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Patent and Legal Notices

Copyright © 20D 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 withut 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 chge 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 wpllobecuted to the
maximum extent possible under the law.

Trademarks

ePlus DirectSightDocPak ViewMark,and ePlus products referead herein are either registered trademarkstrademarks
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.

PostScripts either aregistered trademarlor a trademarkof Adobe in the United States and/or other countries.

Microsoft, Windows,Windows Serer, Active Directory,NTFSInternet Exporer, Excel, Powerpointand SQL Serveare
either registered trademarkor trademarls of Microsoft Corporationin the United States and/or other countries.

LaserJet, Desight, HP,HP-GL and Hi&L/2are either registered trademarkor trademarls of Hewlett Packardn the United
States and/or other countries.

WildFly iseither aregistered trademarlor trademarkof Red Hat Inc.in the United States and/or other countries.
Chromeiseither aregistered trademarlor trademarkof GoogleLLdn the United States and/or other countries.
Hrefox iseither aregistered trademarlor trademarkof Mozilla Foundationn the United States and/or other countries.

Intel and Xeonare either registered trademark or trademarls of Intel Corporationin the United States and/or other
countries.

OracleJSPand Javare either regigered trademarls or trademarls of Oracle Corporationin 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. Patesrsling.

Third Party Software

This product contains certain third party software components. The components are provided in accordance with their
licensesSee theThird Party Software Noticesocument for more information.
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About This Guide

What is in this Guide?
tKAa aSOGA2Yy RSaONXOSAE ( Kde. Thidgai@edantaigsThe follvEingd y G SNLINRA &S ! a4 SN
w Contents outlines the chapters and topics within this manual.

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

w Part 1I: 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.

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

w Part 1V: 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)Yieng PDF files requirean
appropriate document reader

Send Us Your Comments

ePlus Inc. welcomes your feedback on the usefulness of this documentation. Please send all commentsovi @hedl 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 XEawebco I a SR a2t dziA2y GKI G AYLINR@SAa Odzad2YSNRAQ
secure access to and collaboration of mission critical documents over the Internet. By replacingbpapdrsystems and
ineffective file transfer technologies, the Digi&per 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:

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

w provide internal and remote employees, business partners, customers and supplierewitte &nd timely access to
the latest versions of technical documents.

w 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 witr papduction and shipping.

w 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.

w synchonize published content by automatically sending business package recipients change notificatiaitsehat
contain hyperlinks to revised document(s).

Authorized users and recipients of DigitalPaper XE documents and business packages need onlydavatanolamwser 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:

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

W 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 sectiordescribes 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 @®Q0BD local drives, or network directories,

into atempdNJ NBE f 201 GA2y Ay GKS S5A3FAGHEtFLISNI -9 &d2adsSyx NBFSN
cannot be accessed by general users until they have been indexed and released to the repository. The index process
presents a highly structured way foisers to search and locate documents (e.g., by document name, number, revision).

2 KSy NBIFIR& F2NJ 3SySNIt O2yadzYLliaAzys Y2ad R20dzySyida | NB
cabinets provide a logical grouping of documents and caly 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:

w Files that may be converted to TIFF so they can be viewed within the DigitalPaper XE ViewerRid&stScript,
someCAD/PDMiles, and popular spreadseet, word processing, and presentation files

w Files that are imported in their native format and can also be displayed in the DigitalR& Viewer (without being
converted) include: BMP, GIF, JPEG, PRGand TIFF.

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

w If desired, the Administrator caelect 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

SAIAGETt I LISNI - emyke iddzer SoNiRdddbcundeid witkirkcabinets 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 fasplay usingt f dza Ay O®Qa LIlte6hBofodySR 5 A NB OG { A
520dzySyida Oly Iftaz2z 06S R2gyft2lRSR (2 (K SdodatnéniNdp dile depeddingt G | G A
on the number of documents. DigitalPaper XE determines the content typesofgle document being downloaded and
Fdzi2YlFGAOFft& 1 dzyOKSa GKS |LILX AOFGA2y aa20AlGSR 6AGK
documents are compressed into a zip file, the user will have to run compression softwareotoftess the files for use.

Document Markup

Users communicate changes, questions, or exchange ideas about a documengtugingga Ay O®Qa LWRKSY G SR
based markup technology. Without the use of applets or ging, geographically dispersed userdlaoorate 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 createrditreteoo

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 integragediegateway. 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 intiae assembly of multiple documents stored in the repository into a comprehensive
business package, called a DodP&xamples of DocPaks include RFPs, RFQs, ECNs, and Work Orders. DocPaks can be
saved, searched, downloaded, printed, or published to @ird$A OG SR aSi 2F dzaSNAE 2NJ YIRS
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 systexternal 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 documihis 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 docurasstgiated with assembling the front
0dzYLISNE 6KAES Fy20KSNJ tAyS AGSY O2yiGlAya GKS R20dzySyida
contents have been defined, the creator specifies which recipients will receive access to the DatBekdate they may

have access. In addition, DocPaks can be nested within DocPaks.

¢2 AGNBlIYtAYS GKS 520tF]1 ONBFiGAz2y LINRPOSaas S5AIAGHEEt I LISNI
(e.g., name, description, documents to includecipients, 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 ogaitynedit 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.fillbg scheduled approach was designed so

that multiple DocPaks may be imported and subsequently published automatically, without requiring the use of
SAIAGEEtFLISNI -9Qa 6S0 AYGSNFIOSo

Once a DocPak has been published, recipients click a hyperlink witleimaihnotification 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
Ad Y2RAFASRI S5AIAGEEtILISNI - 9Q4& NI BéndsKifdgsiretl) Bharye noMizadh ® (1 K S
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 accéssdogator, 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 providhigrachical tree
representation with the ability tdink 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 BOMssesudly
sections of a BOM can be exported to DocPaks anddleaments 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
AYUSNFI OST LINPGARAY3I I QpKSNB dzaSRQ aSINOK OFLIoAfAGRERO®

As with DocPaks, aillf 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 popularsarners.

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.

