a new ViewMark to the document, then sending it back
to the ViewMark sender. For more information, See Update a Document with Previously Saved ViewMarks.

Update a Document with Previously Saved ViewMarks

You can update a document that already has saved ViewMark displayed by deleting an existing annotation in the ViewMark
(regardless of the ViewMark author), adding a new annotation, and saving your changes as a new ViewMark.

To annotate a document that has previously saved ViewMark annotations:

If the ViewMark you wish to annotate is not displayed, click the Load ViewMark button and follow the instructions in Load a
ViewMark. If the document with saved ViewMarks is displayed in the Viewer, you may skip this step.

1. Click the Create ViewMark button to create new ViewMark annotations, hide annotations, or delete annotations as

. . Y
described in Annotate a Document. ,‘

2. To save your changes, click the Save ViewMark button.

The Save ViewMark page appears with the same information entered the first time the ViewMark was saved.

Save ViewMark

*ViewMark Name  |Re: part not ready

Description lotify me immediately when this partis ready

* Creator Name Ibholt
Save Options ' Create Related ViewMark

" Create Top-Level ViewMark

Figure 4.35: Save ViewMark

. In the ViewMark Name field, you can either keep the same name or enter a unique name (up to 80 characters) for the
new ViewMark.

. In the Description field, either keep the current text or enter new text describing the new ViewMark (up to 512
characters).

. If you are not required to log in to the system, you can enter or modify your Creator Name (up to 80 characters). If you
supplied a username when you logged into the system, the name appears as read-only and cannot be modified.

. Select one of the following Save Options:

(a) Select Create Related ViewMark to create a new saved ViewMark but relate it to the original saved ViewMark
(e.g., in the case where the new ViewMark is in direct response to an original ViewMark that was sent). A
related ViewMark will be affiliated with the selected ViewMark as described in Obtain a ViewMark History.

(b) Select Create Top-Level ViewMark to create a new ViewMark combining the original ViewMark with the new
changes. This function is similar to "Save As" functionality where the new ViewMark does not need the context
afforded by creating a related ViewMark.
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Note

The Save Options described above will not be available if you selected Hide all annotations from
the Load ViewMark menu. In this situation, you will use the dialog described in Save a New
ViewMark to save the ViewMark.

7. Click the Save button to return to the Viewer with the ViewMark changes displayed.

8. To e-mail the new ViewMark to another user, see the instructions in Send a ViewMark to Another User.

Print a ViewMark

Printing a document with one or more ViewMarks works the same way as printing an entire document from any interface
with one exception—you can select which ViewMark you wish to print. For more information, please See Printing a
Document.

What’s Next?

If you are finished with the Viewer and creating ViewMarks, click the Close Viewer button. Proceed to See View Document
Properties.

View Document Properties

In addition to viewing an image of the document as described in the previous sections of this chapter, you can also view all
the properties associated with the document including its attributes, file properties, revision history and saved ViewMarks
(if any). You can choose to view a document’s properties from any of the following pages: Document Search Results page,
Viewer, or DocPak .

1. To view the document’s properties, click the Properties button or link next to the document of interest.

The Document Properties page appears.

Document Properties ,® Backto Search Results

@] View Revision: C

il Doc Name: NKE Smoke Assembly
& Print Dot No (P/N): 25670
é Download Model: NKE Smoke

B e Type: Manufacturing
@ Revisions Related Site:  waww.nkesmoke.com
@ viewMarks Sheet 1

ECN Pending: No

Review Date:  07/10/2003

File Name: 25670_NKESmokeAssembly.PLT

File Size: 60,320 hytes
MIME Type: imagesftiff
Page Count. 1

Imported: 05/12/2003
Modified: 051122003

Released: 05i12/2003

Figure 4.36: Document Properties page

The Document Properties page contains the document’s complete set of attributes, plus file information such as file
name, file size, MIME type, page count, when it was created, the last time it was modified, and when it was released
to the repository. You can also view the document, print or download the document, view its revision history, and
view saved ViewMarks (if any).

