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Patent and Legal Notices 

Copyright © 2019 ePlus Capital, inc. 

This product and related documentation are furnished under a license agreement and may be used or copied only in 

accordance with the terms of the agreement. No part of this product or related documentation may be reproduced in any 

form or by any means without the prior written authorization of ePlus Capital, inc. While every precaution has been taken in 

the preparation of this documentation, ePlus Capital, inc. assumes no responsibility for errors or omissions. Information in 

this document is subject to change without notice. 

WARNING 

This computer program is protected by copyright law and international treaties. Unauthorized reproduction or distribution 

of this program, or any portion of it, may result in severe civil and criminal penalties, and will be prosecuted to the 

maximum extent possible under the law. 

Trademarks 

ePlus, DirectSight, DocPak, ViewMark, and ePlus products referenced herein are either registered trademarks or trademarks 

of ePlus inc. in the United States and/or other countries. The names of other companies and products mentioned herein 

may be the trademarks of their respective owners. 

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

Microsoft, Windows, Windows Server, Active Directory, NTFS, Internet Explorer, Excel, Powerpoint, and SQL Server are 

either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. 

LaserJet, DesignJet, HP, HP-GL and HP-GL/2 are either registered trademarks or trademarks of Hewlett Packard in the United 

States and/or other countries. 

WildFly is either a registered trademark or trademark of Red Hat Inc. in the United States and/or other countries. 

Chrome is either a registered trademark or trademark of Google LLC in the United States and/or other countries. 

Firefox is either a registered trademark or trademark of Mozilla Foundation in the United States and/or other countries. 

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

countries. 

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

countries. 

Patents 

The products described in this documentation are protected by Patent Nos.: US 6,182,127 B1; US 6,510,459; US 7,185,069; 

US 7,647,373 and corresponding foreign patents. Patents pending. 

Third Party Software 

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

licenses. See the Third Party Software Notices document for more information. 
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About This Guide 

What is in this Guide? 

¢Ƙƛǎ ǎŜŎǘƛƻƴ ŘŜǎŎǊƛōŜǎ ǘƘŜ ƭŀȅƻǳǘ ƻŦ ǘƘŜ 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ Dǳide. This guide contains the following. 

ω Contents outlines the chapters and topics within this manual. 

ω 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. 

ω 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. 

ω Part III: Reference provides a detailed description of the interfaces used to search, annotate, package, print and 

download documents. 

ω 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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Part I 

Introduction  
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Chapter 1 

Product Overview 

Welcome to DigitalPaper XE®, a webςōŀǎŜŘ ǎƻƭǳǘƛƻƴ ǘƘŀǘ ƛƳǇǊƻǾŜǎ ŎǳǎǘƻƳŜǊǎΩ ōǳǎƛƴŜǎǎ ǇŜǊŦƻǊƳŀƴŎŜ ōȅ ŜƴŀōƭƛƴƎ ŦŀǎǘΣ 

secure access to and collaboration of mission critical documents over the Internet. By replacing paperςbased 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: 

ω 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. 

ω provide internal and remote employees, business partners, customers and suppliers with secure and timely access to 

the latest versions of technical documents. 

ω 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. 

ω 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. 

ω synchronize published content by automatically sending business package recipients change notification eς 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: 

ω globally dispersed buyers and suppliers in sourcing. 

ω quality assurance, shop floor workers, and contract manufacturers in manufacturing. 

ω dispatchers, remote workers, customers, dealers and third party field service providers in field service. 

ω 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 tempoǊŀǊȅ ƭƻŎŀǘƛƻƴ ƛƴ ǘƘŜ 5ƛƎƛǘŀƭtŀǇŜǊ ·9 ǎȅǎǘŜƳΣ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŀ άǿƻǊƪǎǇŀŎŜέΦ 5ƻŎǳƳŜƴǘǎ ƘŜƭŘ ƛƴ ŀ ǿƻǊƪǎǇŀŎŜ 

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). 

²ƘŜƴ ǊŜŀŘȅ ŦƻǊ ƎŜƴŜǊŀƭ ŎƻƴǎǳƳǇǘƛƻƴΣ Ƴƻǎǘ ŘƻŎǳƳŜƴǘǎ ŀǊŜ άǊŜƭŜŀǎŜŘέ ǘƻ ǾƛǊǘǳŀƭ ŦƛƭŜ ŎŀōƛƴŜǘǎ ƛƴ ǘƘŜ ǊŜǇƻǎƛǘƻǊȅΦ ¢ƘŜǎŜ 

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: 

ω 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. 

ω 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. 

ω File types that cannot be displayed within the DigitalPaper XE Viewer are stored in their native format where they are 

available for download. 

ω 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 

5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ǇƻǿŜǊŦǳƭ ǎŜŀǊŎƘ 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 etƭǳǎ ƛƴŎΦΩǎ ǇŀǘŜƴǘŜŘ 5ƛǊŜŎǘ{ƛƎƘǘϰ technology. 

5ƻŎǳƳŜƴǘǎ Ŏŀƴ ŀƭǎƻ ōŜ ŘƻǿƴƭƻŀŘŜŘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ǿƻǊƪǎǘŀǘƛƻƴ ŀǎ ŀ ǎƛƴƎƭŜ ¢LCC ƛƳŀƎŜ ƻǊ ŀ Ƴǳƭǘƛςdocument zip file depending 

on the number of documents. DigitalPaper XE determines the content type of a single document being downloaded and 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƭŀǳƴŎƘŜǎ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŦƛƭŜ ƛŦ ǘƘŜ ǳǎŜǊΩǎ ōǊƻǿǎŜǊ ƛǎ ŎƻƴŦƛƎǳǊŜŘ ǇǊƻǇŜǊƭȅΦ LŦ ƳǳƭǘƛǇƭŜ 