Adminigrator

¢ceLIAOLtte |y SyLXtz2eS8S8S Ay (GKS SyGSNIINA&ESQa L¢ RSLI NLYSy
systems, the Administrator is responsible for keeping the system online, performing system maintenance, installing
software patchesaR Y2y AG2NAyYy 3 d8a0SY LISNF2NXIyOSd 5dziaSa aLISOATA
security for the users and groups that can access the application as well as defining the privileges associated wita each rol
described in this section.mMMAdministrator is also responsible for setting up printers, applying systése settings and

other utility functions. The Administrator user is automatically created by the system and is given both administration and
application configuration capabiliteeby default.

Anonymous User

¢CKS ty2yeéyvyzdza dzaSNJ Aa | aLISOAIfAT SR OSNEA2Y 2F G(GKS a¢ NI R
all unauthenticated users that access the DigitalPaper XE system. The DigitalPaper XE system recgmt@satomhby

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
0S NBlFaaA3adySR (2 GKS a9y GSNIINKRA&AS ! aSNE NRfS RSaONAROG6SR oS
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Application Configuration Specialist

An Application Configuration Spkeci A aG A& GeLAOFft& | YSYOSNI 2F +y 2NHBFYAI
configuring DigitalPaper XE and has comprehensive knowledge of computer and networking systems. The Application
Configuration Specialist is responsible for structuring slystem 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 refemthcand the templates available to Enterprise Users to

create DocPaks and their associated Line Items. In addition, the Application Configuration Specialist has the abitity to sear
and update attribute(s) associated with multiple documents, and confitheesystem 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,
ASEAONRLIIAZ2YZ NBOGAAAZ2Y yYdzYoSNDL (2 SIOK R20dzYSyiéz Y2RATE R
GANIidzl £ FAEAYy3a OFoAySita 2F GKS S5AIAGEFEtFLISNI -9 NBLRaAG2N
DocumentCoi2 f adl FFX NBaLRyaiaoftS F2NI YI1Ay3d adaNB GKSANI aOdza i

Enterprise User

Enterprise Users are typically internal or remote employees who are allowed to search for documents located in the
DigitalPaper XE repositorif. 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 tRars. 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 endldedever, m 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 U3ecPakabut
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 H2dc 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.

Q¢
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Watermark Administrator

Uses in the Watermark Administrator role are able to bypass the applicatioddvanced Document Stamping and
Personalizatiomvhen documents are viewed, downloaded, and/or printed.

For more information about theAdvanced Document Stging and Personalizatiofeature, please seeAdvanced
Document Stamping and Personalization (AD$#)e Administration and Application Configuration Guide

Trading Partner

Trading Partners normally include the enterprise customers, suppliers, and business partners who regeileaper XE
documents. Trading Partners are notified viarail 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.

April 2019 9Y (G SNLINRAS ! &aSNK
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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:
w Searching for Documents
w Viewing a Retrieved Document
w Annotating a Document
w Creating and Viewing DocPaks

This chapter also describes the interface used to perform these taskteiface Overview

Searching for Documents

SBAIAGEEtFLISNI - 9Qa &SHNOK G22f rtft26a 9YyGSNIINRAS | aSNB G2
by cabinet and § 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 conductedngsa combination of document attributes that includes wild cards.

o . —

Enter
search critera

9 Search results returned

Figure 2.1: Search for documents

¢2 aSINOK F2NJ I R20dzyYSydsz Iy 9yGSNIINAAS ! aSNJ R2Sa (GKS T2
w Enters the number of results to leksplayed.
w Selects whether or not the documents should be displayed with a thumbnail image.
w/ K22aS48 ¢6KSGKSNI 2N y234G  aAay3atS R20dzySyid NBadzZ & akKz2dz F

w When the search is submitted, the repository is searched thasethe criteria entered.

x
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wadz GALX S R20dzyYSyida F2dzyR INB RAaLI @SR Ay | &SI NOK NB
selected, a thumbnail sketch of each document. These documents can be printed, downloaded, viewed, or dssemble
into DocPaks.

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

Viewing a Retrieved Document

S5AIAGEEtFLISNI - 9Qdis aoﬁny@ErNWaytSﬂewﬂmeﬁétme)\dgfcﬂmentBriportlons of a document.

e XE Server processes request

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.goom pan), mark the document (as described Annotating a
Documeny, or print and distributéhe document.

Annotating a Document

'aAy3d S5AIAGEEEFLISNI - 9Qa +xASgal Ny OFLIoAfAGASAT GKS 9yaS|
rectangle, circle, arrow), text or highlights to indicate an area of a document that needs to lngechand 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 vianaail 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

O AORE - AAT 2B ATNE v #

E-mail contains a hyperlink to
: the document and ViewMark
= oy <=

Recipient clicks link in e-mail
to view marked up document
—_—
ST j —

L 25T AT
N
—_—

g ¥ |

Enterprise User

Wgsalriper

Recipient

Figure 2.3: Mark up a document
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CHAPTER 2. USING DIGITALPAPER XE

With the document displayed in the DigitalPaper XE Viewer, the Enterprise User annotates the document as desired.
The® mark ups can be loaded via the URL thatnsadled 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 ViewMailtsn a browser. The ViewMark recipient can
print or create his/lher 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 diulistrito 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 DdoRakinsthe repository.

DocPaks can be published via amail hyperlink, printed or downloaded at any time. If a change occurs to one of the
documents within any DocPak, the creator and recipient are immedi

Select documents to
add to DocPak

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

-~

i

| [——tpic] DocPak published with
e o notification and hyperlink via e-mail

created

Figue 2.4: Create and publish a DocPak

Publishing a DocPak

The steps below describe the DocPak publishing process.

l.adzf GALX S R20OdzySyida INB aStSOGSR TNRY (GKS b{SINOK FT2NJ ¢
the documents are selected, thenterprise 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 expitaidnviews 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 redipients list of
contacts; the DocPak is published as a hyperlink within-axaié notification.
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CHAPTER 2. USING DIGITALPAPER XE

As an alternative to restricting DocPak access to specific recipients, DocPaks can be made "public” (i.e., accesgas granted
any user with the ability to logn as an Enterprise User). Since Public DocPaks do not require recipientanaidb e
notifications are sent upon publication or document modification.

