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1. Introduction

This document contains instructions on how to use izidocs Document Management Solution. You
can use it in the following ways:

Read through it as an introduction to izidocs and its functionality.

Read through it while being logged into the actual solution and trying out the various
buttons/actions. This way the user manual becomes your training manual.

Refer to it every time you need to remind yourself about specific tasks. Click the links in the
Table of Contents to go directly to the specific section of interest. You can return to the table
of contents by clicking Back to top at the end of every section.

Search for specific keywords using the search functionality of your browser or PDF viewer.

izidocs is browser based. For speed and security use the latest version of a browser such as

1.

2.
3.
4

Google Chrome

Mozilla Firefox

Apple Safari

Microsoft Internet Explorer

For optimal user experience and to have access to the full izidocs functionality you need to
download and install |zidocs Desktop, as described in the appropriate section of this manual.
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2. Login

Open your browser and type in the login address. Izidocs Desktop opens at the correct page
automatically.

The login address together with the required Username and Password is given to each user
separately. Some companies use internal web addresses and some external web addresses,

depending on where their solution is installed.

Once you enter the address provided you will reach the login page:

[ docs

Username

Password

Sign in

Use your Username and Password to login. If you are logging in for the first time you will be asked
to change your password. Each company defines its own rules on what can be used as a
password in order to enforce the use of secure passwords.

Some companies use single sign-on solutions such as Microsoft Active Directory. In this case
users only login to their PC once and are not required to use a separate password to use izidocs.

Please note that it is possible for the same user to be logged on to izidocs using the same
username and password on different browsers, PCs, and/or tablets at the same time. Please keep
in mind that some actions done on one device (such as creation of new folders, documents,
versions) will not appear on the other, until you refresh the relevant section of the solution.

izidocs will log you out automatically after a certain period of inactivity, as defined by your
company. If this happens, login again.
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3. izidocs screen areas

izidocs is one screen solution, where you can access all information, documents, actions, etc. If
you move and let your mouse hover above any button you will see the name of the button, i.e.
what it does.

Bfdocs

Tree List Recent Shortcuts

» [J automatic Document Processing
» O cases

On the very top of the screen, next to the logo, we have the search bar, the username and the
settings button, which includes access to Reports, Tools, Install Desktop, Utilities, Change
Password, Sign Out, About izidocs and Help.

On the left (top) we have the folder finding and managing area.

On the left (bottom) we have the document list (of a particular folder/subfolder, or the search
results).

Once a document is selected from the document list, its details, notes, folders, versions and
preview can be seen on the right column.

[Effdocs -~ search bar,_username, seffings area ==~ "]