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 etƭǳǎ ƛƴŎΦΩǎ ǇŀǘŜƴǘŜŘ ±ƛŜǿaŀǊƪ® URLς

based markup technology. Without the use of applets or plugςins, 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 eςmail 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 resǘǊƛŎǘŜŘ ǎŜǘ ƻŦ ǳǎŜǊǎ ƻǊ ƳŀŘŜ άǇǳōƭƛŎέ ǘƻ ŀƭƭ ǳǎŜǊǎ ǿƛǘƘ ǊŜŀŘ 

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 

ōǳƳǇŜǊΣ ǿƘƛƭŜ ŀƴƻǘƘŜǊ ƭƛƴŜ ƛǘŜƳ Ŏƻƴǘŀƛƴǎ ǘƘŜ ŘƻŎǳƳŜƴǘǎ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǿƘŜŜƭ ŀǎǎŜƳōƭȅΦ hƴŎŜ ŀ 5ƻŎtŀƪΩǎ ǎǘǊǳŎǘǳǊŜ ŀƴŘ 

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. 

¢ƻ ǎǘǊŜŀƳƭƛƴŜ ǘƘŜ 5ƻŎtŀƪ ŎǊŜŀǘƛƻƴ ǇǊƻŎŜǎǎΣ 5ƛƎƛǘŀƭtŀǇŜǊ ·9 Ŏŀƴ ŀƭǎƻ ƛƳǇƻǊǘ ·a[ ŦƛƭŜǎ ǘƘŀǘ ŘŜŦƛƴŜ ŜŀŎƘ 5ƻŎtŀƪΩǎ ǇŀǊŀƳŜǘŜǊǎ 

(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 

5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ǿŜō ƛƴǘŜǊŦŀŎŜΦ 

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 

ƛǎ ƳƻŘƛŦƛŜŘΣ 5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ǊŜǾƛǎƛƻƴ ƭƻƎƛŎ ǘǊŀŎƪǎ ǘƘŜ ŎƘŀƴƎŜǎ ŀƴŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 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 

ƛƴǘŜǊŦŀŎŜΣ ǇǊƻǾƛŘƛƴƎ ŀ ΩǿƘŜǊŜ ǳǎŜŘΩ ǎŜŀǊŎƘ ŎŀǇŀōƛƭƛǘȅΦ 

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 

¢ȅǇƛŎŀƭƭȅ ŀƴ ŜƳǇƭƻȅŜŜ ƛƴ ǘƘŜ ŜƴǘŜǊǇǊƛǎŜΩǎ L¢ ŘŜǇŀǊǘƳŜƴǘ ǿƘƻ Ƙŀǎ ŎƻƳǇǊŜƘŜƴǎƛǾŜ ƪƴƻǿƭŜŘƎŜ ƻŦ ŎƻƳǇǳǘŜǊ ŀƴŘ ƴŜǘǿƻǊƪƛƴƎ 

systems, the Administrator is responsible for keeping the system online, performing system maintenance, installing 

software patches anŘ ƳƻƴƛǘƻǊƛƴƎ ǎȅǎǘŜƳ ǇŜǊŦƻǊƳŀƴŎŜΦ 5ǳǘƛŜǎ ǎǇŜŎƛŦƛŎ ǘƻ 5ƛƎƛǘŀƭtŀǇŜǊ ·9 ƛƴŎƭǳŘŜ ŎƻƴŦƛƎǳǊƛƴƎ ǘƘŜ ǎȅǎǘŜƳΩǎ 

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 systemςwide 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 

¢ƘŜ !ƴƻƴȅƳƻǳǎ ǳǎŜǊ ƛǎ ŀ ǎǇŜŎƛŀƭƛȊŜŘ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ά¢ǊŀŘƛƴƎ tŀǊǘƴŜǊέ ǊƻƭŜΦ ¢ƘŜ ǊƻƭŜ ƻŦ !ƴƻƴȅƳƻǳǎ ǳǎŜǊ Ŏŀƴ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ 

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 

ōŜ ǊŜŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ ά9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊέ ǊƻƭŜ ŘŜǎŎǊƛōŜŘ ōŜƭƻǿΦ 
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Application Configuration Specialist 

An Application Configuration Speciŀƭƛǎǘ ƛǎ ǘȅǇƛŎŀƭƭȅ ŀ ƳŜƳōŜǊ ƻŦ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ L¢ ŘŜǇŀǊǘƳŜƴǘ ǿƘƻ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ 

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, 

dŜǎŎǊƛǇǘƛƻƴΣ ǊŜǾƛǎƛƻƴ ƴǳƳōŜǊύ ǘƻ ŜŀŎƘ ŘƻŎǳƳŜƴǘΣ ƳƻŘƛŦȅ ŘƻŎǳƳŜƴǘǎ ǿƛǘƘ ŀ ǊŀǎǘŜǊ ŜŘƛǘƻǊΣ ǘƘŜƴ άǊŜƭŜŀǎŜέ ŘƻŎǳƳŜƴǘǎ ƛƴǘƻ 

ǾƛǊǘǳŀƭ ŦƛƭƛƴƎ ŎŀōƛƴŜǘǎ ƻŦ ǘƘŜ 5ƛƎƛǘŀƭtŀǇŜǊ ·9 ǊŜǇƻǎƛǘƻǊȅΦ ¢ƘŜ LƴŘŜȄƛƴƎ {ǇŜŎƛŀƭƛǎǘ ƛǎ Ƴƻǎǘ ƻŦǘŜƴ ŀ ƳŜƳōŜǊ ƻŦ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩs 

Document ContǊƻƭ ǎǘŀŦŦΣ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƳŀƪƛƴƎ ǎǳǊŜ ǘƘŜƛǊ άŎǳǎǘƻƳŜǊǎέ Ŏŀƴ ƎŜǘ ǘƘŜ ǊƛƎƘǘ ŘƻŎǳƳŜƴǘǎ ǿƘŜƴ ƴŜŜŘŜŘΦ 

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 eςmail 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: 

ω Searching for Documents. 