If DocPak access is restricted to a specific set of users, the DocPak recipients receivatihend tick 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 dedtimersch

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 Wderé dza S G KS bt dzof A0 520t 1ab AYyGSNFI
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 casejal changeatifications will only be sent to the DocPak creator.

For more information on publishing DocPaks, 8esembling and Receiving Business Packages

Import a DocPak

In addition to the manual publishing process described in the section above, the DocPak cegaimport an XML file that
RStAySIHiSa G(4KS 520tl1Qa O2yiaSyidiasd 520t+14a OFly |faz2 oS8
Application Configuration Specialist. For more information, legeort a DocPak

Interface Overview

The DigitalBper XE browsebased 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-#iteel navgation. 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 caohtarea. The figure below provides a sample of
SAIAGEEtFLISN -9Qa 3ISYSNrft aAadsS tFez2dzio
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O Documents O Options O Help O Logout Digita]PaperE
Document Search Results [ 51 found ] ,® NewSearch N View Cart (0)
| ctAll o Print ad 2 a VM Thumbnail v
D ~
@V\ew Revision: B
= 2 Doc No: 419
& Properties Sheet: 1
& print Doc Name Nose Cone
é Download
T4 where Used
O —
- | Revision: B
ﬂ Yiew C oo e N Doc No: 420
.
B Properties S | &8 i Sheet 1
& Print H H Doc Name: Fuselage Camera Assy.
& Download
T4 wihere Used
]
@V»ew g Revision: B
. . 5 Doc No. 421
B Properties el TG Sheet: 1
Q Print \? “g0 Doc Name: Spring Assy.
’ L
4 Download
T4 where Used
™
Page [3 @ ==First | = Prev Page 30f6 Next=|Last=>

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 functionsigpterested in
performing.

O BOMs Jocuments O Options O Logout

Figure 2.6: Primary navigation bar

The default options available to Enterprise Users are as follows:

wHomec5Aa LI @& GKS S5AIAGEEt ] LISNI -9 K2YS LI 3IS sAGK GKS 5A:
information. With the exception of the navigation bar, the remainder of the home page can be customized by the
system administrator.

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

wBOMsc5AaL) &da GKS a. Attt 2F al GSNAFf&aégd LI 3ASP ¢KAa@ddbg LIGAZ2Y
the administrator. For more information, s&ill of Materials

w Documentg; Displays the "Search for Documents" page describ&earch for Documents
w Helpg Displays thé® y' i S NLINR & Sin PD& oiN#x4 DdzA RS
w Optionsg Allows you to update yourczount information or check print job status.

w My Profileg Displays a page that allows you to update your own account information, including password, hame, and
e-mail address.

w Logout¢ Closes the current session and returns you to the User Login pagmtdiothe system, you must log in
again.

x
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Z
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Page Bar

Some DigitalPaper XE pages contain a page bar containingspagéic 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

Theoptions 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 ofall 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 o D oad o AddtoLine ltem pla
Document Attributes Revision View Properties
r 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: =
I Manufacturing Related Site: www.nkesmoke.com B @
Doc Name: Engine Hook Doc No (P/N). 25675 Model: NKE Smoke Type: =
O Manufacturing Related Site: www.nkesmoke.com 4 @]
r Doc Name: Decal {(United States) Doc No (P/N): 25676 Model: NKE Smoke A @]
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 A @
Doc Name: BTB0 Nose Cone Doc No (P/N): 25678 Model: NKE Smoke Type: =
r Manufacturing Related Site: www.nkesmoke.com A @
Doc Name: Med Screw Eye Doc Mo (P/N): 25679 Model: NKE Smoke Type: =
= Manufacturing Related Site: wwav.nkesmoke.com A @
Doc Name: Launch Lug Doc Mo (P/N): 25681 Model: NKE Smoke Type: =
r Manufacturing Related Site: www.nkesmoke.com B @
Doc Name: Shock Cord Mount Doc Mo (P/N): 25682 Model: NKE Smoke =
H Type: Manufacturing Related Site: www.nkesmoke.com A @]
r Doc Name: Parachute Sub Assemhbly Doc No (P/N): 25683 Model: NKE A @
Smoke Type: Manufacturing Related Site: www.nkesmoke.com

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 subsequenf§ 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 Beneral page layolt
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Document Search Results [ 23 found ] /* New Search
W SelectAll o Print o Download o AddtoLine ftem Display
Document Attributes Revision View Properties
r 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: =
I Manufacturing Related Site: www.nkesmoke.com A @]
Doc Name: Engine Hook Doc No (P/N): 25675 Model: NKE Smoke Type: =
O Manufacturing Related Site: www.nkesmoke.com A @
r Doc Name: Decal {(United States) Doc No (P/N): 25676 Model: NKE Smoke A @
Type: Manufacturing Related Site: www.nkesmoke.com
r Doc Name: Deca_l (Access Pangl). Doc Mo (PIN): 25677 Model: NKE Smoke A @]
Type: Manufacturing Related Site: www.nkesmoke.com
Doc Name: BTB0 Nose Cone Doc No (F/N): 25678 Model: NKE Smoke Type: =
L Manufacturing Related Site: www.nkesmoke.com A @]
Doc Name: Med Screw Eye Doc No (P/N): 25679 Model: NKE Smoke Type: =
= Manufacturing Related Site: www.nkesmoke.com A @]
Doc Name: Launch Lug Doc Mo (P/N): 25681 Model: NKE Smoke Type: o
r Manufacturing Related Site: www.nkesmoke.com B @
Doc Name: Shock Cord Mount Doc Mo (P/N): 25682 Model: NKE Smoke =
H Type: Manufacturing Related Site: www.nkesmoke.com A @]
r Doc Name: Parachute Sub Assembly Doc No (P/N): 25683 Model: NKE A @]
Smoke Type: Manufacturing Related Site: www.nkesmoke.com

Figure 2.9: Content area example

The content area of an individual DocPak is displayednmléi-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 o PrintDocPak ., Download DocPak . DownloadIndex . CopyDacPak  , Expire DocPak . Backto Search Results
4 Ensuring Quality 0 Add documents to DocPak from: Cahinet Cant

Line ltems Header Documents

“Name |Ensuring Quality |
Add Aftachment 2 e

QAIQC programs for project
Horizon

pients

- Description
¢O Search DocPak Updates

P Search

Start Date (051272010 | [T
Expiration Date ) (051172011 | (3

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 []

Figure 2.10: Multpaned content (DocPaks page)

Page Navigation Options

Since a content area may contain large lists that require more than one page (e.g., documents, DocPaks, DocPak recipients),
the Gobutton and links at the bottom of the page allow you to traverse to additional pages.