Tree List Recent Shorteuts Email Inbox Purchase plane.pdf LR

0 ¢ o = - T 1pages 13KB 1D:400 GC'AS0

Date 301012014 09:33:55
» ) Automatic Document Processing

» Ccases Notes: EICIES
» £ Companies
» (3 company Management Folders Q=]
» (3 customers § § _
» B3 Invoices /Company Management/PQRS Limited/Directors Resolutions T A
» Cprojects =
» (I Test folders ersioss, A0
» B user . - . Created 29/10/2014 21:58:42 by Administrator [Administrater User[ID: 3]
folder finding and managing area || tmome snommmsiciossemisenioa
Type Time Editor &
Modified 30/10/2014 09:34:04 Administrator [Administrator User]ID: 3] L) @
Modified 291072014 2219:34 Administrator [Administrator User]ID: 3] 2 @
Created 291012014 21:58:47 Administrator [Administrator User]ID: 3] 2 @
Preview: Page 1 0f 1 0 Fe@ -
Search: purchase [S5records]  score - ¢|lo|af~ d t d t i I f | d i
ocument detalls, rolaers, versions
D Mame Date Last editor d . L
o ‘ 400 ‘ Purchase plane pdf 30/10/2014 09:33:55 system [system J[ID: 2] a n p rev I eW a rea PQRS Limited
1w | ee Purchase hotel pdf 05/11/2014 10:33:45 system [system J[ID: 2] (Registralion number: 456789
) | 483 | Purchase document management solu 171112014 21:15:07 system [system J[ID: 2]
s | Aror . PO retor cinistrator User] WRITTEN RESOLUTION OF THE DIRECTORS ON DD/MM/20YY
@ 343 Purch. d t I W, t strator [Administrator User]
w13 Stand OCUI I Ien IS area [system IID: 2] DIRECTORS: E5E
) | 130 | Standard Eurostar Group Ltd T&Cs pat 24110/2013 09:52:19 system [system JID: 2] Alison Gray, Director aéh:
ﬁ 81 Procurement Management Plan.padf 231012013 15:45:34 system [system J[ID: 2] SarghiSmal, Birector Em
@ 120 Procurement Assistant (Temporary em... 241012013 09:19:17 Administrator [Administrator User].
@ 9202 Luxemburg.docx 04/05/2015 17:55:18 Administrator [Administrator User] It was resolved that:
E 74 Expense Reportxs 23M10/2013 15:51:47 Administrator [Administrator User]
@ 73 Expense Report pdf 23102013 15:50:42 system [system J[ID: 2] A Purchase of plane
200 Apple TV - technical specifications pdf 1111172013 09:08:43 system [system J[ID: 2]
e ids P P ystem [system I1D: 2] 1. PQRS Ltd will purchase a private jet for the needs of the company directors.
@ 705 Pricing_for_Software_Product_Manage.. 2410212015 16:16:29 system [system J[ID: 2]

> Sicnads

:



4. Document search

There are two ways to search for documents in izidocs
1. Simpl men rch
2. Advanced document search

You can use wildcards in your searches.
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4.1 Simple

The easier way to find a document is to use the search bar on the right of izidocs logo. This will be

performing a “Google like” search on all documents that the user has access to and return the

most relevant results.

Simple search checks all documents properties, inside documents, inside emails and in email

attachments.

The search only displays folders and documents the specific user has access to.

The results of the search are displayed in the document list area.

Bfdocs

Tree List Recent Shortcuts

+ [ automatic Document Processing
r [ cases

» [ companies

3 I:IConmany Management

+ [ customers

+ Dinvoices

» Cprojects

+ [ Test folders

+ ®user

Search: maria [18 records] Date Desc
ID MName

= 991 Qur lunch meeting.eml @

| 982 Eleni pdf

) | 981 | Test345xsx

@ 529 Milk chocolate - Copy.docx

®) | 594 Sample letter.doc

=) | a9t Sample letter.doc

™) | s8e Sample letter.doc

| | 751 BOD2 - Copy.docx

®) | soe Dinos.dacx

Date
14/05/2015 16:20:53
12/05/2015 11:26:55
12/08/201511:15:34
04/05/201517:58:39
04/05/2015 12:45:07
04/05/2015 12:33:04
04/05/2015 121711
05/03/201510:26:19
05/02/2015 11:58:57

Email

@ .

Inbox <

2 ] = -

Last editc
system [system J[ID
system [system J[ID
Administrator [Admi
Administrator [Admi
Administrator [Admi
Administrator [Admi
Administrator [Admi
Administrator [Admi
Administrator [Admi

-

—

Administrator ® o~
Our lunch meeting.eml LR - -
B4 6KB 1D:991 LB
Ares Meophytou <ares@telemobilo.com=
Emily White <emily@izidocs.com=
14/05/2015 16:20:53
Qurlunch meeting
Notes: P 0k
Folders So-_
/Customers/128734/Email TR
Juserfemily@izidocs.com/Email
Versions -x
14/05/2015 16:21:10 by system [system ][ID: 2]
14/05/2015 16:21:10 by system [system ][ID: 2]
Type Time Editor rd
Created 14/05/201516:21:10 system [system J[ID: 2] e
Preview a8 & -%
Dear Emily

Canyou please 3 w oin us for lunch so that we can discuss our potential
investmentin her Segpan

Thanks
Ares

Ares Neophytou, Ph.D
Director

Telemobilo Limited
5 Kimonos Street, Egkomi
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4.2 Advanced

The Advanced Document Search (see below) enables a user to specify search criteria such as
folder/subfolder, from, to, date(s), document size, etc.