ω Viewing a Retrieved Document. 

ω Annotating a Document. 

ω Creating and Viewing DocPaks. 

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

Searching for Documents 

5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ǎŜŀǊŎƘ ǘƻƻƭ ŀƭƭƻǿǎ 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊǎ ǘƻ ƭƻŎŀǘŜ ŘƻŎǳƳŜƴǘǎ ǿƛǘƘƛƴ ǘƘŜ ǊŜǇƻǎƛǘƻǊȅΦ {ŜŀǊŎƘŜǎ Ŏŀƴ ōŜ ŎƻƴŘǳŎǘŜŘ 

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. 

 

Figure 2.1: Search for documents 

¢ƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ŘƻŎǳƳŜƴǘΣ ŀƴ 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊ ŘƻŜǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴ 5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ Ϧ{ŜŀǊŎƘ ŦƻǊ 5ƻŎǳƳŜƴǘǎϦ ǇŀƎŜΥ 

ω Enters the number of results to be displayed. 

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

ω /ƘƻƻǎŜǎ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ŀ ǎƛƴƎƭŜ ŘƻŎǳƳŜƴǘ ǊŜǎǳƭǘ ǎƘƻǳƭŘ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ 5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ǾƛŜǿƛƴƎ ǘƻƻƭΦ 

ω When the search is submitted, the repository is searched based on the criteria entered. 
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ω aǳƭǘƛǇƭŜ ŘƻŎǳƳŜƴǘǎ ŦƻǳƴŘ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ŀ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ƭƛǎǘΦ ¢Ƙƛǎ ƭƛǎǘ Ŏƻƴǘŀƛƴǎ ŜŀŎƘ ŘƻŎǳƳŜƴǘΩǎ ŀǘǘǊƛōǳǘŜǎΣ ŀƴŘ ƛŦ 

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 

5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ƛƴǘŜƎǊŀǘŜŘ ǾƛŜǿƛƴƎ ǘƻƻl is a convenient way to view an entire document or portions of a document. 

 

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 

¦ǎƛƴƎ 5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ±ƛŜǿaŀǊƪ ŎŀǇŀōƛƭƛǘƛŜǎΣ ǘƘŜ 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊ Ŏŀƴ ƳŀǊƪǳǇ ŀ ŘƻŎǳƳŜƴǘ ōȅ ƻǾŜǊƭŀȅƛƴƎ ƎǊŀǇƘƛŎǎ όŜΦƎΦΣ 

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. 

 

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. 

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. 

 

Figure 2.4: Create and publish a DocPak 

Publishing a DocPak 

The steps below describe the DocPak publishing process. 

1. aǳƭǘƛǇƭŜ ŘƻŎǳƳŜƴǘǎ ŀǊŜ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ Ϧ{ŜŀǊŎƘ ŦƻǊ 5ƻŎǳƳŜƴǘǎϦ ǇŀƎŜ ƻǊ ŦǊƻƳ ǿƛǘƘƛƴ ŀ ǳǎŜǊΩǎ 5ƻŎǳƳŜƴǘ /ŀǊǘΦ hƴŎŜ 

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 Ƴŀȅ ǳǎŜ ǘƘŜ ϦtǳōƭƛŎ 5ƻŎtŀƪǎϦ ƛƴǘŜǊŦŀŎŜ ǘƻ ǾƛŜǿ ǘƘŜ 5ƻŎtŀƪΩǎ ŎƻƴǘŜƴǘǎΦ ¢ƘŜ 

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 

ŘŜƭƛƴŜŀǘŜǎ ǘƘŜ 5ƻŎtŀƪΩǎ ŎƻƴǘŜƴǘǎΦ 5ƻŎtŀƪǎ Ŏŀƴ ŀƭǎƻ ōŜ ƎŜƴŜǊŀǘŜŘ ŀƴŘ ǇǳōƭƛǎƘŜŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀǎ ŘŜǘŜǊƳƛƴŜŘ ōȅ ǘƘŜ 

Application Configuration Specialist. For more information, see Import a DocPak. 

Interface Overview 

The DigitalPaper XE browser-based interface is intuitive and easy to navigate. This section describes how the DigitalPaper 

XE interface is used to perform the tasks described in the sections above. 

Page Layout 

All pages have a primary navigation bar for site-level navigation. The navigational elements in the top bar are dependent on 

your role in the system as determined by the system administrator. Most, but not all pages, have a page bar directly below 

the primary navigation bar and an option bar followed by the content area. The figure below provides a sample of 

5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ƎŜƴŜǊŀƭ ǎƛǘŜ ƭŀȅƻǳǘΦ 
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Figure 2.5: General page layout 

Primary Navigation Bar 

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

performing. 

 

Figure 2.6: Primary navigation bar 

The default options available to Enterprise Users are as follows: 

ω Home ς 5ƛǎǇƭŀȅǎ ǘƘŜ 5ƛƎƛǘŀƭtŀǇŜǊ ·9 ƘƻƳŜ ǇŀƎŜ ǿƛǘƘ ǘƘŜ 5ƛƎƛǘŀƭtŀǇŜǊ ·9 ƭƻƎƻ όƻǊ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ƭƻƎƻύΣ ŀƴŘ ŎƻǇȅǊƛƎƘǘ 

information. With the exception of the navigation bar, the remainder of the home page can be customized by the 

system administrator. 

ω DocPaks ς Displays "My DocPaks" page (by default) with all the DocPaks you have created, or the "Received DocPaks" 

page if that was the most recent DocPak page you had displayed during the session. For more information, see 

Assembling and Receiving Business Packages. 