Page |1 m <<First| < Prev Page1of2 MNext=|Last==

Figure 2.11Page navigation options
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The options available are as follows:
w Pageand Go¢ Enter the page number in the text field then click tBe button to display the selected list for that
page.
w Firstg Displays page 1 of the list.
w Prevg Displays the previous pagé the list.
w Nextg Displays the next page of the list.
w Lastg Displays the last page of the list.

¢KS LI 3IS OdNNByilife RA&ALIXIT@SR YR GKS G20Ft ydzYoSNI 27F
indicates you are currently vieng page 3 out of 6.

AN

2 K 1Qa bSEGK

This concludes the introduction to DigitalPaper XE. GBdtiing Startedo begin theQuick Touchapters that provide the
procedures for performing the tasks described in this chapter.
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CHAPTER 3. GETTING STARTED

Chapter 3

Getting Started

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

w Access DigitalPaper XE
w Update Your Profile
w 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.
v /N

User Login
M Remember my User Name

Login

X |User Name

» Password

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

e Dlglta IPa per:otuumuccssuuo COLLABORATION. ANYTIME. ANYWHERE

Copyrignt © 1997-2019 ePlus Capkal, Inc. All Rignis Resened
Protected by U.S. Patents 6,182,127. 6,510,459, 7,185,059, 7,647 373 and cormesponding foreign patents. Patents Pending

Figure 3.1: User Login page

(a) Enter youw User Namend Passwordhs 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 passrd, enter your user name in the field provided, then click ¢tliek herdink
beneath theLoginbutton. A dialog will appear informing you that you will be sent amail containingfurther

Qax
w»
zZ
=
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instructions ClickOK From your email application, open thee-mail sent to you by the system. Enter the
password in the User Login page.

(d) ClickLogin

Note
You can modify your password and other account information as descridg¢pdate Your Profile I

3.5AFAGHE tFLISNRE K2YS LI IS FLIWISINBE a4 akKz2sey o6S5t260

DigitalPaper’&” ome O Admin O indexing OBons O Documents O options O Logout DigitalPaper®

gy MrCam (memsq)

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 Document Search

DigitalPaper XE makes it practical and cost-gffective for all users across the extended enterprise to All

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,

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 3.2DigitalPaper XE home page

You have the following options from this page:

(@) Search the Document RepositogySearch the DigitalPaper XE document repository by cabinet, document
number, revision level, or any other document attribute. Once found, documentbeaeviewed, marked up,
sent to other DigitalPaper XE users, printed, or downloaded. For instructions on conducting this type of search,
go toWorking with Documents

(b) Create and View Saved Document Packap®$ew saved DocPaks by their attributes, vidwe tcontents 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 tdss, seeAssembling and Receiving Business Packages

(c) Work with Bills of Materialg; If Bill of Materials processing is enabled, you may search, view, print, and
download Bills of Materials and the documents contained within them. Bie of Materialsfor more
information.

(d) Set Options, Get Help, and LogautYyou 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 av@p#btes Help andLogout
functions. Se®ptions, Help, and Logout Functidies more information.

Update Your Profile

To change the password information used to log into the system, name@ileaddress, do the following:

Click the Options link in the navigation bar.

1. The User Options pagmpears.

x
w»
Z
=~
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¢ DigitalPaper&”

EXTENDED ENTERPRISE

O Home O DocPaks O BOMs O Documents (0]o] Eﬁl ns O Help O Logout

User Options

o My Profile

o My Preferences

o PrintJob Status

o Download DPPrint Setup

Figure 3.3: User Options page

2. Click theMy Profilelink in the User Options page.
3. The My Profile page appears.

My Profile

User Name bholt

* Re-enter Password III
First Name [Elamf—

Last Name [Holt—
Company Name [m

* Email Address

[ Sovo [l Conce |

Figure 3.4: My Profile page

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

¢ DigitalPaper®

5. To change your passwordnter the new password in thBasswordield, then retype the password in th&®e;enter
Passwordfield. Please contact the DigitalPaper XE system administrator for the password policy that has been

implemented for the system.
. Change your first or last nanas desired.

,OYGSNI @2dzNJ SYLJ 28SNRa yFYS & R

w
ax
>
Z
&
Pl
©

. Enter a new email address if needed.

© 00 N o

. ClickSave

Update Your Preferences

To personalize default display and printer settings to match your preference for each, do the following:
1. Click theOptionslink inthe navigation bar. The User Options page appears.
2. Click theMy Preferencebnk in the User Options page. The My Preferences page appears.
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CHAPTER 3. GETTING STARTED

¢ DigitalPaper’& © Indexing © DocPaks OBoMs O Documents O options

¢ DigitalPaper®

Display Mode | Thumbnail -
Hits Per Page [0

Cabinet | Al

I -
printer [5830
Main Viewer Resolution [102¢x788 =]
DocPak Viewer Resolution [896x840 |+ ]
Indexing Viewer Resolution [896x840 |+ |
DigitalPaper XE Viewer |DPXE Viewsr = |
DPXE Viewer Annotations Enabled [Ne =]

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 desiredJiiz¢e Yar Preferencedor more
information.

