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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 