ω BOMs ς 5ƛǎǇƭŀȅǎ ǘƘŜ ά.ƛƭƭ ƻŦ aŀǘŜǊƛŀƭǎέ ǇŀƎŜΦ ¢Ƙƛǎ ƻǇǘƛƻƴ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ƛŦ .ha ŦǳƴŎǘƛƻƴŀƭƛǘȅ Ƙŀǎ ōŜŜƴ ŀŎǘƛǾated by 

the administrator. For more information, see Bill of Materials. 

ω Documents ς Displays the "Search for Documents" page described in Search for Documents. 

ω Help ς Displays the 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ in PDF format. 

ω Options ς Allows you to update your account information or check print job status. 

ω My Profile ς Displays a page that allows you to update your own account information, including password, name, and 

e-mail address. 

ω Logout ς Closes the current session and returns you to the User Login page. To enter the system, you must log in 

again. 
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Page Bar 

Some DigitalPaper XE pages contain a page bar containing page-specific labels, navigational elements, and controls. An 

example of a page bar is displayed below. 

 

Figure 2.7: My DocPaks page bar example 

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

Option Bar 

Some DigitalPaper XE pages that display lists of items such as documents and DocPaks contain an option bar that allows for 

selection of all list items, as well as to perform actions such as print, download, or delete a selected item. 

 

Figure 2.8: Sample option bar 

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

Note 

The "Select All" option applies to the currently displayed content area, not to any subsequent page 

(if more than one). 

Content Area 

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

properties, DocPak contents). The example below displays documents search results in "Condensed" mode (as opposed to 

the "Thumbnail" mode displayed in General page layout) 
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Figure 2.9: Content area example 

The content area of an individual DocPak is displayed in a multi-pane. The left pane contains links used to locate DocPak 

content and update information. When a link is selected from the left pane, the right pane displays the contents of the 

category selected. 

 

Figure 2.10: Multi-paned 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 Go button and links at the bottom of the page allow you to traverse to additional pages. 

 

Figure 2.11: Page navigation options 
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The options available are as follows: 

ω Page and Go ς Enter the page number in the text field then click the Go button to display the selected list for that 

page. 

ω First ς Displays page 1 of the list. 

ω Prev ς Displays the previous page of the list. 

ω Next ς Displays the next page of the list. 

ω Last ς Displays the last page of the list. 

¢ƘŜ ǇŀƎŜ ŎǳǊǊŜƴǘƭȅ ŘƛǎǇƭŀȅŜŘ ŀƴŘ ǘƘŜ ǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ ǇŀƎŜǎ ŀǾŀƛƭŀōƭŜ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ŀǘ ŀƭƭ ǘƛƳŜǎΦ CƻǊ ŜȄŀƳǇƭŜΣ άtŀƎŜ о ƻŦ сέ 

indicates you are currently viewing page 3 out of 6. 

²ƘŀǘΩǎ bŜȄǘΚ 

This concludes the introduction to DigitalPaper XE. Go to Getting Started to begin the Quick Tour chapters that provide the 

procedures for performing the tasks described in this chapter. 
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Part II 

Quick Tour  
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Chapter 3 

Getting Started 

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

following sections: 

ω Access DigitalPaper XE. 

ω Update Your Profile. 

ω 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. 

 

Figure 3.1: User Login page 

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

(b) If you would like your User Name to be remembered by the system the next time you access the login screen, 

mark the checkbox. If not, disable the checkbox. 

(c) If you cannot remember your password, enter your user name in the field provided, then click the click here link 

beneath the Login button. A dialog will appear informing you that you will be sent an e-mail containing further 
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instructions. Click OK. From your e-mail application, open the e-mail sent to you by the system. Enter the 

password in the User Login page. 

(d) Click Login. 

Note 

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

3. 5ƛƎƛǘŀƭ tŀǇŜǊΩǎ ƘƻƳŜ ǇŀƎŜ ŀǇǇŜŀǊǎ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

 

Figure 3.2: DigitalPaper XE home page 

You have the following options from this page: 

(a) Search the Document Repository ς Search the DigitalPaper XE document repository by cabinet, document 

number, revision level, or any other document attribute. Once found, documents can be reviewed, marked up, 

sent to other DigitalPaper XE users, printed, or downloaded. For instructions on conducting this type of search, 

go to Working with Documents. 

(b) Create and View Saved Document Packages ς View saved DocPaks by their attributes, view the contents of 

DocPaks, create new ones, send them to other DigitalPaper XE users, receive DocPaks, or delete them. The 

contents of DocPaks can be reviewed, marked up, sent to other users, printed or downloaded. For instructions 

on how to perform these tasks, see Assembling and Receiving Business Packages. 

(c) Work with Bills of Materials ς If Bill of Materials processing is enabled, you may search, view, print, and 

download Bills of Materials and the documents contained within them. See Bill of Materials for more 

information. 

(d) Set Options, Get Help, and Logout ς You may change your personal options and preferences, view print job 

status, display the contents of this manual as a PDF file, and logout using the available Options, Help, and Logout 

functions. See Options, Help, and Logout Functions for more information. 

Update Your Profile 

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

Click the Options link in the navigation bar. 

1. The User Options page appears. 



CHAPTER 3. GETTING STARTED 

 

31 April 2019 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

 

Figure 3.3: User Options page 

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

3. The My Profile page appears. 

 

Figure 3.4: My Profile page 

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

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

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

implemented for the system. 

6. Change your first or last name as desired. 

7. 9ƴǘŜǊ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ƴŀƳŜ ŀǎ ŘŜǎƛǊŜŘΦ 

8. Enter a new e-mail address if needed. 

9. Click Save. 

Update Your Preferences 

To personalize default display and printer settings to match your preference for each, do the following: 

1. Click the Options link in the navigation bar. The User Options page appears. 

2. Click the My Preferences link in the User Options page. The My Preferences page appears. 
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Figure 3.5: My Preferences page 

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

information. 