4. ClickSave

Download the DP Print Helper Application

You must downloadhe DP Print Helper application from the User Options page, then run the downloaded dxecimna

order to perform clientside printing, copy docunms to the clipboard, or print a selected area from the Viewer as
described inWorking with Documents

For more information, seBownloading DP Print
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CHAPTER 4. WORKING WITH DOCUMENTS

Chapter 4
Working with Documents

This chapter provides examples for the followiagKs:
w Search for Documents
w+tASg I 520dzySyidQa LYI 3S
w Annotate a Document
w View Document Properties
w Printing a Document

w Download a Document

Search for Documents

Documents stored in the DigitalPaper XE repository are indexed so you can perform s@aicieS R 2y S| OK R 2 (
FGONRGdzASA® LT &2dz R2 y20G 1y26 GKS R20dzySydQa | ddNRobdziSa
a partial list of known attributes, or search using wildcards.

To search for one or more documents in thigitalPaper 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 Rade Date) that will appear on this form. Other search crigmiech as Document
Name, Document Number, Model, etmay appear in this form depending on how the DigitalPaper XE system was
configured by the administrator.

Search For Documents Select Cabinet : | All v

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

Document Number
Document Revision
Cross DocPak search (O Yes () No
Type of search () Match AnyField @) Match All Fields
Displayresults as &) Condensed () Thumbnail (O Sorted
Number of results per page |10

[ Include archived documents

[0 Automatically view if anly one result is found

Figure 4.1: Search for Documents

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

3. SeeSearch Examplder examples on how to conduct a search.
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CHAPTER 4. WORKING WITH DOCUMENTS

Search Examples

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

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 pdbwn menu.
2. Skip the section labeledFillin one or more of the following fields.
3. Disregard thelype of searcbptions 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 nexdtep.

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 ligib Condensed. The resulll 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, deselbutldde archived
documentscheckbox to view only the most current documents.

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

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

Document Search Results [ 51 found ] ,® New Search N View Cant (0)
B SelectAll o Print o Download o Addto Cart o Delete [Mz:pl:av
Document Attributes Revision Action
[J DocNo: 25670  Sheet 1 Doc Name: Nike Smoke Assy. A (D 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 Doc No: 87531 Sheet 1 Doc Name: Rotator Slip Ring D (D g &
0O Doc No: 2008-11-25-1  Sheet 1 Doc Name: Nike Smoke Assy. e (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
O Doc No: 2010-01-12-1  Sheet 1 Doc Name: Spring Assy. A (D = (et
Page [1 1@ << First| <Prev Page1of6 Next>|Last=s

Figure 4.2: Search Results (condensed view)
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CHAPTER 4. WORKING WITH DOCUMENTS

Note
Depending on how the system was configured, some attributes associated with a documegit may
not be displayed in th®ocument Search Resufiage. To view additional attributes (if any), §ee

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 Searthsatisfied with the search results, go@ptions 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 Setct Search Cabinet prdbwn menu.

1. In theFill in one or more of the following field&sS OG A 2 y =
attributes in the fields provided.

SYyGdSNJ I a

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 attri

butes 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 exac Document Name: Interface
description entered. Cabling Diagram
Returns all documents with the
document name: “Interface
Cabling Diagram".
* Search to match zero, one, or mot Document Name: *ing
characters. Returns documents with the followi
in the title:
"Stamping", "Printing",
"Cabling" or "Manufacturing"
? Search to match any one characte Document Name: ?ing
Returns documents with the followi
in the title: "Ring" or "King"
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CHAPTER 4. WORKING WITH DOCUMENTS

Search Option Description Example

| Separate items in an OR search. Document No: 111|222|333*
Returns documents numbered 11
or 222 or 333, 3331, 3332, 3334%

etc.
> Search for values that are greate Document No: > 111
than the number entered. Returns all documents numbered

112 or greateie.g.,
112, 113, 114)
alpha characters cannot use this

operator.
< Search for values that are less thg Document No: < 111
the number entered. Returns all documents numbered

110 or less (e.g., 107,

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

=> Search for values that are greate Document No: => 1
than or equal to the number entere(Returns all documents with a nume
label of 1 or greater
(e.0.,1,2,3,4)
alpha characters cannot use this
operator.
<= Search for values that are less thé Document No: <=3
or equal to the number Returns all documents with a nume
entered label of 3 or less (e.g., 1,
2,3)
alpha characters cannot use this
operator.
- Search for a range of values. Document No: 100500 Returns
documents 100 through
500.
If searching for a field that utilizes
numbering schema
based on the varchar database tyg
and that numbering
schema utilizes dashes (e.g.,
document number C5/-4566),
you will not be able to search for
ranges within that field.

Select one of théollowing:

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 thfollowing optional display settings. Otherwise, go to the next step.
(&) 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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CHAPTER 4. WORKING WITH DOCUMENTS

(c) Select thednclude archived documentbeckbox if ya 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 Resuitsyiagets contents
GAGK S5AIAGET t I LIS NJAutanatigallydievsioklyofe résaltastfonmhintofe $iforimation on
how to use the viewingtool, SeeA S¢ | 52 0dzySy i Qa LYl 3S

2. Click Search. The Search Results page will appear.

Document Search Results [ 51 found ] /* New Search e view Cart (0)

W SelectAll o Print o Download o Addto Cart o Delete [BIELIEVE Thumbnail v
D ~
(D) view Revision: A
S Dot No 25670
E& Properties Sheet 1
& print Doc Narme Nike Smoke Assy.
4 Download
=
O
. = Revision: B
(0 view <=0 Doc No 25808
B Properties |- . Sheet 1
& pint o [ Doc Name: Nose Cone
é Download
O
(D view Revision: A
. Doc No 318661
Prugemes Sheet 1
& print Doc Name Fuselage Camera Assy.
& Download
D e
@V)ew ’m Revision: A
— AT Doc No: 7037401101
B3 Propetties CiEr eet:
B Propert “\? 0 Sheet 1
Q Print i” = Doc Name: Spring Assy.
4 Download
O
@V\ew Revision D
S Doc No 97531
&' Properties Sheet 1
& print y Doc Name Rotator Slip Ring @
Page 1 @ << First| <Prev Page1off Next> |Last=>

Figure4.4: Search Results (Thumbnail view)