In the example below we are searching for emails that have attachments and that have the word
“‘emily” in the To. This search would find emails sent to both emily@izidocs.com and
emily.surname@gmail.com.

The results of the search are displayed in the document list area.

@dOCS £ eo Administrator oo~

Tree List Recent Shortcuts Email Inbox - Required docs.eml " + B0 =

e ¢ o = - B & 72kB 1D:974 LI
. Advanced Search o ox
» (3 Automatic Document Proces!
rHcases
+ [J companies
L3 DCompany Management
* [(J customers
* B invoices
* (D projects

* [ Test folders
» @ user emily

Advanced Search  [4 records,
@ 2

D ac To

2 2 = &
[CIEC IR S 3

B | 974 “emily@izidocs. c] : : k8 :
E | 972 emily@izidocs.c = =

E | 968 emily@izidocs.cof e

BE | 937 Emily White <emi

Date Desc “

Search Clear Cancel

Ares
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4.3 Wildcards

A wildcard is an advanced search technique that can be used to maximize your search results.

izidocs supports single and multiple character wildcard searches within single terms. Wildcard
characters can be applied to single terms, but not to search phrases. You can also use the
wildcard searches in the middle of a term.

Wildcard Search Type

Special Character

Example

Single character

(matches a single character)

?

te?t
will find both test and text

corrup?
will find corrupt, but not corruption or
corrupted

Multiple characters

(matches zero or more
sequential characters)

corrupt*
will find corrupt, corruption, corrupted,
but not anticorruption

*rupt
will find corrupt or interrupt, but not
corruption or interruption

*rupt*

will find corrupt, corruption,
anticorruption, interrupt and
interruption

co*upt
will find corupt or corrupt
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5. Folder finding and managing area

On the top of this area there are filters that assist the user to find a folder quickly, even among
hundreds of thousands of folders.

At the top of the area you can use tabs to chose how to view folders:
1. Tree
2. List, where instead of viewing a folder/subfolder structure you view paths that match the
folder search
Recent, where you see the folders you used recently
4. Shortcuts, where you can place shortcuts of folders you frequently use