4. Click Save. 

Download the DP Print Helper Application 

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

order to perform client-side printing, copy documents to the clipboard, or print a selected area from the Viewer as 

described in Working with Documents. 

For more information, see Downloading DP Print. 
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Chapter 4 

Working with Documents 

This chapter provides examples for the following tasks: 

ω Search for Documents. 

ω ±ƛŜǿ ŀ 5ƻŎǳƳŜƴǘΩǎ LƳŀƎŜ. 

ω Annotate a Document. 

ω View Document Properties. 

ω Printing a Document. 

ω Download a Document. 

Search for Documents 

Documents stored in the DigitalPaper XE repository are indexed so you can perform searches ōŀǎŜŘ ƻƴ ŜŀŎƘ ŘƻŎǳƳŜƴǘΩǎ 

ŀǘǘǊƛōǳǘŜǎΦ LŦ ȅƻǳ Řƻ ƴƻǘ ƪƴƻǿ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ŀǘǘǊƛōǳǘŜǎΣ ȅƻǳ Ŏŀƴ ǎŜŀǊŎƘ ƻƴŜ ƻǊ ŀƭƭ ŎŀōƛƴŜǘǎ ǿƛǘƘƛƴ ǘƘŜ ǊŜǇƻǎƛǘƻǊȅΣ ǎŜŀǊŎƘ ōȅ 

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

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

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

The Search for Documents page appears. Note that the figure below shows the minimum number of search criteria 

(i.e., Document Revision and Release Date) that will appear on this form. Other search criteriaςsuch as Document 

Name, Document Number, Model, etc.ςmay appear in this form depending on how the DigitalPaper XE system was 

configured by the administrator. 

 

Figure 4.1: Search for Documents 

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

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

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

Method 1: Search for all Documents 

1. Select All (to search the entire repository) or select a specific cabinet (e.g., Engineering, Manufacturing, Transportation, 

Utilities) from the Select Cabinet pull-down menu. 

2. Skip the section labeled: Fill in one or more of the following fields. 

3. Disregard the Type of search options since no fields were completed. 

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

Otherwise, go to the next step. 

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

6. (Recommended) Since you are searching for all documents within a repository or cabinet, for performance reasons, set 

Display results list to Condensed. The results will be displayed without a preview image of the document, thus search 

results for a large number of documents will be returned faster. 

7. (Recommended) Since this type of search may return a large number of documents, deselect the Include archived 

documents checkbox to view only the most current documents. 

8. Ignore the Automatically view if only one result is found since in most cases there will be more than one document 

returned for this type of search. 

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

selected cabinet. 

 

Figure 4.2: Search Results (condensed view) 
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Note 

Depending on how the system was configured, some attributes associated with a document may 

not be displayed in the Document Search Results page. To view additional attributes (if any), See 

View Document Properties. 

9. To refine your search, click the New Search link in the Document Search Results page bar, then follow the instructions 

in Method 2: Perform a Refined Search. If satisfied with the search results, go to Options from the Search Results Page. 

Method 2: Perform a Refined Search 

From the Search for Documents page, select the desired cabinet (e.g., Engineering, Manufacturing, Transportation, Utilities) 

from the Select Search Cabinet pull-down menu. 

1. In the Fill in one or more of the following fields ǎŜŎǘƛƻƴΣ ŜƴǘŜǊ ŀǎ ƳǳŎƘ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ǇƻǎǎƛōƭŜ ŀōƻǳǘ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ 

attributes in the fields provided. 

 

Figure 4.3: Search page with search criteria entered 

Tip 

Utilize the following search operators to perform searches on attributes based on a partial entries, perform OR searches, 

search for a range of values, or search for values that are greater than, less than, or equal to the entered value. 

 

Search Option 

 

Description 

 

Example 

 

Full text Search is conducted on the exact 

description entered. 

Document Name: Interface 

Cabling Diagram 

Returns all documents with the 

document name: "Interface 

Cabling Diagram". 

*  Search to match zero, one, or more 

characters. 

Document Name: *ing 

Returns documents with the following 
in the title: 

"Stamping", "Printing", 

"Cabling" or "Manufacturing" 

? Search to match any one character. Document Name: ?ing 

Returns documents with the following 

in the title: "Ring" or "King" 
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Search Option 

 

Description 

 

Example 

 

|  Separate items in an OR search. Document No: 111|222|333* 

Returns documents numbered 111 

or 222 or 333, 3331, 3332, 33345, 

etc. 

> Search for values that are greater 

than the number entered. 

Document No: > 111 

Returns all documents numbered 
112 or greater (e.g., 

112, 113, 114) 

alpha characters cannot use this 

operator. 

< Search for values that are less than 

the number entered. 

Document No: < 111 

Returns all documents numbered 
110 or less (e.g., 107, 

108, 109 110) 

alpha characters cannot use this 

operator. 

=> Search for values that are greater 

than or equal to the number entered. 

Document No: => 1 

Returns all documents with a numeric 
label of 1 or greater 

(e.g., 1, 2, 3, 4) 

alpha characters cannot use this 

operator. 

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

entered 

Document No: <= 3 

Returns all documents with a numeric 
label of 3 or less (e.g., 1, 

2, 3) 

alpha characters cannot use this 

operator. 

- Search for a range of values. Document No: 100 - 500 Returns 
documents 100 through 

500. 

If searching for a field that utilizes a 
numbering schema 

based on the varchar database type, 
and that numbering 

schema utilizes dashes (e.g., 

document number C5N-2-4566), 

you will not be able to search for 

ranges within that field. 

 

Select one of the following: 

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

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

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

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

(b) Select the display results as either Thumbnail to display a preview of the image with the search results, Condensed 

to display the results without the preview image, or Sorted to display the results sorted by document number. If 

you believe a large number of documents may be returned, the latter selection is recommended. 