Note

If the document was imported as anghl G A @S F2NXIF X GKS AO2y QL aazoArl i
type will appear in the area reserved for the thumbnail image (e.g., Adobe Acrobat icon will §ppear
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 toOptions from the Search Results Page

Options from the Search Results Page

When satisfied with theearch results, you have the following options from the Search Results page:
wtA8s | R20dzYSydQa AYIIEWSE2NI Y2 QREYSydFRANLYAAES {85
w Mark up a document with text and graphics. For more information,/Se®tate a Document

wView a docum¢ 1 Q& LINPLISNIASE ol GGNROGdziSazZ NBGA&AAZY KWeéwi2NE?>
Document Properties

w Print a document. For more information, S@enting a Document

Qax
w
-
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CHAPTER 4. WORKING WITH DOCUMENTS

w Download a document. For more information, $8@wvnload a Document

Viewl 52 0dzySydQa LYF3S
To view the image associated with a document, do the following:

1. Leftclick the View link, ico(@, or the thumbnail image associated with the document (if displayed). Depending on the
R20dzySyiQa FAES (GelLSz:2yS 2F (KS F2fft2Ay3 gAtf 200dzNJ

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,®®eload a
Document

3. If the filetype 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 viewddPXE Viewet jump ahead to the section titledPXE
Viewer) If the View Annotations When Rament 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..

Wi PRBB| mmE daal S55 4246
i

\ \

’ 83ivis y‘hill”ﬂ

SECTION A-A
4
4 4
4 Size: [7e8x512 7] DigitalPaper* bow )
Figure 4.5: Viewer (single page document)
Note

YRR achieve the desire

If needed, use the Zoom menu or zoom buttonsto
magnification 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 thi&dt page of the document will appear in the right pane.
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CHAPTER 4. WORKING WITH DOCUMENTS

Pages1lt03of3 T € BB (amx Q280 SSTF QP2 e« b »
< Prev [ Next =
Page |1 m 2 2
a a
—_ @ Rocket Technology for the 21st Century
- iLJi White Paper
-_— _=_.
1 =
s Fage March 1, 2003
—4 1y
—7 ‘
- v
=
2
i g
¥ 4
ﬁ H 4 Size: |640x384 <] DigitalPaper’ > b /
3 >l | i

Figure 4.6: Multpage document in the Viewer

5. To display different pages of a myftage 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 theselected 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 mag bised to navigate through the individual pages.
6. 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 imaghisTsection describes the methods for panning the image as well as
dzaAy3 GKS . ANRQa 9&8S +ASg FSIGdNB (2 OASs (KS FNBLFa 2F A
the following functions.

Panning

To move through the displayed doment while maintaining the selected zoom level, select from one of the two methods
listed below.

Panning: Method 1

1. Click the Define Area buttci- if it is not already in its default selected Stel.

2. Move your cursor over the image; Click to define @oener of a box, then click any area within the document image
6SEOSLII GKS . ANRQA 98S +ASg (GKdzYoylAf H6KAOK A& t2014G8
area of the image.
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REVISIONS]|
LTRJEC] DESCRIPTIO|
A | - [ INITIAL RELEASE
B_|123] ADDED R34.904 DIM |

NOTES:
PN DESCRIPTION

1> MATERIAL: BALSA. PARTS LIST

2) FINISH 250 OR BETTER, USED _ON_P/N DR. A.BOGGS | DATE 11-23-01] TITLE
T ToaT NOSE CONE

APPR, DAT
SCALE NONE | 3RD ANGLE PRON AB

matl | ENGINEERING

STES
N 2346 [ eS808 |"EBV'

P/N 25808

806 % 640 v

Figure 4.7: Select a portion of the Image

3. Click theView Area button-

4. The Viewer will zoom to the area you selected.
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@ 4 BOBB| omm v @a[| S5 Q2 AB ed»
| 9,250
—| 1.000 |=—
1590303
R34.904
A ery]  P/N ] D
] PARTS
o BETTER. USED ON P/N DR. A.BOGGS |DATE 11-23
25800 CHK. DATE
4 0 APPR, DATE
W d Size: [896x640 v | DigitalPaper’ bbb /

Figure 4.8: Zoom to Selected
5 Goto. A NRQA tomp& the deldated area to a different part of the image..

Panning: Method 2

1. Click any of the single arrow butto 4 located on the corners of the Viewer to move the document 128 pixels (.853
AYyOKSa0 Ay GKS I NNRPsQa& RANBOGAZ2Y O6ADPSDI dzZlJ R26YyS f ST

2. Click any of the double arrow buttol! located 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. Goto. A NRQA toudliZe atiffeit technique for navigating through an image.

.ANRQa 988 +AS¢
¢ KS . A NR Gt yod guiklynadvi§ate td different parts of the drawing by selecting an area of interest from a dynamic

thumbnail image.

1.LT y2id Sylot SRz Of A O toipk&® a dyhaxik thimbsai iBlage of Se documimhtingthih or
around the Viewer fime.

Note I

Qax
w
-
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' f K2dzAK (KS

aeadsSy

FRYAYAAUGNF 62N YI &

02y TAIdNB

locations that falls just inside or outside of the bMiewer frame.

. ANRQ& 9 @& fghtaaresd thel \HewedR In ahislfguice, |

A
0KS P NR

Thegreem K RSR NBXOGFy3tS gAGUGKAY
and is therefore not selectable.

GKS . ANRQaA

988 +AS8y
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CA3IdzNB nogdyY
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2. With the cursor inside the Birds Eye View thumbnail but oatdite shaded green rectangle, click the area of the
GKAa SEFYLXS:Z GKS

R2 Odzy Sy

G2

60S RAALIX @SR LY

lower righthand corner) is selected for display.

Figure 4.10: Click an area insifl&k S

. ANRQA

9eé

S

*+ASg

NE I

2T

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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H 4 @|Zoom:14% v QQB|§|@?&‘®. b b
2 B 2
\ V4
S31VLS Q3LINN
{ 7 ~ | I
:.‘ . T
AB
ENGINEERING
i i
.7 v
H 4 Size: I?BBX512 '] Dil!itall’aper' bbb /
Figure 4.11: Image redrawn
Note

Youmay hidethe A NRQa 988 +AS¢ G lye GAYS oe Oft JOLAYy3I vy

Zoom to a Selected Area

To magnify an area of an image:

------ button.

