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Accreditation Training Courseware
Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera 3 enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.

About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.

Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:

[SQL] — only relevant if you are running the application on an SQL Server
database.

[VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise &
Opera 3 Enterprise SOL section in_the release guide.

Introducing the module

Document Management is a full integrated Opera 3 module that provides highly efficient
and secure document capture and retrieval functionality both in the Document Management
module and throughout the Opera 3 product. Paper documents and previously saved
electronic documents and emails can be captured and securely archived.

Documents can be captured and retrieved at header and transactional level via direct
modular integration, or captured in batch through the Document Management module.
When capturing or retrieving in another Opera 3 module, like the Sales Ledger, all
document type selection and indexing is managed such that there is the minimum of
additional clicks or data entry. Indexing can also be done using bar codes.

Barcode scanning is an additional function of PDM and does not prevent the continued use
of manual scanning.
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Feedback
Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type

“O3Training_Accreditation_ REP30DocumentManagerR2.4.docx  Accreditation  Training
Courseware” in the subject box.

Please note that product support is not offered through the above email address.
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Question
Answer

Meaning

Useful Hint, Tip or Note. General
Comments / Notes

Useful Report obtained from clicking
on the print icon while sitting on the
form

During the literature, some basic
Question and Answer /
Troubleshooting points are
discussed. May include a few did
you knows...

Website link

Exercises / Example solution

Report to XLS

Potential Report Enhanced from
Opera Il (more than simple field
adjustments)

FAQs - Only

Training Literature Releases

Release Added Information

R1.0 Originating document (Uplift to O3)

R2.0 Updated to latest version and layout (O3 v1.10)

R2.1 Added FAQs, Troubleshooting and Windows Services
Information

R2.2 Added Technical information including suggested
server move steps & chapter uplift

R2.3 Some added help guide information & Chapter
formatting uplift

R2.4 Added Appendix for DEP settings

© Pegasus Training Services




Accreditation Training Courseware - O3Training_Accreditation_ REP30DocumentManagerR2.4.docx

Accreditation Training Courseware
Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined in
the image below which shows each menu option contained in this module.

- u_j Reports
il Audit Trail

i3 Captured Docurnents

|zl Retrieved Documents
- Utilities

Set Options

’-;{l:, Content Indexing Setup
- u_j Maintenance

E Information Types

[ Roles

] Data Lookups

[ Barcode Settings

Ribbon Bar view

Reports =
@L} Utilities =

Processing paintenance =

Document Management

'E Information Types %
Tl Audit Trail 3 Roles
|iEl | Captured Documents set Options L\\g F| DataLookups
l__.ﬂ Retrieved Documents ':}-\.‘, Content Indexing Setup E Barcode Settings
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Accreditation Training Courseware
Glossary (of Menu Structure)

Navigator Folder Command Purpose

Processing In the Processing command you can scan paper documents,
capture electronic files, and retrieve archives. Before the form
loads, your rights are checked and the options are displayed
accordingly. These rights are defined in the Roles command.

Reports Audit Trail Lists what has been done, when they were captured and by whom
in Document Management. System operations that capture
activities like a form being opened or closed in Document
Management are excluded if the Exclude System Operations
option is ticked.

Captured Documents Provides details of the documents that have been captured, when
they were captured, and who captured them.

Retrieved Documents  Pprovides details of the documents that have been retrieved, when
and by whom from Document Management.

Utilities Set Options Use the Set Options command to specify options and controls that
affect the operation of the Document Management module. The
settings include Microsoft SQL Server Connection parameters, file
locations for scanned documents, default roles for users, archiving
settings, and context indexing settings.

Content Indexing Content Indexing is available if your activation includes the

Setup Advanced Document Management feature. Content Indexing
captures machine typed text from scanned TIFF (Tagged Image
File Format) images, text files (.txt) and document (.doc) electronic
files, then uses the text to index the document. Inclusion and
exclusion dictionaries let you manage the words that are used to
update the indexes.

Maintenance Information Types Information Types define the types of documents that are captured
in Document Management. They are a representation of the
different types of document that you may need to scan. The view
of Information Types is structured like the Opera 3 menu structure
in the various groups, like ‘Financials’ and ‘Payroll & HR’. Beneath
the groups, the modules are displayed, like ‘Sales’ and
‘Personnel’. Index details are also defined for each information or
document type. For example, a sales invoice can be indexed by
the account code, company name and the document reference (or
invoice number).

Roles User Roles in Document Management is where you define the
rights that users have to capture and retrieve documents. When a
user first uses Document Management, they are assigned the
default role that is defined in the Set Options command.

Data Lookups To prevent inaccurate indexing information being added to the
Document Management databases, data ‘lookup’ lists allow you to
choose index information from a prepared list when updating the
Manual Indexing form in Document Management. This means you
do not need to manually type an index so avoids mistakes being
made. For example if you enter ‘AD’ as a customer account code
when capturing a document using the Sales Processing
information type, all the accounts that include ‘AD’ in either the
account code or company name are displayed.

Barcode Settings Barcode settings are additional settings for indexing documents
using barcodes. If you want to define the number of barcodes that
are included on a page, that barcodes must be displayed on every
x number of pages, and so on, this is where you define those
settings. Each information type can have different barcode
settings.
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Accreditation Training Courseware
The Module

Document Management is an integrated module that provides secure document
capture and retrieval functionality both in the Document Management module and
throughout Opera 3. Paper documents, and electronic files such as Word
documents, Excel Spreadsheets or PDF files, can be captured and securely
archived.

You can easily see which records in Opera 3 have captured documents attached
to them: an icon is displayed in the respective status bar, making it apparent that
something is available to retrieve and view.

Documents can be captured and retrieved at header and transactional level in the
ledger modules (like the Sales Ledger or Purchase Order Processing), or
captured in the Document Management module. When you capture a document in
a ledger, the document type selection and indexing is managed by Document
Management so that there is the minimum of additional clicks or data entry.

Advanced Document Management

Document Management includes two other features at additional cost - Content
Indexing and Deferred Indexing.

e Content Indexing captures machine typed text from scanned TIFF
(Tagged Image File Format) images, text files (.txt) and documents (.doc)
files, and then uses the text to index the document. This is an additional,
automated method of indexing documents above the automatic indexing,
manual indexing and barcode indexing methods. The words that are
indexed are those that are in an inclusion dictionary. You can also add
words to an exclusion dictionary if you want to exclude words during the
content indexing process. These dictionaries are set up in the Content
Indexing Setup command.

The advantage of Content Indexing is when you retrieve documents from
the Document Management databases, the search also checks the
contents of the documents as well as the indexing information saved
when the document was indexed.

o Deferred Indexing is an alternative to automatic indexing in the ledgers,
Manual Indexing and Barcode Indexing. The advantage of Deferred
Indexing is it allows documents to be scanned in Document Management
without adding any indexing information, and then indexed later.

This is perhaps most useful when a large number of documents need to
be archived to the Document Management databases but the person who
is scanning the paper documents, or capturing the electronic files, does
not know how they should be indexed. They can however do the labour
intensive job of archiving the documents and another person can index
them at a later time.

© Pegasus Training Services
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Indexing

When you scan a paper document or capture an electronic document in the
Document Management module, it needs to be ‘filed' correctly so that it can be
retrieved at a later time. This is termed 'indexing'. There are a number of ways
you can index a document:

e Automatically - this is done when a paper document is scanned or an
electronic document is selected for capturing after posting a transaction in
the Sales Ledger, Purchase Ledger, Sales Order Processing, Invoicing,
Purchase Order Processing, and Fixed Assets modules.

e Manual Indexing - this provides for the manual entry of index keys
against the appropriate Information Type. The entries required are
dictated by the Index Captions that were defined when the chosen
Information Type was updated.

o Deferred Indexing - this allows documents to be scanned, and then
manually indexed later (part of Advanced Document Management).

e Barcode Indexing - this provides a more automated method of capturing
single or batched documents. The indexes will generally be updated by
the bar codes that the system reads when it scans. If any Index Captions
have been defined as Barcode Manual fields you can enter them as
required.

e Content Indexing - this uses captures machine typed text from scanned
TIFF (Tagged Image File Format) images, text files (.txt) and documents
(.doc) files, then uses the text to index the document. This is an
additional, automated method of indexing documents above the manual
indexing and barcode indexing methods (part of Advanced Document
Management).

Note: Content Indexing and Deferred Indexing are part of the Advanced
Document Management feature. This is available at additional cost.

Basic Requirements

The basic requirements for Document Management above those for Opera 3
Enterprise or Opera 3 Enterprise SQL are:

e A suitable scanner to capture documents.

e A suitable data store for the captured documents. Supported databases
are Microsoft SQL Server 2005, Microsoft SQL Server 2005 Express,
Microsoft SQL Server 2000 (SP2), or Microsoft SQL Server Desktop
Engine (MSDE).

e Microsoft .Net Framework v2. This must be installed on all Servers and
Client computers before Document Management is installed.
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Full details of the system requirements are included in the System Requirements
guide.

Additional Systems: Document Management (2.10) now works with additional
systems in Opera 3. Additional systems make it possible to have more than thirty
six companies in Opera 3. For more information, see the Additional Systems Help
topic.

About this Training Guide

This training guide provides you with background information you need to set up
Document Management as well as using the module.

System requirements including supported scanners for capturing documents are
included in the Opera 3 System Requirements guide on the Opera 3 CD.

Opera 3 Readme File

The Opera 3 Readme file contains Late Breaking News and any other release
specific important information, including information about Pegasus Document
Manager. You are advised to check this file. It is installed in the Opera 3 Client
installation’s main folder and can be accessed from the Start menu or Desktop
folder after installation.
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Accreditation Training Courseware
1 Set-up

1.1 Recommended Order of Set-up

It is suggested that you set up the module in the following way:

Decide the type of documents to be captured, when they should be captured,
and by whom.

Install and implement appropriate hardware for scanning. Review document
indexing and confirm that the standard indexing structures provided with
Document Management are going to meet your needs for retrieval. This is
particularly important if documents are going to be retrieved outside the

modular integration functionality because indexing is done manually. Review
document security and define who should be able to retrieve and view which
types of documents and at what levels

Load Set Options to create the appropriate databases and configure Document
Management for use in the Opera Il company. Then complete the options as
necessary. For more information, see the Set Options section.

Review the Roles that are set up automatically by Document Management and
confirm that they match your requirements. If they do not, add or amend Roles
for the appropriateusers. For more information, see the Roles section.

In System - Maintenance - User Profiles, allocate access to Document
Management by ticking the Document Management option for each user who
needs access to Document Management. When the record is saved the Users

Wizard is displayed as part of the completion of the user record.

Review the standard Information Types and confirm that they and the
associated Index Captions match the requirements of the company. Use
caution when changing Information Types. For more information, see the
Information Types section.
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1.2 Activating Document Management for a Company

When you first log into Opera 3 with Document Management a message is

displayed informing you that Document Management is not setup for the
company.

Please initialise Document Managerment Set Options,

You then must set up these areas before you can use Document Management in
the company.

1. Initialise Set Options

Load Set Options to create the appropriate databases and configure Document
Management for use in the Opera 3 company. Then complete the options as
necessary. For more information, see the Set Options section.

2. Review and Define Roles

Review the Roles that are set up automatically by Document Management and
confirm that they match your requirements. If they do not, add or amend Roles for
the appropriate users. For more information, see the Roles section.

3. Modify User Profiles
In System > Maintenance > User Profiles, allocate access to Document
Management by ticking the Document Management option for each user who

needs it. When the record is saved the Users Wizard is displayed as part of the
completion of the user record. For more information, see the User Profiles section.

3 User, Profiles : ADMIN - The Administrator |:,@

[ust]

User ID: ADMIN

Liser Manne : | The Adriniskratar

=] B :
=T s FosL g

Docurment Managemenk

SOP doc default

SPM Access Rights ! | Full access ta all records A

Allow Access ko [ 7th Squad

Company Codes : |7 alpha Numeric Limited
Dielka Mew Inc
[ Time Fargotten Sales
Orion Yehicles Leasing

)

Wiew
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4. Review and Define Information Types

Review the standard Information Types and confirm that they and the associated
Index Captions match the requirements of the company. Use caution when
changing Information Types. For more information, see the Information Types
section.

1.3 Set Options

Use the Set Options command to specify options and controls that affect the
operation of the Document Management module. The settings include Microsoft
SQL Server Connection parameters, file locations for scanned documents, default
roles for users, archiving settings, and context indexing settings.

To set up Document Management options select Utilities > Set Options from the
Document Management menu. When all options have been defined select Save &
Close, or Cancel to abort.

@ Set Options S =TES)

General | Archiving | Content Indexing | Reset Demenstration Data

SQL Connection Parameters

Server Mame IUKEENARNGELOL

Windows authertication (&)

SQL authentication (e}

File Locations

Archive Queue |\\LIKKENAANGELDl\SENer WFP Dynamic|Data|Z_documentsiQuenestArchivel ‘ B

Retrievsl Ein |\\LIKKENAANGELDl\SENer WFP Dynamic\Data\Z_documents\QuetesiRetrisval| ‘ B

User Creation

Default Role Caphure & Retrieval v

b save®close A Cancel

1.3.1 General tab

Box Description

SQL These will be automatically created by the system and should not be adjusted
Connection without appropriate Microsoft SQL Server knowledge.

Parameters

File Locations The Archive Queue and Retrieval Bin are temporary locations where files are

written to and read from when documents are captured or retrieved. They act as
a cache for the document archive and therefore all users must have full access
to the paths entered here. These paths will default to an appropriate location
based on the location of the company’s data. If necessary they can be changed
by typing a location or by selecting a location using the ellipses [...] button to the
right of the field

Note: Any documents that are captured but are not indexed until later using the Deferred
Indexing feature, remain in the Archive folder until they are indexed. They are then moved
to the Storage folder defined on the Archiving tab in the Disk Settings folder.

User Creation This is the default role associated with new users that are created in the User

Profiles command in the System module.

Tip: To avoid the risk of giving full rights to all users in Document Management, set this to
a role that has minimal rights.

Capture Limits  This is a way to control the maximum number of files that can be included in a

batch (Max. files per Batch) and the maximum size of a batch in Megabytes
(Max. total Batch size).

If this limit is breached when documents are being captured a message like
‘Document Limit Reached' will be displayed.

Tip: Enter zero (0) if you do not want a limit to be used.
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1.3.2 Archivingtab e

Archiving options define when and where documents should be archived after
they have been captured.

General
Scheduls
Settings
Execute this process;

Archiving | Content Indexing | Reset Demanstration Data

Cantinuously (%)

Between O

Disk Settings
Primary Archive Location

Prefix

Mapped LetteriLMC |'|,'|,UKKENF\F\NGELUI'|,Server WP Dynamic'|,Data'l,Z_documents'l,Storan| EI

| Box Description

Schedule Archiving of captured documents can be done continuously or between
Settings certain times.

o Select ‘Continuously’ if the capture, and therefore archiving,
volume is small. For example if you capture less than 100
documents per day and each document is just a few pages.

e Select ‘Between’ if the archiving load is heavy and set the time
range to when the load on the database is minimal, for example
outside normal working hours. This will avoid any undue
performance issues on shared servers.

Disk Disk settings define where documents are archived and the preferred

Settings prefix used when the documents are archived. The default configuration
uses the Opera 3 company letter as the prefix and a folder called
?_documents\Storage (where ? is the company identifier) below the data
path as the location.

The document archive is created automatically by the system. The system
creates a number of folders to keep the images. In each top level folder it
creates 250 subfolders, numbered 1 to 250. Within each sub-folder it will
archive 100 files. This structure provides an efficient and manageable file
structure without limitation in size.

Important: Do not change the location unless the data is to be kept separately from
the main Opera 3 company data. If you do change the location, you must remember
to include it in your backup procedures.

The document archive will be created in what is known as a “Jukebox” structure
like this.

@ Storage y

JFile Edit View Favorites Tools Help

jAddress szj C:\Documents and Settingsiall Users\application Data\Pegasus|Server YFP\DatalZ_documents)Storage LI

Folders X || Name_~ | size
= G Server VFP
1) Backup
|0) Bespoke
Bl ) Data
12 N_documents
(©) N_POF
1) Pictures
= ) Z_documents
1) Queues
25 Storage
= () Zooooo1
1
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1.3.3 Content Indexing tab (Advanced Document
Management)

Content Indexing is available if your activation includes the Advanced Document
Management feature. Content Indexing captures machine typed text from
scanned TIFF (Tagged Image File Format) images, text files (.txt) and document
(.doc) electronic files, then uses the text to index the document. Inclusion and
exclusion dictionaries let you manage the words that are used to update the
indexes. For more information, see the How to use Content Indexing Help topic.

@ Set Options

General | Archiving | Content Indexing |

Schedule
Setkings
Execute this process;

Continuousky (&)

Between )

Content Indexing of captured documents can be done continuously or between
certain times.

Schedule Settings

Select ‘Continuously’ if the capture, and therefore indexing, volume is small. For
example if you capture less than 100 documents per day and each document is
just a few pages.

Select ‘Between’ if the indexing load is heavy and set the time range to when the
load on the database is minimal, for example outside normal working hours. This
will avoid any undue performance issues on shared servers.

Important: Indexing .txt and .doc electronic files relies on Microsoft Word being
installed. Indexing the content of scanned images relies on Microsoft Office
Document Imaging (MODI), which is part of the Microsoft Office Tools suite.
MODI must be installed on each Opera 3 client computer that uses Content
Indexing. It is normally installed when Microsoft Office is installed. For more
information, see the Document Management Installation Guide.

1.3.4 Reset Demo data

Functionality to reset Demo data

(@) Set Options

zeneral | Archiving | Content Indexing | Reset Demanstration Data

Selecting this option will result in all of the Demonstration Data being resek to the defaulk setkings

[
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1.4 Content Indexing Set-up

Content Indexing is available if your activation includes the Advanced Document
Management feature. Content Indexing captures machine typed text from
scanned TIFF (Tagged Image File Format) images, text files (.txt) and document
(.doc) electronic files, then uses the text to index the document. Inclusion and
exclusion dictionaries let you manage the words that are used to update the
indexes.

@ Content Indexing Setup |Z| |E|E|
loptions [Exclusion Dictionary [inclusion Dictionary | ]

Content Indexing Filker

Cnly Index Words That Appear In The Inclusion Dictionary [

Minimum Word Length |:|

A Cancel

K save & Close

The advantage of Content Indexing is when you retrieve documents from the
Document Management databases, the search also checks the contents of the
documents as well as the indexing information saved when the document was
indexed. Content Indexing of captured documents can be done continuously or
between certain times.