w

mdocs Search izidocs 2 @ * Administrator &
Tree List Shortcuts Recent Email Inbox - Limassocl apartment one.pdf P | + ']
Folder search bar y o ) 1pages 112K8 ID: 3381 ') L)
02/02/2020 11:19:42
[ Corporate Administration Folder search Folder 07/02/2020 11:20:12 by Administrator [Administrator User][ID: 3]
~[JpQRs Limited actions
9 > Limite buttons T ~Tlx
* [ Directors Resolutions hella
oEm——— | Upload *
Upload Folder Folders S= %
Scan to Folder Barcode /Corporate Administration/PQRS Limited/Directors ==
Resolutions w
Link to Folder
Properties Versions ot =%
Security 07/02/2020 11:20:18 by Adminisirator [Administrator User][ID: 3]
07/02/2020 11:27-20 by system [system J[ID: 2]
Rename Time Editor ~
New Subfolder Modited | §7922020 system [system J[ID: 2] IR i
Edit - -
’ 07/02/2020 Administrator [Administrator User] 2 @
copy Modified | 4155 06 1D: 3]
. 07/0212020 Administrator [Administrator User] )
Move Modified | 415315 1D: 3] =
Move to Main Folder " 07/02/2020 Administrator [Administrator User] y-)
Modified | 11:22.49 ID: 3]
Merge Vogiteq | 0710212020 Administrator [Administrator User] =
Delete 11:22:36 [D: 3]
. 07/02/2020 Administrator [Administrator User] A B
Add to Shortcuts Modified | 1155 05 1D: 3]
~ Pin to Menubar L 07/02/2020 Administrator [Administrator User] o)
- Created | 393020 ID: 3] il
Folder: /Corporate Administration Mew Main Eolder - o
[52 records] Date Desc - I<d 2 £ - Preview: Page 1 of 1 [ =T = - %
D Hasa Pages Mame D:
PQRS Limited
‘ '@ | 3381 | Y | 1 | Limassol apartmenti one.pdf 02/02
(Regi siration nurrber 456738)
) | 3206 ¥ 2 | KOAasya.pdf 2310
WRITTEN RESOLUTION OF THE DIRECTORS ON 0210212020
'@ 3291 Y 1 Government grant 2 pdf a7
DIRECTORS
'@ 3264 Y 1 Purchase boat pdf 24/0¢8 o o o
) | 3228 Y 1 | Thalassa AAAAAAAA. pdf 21108 FERRARREREEEEARAERRET
Alisan Gray, Dvector
@ 3116 Y 0 | Directors resolution.docx 09/1¢ Sarah Smal, Cirector
o oss Y 0 | Directors resolution docx 09/1¢ -
It was resclved that
B | 3106 Y 0 | Directors resolution lowrise.docx 08/t
1 s hercay instuctes and authorised o give efiect t the abay
ST R 0 | Directors resolution highrise wge cvndhcih. doc 08/1¢ i i v Pt o Conmiras . s o Ao 2
F | 3045 Y 1 | K-01sgdsgfdsg.pdf 11/0¢ -
) | 200 Y 1 | Island coffee.paf 26/0: 0 -—J—""ffﬁzb
| 2004 Y 1 | Espresso Coffee.pdi 20007 Aiison Gray Saah Sl
Ditecdcr Dirsciin
@ 2042 Y 0 | 201802 Carnival Aglantzia program_jpg 13/02
'@ 2841 Y 6 | 201802 Carnival Limassol program.pdf 08/02
@ 2932 Y 1 Oracle 23.pdf 14i0°
| 24 Y 0 | Sell shinvard dnex 2ne T
»




You can also Pin folders to the top right of the “folder finding and managing area”. Tab Actions, the
downward pointing triangle at the top right of the “folder finding and managing area”, allows you to
manage your tabs and pins.

Start writing parts of a folder’s name in the folder search bar (or parts of a folder’s description) and
the relevant folders will appear. You can spell a few letters of a folder’'s name and continue with a
few letters of a subfolder’s name separated by a space or slash (/) to get quickly to the folder you
need.

In the example below by spelling “pq dir” we found the subfolder Director’s Resolutions, in folder
PQRS Limited.

The folder search buttons, to the right of the folder search bar, provide the following functionality:
1. Clear: clears the search bar from any text
2. Refresh: refreshes the folder structure, which can be helpful in order to see a folder that
has just been created by another user
3. Reset: closes all subfolders and shows only the top level of folders
4. Options: which allow you to choose whether to display folder description and how the folder
search bar works

You can select any folder/subfolder by clicking on it, and then the document list area
will list all documents in this specific folder/subfolder. In the tree view, in order to view the
subfolders of a folder you need to click the triangle on the left of the folder icon.

You can access all Folder Actions with right mouse click on the folder or by selecting a folder and
using the drop down menu (downward pointing triangle).

Folder actions include:

Upload (for documents - multiple documents can be uploaded simultaneously)

Upload Folder (uploads folders with their subfolders and documents)

Scan to Folder Barcode

Link to Folder (provides a link which you can email to somebody, so that they can open the

folder directly on their PC, provided they have access to it)

Properties

Security (shows who has access to the folder, and what kind of access)

7. Folder actions such as Rename, New Subfolder, Edit, Copy (copies folders and subfolders,
with or without documents), Move, Move to Main Folder, Merge (with another folder), Delete

8. Add to Shortcuts

9. Pin to Menubar (it may be better to add a folder to shortcuts and rename the shortcut to
make it shorter, before you pin it to the top right of the “folder finding and managing area”)

10. New Main Folder

b~

o o

Please note that not all users can perform all actions to all folders.