2. Move your cursor over the image. When you move your cursor over the image, the cursointiorasgreen crosair.
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 theView Aree=2 button. The image will be redrawn with the selectethd magnified) area displayed within the
Viewer.

w»
Qax
w
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W4 BRBB T deal | Sh5F @20 e b »

2 A/R CYANDACRYLATE GLUE S 2
= A/R YELLOW CARPENTER'S GLUE  [18 =
- 2 | ese88 MED SNAP SWIVELS 17

1 | 25687 SHOCK CORD 257 16

4 | 25685 FIN SUBASSEMBLY 15

1 | 25684 | LEAD WEIGHT 14

1 | 25683 PARACHUTE SUBASSY 3

1 | 25682 SHOCK CORD MOUNT 12

2 | 23690 LAUNCH LUG SUBASSEMBLY 11

g8 | 25680 [ SHROUD LINE 16.5° 10

1 | 25679 MED EYE SCREW 9

1 | 25678 BT60 NOSE CONE 8

1 | 25677 DECALCACCESS PANEL) 7

L [ 25676 DECALCUNITED STATES) 6
%t S Ot — Aoy = b
% Ll el | B1od MUTHR MHUNT Ass) | =
LW d Size: [768x512 =] DigitalPaper* b )

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

LT @2dz NBIdzZANB | LERNIA2Y 27F I R2 Ot Sigpdra graphics KeF.SMidioRoft WadtJS | NJ
or PowerPoint), follow the steps below.

1. Click theDefine Areé--: 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 wistthe selection area to begin, hold the left mouse key down and draw a selection box to
encompass the entire area of interest.

3. Click theCopy Area to Clipboatulitton. lfj

4. A popup dialog appears with the messa@dose DPPrinClose this dialog after the DRirCopied to the Clipboard
message box appears.

Note

If a first time user, the DPPrint Application must be installed before you can copy. This pr@cess is
different according to your browser type as described in #kout DPPrintsection of th
Enterprisd & SNDa DdzA RS

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

DPPrint
‘:\i) Copied to the Clipboard

Figure 4.13: Copied to the Clipboard

x
w»
Z
=~
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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
R20dzySyid Ay | GSEG SRAG2NI GKIFG &dzLILI2 NI A 3INF LIKAO&T GKS)
TIFF image in the docwant.

Note
¢KS aAlT S 27 (K

AAAAA

w
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0SAYy3a LI adgrR Aa ol as

of magnification in the Viewer.

Print a Selected Area

" button to print the selected area to your local printer

If you are a first time user, you will have to install the DPPrint Application before you can pgrform
the steps that follow in this section. This process is different according to your browser tyfe. For
more information, see thé\bout DPPrinsection of tte9 y 1 SNLINA &S ! a SNDa dzA RS

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

3. The following DPPrint dialog appears.
]

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 dk 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 thePrintbutton = located on the top of the Viewer frame.

Qax
w
-
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For more information on printing the entire document, Senting a Document

Download a Document

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

Click theDownloadbutton & locatedon the top of the Viewer frame.

For more information, SeBownload 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, dthe following:

1. Click theRight Arrowbutton ® 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 theLeft Arrowbutton ® 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).

2 Kl Qa bSEGK

If you have completed using the Viewer, click tBlse Viewebutton ® 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 mainvindow of the viewer consists of a single view pane with groups of view and action controls:

Q¢
w»
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Control Groups

The controls are grouped as follows:

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

Begin a new search

Go to the XE home page

Go to the XE Viewer help page

2Vl FO IS} | fu

DocumentFunction Navigation

{K2g (GKS R20dzyYSy i Qa LINE

Download the document

il
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DocumentFunction Navigation

Print the document

¢233fS GGKBew. ANRQa 9&8

o] ) ]

View the document in the classic viewer

PageView Controls

View the previous page in the document

View the next page in the document

Zoom in

Zoom out

Fit to page

Fit height

A0 O ® v A

Fit width

Reset view

C

The#eemels %1 = | 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

April 2019 9y G SNLINR &85
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CHAPTER 4. WORKING WITH DOCUMENTS

Document View Controls

/1 Rotate the view 90 degrees

I---'I

I : Selecta region of the image

| I

I---'I

I I Zoom to the selected region

L=

) . |

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

e . .

:-I_II Print the selected region
- ol

TheSetopse & I control shows the number of the page in the

document currently displayed and provides a way to go directly to a pag
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The highlighted area indicates the specific area currently being displayed in the viewport, as shown here:
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A left mouse click anywhere in the thumbnail lwésult in recentering 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 indicafitirse displayed:

CONSUMER
ACTION
HANDBOOK

.rﬁ

To view the current version of the document, move the mouse pointer over either NOT CURRENT iqdict#dhat the
indicator will change color to GREEN, the current version will be displayed.
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BBROED

CONSUMER
ACTION
HANDBOOK

ny U
Load current version of this document '

and click. The confirmation box wilbpear.

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

vep | No |

ClickYes The current version of the documegindicated by the absence of the NOT CURRENT indicatdl®e displayed:
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CONSUMER
ACTION

Mouse-Based Navigation
Zoomin

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

Example:

Place the mouse pointer between the word& TBOARBNd PROFILE

USS Vulcan

Rotate the mouse wheel forward to zoom in:

52 (r April 2019 ' ©



» : - - e b

B3 ]

> T T
; o i
6. [0 @U6: > 66 B e 6 — -

o o
P CRE o o onI:D’ [Doooo © o o ofp o ol o o ol o | dedm, |

pr

OUTBOARD:PROFILE

i
i
i
i

g

ZoomOut

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

Example:

Place the mouse pointer between the wor@&) TBOARBNd PROFILE

USS Vulcan

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 mouseointer to a location anywhere within the image
2. Click and hold the left mouse button
3. Drag the mouse

Example:

Zoom in as previously described then place the mouse pointer between the I8 OARBNd PROFILE

A w%y,g

4

BN

OUTBOARD:PROFILE
A
| T8l 5
i o e =

4l =] o e : e
;'_ ETaTr— L Comen e weiowe e .—',='-‘.~ g -EE-E.E':‘:;‘; ® ' i (/ qn- -}u l- s (—
A= ] —— D e | R (R
: 19 Go q & - N . - Ty, @ i-_: ; =

Click and hold the left mouse button themad) the mouse to the right and up:
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Menu Function Navigation
The menu function navigation controls are used as follows:

Go to a page within the documenrC]

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

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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CONSUMER
ACTION
HANDBOQK

Click on the thumbnail. The page will be displayed.