Options Tab

General settings dictate primary options used by Document Management to
access the associated SQL databases, to archive captured documents and
default parameters for new user creation.

Box Description

Only Index Tick this option to if you want Content Indexing to index only words that
Words That are in the inclusion dictionary. This creates a very specific configuration
Appear In The where only these words are indexed.

Inclusion

Dictionary

Minimum Word  Set this to the minimum word length that Content Indexing will use when

Length updating the indexes. The recommendation is set the minimum word
length to four. If this is the case, Content Indexing excludes much used
words such as “A”, “I”, “on”, “in”, “the”, "and", "then" etc from the

indexes.

Exclusion Dictionary Tab

These words are excluded from the indexing process. You can import a
predefined dictionary before adding your own words to the dictionary.

OCR Conflict? &
It has been found on
some Laptops that there
appeared to be a conflict
between the version of
Word and the WinDip
OCR Service.

It was with Office 2007
where the file format is
.DOCX instead of .DOC.

The OCR service was
opening up 28 plus
instances of
WINWORD.EXE in the
processes list within an
hour. This will affect the
memory.

Once the OCR service
was disabled — the
problem has gone. This
can only be done is OCR
recognition is not
required. A fresh install
of Office or Document
Management may also
help cure the problem.

Currently there is no
obvious resolution apart
from attempting the
above. This does work
on the majority of
identical set-up systems.
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Inclusion Dictionary Tab

These words are included in the indexing process. You can import a predefined
dictionary of around 87000 commonly used words then add your own words. The
inclusion dictionary is a SQL script in the C:\Program Files\Pegasus\Document
Management\Scripts folder on the Opera 3 file server.

Note: Words cannot be in both the Exclusion Dictionary and in the Inclusion
Dictionary.

Options |Exclusion Dictionary |Inclusion Dictionary

ob Addword 3 Deleteword o5 Import Words

=i

THE

- A

1.4.1 How to use Content

Management)

Indexing (Document

Paper documents that are scanned or electronic documents that are captured
have the content indexed automatically if the prerequisites mentioned below have
been installed and the Content Indexing Setup options have been updated. You
do not need to do anything else when documents are archived but you must
ensure that the prerequisites are installed, and the options are updated in the
Content Indexing Setup command in Document Management.

Microsoft CFfice Bl Microsoft Office Tools
|=] Openoffice.org 3.0 » |5 Microsoft Office Access 208
Pegasus 3 [r;' Microsoft Office Excel 2807
Pegasus Capital Gold k|~ Microsoft Office Outlook 2007
Pegasus OFM v (i@ Micrasaft Office PawerPaint 2007 @ Microsoft Office Picture Manager
Pegasus Opera 3 [r_?_ IMicrosoft OFfice Publisher 2007 ¥
Pegasus Opera 3 3 [[T Microsoft OFfice Word 2007 B8 Microsoft Office Diagnostics

Microsoft Clip Organizer

4 Micrasoft Office Document Imaging

L Microsoft Office Document Scanning

% Microsoft Office 2007 Language Settings

1.4.1.1 Prerequisites
These prerequisites must be installed for Content Indexing to work:

Microsoft Word

Indexing the content of electronic files (.txt and .doc) relies on Microsoft Word
being installed. To check if Microsoft Word is installed, follow these instructions

Office 2010 does
NOT offer MODI.
You need the
Office 2007
MODI
Component to
use the Content
Indexing.

MODI needs to
be present on
the Application
Server. This is
also the case for
the WinDip OCR

service.

Does the -
Content

indexing

work with

other file
formats?

Only .txt and .doc files

are tested, however
there are other file
types, .RTF for
example, where
content would be
captured. File types
that can be opened

directly by MS Office,
without any additional

convertors can in
theory be content
indexed.
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TO Check If Mlcrosoft Word |S InSta”ed ....................................

Notes
1. On the Windows Start menu, click Programs and then click Microsoft
Office. If Microsoft Word is installed, Microsoft Word is displayed in
the menu.
2. If Microsoft Word is not installed you must install it using your

Microsoft Office installation CDs.
Microsoft Office Document Imaging (MODI)

Indexing the content of scanned images relies on MODI being installed. This is
part of the Microsoft Office Tools suite and is normally installed when Microsoft
Office is installed. To check if MODI is installed, follow these instructions.

Note: This needs to be present on the application server.

To Check if Microsoft Office Document Imaging is installed

1. On the Windows Start menu, click Programs and then click Microsoft
Office.

2. Click Microsoft Office Tools. If MODI is installed, Microsoft Office
Document Imaging will be displayed in the menu.

3. If MODI is not installed you must update your Microsoft Office

installation from the Windows Control Panel.
Follow these instructions if MODI is not installed on the computer:
To Install Microsoft Office Document Imaging;

Windows Server 2003 or Windows XP

1. From the Windows Start menu, click Settings and then click Control
Panel. Then select Add or Remove Programs.

2. Click Change or Remove Programs and select the Microsoft Office
edition you are using.

3. Click the Change button and select Add or Remove Features. Make

sure the Word box and the Choose advanced customization of
applications box is ticked.

4, Click Next and then select Microsoft Office Document Imaging from
the Office Tools list.
5. Follow the on-screen instructions to finish the update.

Windows Server 2008 or Windows Vista

From the Windows Start menu, click Control Panel.

Select Programs and Features.

Select Microsoft Office Professional 2007 and click Change.

Click Add or Remove Features, and then click Continue.

Select Office Tools, and then select Microsoft Office Document
Imaging Writer.

6. Click Continue and then follow the on-screen instructions to finish the
update.

ok wbdhpE
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Accreditation Training Courseware
2 Maintenance

2.1 User Roles

User Roles in Document Management is where you define the rights that users
have to capture and retrieve documents. When a user first uses Document
Management, they are assigned the default role that is defined in the Set Options
command.

Roles in Document Management work together with access permissions users
are given in User Profiles in the System module. Roles and User Profiles are
different, once you have defined roles you must allocate them to the users in User
Profiles.

e The Roles command is where you define if a user is allowed to capture
documents, retrieve documents, the Information Types they are allowed
to access, and whether they can email items once they have been
retrieved.

e The User Profiles command is where you define access to menu items or
individual companies.

The following roles are available by default but you can add new roles or amend
existing roles:

e Managers - full rights that also allow management and configuration of
roles for other users. The Admin and Manager users are part of this Role
by default.

e Capture & Retrieval Users - rights to capture and retrieve documents

e Retrieval Only Users - rights to retrieve documents only. This role
carries the lowest privileges and is the default role for new users in Set
Options when Document Management is first installed.

2.1.1 Adding Document Management Roles

The Roles command is launched from the Maintenance > Roles menu item.
To Add a New Role

To add a new Role, select the Add Role button.

oh AddRole ¥ %

2

Caphure &
Retriewval

e

Managers

o

Retrieval Only
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1 Enter a unique Description and
click the Choose Icon button if you
want to choose a specific icon for the
role.

Screenshot
@ Role - Mew Role

M Capture Settings |Retrieval Settings |Information Types m

| < Choose Icon...

Descripkion ||

2 If users in the role will capture
documents, click the Capture
Settings tab and tick Capture New
Items. The On Launching Capture
Being With list box affects what will
happen when a user in the role
captures documents in Document
Management > Processing.

Default The user will be
presented with the
standard screens to
choose what they wish

to do
Scan The user will be
Manual automatically placed in
Indexing Scan, Manual Indexing
Scan The user will be
Barcode automatically placed in
Indexing Scan, Barcode
Indexing
Browse The user will
for automatically be
Existing placed in Browse for
Files Existing Files, Manual
Manual Indexing
Indexing

(0) Role - New Role
m Capture Settings |Retrieval Settings |Information Types m
Users In This Role Can...

Capture Mew Items [l

on Launching Capture Begin with | Default w

Note: This setting can be overridden by a setting in User Profiles
in the System module for an individual user. For example, the role
may be set to Scan Manual Indexing but an individual user in the
role (like the MANAGER user in the demonstration data) can be
set to Browse for Existing Files Manual Indexing.

The Delete Deferred Indexing Batches option controls whether
people in this role can delete batches on the Document
Management - Processing - Deferred Indexing form.

3 If users in the role retrieve
documents, click the Retrieval
Settings tab to define what users in
this role can do both in terms of
retrieving documents and viewing
documents

Retrieve Defines whether users in

Items this role can retrieve
documents.

Protect Existing documents can

ltems be protected securing
the individual document
to a further level.
Protection is designed to
provide company
security to particularly
sensitive documents.
With this option ticked,
you will also be able to
remove the protection.

Reindex Existing documents can

Iltems be re-indexed. This
allows all aspects of the
document indexes to be

changed.
Delete Allows document to be
Iltems deleted. This option

should be treated with
caution and should only
be available to users in
manager roles.

Print Allows documents to be
Copies of  reprinted or simply
Items viewed on the screen.
E-Mail Allows documents to be

@ Role - Mew Role

M Capture Settings |Retrieval Settings |Information T

Ilsers In This Role Can...

Retrieve Ikems

Pratect Ikems
Reindex Items
Delete Items

Print Copies OF Ikems

E-Mail Items

K K K K K K K

Export Items
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Iltems emailed as an
attachment.

Export Allows documents and

Iltems. their associated indexes

to be exported

4 Click the Information Types tab to
define the types of information that
can be accessed by users in this role
and whether they can capture and/or
retrieve documents for the type of
information.

e  Tick the Allow Re-Arranging
Information Types in
Administration/Information
Types box to allow users in this
group to re-structure information
types in the Information Types
command.

e Right-click to see a list of
options for either an individual
information type or an entire
branch of information types. By
default users have access to all
information types.

o  Select Deny Access to
deny access to the
information type.

o  Select Allow Retrieval to
allow access to the
information type

5 Click the Members tab to see the
users that are members of the role.
Users are defined in System >
Maintenance > User Profiles.

6 Click Save & Close, or Cancel to
lose any changes.

ole ole Ll
Options |Capture Settings |Retrieval Settings | Information Types [Members
Allow Re-Arranging Infarmation Types In AdministrationjInformation Types O
B Opera Company DM _¢2 5
[=)-~ge Financials
=2 ﬂ. Sales
‘.ﬂ. Processing
= »-ﬂ- Transactions
' m_
E Cres Q Set Allithin This Branch b Bllov Capture
18 Rec| o Allow Capture B Ao Retrievs)
154 Ret . =
i Aoy Retriessl g Alowy Capture & Retriewval
1& Adil = = i
'%s Purchase | @« Alow Capture & Retrieval (|3 Deny Access [:
! i .
e Mlnminal ) Deny Access
%= Cash Book
2 Fived fsset Expand Al
Ui Costing | ] Collapse 41
-84 Supply Chain Mas e
& 5OP\Invaicing
= »‘ﬂ- Payroll & HR
ﬂ. Payroll
=-s Personnel
18 Processing v
I save&Close 9 Cancel

Options |Capture Settings |Retrieval Settings |Information Types |Members

i’aIZ Capture & Retrieval
€2 10.131.36.198
&2 10.4.105.11
82 169,254.25.129
m ADMIMISTRATOR.
&2 antany Smith
82 Cole Angell
8 Done

I savesdose 8 Cancel

2.1.2 mending Document Management Roles

You can amend a role to change any of the attributes saved when the role was
created. To Amend a Role, highlight the role and click the Amend Role button.
The options can then be amended as described in Add Role above.

2.1.3 Deleting Document Management Roles

To delete a role click the Delete Role button and confirm. A role can only be
deleted if it has no members unless it is the default role. To see the members,
click the Amend Role button and then click the Members tab. If you still want to
delete the role you must remove the users from the role in System > Maintenance

> User Profiles.
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2.1.4 User Profiles T

Roles in Document Management work together with access permissions given to
users in User Profiles in the System module. Roles and User Profiles are different,
once you have defined roles you must allocate them to the users in User Profiles.

e The User Profiles command is where you define access to menu items or
individual companies in Opera 3.

e The Roles command is where you define if a user is allowed to capture
documents, the Information Types they are allowed to access, or whether
they can emalil items once they have been retrieved.

.3 User Profiles : ADMIN - The Administrator

List

User I : ADMIN

User Mame : The Administrator

Password : Fk kA Verify : ook kkokotok
[ Continuous Pasting

Docurnent Management

S0P doc default Order

SPM Access Rights ¢ | Full access to all recards A4
Allow Access to 7th Squad
Company Codes : Alpha Mumeric Limited

Delta Mew Inc

Time Forgotten Sales
Orion Wehicles Leasing

9

Wig

Giving Users access to Document Management

A user must be defined as being a Document Management user before they can
capture or retrieve documents. If the user is already logged onto Opera 3, they
must log on again to inherit the changes to the user profile.

The User Profiles command is launched from the System > Maintenance > User
Profiles menu item.

To Give Users access to Document Management

1. On the User Profiles form, select the user from the List grid then click the
General tab.

2. Tick the Document Management option and then click the Save button on
the Opera 3 toolbar. The Users Wizard form is displayed. If the option is
already ticked because the user already has Document Management
attributes set, you can click the Document Management button to load the
Users Wizard form.
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o

8.

On the Details tab the Login ID, Name and e-Mail addresses for the user
are displayed. You can change the name of the user that is displayed in
Document Management. The email addresses are for future use in
Document Management so do not have to be completed.

(@ User - The Administrator

Account Information

Alkernate User IDs |

Narne |Tha Administrakor

e-Mail Addresses

b save&closs 8 Cancel

Click the Roles tab to add roles to the user that were previously defined in
Document Management > Maintenance > Roles. A Role is defined as a
set of options and attributes that are applied to a group of users.

Click Add Role to add an existing role to the user.
Click Delete Role to remove an existing role from the user.

If you allocate more than one role to the user, highlight the role for the
user that you want to define as the primary role, then right-click and select
Set Primary Role. The primary role is used when roles allocated to a user
clash on a particular role attribute, for example if two roles have been
defined for retrieving documents — the primary role allowing the user to re-
index the document once it has been retrieved but the second role does
not allow this, the primary role is used and re-indexing is allowed. Primary
roles are displayed in bold. For more information about roles in Document
Management, see the Roles section.

@) User - The Administrator

)

Managers

Click the Options tab if the user is able to capture documents in
Document Management > Processing. This setting defines which form is
displayed:

(@ User. - The Administrator

User Defaulks

On launching capture begin with | Default
|z Fale Sektin

acan - Manual Indexing
3can - Barcode Indexing
Browse For Existing Files - Manual Indexing
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Default The user will be presented with the standard
screens to choose what they wish to do

Use Role Setting This setting will be overridden by the equivalent
Role setting defined in Document Management >
Maintenance > Roles.

Scan Manual Indexing The user will be automatically placed in Scan,
Manual Indexing

Scan Barcode Indexing The user will be automatically placed in Scan,
Barcode Indexing

Browse for Existing Files The user will automatically be placed in Browse

Manual Indexing for Existing Files, Manual Indexing

9. Click Save & Close, or Cancel to lose any changes.
Amending a Document Management User

To amend a user’s details re-select the Document Manager button in User
Profiles and make the necessary changes as described in the section above. If
the user is already logged onto Opera 3, they must log on again to inherit the
changes to the user profile.

Removing Document Management from a User

To remove access to Document Management from the user, untick the Document
Management option in User Profiles and save the user’s record. If the user is
already logged onto Opera 3, they must log on again to inherit the changes to the
user profile.

2.2 Information Types

Information Types define the types of documents that are captured in Document
Management. They are a representation of the different types of document that
you may need to scan. The view of Information Types is structured like the Opera
3 menu structure in the various groups, like ‘Financials’ and ‘Payroll & HR'.
Beneath the groups, the modules are displayed, like ‘Sales’ and ‘Personnel’.
Index details are also defined for each information or document type. For
example, a sales invoice can be indexed by the account code, company name
and the document reference (or invoice number).

Logically structured documents are more easily understood when they are
retrieved. They can also be secured more easily against roles defined for users.

Important: Information Types do not represent menu access for individual users;
that is managed in User Profiles in the System module. Neither do they represent
where the documents are actually stored in the database; this is managed by the
settings in the Set Options command, and internally in the Microsoft SQL Server
database.

© Pegasus Training Services

Page 17


opera.chm::/system/User_Profiles.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Document_Management.chm::/Set%20Options.htm

Accreditation Training Courseware - O3Training_Accreditation_ REP30DocumentManagerR2.4.docx

© Information Types

EEX

Types Captions

Index Captions

qj Sales

-

®

El

qj .

‘Ij Cradt Nates
J

(=

Processing

Transactions

Receipts

Refunds

Ylj Adjustments

Purchase

Morminial

Fixed Assets

Costing

| >

Description ‘A[[Dunt Code

Required =]
Data Typs Hone
Barcode Manual O

Datalookup | OperaSales Invoices

Description ‘Cnmpany Name

Required =]
Data Type None:
Barcode Marual [

Datalockp | {Hone}

Description ‘Refarence 1

Required =]
Data Type hone:
Barcode Marual [

Datalockip | {Hone}

Description ‘Refarence 2

Required O
Data Type hore

|>

1=
qj Cash Book
=

Barcode Marual [
% Supply Chain Management | patatoskip [ honey |

< |20 | pescriotion T 1 o

b save#dcose A Cancel

Note: Even though the structure displays a visual representation of the Opera 3
menu structure, it does not affect either the security permissions that are
allocated to users in System > Maintenance > User Profiles or the physical
location where captured documents are stored.