CHAPTER 4. WORKING WITH DOCUMENTS 

 

37 April 2019 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

(c) Select the Include archived documents checkbox if you are interested in viewing all document versions; if you are 

only interested in the most current version of a document, it is recommended you deselect this checkbox. 

(d) If you are searching for a single document and you wish to bypass the Search Results page to view its contents 

ǿƛǘƘ 5ƛƎƛǘŀƭtŀǇŜǊ ·9Ωǎ ǾƛŜǿƛƴƎ ǘƻƻƭΣ ǎŜƭŜŎǘ Automatically view if only one result is found. For more information on 

how to use the viewing tool, See ±ƛŜǿ ŀ 5ƻŎǳƳŜƴǘΩǎ LƳŀƎŜ. 

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

 

Figure 4.4: Search Results (Thumbnail view) 

Note 

If the document was imported as a non-ƴŀǘƛǾŜ ŦƻǊƳŀǘΣ ǘƘŜ ƛŎƻƴ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŦƛƭŜΩǎ aLa9 

type will appear in the area reserved for the thumbnail image (e.g., Adobe Acrobat icon will appear 

if the file is a PDF). 

3. To further refine your search, click the New Search link in the Document Search Results page bar, then repeat the steps 

listed in this section. 

4. Go to Options from the Search Results Page. 

Options from the Search Results Page 

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

ω ±ƛŜǿ ŀ ŘƻŎǳƳŜƴǘΩǎ ƛƳŀƎŜΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΣ {ŜŜ ±ƛŜǿ ŀ 5ƻŎǳƳŜƴǘΩǎ LƳŀƎŜ. 

ω Mark up a document with text and graphics. For more information, See Annotate a Document. 

ω View a documeƴǘΩǎ ǇǊƻǇŜǊǘƛŜǎ όŀǘǘǊƛōǳǘŜǎΣ ǊŜǾƛǎƛƻƴ ƘƛǎǘƻǊȅΣ ǎŀǾŜŘ ŀƴƴƻǘŀǘƛƻƴǎύΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΣ {ŜŜ View 

Document Properties. 

ω Print a document. For more information, See Printing a Document. 



CHAPTER 4. WORKING WITH DOCUMENTS 

 

38 April 2019 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

ω Download a document. For more information, See Download a Document. 

View ŀ 5ƻŎǳƳŜƴǘΩǎ LƳŀƎŜ 

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

1. Left-click the View link, icon , or the thumbnail image associated with the document (if displayed). Depending on the 

ŘƻŎǳƳŜƴǘΩǎ ŦƛƭŜ ǘȅǇŜΣ ƻƴŜ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛƭƭ ƻŎŎǳǊ: 

2. If the file was imported as a native file that is not supported by the Viewer (e.g., Microsoft Excel, Microsoft Word), you 

will be prompted to download the file to your computer. For more information on file download, See Download a 

Document. 

3. If the file type is supported by the Viewer, and consists of one page only, the document will appear in the Viewer as 

shown below. (NOTE: If you are using the modern viewer - DPXE Viewer ς jump ahead to the section titled DPXE 

Viewer.) If the View Annotations When Document Initially Viewed global parameter is in use for your organization, the 

system displays all the annotations associated with a document when a document is initially displayed in the viewer.. 

 

Figure 4.5: Viewer (single page document) 

Note 

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

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 the first page of the document will appear in the right pane. 
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Figure 4.6: Multi-page document in the Viewer 

5. To display different pages of a multi-page document, scroll through the table of contents (or Page List) in the left 

frame then click a thumbnail to display that page. You can also enter a page number in the text box and click the GO! 

button to display the selected page. Note that the Prev and Next links in the Page list are for navigating through the 

set of thumbnails displayed, not each page of the document. The arrows that surround the displayed page number on 

the left edge of the blue Viewer frame may be used to navigate through the individual pages. 

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 image. This section describes the methods for panning the image as well as 

ǳǎƛƴƎ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ŦŜŀǘǳǊŜ ǘƻ ǾƛŜǿ ǘƘŜ ŀǊŜŀǎ ƻŦ ƛƴǘŜǊŜǎǘΦ ²ƛǘƘ ǘƘŜ ŘƻŎǳƳŜƴǘ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ±ƛŜǿŜǊΣ ǇŜǊŦƻǊƳ ŜŀŎƘ ƻŦ 

the following functions. 

Panning 

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

listed below. 

Panning: Method 1 

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

2. Move your cursor over the image; Click to define one corner of a box, then click any area within the document image 

όŜȄŎŜǇǘ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ǘƘǳƳōƴŀƛƭ ǿƘƛŎƘ ƛǎ ƭƻŎŀǘŜŘ ƛƴǎƛŘŜ ƻǊ ƻǳǘǎƛŘŜ ƻŦ ǘƘŜ ±ƛŜǿŜǊ ŦǊŀƳŜΣ ƛŦ ŘƛǎǇƭŀȅŜŘύ ǘƻ ǎŜƭŜŎǘ ŀƴ 

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

3. Click the View Area button.  

4. The Viewer will zoom to the area you selected. 
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Figure 4.8: Zoom to Selected 

5. Go to .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ to move the selected area to a different part of the image.. 

Panning: Method 2 

1. Click any of the single arrow buttons  located on the corners of the Viewer to move the document 128 pixels (.853 

ƛƴŎƘŜǎύ ƛƴ ǘƘŜ ŀǊǊƻǿΩǎ ŘƛǊŜŎǘƛƻƴ όƛΦŜΦΣ ǳǇΣ ŘƻǿƴΣ ƭŜŦǘΣ ǊƛƎƘǘύΦ 

2. Click any of the double arrow buttons  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. Go to .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ to utilize a different technique for navigating through an image. 

.ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ 

¢ƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ƭets you quickly navigate to different parts of the drawing by selecting an area of interest from a dynamic 

thumbnail image. 

1. LŦ ƴƻǘ ŜƴŀōƭŜŘΣ ŎƭƛŎƪ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ōǳǘǘƻƴ  to place a dynamic thumbnail image of the document within or 

around the Viewer frame. 

Note 
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!ƭǘƘƻǳƎƘ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ƛǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ǘƻǇ-right area of the Viewer in this guide, the 

ǎȅǎǘŜƳ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ƴŀȅ ŎƻƴŦƛƎǳǊŜ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ǘƻ ŀǇǇŜŀǊ ƛƴ ƻƴŜ ƻŦ ǎŜǾŜǊŀƭ ŘƛŦŦŜǊŜƴǘ 

locations that falls just inside or outside of the blue Viewer frame. 

The green-ǎƘŀŘŜŘ ǊŜŎǘŀƴƎƭŜ ǿƛǘƘƛƴ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ǘƘǳƳōƴŀƛƭ ŘŜƴƻǘŜǎ ǘƘŜ ŀǊŜŀ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ŎǳǊǊŜƴǘƭȅ ŘƛǎǇƭŀȅŜŘ 

and is therefore not selectable. 

 

CƛƎǳǊŜ пΦфΥ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ 

2. With the cursor inside the Birds Eye View thumbnail but outside the shaded green rectangle, click the area of the 

ŘƻŎǳƳŜƴǘ ǘƻ ōŜ ŘƛǎǇƭŀȅŜŘΦ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǘƘŜ ŀǊŜŀ ƻŦ ǘƘŜ ŘǊŀǿƛƴƎ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ŀǘǘǊƛōǳǘŜǎ όƛΦŜΦΣ ǘƘŜ 

lower right-hand corner) is selected for display. 

 

Figure 4.10: Click an area inside ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ 

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

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

Note 

You may hide the .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ŀǘ ŀƴȅ ǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ ŀƴ ŜƴŀōƭŜŘ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ ōǳǘǘƻƴΦ 

Zoom to a Selected Area 

To magnify an area of an image: 

1. Click the Define Area  button. 

2. Move your cursor over the image. When you move your cursor over the image, the cursor turns into a green cross-hair. 

Click the mouse where you wish the selection area to begin, hold the left mouse key down and draw a selection box to 

encompass the entire area of interest. 

3. Click the View Area  button. The image will be redrawn with the selected (and magnified) area displayed within the 

Viewer. 
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Figure 4.12: Zoom in on selected area using View Area tool 

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

LŦ ȅƻǳ ǊŜǉǳƛǊŜ ŀ ǇƻǊǘƛƻƴ ƻŦ ŀ ŘƻŎǳƳŜƴǘΩǎ ƛƳŀƎŜ ǘƻ ŀǇǇŜŀǊ ƛƴ ŀƴƻǘƘŜǊ ŀǇǇƭƛŎŀǘƛƻƴ that supports graphics (e.g., Microsoft Word 

or PowerPoint), follow the steps below. 

1. Click the Define Area  button. 

2. Move your cursor over the image. When you move your cursor over the image, it turns into a green crosshair. Click the 

mouse where you wish the selection area to begin, hold the left mouse key down and draw a selection box to 

encompass the entire area of interest. 

3. Click the Copy Area to Clipboard button.  

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

message box appears. 

Note 

If a first time user, the DPPrint Application must be installed before you can copy. This process is 

different according to your browser type as described in the About DPPrint section of the 

Enterprise ¦ǎŜǊΩǎ DǳƛŘŜ. 

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

 

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

7. Open a graphics program and use its paste command to create a new image of the selected area, or open the target 

ŘƻŎǳƳŜƴǘ ƛƴ ŀ ǘŜȄǘ ŜŘƛǘƻǊ ǘƘŀǘ ǎǳǇǇƻǊǘǎ ƎǊŀǇƘƛŎǎΣ ǘƘŜƴ ǳǎŜ ǘƘŀǘ ŀǇǇƭƛŎŀǘƛƻƴΩǎ ǇŀǎǘŜ ŎƻƳƳŀƴŘ ǘƻ ǇƭŀŎŜ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ŀǎ ŀ 

TIFF image in the document. 

Note 

¢ƘŜ ǎƛȊŜ ƻŦ ǘƘŜ ǎŜƭŜŎǘŜŘ ŀǊŜŀ ōŜƛƴƎ ǇŀǎǘŜŘ ƛǎ ōŀǎŜŘ ǳǇƻƴ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ƻǊƛƎƛƴŀƭ ǎƛȊŜΣ ƴƻǘ ƛǘǎ ƭŜǾŜƭ 

of magnification in the Viewer. 

Print a Selected Area 

1. Click the Print Area  button to print the selected area to your local printer. 

Note 

If you are a first time user, you will have to install the DPPrint Application before you can perform 

the steps that follow in this section. This process is different according to your browser type. For 

more information, see the About DPPrint section of the 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ. 

2. Move your cursor over the image. When you move your cursor over the image, the cursor turns into a green cross-hair. 

Click the mouse where you wish the selection area to begin, hold the left mouse key down and draw a selection box to 

encompass the entire area of interest. 

3. The following DPPrint dialog appears. 

 

Figure 4.14: DPPrint dialog 

4. Click Printer Setup to launch the print setup page associated with your local printer, then click the Print button from 

that page, or simply click Print from the DPPrint dialog to submit the print job. 

5. The following print dialog appears.. 

 

Figure 4.15: DPPrint feedback dialog 

6. Click OK. 

Print the Entire Document 

To print the entire document: 

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

Download a Document 

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

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

For more information, See Download a Document. 