* Intarnational Health Care Insuraace A pacy that w14 S, thers 16 40 g anise i il do woll i the.
riidus bt Cowernge 0 matter where you 416 ke Toture.
werld.
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others for a fee.

o ance- Bagage.

Coreage. 203 Acc dortal Death Vist e oo §
Cor 10 ann more

‘auto, and et

o go down.
Costs that excesd the | 113 of ofher polices. promspers. Pulkng your maey 4 waiely of imesiment

U Savngs Bonds are everpt from state
W pal bonds arw evermet frors tedaral

Chech out 116 Sacurties and Eschange Comm ssion's
, (SEC's) wabsite, we nvwstor gov Yor more information
nvestn,
e,
Serertiniils 5
=
Ry |
n provides.
g hovanbaa

2 wide range of stocks, bonds, mutusi funds, snd other
s bt

retrement

o
1931 0fthess questons: ‘onless and at may publc Bbvaries. For atings of mutue
Tonds.

bonds. and shaves i rutual Ainds vty can be sob

a0y tema. but ave 15 Quarantes youw i getback nithe  FINANCIAL BROKERS AND ADVISORS
maney you investod. Other newstmants, sch as lrvied A financial proless onal can help you reach your financial
partnecships, cortfcates of deposi (CDs),of IRAs, olen  ols.

Go to a document in the search result s-_

Move the mouse pointer over the control. The list of documents in the search results set will be displayed as@wirdist
of attributes and document thumbnails:
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USS Vulcan

Starry Night
15000x11878

USS Vulcan

Circa 1859 Textbook
Image

we |
JuaTEN CLotETS PORT

Circa 1858 Whale
Image

Sl B I il
L, w—— .
| T

2684-490d-8412. i 1&tabld=-8351

Click on the thumbnail. The first page of the document will be displayed.
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Go back to the search results pag‘@

. + IRE
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..

CONSUMER
ACTION
HANDBOOK

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- -]
[ Dotument ID: Consumer Action Handbook  XCLASSID: Af] -
[ Document ID. ECMAScript® 2015 Language Specification  XCLASSID: afl e &
O Document ID: ECMAScrip® 2015 Language Specification  XCLASSID: B 0 & s
0 DocumentID. 12345 XCLASSID A 0bead
O DocumentMumber 313361  SheetNumber 1  Document Name: Documentnameishers  Dale  Comment A e ad
] <<Fust| < Prev Page 113 Next= | Lasi =

Begin a new seah Q

Move the mouse pointer over the control,

USS Vulcan
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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 |

Tyoe ofsearch (. Mach Any Field (@ Malch Al Fiekds

Display results as (@) Condensed ) Thumbnail () Sorted
Number of results per page

) Include archived documents b

() Automatically view if only one resul is found
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Go to the XE home paga

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 to 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 v

[ o 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 pag?

Move themouse pointer over the control,
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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 detaithe 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—— 1 -,
e S e

Control Groups

DocumentFunction Navigation
The document function navigation controls are used as follows:

Showii KS R2OdzySy (i®a LINRLISNIASa

Move the mouse pointer over the control,

USS Vulcan

then click. The document properties popup will be displayed:
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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

SeeView Document Propertiés the9 y i S NLINR & Sfor mér&indndatiod.dzA R S

Download the documenti

Move the mouse pointer over the control,

] £
USS Vidlcan "

) o

e T

~

1 jEaraeon JowT -

W o oo passace | #0

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 theDownloadbutton to begin the download.

puj
(0p))

SeeDownload a Documerin the9 y i S NLINJR & Sfor mér&SinddndatioD. dzA

Print the document'i'

Move the mouse pointer over the control,

CONSUMER
ACTION
HANDBOOK

e

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

i (' April 2019 9YGSNLINRAS ! &SN



| ol
i CHAPTER 4. WORKING WITH DOCUMENTS

Printer Options.

Name [ Chent »
Comment
Page Range
& Al
Curent Page
© Pages
Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12
Stamping
Qverride 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 [ Cancel |

Cick Printto begin printing.
SeePrinting a Documerin the9 y' i S NLINJA & Sfor mér&Simdndatiob. dzA R
¢233t8 ks [ONRQas 988 1S5

(Vo))

Move the mouse pointer over the control,

USS Vulcan

e Casme s e At Smta S Saames (S Asamarenrs PS5

SCHEDULE OF MOOMS & FEATURES OF VESSEL
e I ) s Tine
T o

e

GKSy Ot AO1® ¢KS O0ANRQA Se&S @i Suew @dshdwn if tig &x8nle) PA appeadlifStlisNE A

currently invisible:
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USS Vulcan

View the document in the classic viewd?

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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Page View Controls
The page viewontrols are used as follows:

View the previous page in the documenf

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 Handbook.
American Financial Services Association Education Foundation

‘The Colgate-Paimolive Company

Financial Industry Regulatory Authority

National Futures Association

Securities and Exchange Commission

Saciety of Consumer Affairs Professionals.

& z__ % o

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

kS 2 B o]
s o previou pae ndocument

View the next page in the documen >

Move the mouse pointer over the control,

CONSUMER
ACTION
HANDBOOK

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

Zoom in@.

Move the mouse pointer over the control,

then click. The image view will be zoomed in, using the center of the area currentlgydidms the area around which to
zoom:
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