2.2.1 Adding Information Types

To Add 'Parent and Child' Information Types

Step Screenshot
Reports ™

Open the Document Management folder,
@? Utilities =

click Maintenance and then click
Processing | Maintenance "l

Information Types.
Documend (@ Information Types

ii Roles

a

Right-click on the parent type and choose
from the options as shown below: lﬂ' Add Parent Type
Bp Add Child Type
e  Add Parent Type. This adds a
new Information Type as a parent Eﬂ Srpptocie
at the top level. Generally this _Tj Properties
would only be used if the initial - «ﬁ
structure was empty and it was
being built from scratch or you Expand Al
wanted to create a dlfferept *-"_] Collapse Al
structure to that supplied ‘out of
the box'.
e Add Child Type. This adds a new — -
Information Type as a child of the Copy Node Copy the structure of an existing Information

parent. For example, Sales is a Type

child of the parent Financials and . . :

Processing is a child of Sales. Properties _Il__z;gzl and provide password for Information
Expand All Expand tree for all Information types
Collapse All Collapse tree for all Information types
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Sl O

displayed in the appropriate position in the
structure. To complete the details, right click | L]
on the new type and choose Properties. o

Shart Description

The properties for each information type are S

displayed on the Properties form which is basard Fr
loaded from the right-click menu. pocedtems L]

.. Retrieveablein | o [#]=5 Financials
Box Descr|pt|on these Hook paints [ Cash Bagk
[ casting

Short This is the description CI0 Fieed assets
Description  shown on the screen B s
throughout the system. 2 Sales

{ Processing

ransactions
Adjustments

{ Credit Motes

{ Invoices

{ Receipts

{ Refunds

Long This is the description
Description  used in the page header
when documents are

printed. 65 Payroll 2 He
) ) [0 Sales & Service Management
Passport If the protect function is to [ Supply Chain Management
For be used to protect
Protected individual documents in o ok (A Cancel
Iltems this type, the password

entered here will be
required each time a user
attempts to view a
protected document.

Retrievable  Retrieval hook points allow

in these you to define the type of
Hook information that can be
Points retrieved from different

parts of Opera 3. For
example, you can define
that documents captured
as sales invoices can also
be retrieved in Purchase
Processing. This is useful
if you have a business
partner who is perhaps
both a customer and a
supplier and want to
search for all related
documents at the same
time.

Tip: To change the hook
points, select the Information
Type/s you want to change,
and right-click and select
Properties. Then tick the other
Information Types you want to
be able to retrieve.

Click Save & Close, or Cancel to lose any
changes.

Note: Barcode indexing provides a more
automated method of capturing single or
batched documents. You need set up
additional hardware or install more
software to use barcode indexing. For
more information, see the How to use
barcode indexing Help topic.
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Adding Index Captions

Notes

After the Information Type has been defined, the Index Captions need to be set

up if documents are going to be captured against it. Index captions are used

when you capture documents in the Document Management - Processing
command. Index Captions associated with data passed directly from other Opera

3 modules (for example from the Sales Ledger) are ‘hard wired’ and cannot be

altered. You can add as many captions as you need.

(@ Information Types
Types Captions Index Captions
.
= ﬁ Financials Description |
== Required [w]
= Sal
\L,J a_e,s_ Daka Type
\]’_/J Processing Barcode Manual [
r\«L—j Transackions Data Lookup |Opera Customers v

Box Description

Description The description of the Index Caption as will be shown when capturing
documents.

Required Whether this index is mandatory when capturing documents. Take care
to ensure that indexes that you need to make documents easy to
locate have this option ticked.

Data Type An Index Caption type can be selected which will control what can be
entered when capturing documents. The choices are Alpha Only,
Numeric Only, Alpha-Numerics Only, Date, Custom and Initial Value. If
you select Custom, you can create your own format using A, X and
other non-alpha numeric characters, for example ‘XXX999’ (three
letters followed by three numbers). Initial Value allows you to define a
prefix for the index.

Template/lnitial  If the Type selected was either Custom or Initial Value, the Template

Value box allows the entry of either the entire template or the initial value
(prefix). A template would be entered in the form LL-000-LL where L
represents a letter and 0 a number. The ‘- (dash) characters would be
fixed. An Initial Value could be something like 'DOC' or 'INV', that
prefixes whatever the user would then enter.

Barcode Manual Whether this index caption is to be used in barcode indexing but
entered by the operator rather than obtained from a bar code.

Data Lookup The data lookup for the index. These are as defined in the Data
Lookups command. You can choose a different lookup for each index
for the Information Type however you should be careful about
changing the default data lookup that are automatically set up in the
software. If you add a new index for an information type, you can
choose the data lookup you want to use for the index.

2.2.2 Amending an Information Type

To change an Information Type, highlight it then right-click and choose Properties

to access the properties or update the Index Captions directly.

© Pegasus Training Services Page 20


mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Document_Management.chm::/Processing.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Document_Management.chm::/Data_Lookups.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Document_Management.chm::/Data_Lookups.htm

Accreditation Training Courseware - O3Training_Accreditation_ REP30DocumentManagerR2.4.docx

2.2.3 Deleting an Information Type

Notes

To Delete an Information Type, highlight it then right-click and choose Delete
Node. You cannot delete Information Types if they have been used when
documents are captured.
2.2.4 Copying an Information Type
To copy an Information Type, highlight it then right click and choose Copy Node.
Then right click on the Parent Information Type that you wish to move it to and
choose Paste Node.
2.2.5 Re-Ordering Information Types
Information Types can be re-ordered by holding down the Ctrl key and using the
arrow keys to go up and down in the structure. This option is only available if the
user's role has the option Allow Re-arranging of Information Types in
Administration/Information Types ticked.
2.3 Data Lookups
To prevent inaccurate indexing information being added to the Document
Management databases, data ‘lookup’ lists allow you to choose index information
from a prepared list when updating the Manual Indexing form in Document
Management. This means you do not need to manually type an index so avoids
mistakes being made. For example if you enter ‘AD’ as a customer account code
when capturing a document using the Sales Processing information type, all the
accounts that include ‘AD’ in either the account code or company name are
displayed.

@ Data Lookups g@g|

0h Add Conmection % i

Opera BOM Opera Opera Costing Opera Opera Fixed  OperaFixed  Opera Fixed

Cashbook Customers Assets Assets Di..,  Assets In,..
OperaFixed OperaFixed OperaFixed OperaFixed OperaFixed OperaNominal OperaPayroll
Assebs O, AssetsPu...  AssetsR... hssets R, Assets Tr... Accounts
Opera Opera POP Opera Opera Opera Opera Opera

Personnel COrders Products Purchase ...  Purchase ... Purch... Purcha...
Data Lookups are available throughout Document Management when documents
are manually indexed.
Tip: The ‘out of the box’ lookups should be sufficient for most needs. Consult with
your Pegasus Partner if you need to add new lookups.
PDM includes default lookups for the various capture points designed to
automatically populate the relevant data when a document is captured directly
through the PDM module. These can be altered using the Data Lookups menu
under the Maintenance section in the PDM options.
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You can also create new lookups that can be assigned to any information type.
This means you do not need to manually type an index, therefore avoids mistakes
being made. For example if you enter ‘AD’ as a customer account code when
capturing a document using the Sales Processing information type, all the
accounts that include ‘AD’ in either the account code or company name are

displayed.

Data Lookups are available throughout Document Management when documents
are manually indexed.

@ Data Connection @@@

Argurnents

Query Template

Description |Opera Purchase Invoices |

Connection Type| visual FoxPro w

Data File MUKKENAANGELOL|03 Server VPP [ E|

select pt_account as AccountCode, pname, pn_name as
Companyhlame, pt_trref as Referencel,pt_supref as Referencez From
ptran left join prame on phare, pn_account=pt_account where
pt_treype="T" and {atc{"#pl&',pn_name)=0 or
akci'#pl#,pt_account) =0 or abcl'#pla’, pt_trref)=0 or

akci'#pl#, pt_supref)=0) order by pn_name

Display Calumns |AccountCode,CompanyNameJReFerenceIJReFerencez |

Colurns To Return |AccountCode,CompanyNameJReFerenceIJReFerencez |

LDisable Fields After Auto-Completion [w]

L save ardclose | 8 Cancel

Note: The Barcode Settings menu item is displayed in the Maintenance menu in
Document Management if you log in using the ADMIN login ID. The ‘out of the
box’ lookups should be sufficient for most needs.

The lookup screen is composed of the following fields:

Description The name of the lookup

Connection Type The type of connection e.g. SQL, VFP etc

Data File The database file the query is to be run on

Query Template The query that is to be run. The structure of this is dependent
on the type of connection, only VFP examples have been
included with the demo data

Display Columns The columns to display for selection

Columns to Return The columns to be returned into the indexing information

Disable Fields Will disable populated fields so they cannot be overtyped
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2.4 Barcode Settings

Types for Barcoding are configured in Pegasus Document Management (PDM),
Maintenance.

Barcode settings are additional settings for indexing documents using barcodes. If
you want to define the number of barcodes that are included on a page, that
barcodes must be displayed on every x number of pages, and so on, this is where
you define those settings. Each information type can have different barcode
settings.

X

@ Barcode Settings

Barcode Settings

Global settings
[ Remove index header sheet from scanned documents
[ Remove type separator sheet from scanned documents

Split batch on detection of barcode

Tvpe Specific Settings

= Financials Type Financials'
-] Sales Type is barcode enabled
q_j Processing

=] Transactions Type code reference l:l

2>

] Invaices — 2D Barcode Options Indexing opt
2] Credit Notes i

‘Jj Receipts Separator characker |:| Pad index by
2] Refunds Padding che
x,[j Adjustments Rules

= r{:] Purchase
il Processing

Image may not contain index barcodes
=2l Transactions ©

il Irvoices () Detect index barcodes on First image only

L] Credit Notes () Index barcodes required every images
2] Payments

‘Jj Refunds Mumber of barcodes required if detected l:l

2] Adjustments
1 7] Blerein -l =

I

I save&Close A Cancel

2.4.1 Defining Global Barcoding Settings

These global settings will effect all Information types.

@ Barcode Settings
Barcode settings|

Global settings

[] remave index header sheet From scanned documents
[]Remave kype separatar sheet from scanned documents

Split batch on detection of barcode

Remove If you use header sheets that include only index barcodes that are

index header inserted into the scanner before the documents that need to be archived,
sheet from tick this option if you do not want the header sheet to be archived. If you
scanned do not use header sheets, leave this option unticked.

documents

Example: You have a supplier invoice to archive in Document Management. To
index the invoice, you add index barcodes to a separate 'header' sheet for the
supplier's account code and the invoice number.
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With the Remove index header sheet from scanned documents box ticked, when
the invoice is archived the header sheet is used to index the invoice but it is not
archived so it not displayed when you retrieve it in Document Management.

Remove type If you use separator sheets to separate documents into different

separator information types, tick this option if you do not want the separator sheets
sheet from to be archived. If you do not use information type header sheets, leave
scanned this option unticked.

documents

Example: You have a supplier invoice and a supplier credit note to archive in
Document Management. To index them, you need to make sure they are archived
using the relevant information type. You can do this using a separate 'header'
sheet for each information type, one for supplier invoices and the other for supplier

credit notes.

With the Remove type separator sheet from scanned documents box ticked, when
the invoice and credit note are archived the header sheets are used to select the
relevant information type but they are not archived so are not displayed when you

retrieve them in Document Management.

Split batch on  If ticked, batches are split when a barcode is detected. This works
detection of together with the Image may not contain index barcodes option.

barcode

2.4.2 Defining an Information Type for

Scanning

The following options are specific to each highlighted
information type;

Type is Barcode Enabled-

This allows documents for this information type to be indexed using barcodes.

This box is ticked for all information types by default.

Type code Reference-

This is the predefined reference for the information type that follows the
convention Group-Ledger-id, for example FIN-SL-02 (Financials-Sales Ledger-02)

for sales invoices.

These values have not been changed and default to existing presets. There are
no pre-defined rules for this code but in standard Information Types as created for
each company, the structure FIN-SL-01 has been used where FIN is Finance, SL
is Sales Ledger and 01 is the first Information Type in that section.

below is a complete list.

Sales Ledger Processing
Transactions Invoices
Credit Notes
Receipts
Refunds
Adjustments

Purchase Processing
Ledger

Transactions Invoices
Credit Notes
Receipts
Refunds

Adjustments

FIN-SL-01
FIN-SL-02
FIN-SL-03
FIN-SL-04
FIN-SL-05
FIN-SL-06
FIN-PL-01

FIN-PL-02
FIN-PL-03
FIN-PL-04
FIN-PL-05
FIN-PL-06
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Nominal Accounts FIN-NL-01 Notes """""""

Ledger

CashBook Processing FIN-CB-01

Costing Processing FIN-JC-01

Payroll Processing PHR-WG-01

Personnel Processing PHR-PE-01

Invoicing/SOP  Processing Quote SCM-IN-01
Proforma SCM-IN-02
Orders SCM-IN-03
Delivery Note SCM-IN-04
Invoice SCM-IN-05
Credit Notes SCM-IN-06

Purchase Orders SCM-PO-01

Orders

Stock Processing SCM-ST-01

BOM Processing SCM-BM-01

Sales & Company SM-CO-01

Service Processing

Management

Contracts Processing SM-CT-01
Groups SM-CT-02
Sales Opportunity Processing SM-SO-01

Referral Methods SM-S0-02

2D Barcode Separator-

This is only applicable if using 2D barcodes and specifies the separator character
used.

Note: In 2D barcodes, data is encoded in both the horizontal and vertical
dimensions to pack in more data.

Rules:

Image may not contain  This allows you to define that not all of the pages in a batch of
index barcodes documents will contain index barcodes.

Example: You have five pages in a batch with index barcodes on the
first page, third page, and fifth page. Pages two and four do not have
index barcodes. When the images are scanned, pages one and two
are indexed using the barcode on page one, pages three and four are
indexed using the barcode on page three, and page five is indexed
using its barcode.

Detect index barcodes This allows you to define that index barcodes must be included
on first image only on the first image in the batch. Index barcodes on any other
pages are ignored.

Example: You have five pages in a batch with index barcodes on the
first page, third page, and fifth page. Pages two and four do not have
index barcodes. When the images are scanned, all pages in the
batch are indexed using the barcode on page one. The index
barcodes on pages three and five are ignored.

Index barcodes This allows you to define that index barcodes must be included
required every x every so many pages in the batch.
images
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Number of barcodes If the Index barcodes required every x images box is selected, Notes
required if detected you can define the number of barcodes that must existonthe | ..
required pages in the batch.

Any barcode detected This treats any scanned barcode as an index barcode.
other than type code

references will be

treated as an index

Index barcodes must This allows you to force barcodes to start with a prefix, for
start with prefix ... example ‘PDM_.

Index Padding

Pad index This is to specify if any barcodes need to be “padded” to be a certain

barcodes length. This is useful if you have barcodes of different lengths or where
leading zeros are removed when barcodes are produced.

Padding This character defines the character that will be used to pad a

character barcode.

Total length If indexes are padded to a certain length, this is the total length of the
barcode.

Please Note: Default settings requires the Barcoding Indexing to be on the first
scanned image of the batch.
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Accreditation Training Courseware
3 Processing — Scanning Documents

In the Processing command you can scan paper documents, capture electronic
files, and retrieve archives. Before the form loads, your rights are checked and the
options are displayed accordingly. These rights are defined in the Roles
command.

The tasks you can do in the Processing command are the following:

e Capture: You can scan paper documents using a scanner or capture
electronic files such as Word documents, Excel Spreadsheets or PDF
files. There is no limitation as to the file format when capturing electronic
files but the respective application must be installed to view them. Before
you are allowed to scan a document, a check is made for a suitable
scanner.

e Retrieve: You can retrieve documents that were previously stored in the
Document Management databases. The tasks you are allowed to do
depends on the role you are part of.

o Deferred Indexing: You can index documents that were scanned or
captured using the Deferred Indexing feature.

Note: The buttons for these actions are disabled if your Document Management
Role has been set to exclude the action.

You can scan paper documents using the Capture button in the Processing
command on the Document Management menu. This creates an archive without
creating a link to a transaction record. These archived documents are then
available for you to view in the Retrieve command on the same form. You can
also scan paper documents and link them automatically to a transaction record
when it is posted. This is done in the Sales Ledger, Purchase Ledger, Sales Order
Processing, Invoicing, and Purchase Order Processing modules.
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Instructions for this action depends on whether you are scanning documents with
a link to a transaction or without a link to a transaction.

Scanning a paper document for the first time

The first time you scan a document you need to select a scanner from the
Settings toolbar on the Indexing form. Choose Settings then click Select Scanner
and select an appropriate device from the sources shown. The list displayed
depends on the scanners and scanner drivers installed.

The choices can be categorised into different software drivers:
e ‘ISIS’ drivers (production scanning type drivers)

e ‘TWAIN’ drivers (home scanning type drivers)
o Windows ‘WIA’ sources.
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If Kofax Virtual Re-Scan is installed, the ‘ISIS’ and ‘TWAIN’ sources will have
options with “VRS”. If available, these should always be used. As well as choosing
a source, it is also important to review the Scanner Settings from the same menu.
These settings will only be available if the source chosen is using an ISIS or
TWAIN driver, and then only in detail if an ISIS based source is selected.

Indexing

When a paper document is scanned, it needs to be ‘'filed' correctly so that it can
be retrieved at a later time. This is termed 'indexing'. There are a number of ways
that scanned paper documents can be indexed. For more information, see the
What's Document Management? Help topic.

Important: To scan paper documents a supported scanner must be configured
on the computer. Details of the supported scanners and advice for scanning are
included in the System Requirements Guide. It is also recommended that
documents are scanned in black & white, at no more than 200 dpi, with an
appropriate paper size and set to Duplex if the option is available.

3.1 Scanning Documents

In the Processing command on the Document Management menu, documents are
captured and retrieved without links to a transaction record in Opera 3. Before the
form loads, the user’s rights that are defined in the Roles command are checked,
and the options are displayed accordingly.

Note: A user with Capture and Retrieval rights will see the screen below.

STEP 1: Capture

In the Capture command, paper documents can be batch captured and indexed
using manual indexing, deferred indexing, or bar code indexing. Select Document
Management > Processing, and then click Capture.

@ Select Action E@E|

3 - )

Capture Retrigye Deferred Indexing

STEP 2: Scan Information

Choose Scan Information to capture paper records using a scanner. The scanner
must be a supported device and be configured on the computer before you scan
documents. Details on the supported scanners and advice are included in the
Opera 3 System Requirements Guide in the Documents folder on the Opera 3
CD.
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After choosing Scan Information, the Indexing Methods are displayed as shown
below.

> Lo

Scan Information Browse For Existing Files

STEP 3: Choosing Indexing Methods

You now choose the indexing method you want to use for the electronic files
being archived. These are explained on the next page.

Z = [

Manual Indexing Deferred Indexing Barcode Indexing

Manual Indexing

This provides for the manual entry of index keys against the appropriate
Information Type. The entries required are dictated by the Index Captions that
were defined when the chosen Information Type was updated.