View Additional Documents 

To view images of other documents listed in the Search Results page (or a DocPaks page) without having to close the Viewer 

and return to that page, do the following: 

1. Click the Right Arrow button  from the top of the Viewer frame to view the image associated with the next 

document listed in the Search Results page (or a DocPaks page). 

2. Click the Left Arrow button  from the top of the Viewer frame to view the image associated with the previous 

document listed in the Search Results page (or a DocPaks page). 

²ƘŀǘΩǎ bŜȄǘΚ 

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

image to display. 

DPXE Viewer 

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

document viewer. 

Main Window 

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

The controls are grouped as follows: 

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 

 

Document Function Navigation 

 
{Ƙƻǿ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ǇǊƻǇŜǊǘƛŜǎ 

 
Download the document 
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Document Function Navigation 

 
Print the document 

 
¢ƻƎƎƭŜ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ View 

 

View the document in the classic viewer 

 

Page View Controls 

 
View the previous page in the document 

 
View the next page in the document 

 
Zoom in  

 
Zoom out 

 
Fit to page 

 
Fit height 

 
Fit width 

 
Reset view 

The  control shows the current zoom level and can be 

used to select a specific zoom level. 

 

Document View Controls 

 
View the prior document in the search results set 

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

 
Rotate the view 90 degrees 

 
Select a region of the image 

 
Zoom to the selected region 

 
Copy the selected region to the clipboard 

 
Print the selected region 

The  control shows the number of the page in the 

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

 

.ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ 

¢ƘŜ ōƛǊŘΩǎ ŜȅŜ ǾƛŜǿ ǎƘƻǿǎ ŀ ǘƘǳƳōƴŀƛƭ ƛƳŀƎŜ ƻŦ ǘƘŜ ǇŀƎŜ ŎǳǊǊŜƴǘƭȅ ōŜƛƴƎ ŘƛǎǇƭŀȅŜŘΦ 

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

 

A left mouse click anywhere in the thumbnail will result in re-centering the image in the viewport at that point using the 

current zoom value, as shown in the following example: 
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Old Revisions (Not Current Documents) 

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

 

To view the current version of the document, move the mouse pointer over either NOT CURRENT indicator ς note that the 

indicator will change color to GREEN, the current version will be displayed. 
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and click. The confirmation box will appear.  

 

Click Yes. The current version of the document ς indicated by the absence of the NOT CURRENT indicators - will be displayed: 
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Mouse-Based Navigation 

Zoom In 

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

scroll wheel forward. 

Example: 

Place the mouse pointer between the words OUTBOARD and PROFILE: 

 

Rotate the mouse wheel forward to zoom in: 
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Zoom Out 

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

scroll wheel backward. 

Example: 

Place the mouse pointer between the words OUTBOARD and PROFILE: 

 

Rotate the mouse wheel backward to zoom out: 
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Pan 

To pan to a new region of the image,  

1. Move the mouse pointer to a location anywhere within the image 

2. Click and hold the left mouse button  

3. Drag the mouse 

Example: 

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

 

Click and hold the left mouse button then drag 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 document  

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

numbers and page thumbnails: 

 

Scroll to the page of interest and move the mouse pointer over the thumbnail of the page to display: 
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Click on the thumbnail. The page will be displayed. 

 

 

Go to a document in the search result set   

Move the mouse pointer over the control. The list of documents in the search results set will be displayed as a drop-down list 

of attributes and document thumbnails: 



CHAPTER 4. WORKING WITH DOCUMENTS 

 

57 April 2019 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

 

Scroll to the document of interest and move the mouse pointer over the thumbnail of the document to display: 

 

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

Move the mouse pointer over the control,  

 

then click. The search results page will be displayed: 
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Begin a new search   

Move the mouse pointer over the control, 

 

then click. The search page will be displayed: 
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Go to the XE home page   

Move the mouse pointer over the control, 

 

then click. The home page will be displayed: 

 

 

Go to the XE Viewer help page  

Move the mouse pointer over the control, 
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then click. The help popup will appear. 
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Tip: Expand the width of the popup to see more details in the screen captures: 
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Document Function Navigation 

The document function navigation controls are used as follows: 

Show ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ǇǊƻǇŜǊǘƛŜǎ   

Move the mouse pointer over the control,  

 

then click. The document properties popup will be displayed: 
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See View Document Properties in the 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ for more information. 
 

Download the document   

Move the mouse pointer over the control,  

 

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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Click the Download button to begin the download. 
 
See Download a Document in the 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ for more information. 

 

Print the document   

Move the mouse pointer over the control, 

 

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

appear: 



CHAPTER 4. WORKING WITH DOCUMENTS 

 

66 April 2019 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

 

Click Print to begin printing. 

See Printing a Document in the 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ for more information. 

¢ƻƎƎƭŜ ǘƘŜ .ƛǊŘΩǎ 9ȅŜ ±ƛŜǿ   

Move the mouse pointer over the control, 

 

ǘƘŜƴ ŎƭƛŎƪΦ ¢ƘŜ ōƛǊŘΩǎ ŜȅŜ ǾƛŜǿ ǿƛƭƭ ŜƛǘƘŜǊ ŘƛǎŀǇǇŜŀǊΣ ƛŦ ƛǘ ƛǎ ŎǳǊǊŜƴǘƭȅ ƛƴ view (as shown in this example) or appear, if it is 

currently invisible: 
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View the document in the classic viewer  

Move the mouse pointer over the control, 

 

then click. The document will open in the classic viewer: 



CHAPTER 4. WORKING WITH DOCUMENTS 

 

68 April 2019 9ƴǘŜǊǇǊƛǎŜ ¦ǎŜǊΩǎ DǳƛŘŜ 

 

Page View Controls 

The page view controls are used as follows: 

View the previous page in the document   

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

 

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

Move the mouse pointer over the control, 

 

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

Move the mouse pointer over the control, 

 

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

zoom: 