For more information on the options available from this page (and the pages that follow), go to the following:
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e To display the document in the Viewer, click the View icon or link. For more information, See View a Document’s Image.
If you wish to annotate this document, See Annotate a Document.

e Click the Print icon or link to display the Print Options page as described in Printing a Document.
&
e To download the document, click the Download icon or link. For more information, See Download a Document. S

e To view a document’s revision history, click the Revisions icon or link. For more information, See View a Document’s
Revision History. &

e To view a document’s ViewMark history, click the ViewMarks button or link. For more information, See Obtain a
ViewMark History on the following page. ®

View a Document’s Revision History

To view a document’s revision history from the Document Properties page:
Click the Revisions icon. @

1. The Document Revisions page appears.

Document Revisions Backto Document Praperties

™ Selectall Print > Download
Revision Keys Revision View
[T DocMame: NKE Smoke Assembly Doc Mo (PIN): 25670 C @]
[T DocMName: NKE Smoke Assembly Doc Mo (PIN): 25670 A @ @]
Doc Name: NKE Smoke Assembly Doc No (P/IN). 25670 B @ @]

Figure 4.37: Document Revisions page

This page provides a list of all versions of the document that have been imported into the system, including the
attributes assigned as revision keys (these are the values required by the system’s revisioning scheme to determine
the uniqueness of each version of the document), and the revision number or character assigned to the document
(old versions are marked with a red symbol that appears next to the revision.

2. If you wish to print, download, or view the document from this page, do the following:

e To print the document, either mark the Select All checkbox or the individual document’s checkbox, then click the
Print link. For more information, See Printing a Document.

* To download the document, either mark the Select All checkbox or the individual document’s checkbox, then click
the Download link. For more information, See Download a Document.

e To display the document in the Viewer, click the View icon. For more information, See View a Document’s Image.
If you wish to annotate this document, See Annotate a Document.

3. To return to the Document Properties page, click the Back to Document Properties link.

Obtain a ViewMark History

In addition to accessing saved ViewMarks from the Viewer, you can obtain a ViewMark history from the Document Properties
page.

To obtain a document’s ViewMark history:

1. Click the ViewMarks button or link.
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The ViewMarks page appears.

Viewmarks

Backto Document Properties

Name Description Creator Date
v ) Area reserved for quidance system 1”00 0 VS8 o guidance systeminRER o 710312003

» [0 Comments onDaoc 25670 Need the status of the highlighted parts jsmith  7/07/2003

Figure 4.38: Saved ViewMarks page

ViewMarks are displayed by name, description, creator, and date created.

Note

ViewMarks are sorted by name.

2. If a ViewMark has related ViewMarks (specified in the Save ViewMark dialog described in Update a Document with
Previously Saved ViewMarks), it will have a right arrow pointing to it. Click the arrow sign to expand the lists of related

ViewMarks.

Name Description Creator Date
¢ Indicates area to use for guidance system

Area reserved for guidance system :
w [ Areareserved for guidance system in RFP 4417-B bholt 710312003
w [) Comments on Doc 25670 Need the status ofthe highlighted parts jsmith  7/07/2003
{b w [} Re:Comments on Doc 25670 One partis not ready Kurner  7in712003

. Please notify me immediately when this ST
Re: part not ready ;
w [1 Re:partnotread Datile ceagy jsmith  7/08/2003

Figure 4.39: Related ViewMarks displayed

3. To display the ViewMark in the Viewer, click its name in the ViewMarks page.

The Viewer will open displaying the document with the selected ViewMark.
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Figure 4.40: Selected ViewMark displayed

4. When finished, click the Close Viewer button to return to the ViewMarks page.

5. To return to the Document Properties page, click the Back to Document Properties link.

Printing a Document

Documents can be printed from multiple locations including the Document Search Results page, Viewer, Document Properties
page, any page launched from the Document Properties page, or from within DocPaks.

To print a document do the following:
1. Click the Print button or link from any of the pages listed above.