Important: It is important that the data entered is accurate if documents are
indexed manually, for example, if the document needs to be indexed against a
specific Opera 3 record like a Sales Ledger account. In this example, it is best to
scan documents in the Sales Ledger module so that the indexing is done
automatically according to the indexes defined on the Information Type. More
details are included later in the guide.
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In addition to the captions, the Index Date can be changed from the default date
(today) to an alternative date. This date defines when the document was captured
and therefore it is often appropriate to match this to the date on the document
being captured if, for example, it is a letter from a customer.

fi:]) Capture Information

Index Captions

Index Date 23 February 2011

Account Code

qj Transactions
2 Purchase

2 Mominal

] Cash Book

2| Fixed Assets
qj Costing <
&5 Supply Chain Management W%0001  Trade Counter Sales-CashjiChg
£8 Payrall & HR TRSO001  Trading Resource Services
.ﬂ Sales & Service Management

ompany Mame

«F oK 8 Cancel
R,

‘(é Next @ Close

When all indexes are entered, click Start Scanning.
Deferred Indexing (Advanced Document Management)

Deferred Indexing is available if your activation includes the Advanced Document
Management feature. It lets you capture documents as a batch but index them
later. They are captured as a batch with a name and optional a responsible user
for future indexing.

Update the batch reference and select a user ID. After selecting Next, you can
select the files you want to capture.

©ca pture Information

Deferred Inde

Deferred Indexing

Batch Ref |MANAGER 23 February 2011 10:53 |

User ID |

Barcode Indexing

This provides a more automated method of capturing single or batched
documents. The indexes will generally be completed by the bar codes that the
system reads when it scans, unless any Index Captions have been defined as Bar
code Manual fields in which case you can enter them as required.

The recognised bar codes are treated either as Index Captions or as patch codes
(bar codes that define an Information Type selection). Batches of documents are
then split up into multiple separate documents with indexes based on the detected
bar codes. In addition if patch codes are included it will also place them into
Information Types other than the one selected on this screen.
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Important: Bar codes must always exist on the first page of any document being

Notes
captured and will apply to all subsequent pages without change until another bar e
code(s) is detected.
In the screen below the Account Code and, probably the Company Name, would
be bar coded. It is unlikely the document reference would be included in a
barcode as it is likely to be irrelevant when scanning batches of documents using
bar code indexing. However, it could be included if appropriate.
@ Capture Information
% Settings
Information Type 23 February 2011
Type will be dictated by Type Seperator sheet barcode  [] Account Code | |
& EE‘?;::I: A Company Mame | |
‘Jj Transactins Document Reference | |
] Purchase
i,{j Mominal
i) Cash Book
{2 Fixed fssets
] Costing
= QB Supply Chain Management
=] r,[j SOPyInvoicing
= r,[j Processing
r,[j Quates
i Proformas
] orders
] Delivery Mates B
r,[j Invoices
{2l Credit Notes
Q P.Or.ders v
q Start Scanning @Close
Click Start Scanning.
STEP 4: Scanning
The first time you try to scan a document you need to select a scanner from the
Settings toolbar on the Indexing form. Details on the supported scanners are
documented in the Opera 3 System Requirements Guide in the Documents folder
on the Opera 3 CD.
Choose Settings then click Select Scanner and an appropriate device from the
sources shown. The list displayed depends on the scanners and scanner drivers
installed and the choices can be categorised into sources using ‘ISIS’ drivers
(production scanning type drivers), ‘TWAIN’ drivers (home scanning type drivers)
and Windows ‘WIA'’ sources. In addition, if ‘Kofax Virtual Re-Scan’ is installed, the
‘ISIS’ and “TWAIN’ sources will have options with “VRS”. If available, these should
always be used.
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Please Select A Source To Continue

Scanner Source fi-5120C
Import Source Kofax Software Import Source (no image prog I
TWAIN Source #HP LaserJet 3052 TWAIN

TWAIN Source #Kofax Software VRS - TWAIN

TWAIN Source #FWIAHP LaserJet 3052

In addition to choosing a Source, it is also important to review the Scanner
Settings from the same menu. These settings will only be available if the Source
chosen is using an ISIS or TWAIN driver, and then only in detail if an ISIS based
source is selected.

Important: It is recommended that documents are scanned in Black & White, at
no more than 200Dpi, with an appropriate paper size and set to Duplex if the
option is available. These settings should only be changed after careful
consideration.

Having chosen to scan, the system then proceeds to scan the paper in the
scanner and present the images on the screen for confirmation, as shown below.

The following buttons are available:

Amend Index Return to the previous screen to change an index
Append Scan additional pages to what has already been scanned
Abandon Abandon the batch

Commit Accept the images and commit the document

Close Abandon the batch and close the capture screen
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The following options are available for each image scanned by right clicking on
the image:

Remove/Restore Deletes or restores an image prior to committing the document
Image

Rescan Page Re-scans the selected page

Insert Before Page Scans and inserts an image before the current page. This is

useful if, for example, the scanner double fed and a page is
missing from the scanned document.

Image Manipulation A selection of tools for tidying the image prior to committing

Image Properties Displays information about the selected image

3.2 Capturing Electronic Files

This allows for the capture and archiving of single or multiple electronic files such
as Word documents, Excel Spreadsheets or PDF files. There is no limitation as to
file format when capturing although the respective application must be installed to
view electronic files.

Note: A user with Capture and Retrieval rights will see the screen below.

STEP 1: Capture

In the Capture command, electronic documents can be batch captured and
indexed using manual indexing or bar code indexing methods. Select Document
Management > Processing, and then click Capture.

= - Y

Capture Retrigve Deferred Indexing
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Notes
STEP 2: Browse for Existing Files e
Choose Browse For Existing Files to capture electronic files. This allows for the
capture and archiving of single or multiple files such as Word documents, Excel
Spreadsheets or PDF files. There is no limitation as to file format when capturing
although the respective application must be installed to view electronic files. You
can use Manual Indexing or Deferred Indexing, as Barcode Indexing is not
relevant when capturing electronic files.
Scan Information Browse For Existing Files
STEP 3: Choosing Indexing Methods
You now choose the indexing method you want to use for the electronic files
being archived. Barcode indexing is only relevant when scanning documents.
Manual Indexing Deferred Indexing
Manual Indexing
This provides for the manual entry of index keys against the appropriate
Information Type. The entries required are dictated by the Index Captions that
were defined when the chosen Information Type was updated.
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Important: It is important that the data entered is accurate if documents are
indexed manually, for example, if the document needs to be indexed against a
specific Opera 3 record like a Sales Ledger account. In this example, it is best to
scan documents in the Sales Ledger module so that the indexing is done
automatically according to the indexes defined on the Information Type. More
details are included later in the guide.

In addition to the captions, the Index Date can be changed from the default date
(today) to an alternative date. This date defines when the document was captured
and therefore it is often appropriate to match this to the date on the document
being captured if, for example, it is a letter from a customer.

@Cﬂplure Information

Information Type Index Captions

Financial
E] Elﬁa;:: 23 February 2011 +

i) Processing
i) Transactions
i) Purchase
) Mominal
] Cash Baok
] Fixed Assets
] Costing
23 Supply Chain Management
&8 Payroll & HR.
=

Sales & Servics Managsment

lad

Account Code

Company Name

@ Please select from the following items.

Account | Name:
ADAQDDL _Adams Light Engineering Ltd
XXXOOO1  Trade Counter Sales-Cash/Chg
TRSO00L  Trading Resource Services

[

& Ok ) Cancel
L ———
EYrexe 5 ciose

Deferred Indexing (Advanced Document Management)

Deferred Indexing is available if your activation includes the Advanced Document
Management feature. It lets you capture documents as a batch with a name and
optionally a responsible user without indexing them until later. The batches are
then indexed later using the Document Management > Processing > Deferred
Indexing command. For more information, see the Deferred Indexing section.

Update the batch reference and select a user ID. After selecting Next, you can
select the files you want to capture.

@ Capture Information

Deferred Indexing

Batch Ref |MANAGER 23 February 2011 10:53 |

User ID |
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STEP 4: Selecting the Files for Archiving

Once the archiving method has been chosen you can select the files for archiving.

(@] Capture Information

op AddFile(s) G addExternallink €3 Remove [l Listview g Detall View

Add files Displays a Windows Open File form to select files. When files are
selected, they will be listed in the Browse For Files screen

Remove Files Allows the selection and removal of a file that has been added in
error. This does not remove the original file from the source location,
only the file from the Browse For Files screen.

List View Changes the view to a List style view

Detail View Changes the view to a Detail style view

When all the files have been selected, click Commit to start the archiving.

3.3 Retrieving Documents

In the Retrieve command, documents can be retrieved independently of an Opera
3 record. You can search for documents using criteria that span multiple parts of
the system. After selecting Retrieve, the criteria screen is loaded.

STEP 1: Search Criteria

Performing a simple search only requires entry in the Search For field. Details can
be entered in a number of ways:

Single word/number A single entry that will select all documents with indexes that
include the word or number

Space separated A selection of words or numbers with spaces interpreted as ‘AND’.
multiple For example, John Smith meaning John AND Smith in any order
word/numbers within the indexes finding any document with both indexes

‘OR’ separated A selection of words or numbers separated by ‘OR’. For example
multiple John OR Smith meaning John or Smith in any order within the
words/numbers indexes finding any document with either index

Phrase A selection of words or numbers within speech marks interpreted

as a single string. For example ‘John Smith’ meaning John Smith
as two consecutive words.

Click Search to search and display the results as shown in the example below.
Only Information Types that the user is allowed to retrieve are displayed. The
results are shown in the Search Results By Type and Search Result - Grid tab.
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Search Criteria tab is also visible when in modular search; This enables you to
refine their searches when large numbers of documents had been captured

against a single entity, a sales account for example.

(© Retrieve Information

STEP 2: Search Results

There are two options to view your search results.
Search Results By Type

The search results are displayed on the Search Results By Type tab according to
how they were indexed. To retrieve a document double click or right click and

choose View This Item. It is then displayed in the Viewer screen.

(@) Retrieve Information

= Financials
=] Sales
-] Processing
_'-F‘ ADADOD1, Adams Light Engineering Ltd, xcvsovroy *** LATEST YERSION *4+
#] AHLOOO1, AHLOOD1, Abington Hire Limited
@] ADADOO1, ADAGDDT, Adams Light Engineering
#] ADADOO1, ADADDOL, Adams Light Engineering Lkd
=] Purchass
(=] Processing
| CARDDOL, CAROOOL, Carbers Limibed
| CAROOD1, CARDO0L, Carters Limited
(=] Transactions
= 2] Invaices
g] CULODOL, CULO0O1, 391465, 391465
=kl Credi Rotes
&) CARDODL, CARDDD1, Carters Limited, Carters Limited
=] Cash Book.
=] Processing
!l (C310, C310, Main Bank Current Account, Main Bank Current Account, 20-00-00
=23 Supply Chain Management
= ] 5OPiInvaicing
=] Processing
(=2l Delivery Notes
ADADOD1, ADADDDL, Adams Light Engineering, Adams Light Engineering, DOCO0S1&
] ELIO001, ELIO00I, Elite vehicle Products, Elite Yehicle Products, DOCO0S37
| KDMOOD1, KDMODOL, K D Martin, K D Martin, DOCO0S3G
] DGROOD1, DEROO01, DGR Enterprises Ltd, DGR, Enterprises Ltd, DOCODS36
@]
=

X

ANDOODL, ANDOOOL, Anderson Car Fackors Ltd, Anderson Car Factors Ltd, DOCO0S34
CARDODL, CARDDOL, CarsMart, CarsMart, DOCODS3S

v

% Search 8 Close

search Results By Type [search Results - Grid
Search For [ Found 30 Records
Filename: |**
Types |Search ALL Types A Clear Search History
=[] [E Financials || - Date Options
=[] Sales al ®
[ Processing
=[] Transactions Today's Only o
ﬂj Invoices Range ]
] Credit Motes
Matching Options
Exact Match (O] Primary Index Only [
[Z1i] Adjustments ‘Sounds Like' [}
=[] Purchase comch Realts On
] Processing — earch Results Options
=[] Transactions Default
& Invoices Show By Type M @
) cred otes Shaw As Grid M O
Content Indexing Options
[ Adiustments Include In Search (O
=[] Marinal Grly Search [}
[ Accounts
=[] Cash Back Don't Search (O]
[#]i-] Pracessing Sorting
=50 Fixed Assets
Uj Frocsssing Document: Version ]
] Purchase Hewest To Cldest ©
) overids Cldest To Newest ]
2] Transfer
%v
<% Search A Close

Note: Only Information Types that you are allowed to retrieve are displayed.
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If Content Indexing is used, the search also checks the contents in the captured
documents as well as the indexes. This is an additional, automated method of
indexing documents above the manual indexing and barcode indexing methods.
Content Indexing is available if your activation includes the Advanced Document
Management feature.

Search Result — Grid

Grid view has been introduced to the search results screen. This allows the
results to be displayed in a grid format as opposed to a list. The grid is sorted with
date along the “X” axis and the information types listed along the “Y” axis. If there
is a single result then a single document icon is displayed, a multiple document
icon is displayed when there is more than one result per type.

2007 Jan 2011

Jan - Dec 25/01
i{j Processing
Uj Purchase
] Pracessing 5]
i[jTransact\nns
qjlnvcuces [5]
o] Credit Nates 5]
deash EBook.
] Pracessing 5]
|23 supply Chain Management__|
i{jSOPlInvmcwng
qj Processing
IDelivery hotes FJ’E]
Uj P.Crders
i[j Processing
EI— —

Recards In Each Grid Cel Shows newest documents First [ |

Index
O !]AHLUUEIIJ AHLOOO1, Abingtan Hire Limited

O i_!]ADADDUl, ADADDO1, Adams Light Engineering

O i_!]ADADDUl, ADADDO1, Adams Light Engineering Ltd

0 Search 9 Close

When the search results are returned, click on one of the icons to display the
results within. These appear in the pane at the bottom of the screen.

o . g
Records In Each Grid Cell Show newest documents first Clear View

Inde:

O | ADA0DOL, Adams Light Engineering Ltd, TEST DOC *** LATEST YERSION *+*
O | ADADOOL, Adams Light Engineering Lkd, TEST DOC

[ 2 AHLDDD, Abington Hire Limited, Remittance Advices

[0 2 ADADOOL, Adams Light Engineering, Change of Address

[ 2 ADADOOL, Adams Light Eninzering Ltd, Bank Details

& Search Close

Lostart| | 2 | 4z Microsoft 5qus... | | Backup £ Local Disk (1) | 0 Services (D Pegasus opera .. [ Q) Retrieve Infor... [ &, &y 1142
_—

Items are traditionally shown with the oldest first; however this can be changed
simply by selecting the “Show newest documents first” box.
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|l »
Records In Each Grid Cel Show newest documents firsk [ o Clear it wed

Index |
] | ADADODL, Adams Light Engineering Ltd, TEST DOC ++* LATEST VERSION +++

] - 4040001, Adams Light Engineering Ltd, TEST DOC

2 AHLDOD1, Abington Hire Liited, Remittance Advices

ADAQOD1, Adams Light Engineering, Change of Address

ADAQOD1, Adams Light Engineering Ltd, Bark Detais

Oz
Oz
Oz

& Search A Close

| s picrosoft squs... | | Badup £, Local Disk (C:) < Services (D Pegesis pera .. |[ @) Retrieve Infor... | & &) @il 1142

Lrstant| | 3 mm

To view any of the documents from the grid do one of the following:

Select the document(s) that you wish to view by ticking the box to the left of the
indexes as shown in the bottom pane. You can select as many as you wish
across as many dates and Information Types as you wish. Once you have
selected the document(s) you wish to view click on the “view” button and they will
be opened. When you return to the results screen you can clear any selected
items by either un-checking them or clicking the “clear” button

Double click on the cell containing the document(s) and it/they will be opened

Double click on the Information Type description to view all documents across all
dates in that Information Type

Advanced Document Management

If Content Indexing is used, the search also checks the contents in the captured
documents as well as the indexes. This is an additional, automated method of
indexing documents above the manual indexing and barcode indexing methods.

Information |Content Indexing |History | I
@ Words l
Page 1 "

|1001 Orion Wehicles Limited Yalue Units Rate PLA,YE, 664,40 21703,15 Basic 3660,00 Nat, Ins, 273,32 4651,20 Expenses COMP 47,15 1913,24 Bonus Ees CoPen 146,40 AYC 366,00 NI Code F | f Manth 7 3660,00

149727 GYS43374A Paid By BACS Rounding Bffwd Cjfwd 0,00 0,00 2162,73 & The Grove Wiston Mallet Morthants MM4 7RW K12 Mr R Godson Mr R Godsan

Pages [words |

11 Orioni1)
§1) P8 E1)
0.00(13 Paid(1)
0.00(13 Ri1)
1001(1) Ri1)
146.40(1) Rate(1)

1497.27(1) Rounding1)
1913.24(1) The(1}
2162.73(1) Units(1)
21703.15(11  Value(l)
2733200 ‘rehicles(1)
36600013 Wistan(1)
3660,00(1)

3660,00(13

4651,20(1)

47.15(1)

61}

64,4001}

Content Indexing is available if your activation includes the Advanced Document
Management feature.
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STEP 3: Retrieving Documents Options

These options are shown on the right-click shortcut menu on the Search Results
By Type screen:

Protect this item
This provides an added level of security for individual documents. A document

can be secured to just this role and will require the password defined against the
appropriate Information Type to be able to view it in future. Protected items are

shown with the 'Eicon on the results screen.
Re-index this item

This allows document indexes to be changed, perhaps because of an error when
it was captured initially. A wizard guides you through the options starting with the
Information Type.

@) Relndex

Select New In

The Selected Ikems Are Currently In ‘Processing'

Click Here ToMove All Records To & Mew Type O Just Click Mext To Leave Them
Where They Are

You can change the indexes or choose to keep the existing indexes by ticking the
Preserve Existing Indexing Information option.

Click Next Step to move to the next stage.

@) Relndex

Enter Indexes

Preserve Existing Indexing Information O

Index Captions

Bccaunt Code |ADADDD1 |

Company Name |Adams Light Enginesting Ltd |

Cocument Reference |

You can then change the date when the document was captured.
Click Next Step to move to the next stage.

@) Relndex

Enter File Info

%% Filed Date

@ Keep Existing

() Change All Recards So They Appear As Filed At
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You must add a comment before you can complete the re-indexing. The comment
is displayed on the Audit Trail report.

Choose Commit Batch to save the changes.

Reason For Re-Indexing

(P PreviousStep b CommitBatch 9 Cancel

Delete this item

Document deletion should be treated with the utmost care. Only manager type
users should have the option to do this. You must also enter a comment that is
displayed on the Audit Trail report.

Reasan For Deletion

k| save&Close
—_-

To complete the deletion, choose Save & Close, or choose Cancel to abort.
Export this item

This takes documents out of the control of Document Management and allows you

to save them to another storage location. A wizard guides you through the export
process.

| Select Output

Format [comma seperated vanzble (csV) v

Filename [:\Pegasus_Documentianagament_Export.csv | El

Path For Documents ‘E:\Pegasus Document Management Exported Documents| Hzl

D Previous Step &) NextStep @ Cancel

After you confirm the records to export, the location of the export document file(s)
and the filename for the CSYV file, click Next Step.

The Run Export form is displayed. Click Export Now to run the export.
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STEP 4: Document Viewer

Once opened, documents are displayed in the Viewer screen.

1. The Information tab displays the document and a toolbar that allows you
to print, email or save the document in another location.

2. The Content Indexing tab displays the information from the indexes that
were created when the document was archived. The text that is displayed
here is used when you search for a document on the Search Criteria tab.
Content Indexing is available if your activation includes the Advanced
Document Management feature.

3. The History tab displays a capturing-and-retrieval audit trail history
including index changes.

Once viewing a document, as shown in the example below, the functionality
available in the viewer is partly standard and partly controlled by user’s rights as
defined in their role.

§ ©® [0 fone o ]

The following buttons are available to change how the document is displayed:

Format Thumbnail, Single Page, Two Page and Film Strip. If you are looking for a
particular page within a large scanned document, the Thumbnail view
provides the best method of locating the page. Alternatively, you are viewing
every page of a scanned document sequentially, the two page or film strip
views provide the best method. The choice is retained for future retrievals.

Navigation and viewing (not available if the document being viewed is an electronic file)

Previous Selects the previous page until the beginning of the document is
reached.

Next Selects the next page until the end of the document is reached.

Rotate Left Rotates the currently selected page 90 degrees to the left.

Rotate Right Rotates the currently selected page 90 degrees to the right.

Zoom Turns zoom on and allows zoom in using the left mouse button or zoom
out using the right mouse button. Zoom can be turned off by selecting
the option again.

Fit Cycles between fitting the currently selected page to width or to height.

© Pegasus Training Services Page 42



Accreditation Training Courseware - O3Training_Accreditation_ REP30DocumentManagerR2.4.docx

Thumbnail The slider bar allows you to re-size thumbnails as shown in the
Slider Thumbnail or File Strip views to a more suitable size.

Print and email (available if the permissions are defined in the role applicable to you)
Print Tick the box at the bottom left of each page to print selected pages.

Email Creates an email and attaches the document being viewed in its native
format. The email can then be addressed and sent as normal.

3.4 Deferred Indexing

Deferred Indexing is an alternative to Manual Indexing and Barcode Indexing. It
allows documents to be scanned and then indexed later on, perhaps by another
person. These documents are then displayed in the Document Management >
Processing > Deferred Indexing command so they can be indexed later.

STEP 1: Deferred Indexing

In the Deferred Indexing command, document batches that were captured without
any indexing information are displayed in a list so they can be indexed.

Select Document Management > Processing, and then click Deferred Indexing.

Tip: If you are in a role that
allows batches to be deleted

) ﬂ ) you can use the right-click
' button on your mouse and then
Capture Retrieve Deferred Indexing Select Delete BatCh from the

menu to delete a batch. This is
only displayed if the Delete
Deferred Indexing Batches
option is selected on the
Capture Settings tab of the
Document Management -
Maintenance - Roles form.

STEP 2: Select Batches

The batches of documents that were not indexed when they were captured are
displayed in a list. You can select an option to show just the batches that were
allocated to you when they were captured.

You can also import TIFF (Tagged Image File Format) files into Document
Management using the Collect button. TIFF files store document images. A file
browse form is displayed so you can select the folder in which the files exist. After
selection, a batch is created for you to index.

To index a batch, select the record and click Next.

Warning: When you click the :

Next  button, ~ Document |
Select B Management tries to display :

Description Date Frepared By

[ Oy Show Trems That Belong To Me

the indexing from completing.

2005 11 The dcininistrator the documents in the
R 23 e 2308 1558 Shejzmes  The sk applications they were created :
w17 et 3008 1145 o T adwnror in. For example, a Word :
P mim e document is "displayed _in |
Julie 11/06f2010  The Administrator Microsoft Word and a PDF :

document is displayed in Adobe
Reader. Before starting make :
sure that the  software :
application that the documents i
were created in are closed. If
these applications are not :
closed, messages might stop :

‘!cm\ect @ Next (D) Cancel
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STEP 3: Updating the Indexes

After selecting a batch, you are shown the Create Records screen to index the
document.

Create Records
5080 8- [0 O & ool Ao

Orion Vehicles Limited Cashbook Tral
Printed on 31/07/2008 at 13:35 by MANAGER

Orion Vehicles Limited Cashbook Tr

Intirnal Na RA2

|
[+

Unindexed Discarded

Create New o ©

(3 Previous || Save®close (A Cancel

Tip: You can define the maximum number of files that can be captured in a batch
using the Max. files per Batch option and the Max. total Batch size option on the
Document Management - Utilities - Set Options form. If these limits are set a
message like 'Document Limit Reached' will be displayed when documents are
captured if the number of documents exceeds the limit set.

To Index a Document Batch

When the Create Records form is first displayed, the (Unindexed)
button displays the number of documents that need to be indexed. Follow these
instructions to index the documents:

1. Drag the C (New Index) icon for the document to the * (Create

New) icon. You may need to use the horizontal scroll bar to see the icon. The
number displayed on the Unindexed icon is reduced for each document you drag
onto Create New icon.

2. The Information Type & Index Captions screen is displayed. Choose the relevant
Information Type for the document and then add the necessary indexing
information. Then click Save.

Information Type
(=[] Financials
B Sales

 Processing Account Code [ADADDDL
=] Transactions

Index Captions

Index Date 16 September 2006 h

E Icr::Udi;ENSotes Company Name [Adams Light Engineering

|
|
] Receipts Reference 1 |IHV 9876123 |
|

] Refunds
] Adjustments
1] Purchase
2] Marminal
1] Cash Bock
] Costing
&8 Payroll & HR
&8 Supply Chain Management
|Z] Sales & Service Management

Reference 2 |

I save
e —

3. The index is displayed at the bottom of the screen as a new index. You can now
save any other documents in the batch using the same index information.

Discarded Processing
Create New <) ADADODL 1
o @ @ @ adams Light o
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4. Click on the Unindexed icon to index the next document in the batch. Then drag

the & (New Index) icon for the document onto either the Unindexed icon to
update a new index or onto the index displayed at the bottom of the screen if you
want to use the same index.

5. To discard a document instead of indexing it, drag the [ icon for the document

to the = v (Discard) icon. The number displayed on the Discard icon is
updated for each document that you drag onto the button.

6. Click Save & Close to update the database with the documents indexing
information. If you are discarding a document a warning is displayed before the
database is updated. Also, if any documents have not been indexed you are also
warned that they will be discarded.

7. The Deferred Indexing screen is displayed again so you can select another batch
for indexing.

3.5 Capturing & Retrieving Documents in other
Opera 3 Modules

You can capture and retrieve documents in most modules in Opera 3 from the
respective Processing command in each module. Most of the indexes are
automatically updated with the relevant information for the Information Type.
However, some index information cannot be updated automatically so must be
provided by the user. For example, for the Costing Processing Information Type,
the Job, Contract, Description, and Amount are automatically updated. However,
you must add the Document Reference manually. See the Information Types in
Document Management section earlier in the guide for more details.

3.5.1 Capturing Documents from the Action Menu

You can access the Document Management menu item on the Action menu
which, assuming you have the necessary security permissions provides two sub
menus - Capture and Retrieve. Security access is set up in the User Profiles
command in the System module.

3 sales Processing : ADAODO1 - Adams Light Engineering Ltd

General | Mema || List
Company Mame : | Adams Light Engineering Ltd
Current Balance : | [2] 62573.79
Address : Close Road
avg Debtor Days : | [2] 62.3
Gosforth Industrial Park vg Devtor Bays : |G
Order Balance : 317026.90
Gosforth
Turnover : " 429023 40
Morthumberland
Credit Limit ; 0.00
Post Code KCS 1WR
Telephone : 01662 67E543
AJC Contar Jocument Management b Capture Facsimilz 01662 775510
Etal Addi O.LE. ‘Web Site ; e, ale ook
Order Conl Qptions First Crested : | 09/02/2006
—Mail Terms
Ealadd = LastModfied : | D2f02/2011
Analysis
Ledger Act Delivery Last Invaice : o3fo3fzolz
Invoico pn  ECYAT LastReceipt : | 18/10/2010
S5 Conkacks
Invoice F5
Receipt F7
Wigw Refund 9 =

The Capture menu loads the Scan Information form. You can then choose
whether to scan a document or an electronic file. Click Scan Information to
capture a document and Browse for Existing Files to select one or more files to
capture. This area is described in the Capturing Document section earlier in the
guide.
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3.5.2 Retrieving Documents from the Action Menu

The Retrieval option will load the document retrieval screen as described in the
Processing section. However, the search will be automatically provided based on
the area of Opera 3 you are in. Therefore, the user will either be presented with a
results screen from which to select the document(s) required or, if only one
document matches the criteria, will be automatically presented with the Viewer
displaying the document.

This area is described in the Retrieving Documents section earlier in the guide.

3.5.3 Capturing Documents after Posting a Transaction

If you have the security permissions to post transactions in an Opera 3 module
and your Document Management role allows you to capture documents, you can
capture a document directly after the transaction is posted. For example, if you
post invoices in the Sales Ledger > Processing > Invoice command, after the
transaction is posted you are asked whether you want to capture a document.
This message will appear after each transaction.

Opera 3

& Do you wank ko capture a document For this posking?

ol

If you answer ‘Yes’, the Capture Information form is then be loaded as explained
in the Capture Documents section earlier in the guide. However, as the document
capture is sensitive to the area of Opera 3 you are in, the indexes are
automatically updated. For example, a Sales Ledger invoice is indexed using the
customer’s account code, company name, and the document references 1 and 2.
The Information Type is also automatically selected.

Important: The indexes that are selected automatically only make sense if the
Information Type relates to the indexes used. For example, it does not make
sense to index a sales invoice by the customer’s account code and company
name but use an Information Type of Purchase Transactions.

The process to capture either scanned documents or electronic files is identical to
that described in the Scanning section earlier in the guide

=[] Financials
=] Sales
i Processing
7] Transactions
i) Purchase
] Nominal
i) Cash Book
{7l Costing
&8 Payroll &HR
£3 supply Chain Management
& sales Management

Index Date 25/11/2007

Account Code [roacoo: |

Company Name |Adams Light Engineering Ltd ‘

Document Reference |

@Pre\rmus ©5tart5car|mr|g @clnsa
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3.6

How to link to external files (Document
Management)

If you do not want to archive a document but instead link to an external file, you
can create an external link in Document Management. These documents are not
archived in Document Management. Instead a record is created that points to the
file held on a file server or a workstation computer. Linked files can be retrieved in

the normal way using the Retrieve command in Document Management and the
ledger modules.

Capture Information

Browse For File(s

0 Add Fileis) add External Link &3 Remove [ List Miew % Detail View

In Folder

To Add a link to an external file

You can create a link to external files in either:

The Document Management module

The Processing forms in the Sales Ledger, Purchase Ledger, Sales Order

Processing, Invoicing, Purchase Order Processing, and Fixed Assets
modules.

Document Management

Open

" Capture Information

Browse Far Filef<

From the Document Management module, select Processing and then
select Capture. The Capture Information form is then displayed.

Click Browse for Existing Files to display the Indexing Methods form.

Click Manual Indexing to add your own index entries. You can choose
index information from a list by entering part of the index, for example if
you enter 'ADA' as a customer account code, a list of accounts is
displayed. If necessary, change the index date. It is sometimes useful to

change the date to the date on the document but you may want to leave it
as today's date. Click Next.

Click Add External Link on the form's toolbar. Then select the file you
want to create a link to. To add a link for more than one file, click Add
External Link again and choose another file.

Click Commit to save the file/s to the database.

Look i | () DME xampleFies
|3 20D0cument_Managementv2. doc [ cpLont.pe
=) lanagementv2CRWRD. tf =) POMTIFERAMPLE D01 tf
My Fiecent =] simple 117
Documents [2) Tecadams.tet H
- ‘ColourGuids pdf ~ Thumbs.db H
@ T CompressorService. pdf :
Deskiop |- Cpoll.pf = .
|FJEcarant.pe 4 .
R st ® Capture Information |._| X
J |ElECHo01 PG
T Fordservicescheduls.pdf
My Documants _,._T alxy Spor. -
s Browse For File(s
E’ [ElHsswnot, 6
o Cot h] nclusionDict. csv
v oh AddFile(s) &dd External Link €3 Remove [T List Wiew g Detail View
" File name:
Myﬁwk Flsoltpe  [alieerf MAME In Faolder Size  Type Date Modified
BMW Spec,pdf Ci\Documents and Settingstaangell 13y DocumentsiDMExampleFiles 11KE .pdf 25/08/2008 15:50:08
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Ledger Modules

Notes
1. From the Processing form in the Sales Ledger, Purchase Ledger, Sales
Order Processing, Invoicing, Purchase Order Processing, and Fixed
Assets modules, either:
2. Select a transaction on the view screens, then right-click and select
Capture from the Document Management menu.
3. Select Capture from the Document Management menu on the Action
button.
4. The Capture Information form is then displayed. Click Browse for
Existing Files to display the Manual Indexing form.
5. Accept the mandatory index entries that are automatically defined and
add other optional indexes if required.
6. If necessary, change the index date. It is sometimes useful to change the
date to the date on the document but you may want to leave it as today's
date. Click Next.
7. Click Add External Link on the form's toolbar. Then select the file you
want to create a link to. To add a link for more than one file, click Add
External Link again and choose another file.
8. Click Commit to save the file/s to the database.
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4 Reports

4.1 Publishing a Report

Nominal Ledger reports can be accessed via the Reports Menus in the respective
Module. It is possible to tailor the layout of these reports under development
mode (ADMIN). Once your report criteria has been selected and any matching
data found, a Publisher form will be presented allowing a choice of Screen,
Printer, File or Email output.

3 Publisher

Please select a destination device for the document you are about

g to publish.

I Printer '.El_leH Email ‘

To print a report;

1. Open the required module folder, click Reports and then click
appropriate report

2. Define the range of records you want included in the report by entering
From and To values.

3. Click OK.
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4.2 List of Reports

Document Management reports provide basic reporting functionality that can be

sequenced by date or user.

Name & Description Example

Audit Trall
The Audit Trail is a log of what has

3 Audit Trail

been done, when and by whom in
Document Management. ‘System
Operations’ that capture activities
like a form being opened or closed in
Document Management are
excluded if the Exclude System
Operations option is ticked.

Sequence ! bate b

Frorm :

To: LUSER.

User Range
ADMIN

II

Dake R.ange
Fram : i

ETR—
TR

Orion Vishicles Leasing Document Management Audit Trail
(Cronlrt on Z3T2E011 o 11:41 by MAKAGER
Sequence: Date ( Selectad: from User ADMIN to User USER; For Date Range 011011900 to 2302/2011)

Include System Oparations

Date i Time User Activity Details Account
280372008 101021 ATHn System Function Launched Set Optons
290972008 101046 ADMH System Function iosed Set Otions
280377008 101852 Aomn Syatem Function Launched htormaton Types
260272008 101304 AomN System Functian Ciosed nfermation Types
260372008 104307 AomN System Function Launched Select Acton
29032008 101308 Apwn System Funclion Lounched Deferresd rdeding
280372008 101328 Aown Systen Function Cosed Defered hesing
290972008 101229 ADMH System Function Ciosed Select Action
280372008 101931 ATsn Syatem Function Lanched Sat Optons
20872008 101238 AoMN System Function Cuosed S Ctions:
290372008 10.20.14 Apwn System Funclion Leunched Set Opecns
28032008 102418 Aown Systen Funclian Ciosed Set Ctins
200372008 102428 Aown System Funclian Launched Roles
290972008 102438 AoMH System Funclian Lounched Rele
280372008 102501 ATsn System Function CussaRoe

290972008 102507 ADMH System Function Launched Role
28037008 102512 Aown Syatem Function Oazed e

200272008 102513 AonN System Funclian Launched Role
290972008 102542 AomH n Csed Reie

290972008 10,2557 ApmH Czed Riies
2Rnaro0R 10 25 1R Ao Launched hformstion Troes

Captured Documents
The Captured Documents report

A Ca ptured Documents

provides details of the documents
that have been captured, when by
whom in Document Management.

Sequence ; bate w
Usetr Range

Frormn ADMIN w

To: LISER. w
[Date Range

Fraorm : i

]
To: Iy (]

9 L

|| concel
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Socuarce: D { Saleciad

Date Tune wsor Acinay Dotails Accoun
200008 10465 n Emchuricat; st Aoapan
[2atnz00 124516 s [em——— o
[2sta00s 135408 o Eckunicsh Cavtrsd so0m
[ 2aaac008 143284 e Echuricad Casrsd pree
Fa0008 143340 e [——— pro
s e Eckunicab Catrsd e
patmzo0a 153 s — P
somems 1720 o Searvest ANOERSONCAR FACTORSLTD
——— o [tea— -
Ant——— o [EeT—— Apaam .
102008 152814 o - e o
o [etp— eancmmn '
o [ — canomt
e Eisckunicab Casrsd cancast
e Emchuricad; Carsd Tes
snw [ra——— Konoan
o [EetE———— ‘conm
o Echuriest Captaea v
o Scarvat canomn s
o Ectunct Captsea canom
e [ENte——— canom
o Emchuricaby Coctrsd o0 '
MaaneR Echunicsh Cactrsd £s00m s Lt Eneseg Lt
NaNADER Eiechunicab Casrsd e s g Ergimerg st
NaACER [ERri———— 1010 10 arch 2010
v Elschunicaby Ctrsd Apaoom ' T9bwr 2010
e Scarvat canon ' 1 drm 200
kst Cactrsd wmo Warm 200
o Searoml £0s00m 1m0t
s Zcaremd e 1 drm 2010
n t—— o 1t drm 210
s - canomn 1 arm 2010
o Ectunest apusea canoom W are 200

O e ] |

COHPOOT |2 P2k PO

Retrieved Documents

The Retrieved Documents report
provides details of the documents
that have been retrieved, when and
by whom from Document
Management.