The Printer Options page appears.
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a DigitalPaper XE® - Microsoft Internet Explorer J =101 x]
Printer Options =
Select Printer |><erox 265-5T L]
Number of Copies
Number |1
Print Job Description
Description
Scaling Mode
Scaling Mode IFitTD Page L]

Image Rotation
Degrees To Rotate |No Rotation ~
Tiling
Multiple Page Printing |Print One Page Only L]

Color Printing
ColonBW Selection |Use All Available Colors x|

Print Job Accounting

Account Name

Viewmark Options

Select Viewmark to Print IPIease review my comments!j

Select Viewmark Options |—Do notprintaviewmark—;]

 Print [ Cancel

Figure 4.41: Printer Options page

2. Select a printer from the Select Printer pulldown menu.

Note
The list of available printers is defined by the DigitalPaper XE Application Configuration Specialist.

3. If printing a multi-page document, you have the option to enter the individual pages you would like to print, separated
by a comma (e.g., 1, 3, 5) or a print range separated by a dash (e.g., 2-4).

4. The remaining options (e.g., collate, scale, copies) on this page will vary according to the type of printer you selected. .

5. If the document contains saved ViewMarks, select whether or not you wish to print any saved ViewMarks contained
within the document.You can select one or more saved ViewMarks to print. When printing a single ViewMark, the
entire document associated with the selected ViewMark is printed. If the document is multipage, printing of ViewMark
annotations will only print the page containing the ViewMark annotations.

Note
You will not be provided with the option to print a ViewMark if you have selected multiple
documents to print.

6. Complete the form then click the Print button to send the document to the printer.

Note

If you are a first time user, you may have to install the DP Print Helper Application before you can
continue. For more information, see the About DPPrint section of the Enterprise User’s Guide. If
you have already downloaded this application, go to the next step.
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A Print Status page will appear as shown below.

Print Status
Print request submitted to Xerox 265ST.

Date 11/01/2003
Job ID 120
Queue Name Xerox2655T

User Name jsmith

Figure 4.42: Print Status

7. Click the Close button.

8. If the print job is not proceeding as expected, you can check the print job status as described in the section below.

Check Print Job Status

If you need to check the status of a print job sent to an enabled Digital Paper Print Server, do the following:
1. Click the Options link in the navigation bar.

The User Options page appears.
¢ DigitalPaper’&”

O Home O Admin O Indexing O DocPaks O BOMs O Documents O Options O Help

O Logout I8 Dlg italPa per”

User Options

© My Profile
©  MyPreferences
©  Print Job Status

© Download DPPrint Setup

Figure 4.43: User Options page

2. Click the Print Job Status link in the User Options page.

The Print Job Status page appears.

Print Job Status | xerox265ST =[RS

W select A o Cancel

Job ID Description User Name Submitted Status
118 Rocket Assembly print job hholt 24.10.2003 081212 PRINTING
[~ 110 Print Joh Description hholt 23.10.2003 10:46:03 SPOOLING
[0 115 Printing RFP bholt 23.10.2003 10:30:56 PRINTING
[~ 109 Test print hholt 23.10.2003 09:46:00 ERROR
I~ 102 Checking print quality of scanned image bholt 14.10.2003 10:50:56 SUBMITTED

Figure 4.44: Print Job Status page
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3. Select the printer you sent the job to from the pulldown menu.To view the print job statuses for all printers at one
time, select the All Printers option. The status of all your print jobs and the order in which they were submitted to the
selected printer(s) appear in the page.

4. To cancel a print job, See Cancel a Print Job.

Cancel a Print Job

To cancel one of your print jobs, do the following:
1. Open the Print Job Status page then select a printer as described above.
2. Mark the checkbox(es) next to the print job(s) you wish to cancel.

3. Click the Cancel link in the options bar. All of your selected print jobs will be canceled.

Download a Document

Downloading images may be useful for tasks such as copying and pasting a drawing into a document or for distributing a
machine-readable document via e-mail. Documents can be downloaded from multiple locations within the interface
including the Document Search Results page, Viewer, Document Properties page, or from within DocPaks.

By default, documents converted to .TIFF for display in the Viewer will be downloaded in the .TIFF format, and files
imported in their native format will be downloaded in their original format (e.g., Word, Excel, PDF). However, if both the

native file format and a .TIFF image exist for a document,