[Date Range

TR
TR

9 | x| o

Orion Viehicles Leasing Document Management - Retrieved Documents
Created on 230202011 at 11:45 by MANAGER
Sequence: Date { Selected: from User ADMIM to User USER, For Date Range 01/01/1 300 to 23/02/2011)

Date / Time User Details Account Reference
290972008 10:47:43 ADMN ADADOD1 Adams Light Engineering
290912008 11:02:25 ADMIN Artony

2910912008 11:03:25 AOMN 1001

290972008 11:05:13 ADMIN ADADOD1

290912008 13 45:37 ADMIN AD£0001

280512005 13 54:31 ADMN AD£0001 Adams Light Engineering
2010912008 14:33.05 ADMIN ADADOD! Adams Light Engineering Ltd
200972008 14:33:44 ADMN ADAI01 Adams Light Engineering Ltd
290912008 14:35:55 ADMN AD£0001 Adams Light Engineering Lid
2010912008 14,3645 ADMIN ADADOD! Adams Light Engineering Ltd
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Appendix

Appendix A Components & Useful Utilities Notes

.Net Framework
.Net Framework (v2)

This MS component is provided on the DVD ROM but alternatively may be downloaded from the
MS Download centre Website. Recommend to search or try the following link as a guide -
http://www.microsoft.com/downloads/details.aspx?FamilylD=0856each-4362-4b0d-8edd-
aab15c5e04f5&DisplaylLang=en

>
©
°
®
>
o
X

.Net Framework (v3.5 sp1)

This MS component is provided on the DVD ROM but alternatively may be downloaded from the
MS Download centre Website. 3.5 is required for Dashboard version 2.6+. Recommend to search
or try the following link as a guide - http://www.microsoft.com/net/Download.aspx

Loopback Adapter

On standalone systems which run Windows XP or lower, a MS Loopback Adapter may be required.
This allows UNC paths to be resolved (pretend it is on a Network). The current Loopback Adapter
provided by MS runs at 10Mbs. Windows Vista has this pre-installed but be aware this can be
turned off.

There are several articles on the MS website to install the Loopback Adapter — suggest a Google
search is done to find the appropriate steps (www.google.co.uk).

As an example the XP steps are found here - http://support.microsoft.com/kb/839013

1. Click Start, and then click Control Panel.

If you are in Classic view, click Switch to Category View under Control Panel in the left
pane.

Double-click Printers and Other Hardware, and then click Next.

Under See Also in the left pane, click Add Hardware, and then click Next.

Click Yes, | have already connected the hardware, and then click Next.

At the bottom of the list, click Add a new hardware device, and then click Next.
Click Install the hardware that | manually select from a list, and then click Next.
Click Network adapters, and then click Next.

. In the Manufacturer box, click Microsoft.

10. In the Network Adapter box, click Microsoft Loopback Adapter, and then click Next.
11. Click Finish.

n

© N O~
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SYSINTERNALS Utility Suite

The Sysinternals Troubleshooting Utilities have been rolled up into a single Suite of tools. This file
contains the individual troubleshooting tools and help files. It does not contain non-troubleshooting
tools like the BSOD Screen Saver or NotMyFault.

It contains FileMon and RegMon with respective help files on how to use them. These two utilities
are invaluable when checking permissions and access rights to files, folders and registry keys.

http://technet.microsoft.com/en-us/sysinternals/0e18b180-9b7a-4c49-8120-c47c5a693683.aspx is

the latest link and was updated in March 2009. This is the complete Sysinternals suite that has
several useful utilities. To ensure you have the most up-to-date suite, please ensure you search
the Microsoft Technet site thoroughly, however we endeavour to keep the most updated link in the

courseware.

Windows Services

There are 3 services installed as part of PDM. These must be running on the server.

e T — FEX

=l Fie  acion View Window Help NETES
& |FBR B LI
WinDIP OCR Service Hame Description Stdus | StartupType | LogOnds -
Local Users and Groups HySMS Task Sequence Agent  SMS client agent For kask Manual Local System
Performance Logs and ety | S8 heservice 4501 Server (MSSQLSERVER) Provides storage, proces...  Started  Automatic Local system
Device Manager 2 5QL Server Active Divecto... Enables integration with . Disabled Metwork Service
=& Storage 5L Server Agent (M55Q...  Executes jobs, monitors ... Started  Automatic Local System
= g Removable Storage : erver Analysis Servi... Supplies online analytizal .. Starte: utoriatic acal system
R ble st &ESS‘EU(%RE R 5QL 5e Analysis Se Suppl i lykical Starbed  Automati Local yste
Disk Defragmenter b ervice 50l Server Browser Provides SQL Server con...  Started  Automatic Local System
Disk Management. 2 5QL Server FullText Sear...  Quickly creates Full-text | Starbed  Automatic Locsl System
=1 (B Services and Applications 501 Server Integration 5., Provides management su...  Started  Automatic Network Service
Services S 5QL Server Reporting Ser... Manages, sxecutes, rend... Starbed  Automatic Local System
z":‘;””"”‘c caaton 5oL Server VSSWriter  Provides the interface to Vanual Local system
gIQd 5”:’ onfiguration S845S0P Discovery Service  Enables discvery of UPn...  Started  Manual Local service
2 System Evert Notification  Tracks system events suc... Starked  Automatic Local System

service

Performs . Automatic Local System

Task Scheduler
TCP/IP MEtBIOS Helper
Telephony

Telnet:

Tertinal Services
Theres

wehCient:

Wi ce
WINDIP Services
WIRDIP Services Monkor

by Windaws Management In.

debilient

Enables auser to configu... Started  Automiatic
Enables support for Mets...  Started  Automatic
Provides Telephony APL(... Started  Manual
Enables aremote user to Disabled
Alows muliple userstob...  Starked  Manual
Provides user experience...  Started  Automatic

Local System
Local Service:
Local System
Local system
Local System
Local system

by Uninterruptible Power Su...  Manages an unintermuptis Manual Local System
Universal Plug and Flay D... Provides support to host ... Manual Local Service:
User Profie Hive Cleanup  Cleans uphandiesto allo...  Skarted  Automatic Local System
visual Studio 2005 Remot...  Allows members of the A, Disabled Local System
by Volume Shadow Copy Manages and implerents Manual Local System
Enables Windows-based ... Started  Automatic Local Service:

Started  Automatic
Mnitors WinDIP Services  Started  Automatic

Local system
Lacal system

windows Audio Manages audio devices f.,,  Started  Automatic Local system
windows Cardspace Securely enables the cre.. Manual Local System
S Windows Driver Foundati,,, — Manages user-mods driv.,,  Started  Automatic Local system
3y Windlows FirewallInterne .. Provides nebwork addres...  Started  Automatic Local System
windows Tmage Acauisiio.., Provides image acquisito. . Started  Automatic Local system
windows Tnstaller Adds, modifes, and remo. Manual Local System
8 windows Live Family Sefe..,  This sarvice enables Farnl, . Manual Local system

Pravides a common Iterf... Started  Automatic Local System

Enables Windows-based karked

Lkornakic

Local Sepyice

. ,I"'I"'Iin,l:,]lp I;:

Skarted

Automatic

Lo em

Lacal Syst

e WinDip Services (For Standard DM)
e WinDip Services Monitor (For Standard DM)
e WinDip OCR Service (Required with MS Office MODI Component) for Content Indexing

inDIP Services Skarted Aukomatic
inCIP Services Monitor Monitors WinDIP Services Skarted Aukomatic Local System
%Windows Audio Manages audio devices F,..  Started Aukomatic Local System
a3 5\ %Windows Cardspace Securely enables the cre... fanual Local System

They must be started in order for DM to be working. The OCR and MODI components must reside
and be operational on the application server for Content Indexing to work.
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What are MS Windows Services?

Microsoft Windows services, formerly known as NT services, enable you to create long-running
executable applications that run in their own Windows sessions. These services can be
automatically started when the computer boots, can be paused and restarted, and do not show any
user interface. These features make services ideal for use on a server or whenever you need long-
running functionality that does not interfere with other users who are working on the same
computer. You can also run services in the security context of a specific user account that is
different from the logged-on user or the default computer account. For more information about
services and Windows sessions, please refer to the Microsoft Website — for example;

http://msdn.microsoft.com/en-us/library/d56de412(v=vs.80).aspx

Troubleshooting Services

There are several good articles that can help you work through issues found with Services. For
example the following link discusses Service Debugging http://msdn.microsoft.com/en-
us/library/7a50syb3(v=vs.80).aspx

Also, using the Applications logs can be very useful to, found in the event viewer;

O Computer Management

=) File  Action view window Help

- = B @
Q Computer Management (Local) Type Date Time Source Categary Event | Lser Camputer
=i, System Tools (B Information  20j07[2011 031432 MS5CLSERVER. (2 17137 MjA LKKEMNASN, ..
=)&) Event viewer Eirformation  20f07/2011 091432 MSSQLIERVER (2) 1486 NjA LKKENAAN. .
f3) EnelE=ren Dirformation  20/07/2011 091432 MSSQLSERVER e 8557 M UKKEMAAN,
4| Internet Expl L
I‘;;;Z:Ft ;FDFE:rAIerts @Information 20{07/2011 0%:14:32 SQLBrowser Mone 16 MiA UKKEMAAM. ..
- o ) (Eirformation  20f07/2011 091432 MSSQLServerCLAPSer.. (289 i T UKKEMBAN, ..
Microsaft: Office Diagnostics @ . X
3| Microsoft Office Sessions Information  ZOMIFME00L 091432 MSSOLServerOLARSer.. (289 5 71 LIKKEMBAN. ..
Security @Information 20{07/2011 09:14:32 SeaPort Mone o MiA UKKEMAAM, ..
Symantec Enterprise Yaulk () nformation  Z0j07[2011 03143z MSSQLSERVER 02 17166 Mja UKKEMBAN, ..
i| Symantec Enterprise Vault Conve @Infnrmatlnn 20f07 2011 09:14:31 MSSOLSERVER (2) 17125 NfA LIKKEMAAM. ..
System (@ Information  Z0j07[2011 03143t MSSCLSERVER: 02 17180 MjA UKKEMBAM, ..
Shared Folders @Information 20/07/2011 09:14:29 SQLISService Service C... 257 MiA UKKEMAAM. ..
Local Users and Groups @Information 20j07/2011 03:14:29 M3SQLSERVER (z) 17164 NfA UKEEMARM, ..
Petformance Logs and Alerts @Information Z0f07[2011 09:14:29 MESQLSERY,
Device Manager @mformation 20f07/2011 09:14:29 MSSQLSER!
= (& Storage @ nformation  20j07 /2011 09:14:29 MSSQLSER:
Removable Storags @1rformation  20/07/2011  09:14:29  MSSQLSER
Disk Defragmerter (Dirformation  20/07/2011 091429 MSSQLSER _
Disk Management: @ Information  20j07(2011 031423 MSSQLSER Date: Source:  ‘WE_Services 1
Information  20007[2011 09:14:29 MSSQLSER! ime: . ategarny: ang
= & Servslces and Applications F T Cat N
ErVICes . 3
WM Control @ 1rformation  20/07/2011 091429 MSSQLSER Type:  Information  EventID: O A

(@ irformation  20/07/2011  0%14:29 MSSCLSER
@Information Z0f07 /2011 091429 SQLISServig

Error 20f07/2011 09:14:27 AutoEnrollm
@Information 20f07/2011 09:14:27 gupdate
@Information 20/07/2011 031426 DWIMRCS
°Error Z0f07[2011 09:14:26 Userany

@ SGL Server Configuration Manager
g Indexing Service
M Internet Information Services

User: M,
Computer: UKKEMNAASMGELD

Description:
Settings File Loaded

For mare information, see Help and Support Center at
hittp:# Aqo.microsaft, comdfwlink/events. asp.

& Failure Audit 16:59:13 MSSQLIER!
S Failore audit 19/07/2011 16:59:13 MSSQLSER!
ilure Aodi 19071201 1 1A:59:1 MSS0 FE&

Ok l[ Cancel ]
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Appendix B Prerequisites

You must be logged into the computer with Administrator privileges to install the Document
Management Server or Client installations. In addition, these prerequisites must be set up before
Document Management is installed.

Basic Requirements

The basic requirements for Document Management above those for Opera Il Enterprise or Opera |
Enterprise SQL are:

e A suitable scanner to capture documents.

e A suitable data store for the captured documents - supported databases are Microsoft SQL
Server 2005, Microsoft SQL Server 2005 Express, Microsoft SQL Server 2000, or Microsoft
SQL Server Desktop Engine (MSDE).

e Microsoft .Net Framework v2 must be installed on all server and client computers before
Document Management is installed. You can install it from the Document Management CD
if it is not already installed.

Detailed system requirements for Document Management, including supported scanners for
capturing documents, are included in the Opera Il System Requirements guide on the Opera Il CD.

Document Management User Guide

The User Guide provides you with background information you need to set up Document
Management, then capture and retrieve documents. It also includes a troubleshooting section at the
end of the guide.

You can find the User Guide in the Pegasus Document Management folder on the Opera 1l CD.

Opera Il Enterprise or Opera Il Enterprise SQL (6.50 or later)

Opera Il Enterprise or Opera Il Enterprise SQL (6.50) or later must be installed before Document
Management is installed. Document Management must be installed on the same computers as the
Opera Il Server and Client installations.

Database Engine
You can use the following database engines with Document Management:

* Microsoft SQL Server 2008 Express

* Microsoft SQL Server 2008

* Microsoft SQL Server 2005 SP2

* Microsoft SQL Server 2005 Express SP2

* Microsoft SQL Server 2000

* Microsoft SQL Server Desktop Engine (MSDE).

You must ensure one of these is installed and available on the network. If it is not, install and
configure it prior to installing Document Management. The Opera Il System Requirements guide also
details the system requirements for Document Management, and includes guidance on which edition
of SQL Server to consider. The guide is in the Documents folder on the Opera Il CD.

Note: Microsoft SQL Server 2005 Express is a popular choice for customers using Document
Management. Instructions to install and configure this edition of Microsoft SQL Server 2005 are
detailed in the next section.
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MSDE (The 2000 express version) is simpler than the Microsoft SQL Server 2005 Express SP2,
however may experience some issues running on MS Vista.

Choosing the Database Engine will depend on existing system requirements, future requirements
and cost effectiveness. In terms of Pegasus Document Manager the MS SQL DB element usage is
relatively low.

© Pegasus Training Services Page 56



Accreditation Training Courseware - O3Training_Accreditation_ REP30DocumentManagerR2.4.docx

Appendix CMicrosoft SQL Server Editions

This section details an over-view of SQL Server available options. This is only a guide of the
available solutions including respective information.

Microsoft SQL Server is essential to the operation of Pegasus Document Management (PDM) as it
provides back-end database functionality. PDM supports Microsoft SQL Server 2000, 2005 and
2008. The more popular solution at this time is Microsoft SQL 2005 therefore this document
provides basic information on all versions but focuses on Microsoft SQL 2005.

Please note that the information contained in this document was correct at the time of publication but
cannot be guaranteed to be correct or up to date.

Further information regarding Microsoft products can be obtained from Microsoft or a trained and
qualified engineer.

Microsoft SQL Server 2005 Editions

Information

SQL Server 2005, released in November 2005, is the successor to SQL Server 2000. It included
native support for managing XML data, in addition to relational data.

SQL Server 2005 added some extensions to the T-SQL language to allow embedding XQuery
queries in T-SQL. In addition, it also defines a new extension to XQuery, called XML DML that
allows query-based modifications to XML data. SQL Server 2005 also allows a database server to
be exposed over web services using TDS packets encapsulated within SOAP requests. When the
data is accessed over web services, results are returned as XML.

SQL Server 2005 has also been enhanced with new indexing algorithms and better error recovery
systems. Data pages are check summed for better error resiliency, and optimistic concurrency
support has been added for better performance. Permissions and access control have been made
more granular and the query processor handles concurrent execution of queries in a more efficient
way. Partitions on tables and indexes are supported natively, so scaling out a database onto a
cluster is easier. SQL CLR was introduced with SQL Server 2005 to let it integrate with the .NET
Framework.

System Requirements (Specific to MS SQL Server 2005)

Minimum Recommended

CPU 600mhz Pentium Il or 1000MHZ AMD Athlon 64
higher or Higher

RAM 512mb 1GB

Hard Disc 350mb + Database 1GB + Database

Drive CD / DVD Drive CD / DVD Drive
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Microsoft offers SQL Server available in multiple versions, with different feature sets and targeting
different users. These versions include:

SQL Server Compact Edition (SQL CE)

The compact edition is an embedded database engine. Due to its small size (2MB DLL
footprint); it has a reduced feature set compared to other editions. It is limited to a 4GB
maximum database size and cannot be run as a Windows service. The Compact Edition
must be hosted by the application using it and therefore is not supported by PDM.

SQL Server Express Edition

SQL Server Express Edition is a scaled down, free edition of SQL Server, which includes the
core database engine. While there are no limitations on the number of databases or users
supported, it is limited to using one processor, 1 GB memory and 4 GB database files. The
entire database is stored in a single .mdf file, and thus making it suitable simple
deployments. It is intended as a replacement for MSDE as an edition of Microsoft SQL
Server 2000. A stripped down version of SQL Server Management Studio is also available
for this edition which is recommended to always be installed.

SQL Server Workgroup Edition

SQL Server Workgroup Edition includes the core database functionality but does not include
the additional services.

SQL Server Standard Edition

SQL Server Standard edition includes the core database engine, along with the stand-alone
services. It differs from Enterprise edition in that it supports less active instances (number of
nodes in a cluster) and does not include some high-availability functions such as hot-add

memory (allowing memory to be added while the server is still running), and parallel indexes.

SQL Server Enterprise Edition

SQL Server Enterprise Edition is the full-featured version of SQL Server, including both the
core database engine and add-on services, while including a range of tools for creating and
managing an SQL Server cluster.

SQL Server Developer Edition

SQL Server Developer Edition includes the same features as SQL Server Enterprise
Edition,but is limited by the license to be only used as a development and test system, and
not as production server. This version is available to download by students free of charge as
a part of Microsoft's DreamSpark program.

SQL Server 2005 Feature Comparison

Feature/Edition Express Standard Enterprise
Number of CPU’s 1 4 No Limit
RAM 1GB OS Max OS MAX
64-bit support Windows on Windows Yes Yes

Max DB Size 4GB No Limit No Limit
Partitioning No No Yes
Failover Clustering No 2 nodes 16 Nodes
SQL Agent Scheduling Service No Yes Yes
Import / Export No Yes Yes
Enterprise Management Tools No Yes Yes

For further information regarding all the SQL Server offerings and feature comparisons and minimum
specifications, please refer to the Microsoft website http://www.microsoft.com/en/us/default.aspx.
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Appendix D Microsoft SQL Server 2005 Express

Microsoft SQL Server 2005 Express is a free edition of SQL Server 2005 available for download from
the Microsoft web site.

Be aware that Express is designed for use with 1 application, however multiple installs may be
carried out for multiple instances.

Generally speaking MS SQL Server 2005 Express will be selected if not using SBS server which
generally comes with SQL or they are already using MS SQL for another application/reason.

It comes with a number of add-ons or advanced services, including:

* SQL Server Management Studio Express - a graphical management tool based on
SQL Server Management Studio that makes it easy to manage and administer SQL
Server Express databases

* Reporting Services - an integrated report creation and design environment to create
reports

* Full-Text Search - a powerful search engine for searching text-intensive data

Tip: If you are a new SQL Server 2005 user, you can learn more about SQL Server 2005 Express
using a video series on the Microsoft web site at msdn.microsoft.com/enus/express/aa718391.aspx.
(Copy the link into your web browser’s address box.)

Further useful SQL Information

Server Config manager

By default TCP/IP is disabled and needs to be enabled in Protocols. To enable this Click on Network
Configuration followed by right clicking on TCP/IP and then clicking Enable.
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On an XP machine the SQL Server Browser needs to be running.

T SQL Server Configuration Manager

B Adin few Eep

O ER @

[8 5 Server Corfigurstion Mansger (Locdl)

[state

i g 564 Serven 2005 Senvces

S Sarves 2005 M
| Sc. Hative Clert: Configuration

Firewall settings

[ Process 1o [ Service Type
0

ATt
3L Server
5L Erowser
5L Agent

On an XP machine the firewall needs opening on port 1143. This may be worth checking on all OSs.
Also check the SQL Ports used (1433 & 1434) and all associated ports that may be in use for SQL.

Management Studio

When asked for the servername — it is not just the servername but “servername/sqlexpress” (without
the quotes) that is required. If the instance name is changed when installing SQL server the user will

need to change the “sqlexpress” part of the above path.

The server that SQL is installed on should be part of the domain. This means that it should logon to
the domain with a domain account (as it is a server — advisable to be the domain administrator

account).

If this is not the case then the administrator needs to add the users that will be using Document
Manager to the security group on the server.

To add a new user:

Look under the server name and expand Security, then

available for that server will appear.

E: Microsoft SQL Server Management Studio

Ble Edt Vew Iook Widow Comenky

Registered Servers
UEERE

= U atabase Enons
1 hkms0ads

Gbiect Exploer
Corect- % = T[]

= [ Seauity
# 3 Logns
& L Serves feckes
% [ Credentials
i [ Server Objects

& [ Nokificaton Services
@ fh 5L Server Agant

@ BEBES,
Dbject Explorer Del
aEnaT

atewouery | [y thh S B GG W

= (b WNKES0943 (5L Server 5.0.9068 - IFORlopomel)

Raady

| ] Logins

LKKEBD94 3 Secury bogre

Name
[T e —
p—

AT AUTHCRITSYSTEN

Bisa

% UERVER,
B UIEEDI4 5 CL Server 200MSSCLUser L KKERIG4 3MSSOLSERVER.

UKEED s CLagentizeriu

Crested
17/0g{z008
17fogfz008
17 fuefzo08
804/2003
17/0{2008
17/0[2008
1702008

click on Logins. On the right side the logins

7 Ttem(s)
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Right click on an empty space and click New Login. Click on the search box at the top of the screen

E Login - New

‘S Script ll‘_‘] Help

27 Server Roles

1 User Mapping Login name: [ szmeh.
ﬁ Securables
7 Status (& Windows authenfication

& S0L Server authentication

Certificate name [ |

‘ |

Key name:

Server
UKKEE0343

Default database | master |

Connection:
INFORMbpawell Default language: ‘<default> vl

4 Yiew connection poperties

Ready

Then add the user that you need to give access to the SQL server. Click on Server Roles on the left
and make sure that the user has a tick in Public and click OK.

Ensure appropriate permissions are also applied

Tip - Right Click on the User and select properties. Then select security — check set to windows
authentication. In the security section > log ins double-click the user and set permissions.
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Appendix E PDM SQL Databases

PDM creates and uses the following databases:

NAME CONTENT

DM PDM System Data

example table: “Users” contains information regarding each
user.

FILENAMES

DM.MDF  and
DM_log.LDF

DM_? PDM Company Specific Data
(where ? is the Opera ll Example table: “Information_Library” containing a record for
company letter) each document captured.

DM_?.MDF and
DM_?_log.LDF

The databases contain record information regarding the documentation that has been scanned. The
physical scanned documents are held in a TIFF format and may be found in the

...\data\*_Documents folder.
* being the company identifier.

Please note that PDM does not support or cater for multiple Opera Il systems.
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Appendix F Backing Up SQL Data

Scanned record information is held in the SQL database and this will need to be backed-up.

Opera ll Pre 6.13.00

Before the release of Opera Il 6.13.00, the SQL data would need to be manually backed up. Back-
ups must be driven by SQL itself or by an agent/functionality of a backup application that supports
SQL backups. It should be noted that as SQL Server is managed by Windows services the
database files cannot simply be copied as part of a normal file backup.

Backing Up Using Network Backup Software Functionality/Agents

Industry leading network backup applications, such as Brightstor Arcserve from Computer
Associates, offer Agents or built in functionality to backup SQL databases. In the case of Arcserve it
is a separately purchased Agent. However, this agent, amongst others, is an integral part of the
Small Business version of the software (designed for Microsoft SBS Premium which contains SQL
Standard).

Backing up in SQL 2005 Express
Backups cannot be scheduled in SQL 2005 Express, it is a manual backup only.

From within Microsoft SQL Server Management Studio Express, connect to the appropriate
Database Engine. Right click on the Database and choose to Backup, as shown below.

Be Eat pew Toos
L biewQuery | [ |2 15 o o il ) B2 B B2 B
Summary - %
3y % E el S|
- = s0.300-ca1

J DM

520 3P\SQUEXPRESS Datehases| DM

< >

aaaaa v

4 Start

€ B O ropecsorGM-5.. | G Pegems DocmentM... | % Servies K Morosoft QL Senver .. € i s M T Bi7
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This will display a screen as shown below allowing the backup to be completed.

 Back Up Database - DM EEXE
8 scipt - [y Help

14 General

Source

Datbase: v ]

Recovery modl:

<

Backup type Ful

<

Backup component
(® Database

Backup set
Mame: DM-Ful Database Backup

Degcription:

Backup set wil sxpirs:
® Ater. 0 2| days
O on:

Destination

Back up to: @ Disk

Senver:
SGP-XP\SQLEXPRESS

Connaction:
2 liew comecion opetes =

Resdy

Note:Tthe default name and location for the backup and that it has to be done to the local disks of
the machine running SQL Server. This is a common principal in versions of SQL that would be used
with PDM.

Also note that a single file is created, in this example DM.bak. This is a backup of the database
remembering that in SQL terms the MDF and LDF files make up the “database”. This file can be
backed up using standard file backup software.

Backing Up in SQL 2005 Standard or Above

These applications not only support what has previously been illustrated for SQL Express, but also
include scheduling amongst a number of more advanced backup management functions. Therefore
if these versions of SQL are used, backups can be structured within SQL itself and scheduled. The
files created can then be backed up using standard file backup software.

Manual Backing Up

The administrator is able to pause/stop the services and take a copy of the SQL files as a back-up.
This is a raw back-up process which should only be used as a last resort. The files are stored in the
default location of C:\Program Files\MS SQL Server\<s<MSSQL Instance>>\Data, but this is
dependant on the paths selected at the time of installation.

Opera |l Post 6.13.00

The options discussed in the previous section may all still be used, however there is an option
available to back-up the PDM SQL Data using the standard Opera Il back-up routine. This is done
by select the appropriate tick box to include PDM data.
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Appendix GAuthenticating to SQL Client/Management Tools

To be able to use SQL Interfaces, the user requires authentication to the database engine (SQL) on
the server in question. This can be done from any PC provided that the SQL client tools in SQL
Standard and above are installed. In the case of SQL 2005 Express this would normally be done
directly from the server on which SQL is installed using SQL Server Management Studio Express.

Shown below is a standard authentication screen for SQL Server Management Studio Express.

£F Connect to Server rz|
Microsoft fl":' Mw-m.&\m Server System
SQL Server 2005

Server fype: |Database Engine v|
Server name: v
Authentication: |";"a'ind0'f\'s Authertication w |

| |

Connect ] [ Cancel ] [ Help ] [ QOptions == ]

The server name will always be the SQL server to which connection is being attempted, noting that
SQL 2005 Express instances are suffixed \SQLEXPRESS. This is not the case for higher version of

SQL Server.

The authentication method is either Windows or SQL. To simplify the situation PDM is installed by
default with Windows Authentication. This means the logged on users accounts details are used to
verify their access to SQL (at any level not just through this interface). De default SQL 2005 will
grant domain Administrators full privileges (sysadmin) and domain users basic privileges (public).
These should not need to be changed for using PDM or the SQL interfaces unless the security

model needs to be considerably tighter.

If SQL authentication is chosen then an internal SQL username and password must be known.

£F Connect to Server rg|
Microsoft- b M‘i{l‘ﬁ:’i‘m Server Systermn
SQL Server 2005
Servertype: |Database Engine w |
Server name: | SGP-XP\SQLEXPRESS v |

Authentication: 50 Server Authentication w

Login: |sa v |

Passward: | |

[] Remember password

Connect H Cancel ” Help ][ Optiong >= ]
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Appendix HTroubleshooting/FAQs - PDM — General troubleshooting steps

The most common problem that occurs is due to permissions. Be aware that the first time Set
Options for Document Manager is accessed, it creates the SQL db. If any errors occur at this stage
ensure the user is logged in as the Domain Administrator and try again. This generally resolves the
issue. Further steps and information can be followed as below;

Confirm that the following installation prerequisites were all met:

1. Ensured the person logged in as administrator when installing the software. If not re-install
the Software logged in as the Administrator (domain).

2. Verify versions and editions of SQL being used, for example 2000 or 2005, MSDE, Express,
Standard etc. matches tested environments. This information would be useful to support
staff.

3. Regional Settings in Windows are set to English on the SQL Server. Check and amend all
elements as appropriate.

4. Within SQL - Database Engine, Remote Connections: That the Local and Remote
Connections are set to TCP/IP (Especially when SQL 2005 is in use).

5. SQL Server Browser, Service: Ensure this is set to Automatic and the service is started
(usually associated with SQL 2005 Express using XP or Vista as a “server” environment).

6. Ensure that the .Net Framework 2 is installed correctly and that appropriate security
adjustments have been done (the use of caspol). For further information, please refer to the
MS website and .NET for further details.

7. Windows Installer 3 or above is being used. This would be necessary for .Net and other
components to be installed successfully. If this was not used, update the installer to the
correct version and re-install the components and applications as required.

8. Check the server/client installation path for Opera Il is correct. Correct if found to be wrong.

9. Check the server/client installation path for Document Management is correct. Correct if
found to be wrong.

10. Check to see whether it works on other clients/the server to identify potential local or network
issue — check respective permissions.

11. Check Server and Client operating systems are supported as untested environments could
yield unsuspected problems. Test the same set-up on a tested environment.

Before contacting support ensure the above information is captured and checked. This is useful
information that should be provided when raising a support incident to help speed up a response to
the underlying issue. Further investigations that may be carried out;

1. If the client (Opera Il and PDM) is not installed on the server, install and check whether it
works on the server. This will help to narrow down the potential cause of the problem to
elements such as permissions across the Network, local installation, client installation etc.

2. By using Opera Il Client on the server, the user should be able to initialise the respective
company they are logged into. This can be used to check whether a client may have
read/write access to the SQL data but not database creation rights (as required when setting
up options for the first time in each respective company).

3. The user should see the DM_* company (where “*” is the company identifier) in SQL server,
and should be able to access the DM database. If the user us unable to do so, check the SQL
Permissions and ensure the databases have been created. If not, PDM may require a fresh
installation using the Administrators log in.

4. Check whether the user can access the SQL SERVER data from the clients PC by using
ODBC. If the connection fails this points to a potential permissions issue for the Windows
User or the User in SQL.

5. It is also advisable to check the file system permissions, locally and to the server paths as
required.
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PDM - Specific questions
Document manager is not available on login

Check the group has been added to the SQL server, but clarification of exact a) point in time b)
message that appears is required;

a)"PDM is not available" when you are logging into Opera Il or using PDM.
b)'PDM is not initialised" when you go into Set Options

Usually one of the following should resolvelis the cause of the problem;

* Need to install the client on the relevant PC.

*+ Ensure when installing the user has full administration permission / logged on as
administrator.

+ It may be that the SQL Permission for the logged in user. Ensure the User permissions
within SQL are set-up correctly.

If PDM doesn't work from the workstation however the server still works if running from a
local client on the server itself check the following:

1. Has the Microsoft SQL Server Studio been successfully installed on the server? If using a
cut down version of SQL this will need to be downloaded separately as it will not be
included. If the server is working and client is not, it cannot be an installation issue and
therefore must be a rights issue within SQL.

2. Check the following path (may be slightly different depending on the SQL server installed
and settings select/chosen):

On server > Program files> Microsoft SQL server

Folder likely to be named "MSSQL"

In there a "data" folder may be found.

Ensure DM and DM_Z files are present (usually a log file, a MDF file and possibly others).
This will show that the database is created successfully for Pegasus Document Manager.
This is also visible in the SQL front end assuming there is one installed, see point 3 below

3. In SQL server Management Studio > and connect >
Click databases. Are the DM and DM_Z database listed here? If not then this indicates a
potential permissions or installation issue.

4. SQL permissions - This has been the primary cause of problems in PDM. The issue tends
to arise due to users amending the SQL permissions. Add an ADMIN user group to SQL
as it is actually SQL that may block the Set Options being initialised in Opera rather than
Opera itself (If the user does not wish to add a group, edit the built in users group to a
sysadmin level as a test).

5. Ensure that TCP/IP is enabled in SQL Network configuration as per the installation guide.

6. Ensure the SQL Server Browse is active as per the installation guide

7. Switch off the firewall on the Local machine.
Example process to move Oll and PDM to another server

1. Take a complete system back-up

2. Make sure the customer is on 6:13 of Opera Il so that you can backup both PDM and Opera
from within the software.

3. Run the backup ensuring that the tick is in the box to also backup Document Manager files.

&

Install Opera Il on the new server
5. Install PDM on the new server and point to the Oll location
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6. Restore the backup made earlier from the 6:13 version.
7. Run an Update Data Structure

Check the installation and restore

JIT Debugger message

Visual Studio Just-In-Time Debugger

An unhandled exception {'System.ComponentModel. Win32Exception')
occurred in WIinDIP_OCR_Service.exe [3796].

Possible Debuggers:

al Studio 2005

New instance of

["] set the currently selected debuager as the default,

[[Imanually choose the debuaging engines.

Do you want to debug using the selected debugger?

[Cves J[ wo |

If the following message comes up it may be that the application log in event log is full.
Recommended to check the event viewer log to check if there is an obvious issue.

If appropriate to resolve this issue, Please ensure that the Application node of Event Viewer has the
‘Overwrite events as needed’ option selected.

=) Computer Man; Application Properties

General | Filter |

Dizplay name: | pplication) |
Computer Manage
Eﬁe System Tools Log name: |C:\WlNDDW’S\system32\config\.~'3«ppEvent.Evt |

Wi

| Cateln

Mone
= (] Event: Vie e 512.0 KB (524,258 bytes) Service Nane
:DDhc_? Created: 07 January 2008 12:4303 Service Mane
et )
Syster| | Modified: 06 November 2008 03:13:47 Service Mone
[#-4] Shared Folf | Accessed: 05 November 2008 05:13:47 Service Hond
[+-#7 Local User. ; Service Mone
[+ Performan- Lo Service Mone
-, Device Mar W i log size: | 512 i R 4
[_]& Storage Service Mone
[+-f= Remavable when maximum log size is reached: R 4
""" Disk Defra (&) Ovenwite events as needed SEN!CE Hong
Disk Manag i Service Mo
[]__& services and & () Ovenwrite events alder than days Service Mo

Do not ovenwrite events i
o [clear log manually) Restore Defaults Service Hong

Service Mone

Service Mare
[ Using a low-speed connectian Clear Log R 0]
Service Mone ¥
>

[ QK ][ Cancel ] Apply
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Q: Why does ‘Document Management is not currently available’ appear when I click on any
Document Management menu item?

A: The reason for this is most likely because the ‘DM’ database is not available in Microsoft SQL
Server. The database should have been created when the Document Management server was
installed. Two things may resolve this:

Close all open applications on the server and upgrade the Document Management server
installation. Then, using SQL Server Enterprise Manager or SQL Query Analyzer, check to see
whether the ‘DM’ database has been created in the SQL Server you selected during the installation.
It should be under the ‘Databases’ folder. If it is there, load Opera Il and click on Set Options in
Document Management.

If the DM database is not in the SQL Server you selected during the installation, you need to attach
the ‘DM.MDF’ file to the database in SQL Server Enterprise Manager.

To Attach the DM.MDF file in SQL Server Enterprise Manager

1. Close all open applications.

2. Load SQL Server Enterprise Manager and navigate to the database that was entered
during the Document Management server installation.

3. Right-click on the ‘Databases’ folder, then select All Tasks > Attach Database.

4, Navigate to the location of the DM.MDF file on the server. By default, it is installed in the
c:\Program Files\Microsoft SQL Server\MSSQL\Data folder.

5. Click OK to attach the database.

6. Load Opera Il and click on Set Options in Document Management. If you still cannot log in,

please call Opera Il support.

DEP Exclusions on Server for MODI components

The installation guide states that you need MODI installed on pages 8 & 9 (On both SERVER and
CLIENT PCs).

1) The documentation rightly states that MODI needs to be installed, BUT it needs added (on the
server) in the DEP settings part (right click on my computer>advanced settings etc. & configure as
the below)

You need to add the two files for MSPSCAN & MSPVIEW & theses are in c:\program files\common
files\Microsoft shared\MODI\12.0
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q System Properties =] - I é || search Controt Pane P
¢ e e - - Sha
";W-M]“‘ | Advanced | System Protection | Remote 3 o -
\ pur computer |
P Performance Options )]
; i
9 r —
E B 0af ;& Open (=]
o
0 Lockin ) 120 O Er
L :‘;: 08 Name 2 Date modified T .
@ Tum on D 51033 24/02/2014 09:26 Fi
. 4. DRIVERS 24/02/2014 10:06 Fr
Uaosoft| EIMSPOCRDC 61020062058 A
VMaosoft] P MSPSCAN 26/10/2006 20:58 A
SIMsPViEw 26/10/2006 20:58 A
340 GH:z
<« m J »
Ko ene: * @ for this Display |
Resoftye. (& Fles v [ cocel |
# Change settings
e ([ Remove
Tod | yYour computer's processor supports hardware-based DEP,

L5

p
2) Afolder needs creating in C:\Windows\System32\config\systemprofile\Desktop

3) The above needs to be installed on the SERVER ONLY. But it requires the WIN DIP OCR
services on the server to do all of the OCR element.
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Appendix | Database size

There is a database and a log file for Document Manager. A simple explanation is that the log file
keeps a log of database transactions and is used in case of the need to roll back data. This log file
can grow quite large but an administrator can “shrink” the database. This can only be done once a
backup has been taken and a flag placed on the log file. The user may set an option to autoshrink
the database.

In Server Management Studio browse to the database required to set the options on.

Right click on it and select Properties. Then click on Options on the left side.

F Database Properties - master, |‘._||‘E|E|
Selecta c . 7
) Script + Hel
2 General ‘;S F Lj F
24 Files
f Filearoups Collation: | SOL_Latind_General_CP1_Cl_AS b |
#A Opti
- F'Erll'sizzions Recovery model: | Simple v |
%A Extended Propertiss Compatibility Jevel | SOL Server 2005 (30) v
Other options:
B Automatic o
Auta Cloge Falze
Auta Create Statiztics True
Falze b
Auta Update Statistics Tiue
Auta Update Statistics Aspnchronously False
E Cursor
Close Cursor on Commit Enabled False
Default Cursor GLOBAL
E Miscellaneous
AMSINULL Default False
AMSI MULLS Enabled False
Server AMSI Padding Enabled Falze W
UKKEBD343 AMSI W amings Enabled False
Connection: Arithrnetic Abort Engbled False
INFORAbpawel Concatenate Null ields Mull False
25 View connection properties Date Carrelation Optimization Enabled Falze
Hurneric Found-abart Falze K.
Auto Shrink
Feady
Ok l ’ Cancel

The “Auto Shrink” option may be altered by clicking the arrow next to the word False.
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Appendix J Opera ll 6.61 on 64bit Operating Systems

Opera Il version 6.61.xx onwards support installations on 64bit Windows Operating Systems (OSs).
These include;

*  Windows 2008 Server 64bit

*  Windows 2008 SBS

*  Windows Vista 64bit (for Opera Il Client installations)
*  Windows XP 64bit

Windows XP 64bit is not supported. As Microsoft no longer produce Windows XP, Pegasus have
not added support for a XP 64bit configuration.

The other applications shipped on the Opera Il CD have also been updated to allow installation on
64bit OSs. These include;

« OFM2.71.00
+ PED 2.02.00
« PDM 2.02.00
+ PIM1.81.00
+ XRL

Pegasus XRL is not currently supported on 64bit OSs. This applies to all versions up to and
including the XRL 1.40.10 and 1.40.11 releases. The version number of XRL that will support
installation on 64bit OSs will be released at a later date..

NB

+ Pegasus applications have not been changed to be 64bit applications (i.e. there is no such
thing as “64bit Opera II”).

» Pegasus applications are still 32bit that use 32bit installers.

+ Changes have been made to allow/enable Pegasus’s 32bit applications to be installed on
64bit OSs.

+ The same CD/installation files are used for both 32bit and 64bit OSs (there is no special
64bit version that needs to be shipped).

» There are no licence/activation changes related to installation on 64bit OSs.
* Installation Changes
* In order to allow installation on 64bit OSs, several changes were required:

* Upgrade to InstallShield2009 for most of Pegasus installers as the previous version of
InstallShield used (11.0) did not fully support Windows 2008 and 64bit OSs. This required a
number of changes due to differences in the way installations are processed in the two
versions of InstallShield.

* Remove the “32bit-only” flag from Pegasus installations.

+ Changes made to get the default installation path in a way that supports the various OS
differences.

* Amyuni driver installation (used by the Operall_PDFPrinter) changed to allow installation to
64bit OSs.
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What is different on a 64bit OS?

The main Operating System differences are detailed below and are not specific to Pegasus products.
Some installation/application changes were required to allow for these new restrictions.

* No 16bit code.

* 64bit OSs only allow 64bit and 32bit EXEs, DLLs, etc. This limitation does not affect
Pegasus products as listed above as they only contain 32bit code.

» Installations flagged as 32bit-only will not be installed.

*  Windows Installer files (MSI files) may be restricted to only install on 32bit or 64bit windows,
or be set to install on either. Previous versions of Pegasus installations (MSI files) were
flagged as 32bit only. This restriction has been removed.

« No 32bit device drivers allowed

» Device drivers must be 64bit. This has required the Amyuni PDF driver to be installed in a
different way (the Amyuni installer itself contains both 32bit and 64bit versions). This change
means that the Operall_PDFPrinter can not be automatically reinstated by Opera Il if it is
deleted when using a 64bit OS. To allow the printer to be recreated without having to
reinstall the client, a small utility has been created that will do this.

+ EXEs and any DLLs, etc. used must be the same bitness*
* (* bitness is the term used by Microsoft, it is simply how many bits something is)

32bit EXEs can only use 32bit EXEs/DLLs/OCXs/etc.
64bit EXEs can only use 64bit EXEs/DLLs/OCXs/etc.

To keep these incompatible files separate, different folders and registry locations are used.
Standard Windows folders have been moved

When Pegasus installations ask Windows for the “default application path” or the “system path”, the
response will depend on the OS used.

Path type 32bit installer / 32bit OS 32bit installer / 64bit OS
(i.e. products on 32 bit OS) (i.e. products on 64bit OS)

or
64bit installer / 64bit OS

Application C:\Program Files\ C:\Program Files (x86)\

System C:\Windows\System32\ C:\Windows\SysWOW64\

Knowing whether the OS used is 32bit or 64bit will be essential for troubleshooting purposes as
Pegasus applications will be installed under “C:\Program Files (x86)\" on 64bit OSs.

Data locations have not been moved - so will still be “C:\ProgramData\” (for all-users data) or
“C:\Users\...” (for user-specific data).
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Registry locations redirected

32bit applications will have all their calls to the registry redirected in order to prevent them from
accessing the sections of the registry reserved for 64bit applications. Pegasus applications
themselves are completely unaware of this, however knowledge of what is remapped is important
when it comes to using RegEdit to locate those settings.

Listed below is a list of the most common remapped locations:

Location (32bit application) Actual Location (seen in RegEdit)
HKey_Local_Machine\Software\ HKey_Local_Machine\Software\Wow6432Node\
HKey_Classes_Root\ HKey_Classes_Root\Wow6432Node\
HKey_Current_User\Software\ HKey_Current_User\Software\Wow6432Node\
HKey_Users\*_Classes\ HKey_Users\*_Classes\Wow6432Node\
HKey_Users\*\Software\ HKey_Users\*\Software\Wow6432Node\

Other locations may also be redirected, if so, the “Wow6432Node” remapping convention shown
above will apply.

Task Manager

In order to show whether a process is 32bit or 64bit, Task Manager now lists 32bit processes with
“*32” appended to their process name.

SQL Server 2005

There is a specific 64bit version of SQL Server 2005 for installation on 64bit OSs. Due to the fact
that SQL Server 2005 was created before Windows 2008 Server, you may see some warnings when
it is installed.

Windows 2008 SBS comes with a special version of SQL Server Express installed to hold some
internal configuration data. This preinstalled version of SQL Server Express cannot be used for
Pegasus databases (i.e. for Opera Il SQL or Pegasus Document Management), the full version of
SQL Server 2005 (64bit) will need installing to work with our products.

Application Specific Notes

These notes only apply when Pegasus applications are installed on a 64bit OS.
When installing on a 32bit OS, everything is the same as it was for Opera 1l 6.60.
Operall 6.61

Amyuni PDF Driver

Due to restrictions on 32bit applications managing 64bit drivers, if the Operall_PDFPrinter is deleted
on a 64bit operating system, Opera |l cannot automatically reinstall it the next time it outputs to PDF.

Running the PDFInst.exe program which is installed in the Client (static) folder will reinstall the
printer without having to completely reinstall the Opera Il Client. Due to the fact that this is a form of
installation, a prompt for authorisation will appear if UAC is enabled on the PC.
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To make sure that Opera Il does not delete the printer driver after each print to PDF, the “Keep The
PDF Printer” option must be checked under System Preferences. This is already our recommended
setting for Windows Vista and Windows 2008 Server and new installations of Opera Il will now have
this switched on by default.

PDM 2.02

The new version enables installation on 64bit OSs, there are no additional notes/instructions specific
to 64bit OSs.
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Appendix K Example PDM Server move

Please note this is a suggested way of moving PDM between servers and is not an officially tested
procedure. Usually this procedure is dependant if you are upgrading Opera 1I/3 to a later version at the
same time. Please use this as a guide only and ensure all necessary back-ups are taken.

1.

We recommend the user upgrades the original server to the version of opera 11/3 you want to have
on the new server.

NB: One main key point for a problem free migration is to ensure firstly that the versions on both servers
are the same — second to ensuring full permissions are used.

2.

I

© N

Ensure a UDS runs error free on all companies on the old server.

Take a backup within Opera 11/3 for all companies as this will also backup PDM (SQL Databases).
Install the latest (corresponding) version of Opera Il/3 on the new server and relevant SQL.

Set this up as per the installation guide (and previous server)

Create the company letters (ensure they are the same as the old server) on the new server, new
installation.

Restore the backup from old server into new install on new server. This will restore all PDM data.
Go into Document Mgt set options and update the archive paths etc. to reflect the new servername.

Note: In rare cases users may have created data links which will also need to be amended in the SQL
tables. Mostly this is not required as the datalinks that ship with PDM are adequate to most users needs.
Should they have custom datalinks however you can use the following method and SQL statement to save
you updating the custom data links in the table manually:

You will need to tweak this depending on the servernames onsite and also amend the start value in the
string command,

This start value is determined by the number of characters making up the UNC name
If the servername has spaces in it these must be counted too.

You will also need to include a count for the number of backslashes

total this and then add 1.

For example ...

\\old server\

13 characters in total

String value is therefore 14.

** ensure you backup the database prior to trying this **

If you substitute the relevant servernames into the following statement this will update update the old
servername with the new:

UPDATE ODBC_Links
SET Argument_List = \\New Server\' + SUBSTRING(Argument_List, 14, 1000)
WHERE (Argument_List LIKE "\Old Server\%')

So if your previous server is called O2_2003 this is 7 characters.
In UNC format we must include the three back slashes so it would be \O2_2003\
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Your string argument list value is based on the total number of characters used + 1, so would be
10+1=11

We assume your new servername is set up as follows:

\\64 bit 2008\

Your statement in this case would read:

UPDATE ODBC_Links

SET Argument_List = \\64 bit server\' + SUBSTRING(Argument_List, 11, 1000)

WHERE (Argument_List LIKE "\O2_2003\%)

The 1000 value simply states start at value 11 and at this point then copy the following 1000 characters
which should be more than plenty to complete the path.

Assuming all data is held on the same previous servername all companies will be updated so you should
only need to run this once.

Please verify you are happy with this on a copy of their data prior to actioning onsite and ensure
you have a backup of everything you require prior to actioning this.
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Appendix L Example How To Set Up Document Management for use with
PIR

Creating a New Data Lookup

1. PDM > Maintenance > Data lookups
2. Click “Add new connection” button
3. Apply the settings as shown:

Description: PIR processing

Connection type:  Visual Fox pro

Arguments | Data Browse to \\servername \O3 server VFP\Data\Comp_z.dbc
file

Query Template: SELECT pn_account,pn_name,ph_trref,ph_supref FROM pname,phead WHERE
pn_account=ph_account AND NOT ph_posted AND atc(‘#p1#',pn_account)>0

Display columns:  pn_account,pn_name,ph_trref,ph_supref

Columns to pn_account,pn_name,ph_trref,ph_supref
return:

4. Tick on “Disable Fields after Auto Completion”
5. Click “Save and Close”

Creating a new Information Type/Node

PDM > maintenance > Information types
Expand FINANCIALS tree > Purchase
Right click PURCHASE > “add child type”
Right click NEW TYPE > Properties

Short Description > Add description as required (PIR)
Long description > Add description as required (PIR processing)

ok wbdhpeE

Setting the Hook points

These are the points by which the PIR node created can be accessed from within the Opera product.
Tick these on as required.

In the lower pane of the same screen:

1. Expand FINANCIALS

2. Place atick in PURCHASE (access to PIR can be reduced if required for Transaction types by amending the
checkboxes as required).
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When complete it should look as follows, then click OK:

Short Description |P

R |

LongDescription |P

TR Processing

Password For
Protected Items

Retrieveable in
theseHook points

ER=)
[Tl Cash Book

Fixed Assets
-2 Nominal

¥ Purchase
Processing
Transactions
Adjustments
Credit Nates
Invoices
[V Payments
Refunds

-- Sales

&) Payroll & HR

EJ-- Sales & Service Management
@[T Supply Chain Management

Setting up the Node Indexes
These are the fields that will show when a user selects the PIR node.

1. Select new “PIR” node from the FINANCIALS > PURCHASE tree
2. Inthe “Index captions” pane set up the following:

Index Captions

Description
Required
Data Type

Barcode Manug

|Account Code

]ilﬂ

Data Lookup [PLR processing vl
Description |Accour1t name

Required [w]

Barcode Manual [J

Data Lookup [{None} v]
Description |Referen0e 1

Required O

Barcode Manual [J

Data Lookup [{None} v]
Description |F‘.eferen::e 2

Required O

Barcode Manual [J

Data Lookup [{None} o
3. Click “Save and Close”

© Pegasus Training Services

Page 79



Accreditation Training Courseware - O3Training_Accreditation_ REP30DocumentManagerR2.4.docx

To test Data Lookup and new Node in DEMO DATA

Create a new invoice in PIR

1. FINANCIALS > PURCHASE > PIR > CAR0001 > action > Invoice > CTRL+N to create new record
Add any reference and value of £100.00 to the header > OK
2. Select NEW INVOICE from the three options shown.
3. Reference: CMAT044; quantity of 1; set VAT code to E; GOODS VALUE as £100.00
4. Page Down to accept the line details, press ESC > click POST.
5. Are you sure you want to post the invoice? YES
6. Would you like to post to the Purchase Ledger? NO
7. Do you want to capture a document for this posting? NO
8. Note document IP number (in this example 1P000114) transaction has today’s date and a value of £100.00
Invoice Facsimile : 0161 233 7000
PIR Ref. Typ Supp, Ref Date Due Date Value Assigned To  Authorised Status Memao =
IPO0010S  |Inv |5B897457 08082010 07092010 180,00 I
IPO001I0  |Inv [4897489 12/09/2010 |12/10/2010 36.00
IPOOD10E  |Inv [oDB12 05/10/2010 [04/11/2010 54.04 Posted E
IPO00O111  |Inv [23432542 31/10/2010 [30/11/2010 54,00
IP000112 oy |s546557 01/11/2010 01/12/2010 15,00
IPO00114  |Inv |123454 20/112012 [20/12/2012 [100.00 -
™ T $ b
9. Close PIR.

Attach a new document to PIR Invoice through PDM

PDM > Processing > Capture > Browse for existing files > Manual indexing
Expand FINANCIALS > PURCHASE
Click the new “PIR” node

Enter CAR into the “Account code” field and press TAB to bring up the outstanding list of PIR documents
available that are yet to be transferred to the Purchase Ledger.

5. Select IP000114 and click OK

P wh e

(@) Please select from the following items. l (5] ﬂ_hj

pn_account  pn_name ph_trref  ph_supref

CARDOOL Carters Limited IPO00112 546567
CARD0O1 Carters Limited IP000114 123454
CARDODO1 Carters Limited IPD00111 23432542
CARDDOL Carters Limited IPO00110 4397489
CARDOO1 Carters Limited IP000109 5897457

' 0K 9 Cancel
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The remaining fields will be auto-completed based on the invoice selected:

=0 BEES20 Movember 2012

Account Code |CAF‘.0001

Account name |Carters Limited

Reference 1 |IF‘DDD 114

Reference 2 | 123454

1. Click NEXT > ADD FILE(s) > browse to your chosen attachment
2. Click OPEN. Repeat as required.

3. Once the required file name(s) are showing in the main white pane, click COMMIT.

Retrieving the New Attachment(s)

1. PDM > processing > retrieve > ensure radio button for TODAY’S ONLY is selected.
2. Click SEARCH

4
(@) Retrieve Information

B(D Opera Company DM_Z
= Finandals
-7l Purchase
-5 PIR
@ CARDDOD1, Carters Limited, IP0O00114, 123454
@ CAR0001, Carters Limited, IPO00114, 123454

3. Double click required IP000114 attachment to open in the PDM viewer.
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera Il CD and from the Opera Il Client installation’s main
folder, normally C:\Program Files\Pegasus\O3 Client XXX\User documents (where XXX is either VFP or
SQL). Some guides are also available from the Opera Il Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any other release specific
important information.

Note: This file can also be accessed from the Opera Il CD Installation Menu with regards to Opera Il.

Release Guide

When new versions are released such as Opera I, they are normally accompanied by a Release Guide
that contains information such as What’s New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera Il CD Installation Menu with regards to Opera Il.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Windows environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent information that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time.

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Opera Il and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computer hardware and
software requirements that are required to install and use software such as Opera Il Enterprise and Opera
Il Enterprise SQL.

It also includes guidance on using Opera Il Enterprise and Opera Il Enterprise SQL in a Terminal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

Help
F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera Il Help.

Note: The guides are in the respective folders on the Opera Il CD and can be accessed from the Opera Il
CD Installation Menu.
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