Depending on the size of your screen, Folder Actions might include a scroll bar, which you have to
use in order to see all available actions.



Each user gets his User Folder in “user”, which contains his Email folder, Inbox folder (working
folder) and Personal folder (for his personal documents).

In some izidocs installations there are some types of folders (e.g. customers) that include

automatic opening of subfolders. So, if for example a new customer folder is opened, then the
predefined subfolders with the appropriate access rights are opened.
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6. Document list area

The document list displays the

1. documents in the folder/subfolder selected in the “folder finding and managing area”, or

2. the search results

On the top of the document list area you can find:

1. Drop down to choose how to sort the documents in the list
2. List and document actions (this menu also appears using right mouse click on documents),

including:

a. Refresh (useful to see documents that are added/edited by others. Note that when
you upload documents (can also use Drag and Drop) to a folder, the list changes to
display only the documents you have just uploaded. Please “refresh” to see the

complete list of documents

b. Search within this folder (opens an advanced search box to search within the

specific folder)

c. Choose table columns and their order (you can drag and drop or use the buttons to

customise your columns)

d. Document actions, such as Include Subfolders, New Document (also from
Templates), Copy/Paste Document(s), Move, Download, Edit Properties and Delete

Please note that you can select multiple documents using SHIFT and CTRL buttons and then

perform actions on all of them.

= O X
m izidocs x -+
&« C & demo.izidocs.com/page/main.jsf?ts=1584334205098 r Q 0 :
Edocs Search izidocs s @ = Administrator - I
Tree List Shortcuts Recent Email Inbox = 4 documents selected t®|@ |~
Find Folder @ ¢ o -] T - XAK xIsx 9KB
AGM 123.pdf 1 pa
+ (0 Automatic Document Processing Card collection.docx 2
+ [ corporate Administration Athens 123.docxk  11KE
» [Jcustomers Convert and Mnrna
» [ other List and | I = | C:\Users\aresn'Desktop\ Test
v [projects Foldersjilies i
File Home Share Wiew
L dncu_ment i
» B apple SDI'tII'Ig actluns /Cusl « ~ 4 s ThisPC » Desktop » Test
Flee /cus| ~ -
: I This PC 0 Name
Folder: /Projects/Airbus A320 [ u u /Cusl B 30 Objects 18 Calculationsaxlsk
[91 records] Date Desc - ¢ |lo| |~ /Cusl [ Deskiop L] Chrl.stma.dn:x
] | | fPrD; e @ Maria.decx
D Hasa Pages Name 1 @ Documents Dl'ag al'ld drOp
M | 3338 Y 0 | Maria.docx - & Downlosds to upload
% a5 | v 0 | XAKxlsx @ b Music
= |36 | v 1| AGM 123pcf o —— v <
o] 3300 ¥ 0 | Card collection.docx a Jitems 2 items selected 20.5 KB
@ 3297 Y 0 Bank THMEIOMA docx
[ @ (302 v 0| Atens 123 docx <= Select multiple
= | 3a0s v 1 | was anbunn nas M
3
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7. Document details, folders, versions and preview area

This area displays the document selected in the Document List.

The top of the area displays the document name and document actions such as Lock (for other
users), Download, Delete and a drop down menu with all other actions.

This area is divided in Panels which you can maximise or minimise, and display or hide according
to which actions you usually perform. Note that your selection of what you display and how is

saved for you, until you change it again using the drop down menu.

The panels are:

1. Properties
2. Notes
3. Folders
4. Versions
5. PDF tools
6. Preview
mdocs il s Name Eimainioa 5 | ~

13/01/2015 12:43:06
» [ Automatic Document Processing
» [Ccases

» [ companies

- 4 Edit Properties

Notes: kadsad adssd J # Edit Notes
s

» [ company Management Folders # Edit Folders
:Bfﬂ“j:‘z::rs Pa ne I S /Company Management/KLMO Limited/Directors Rl ¢ Refresh
~Eprojects /Projects/Airbus A380 @ 4 Download

[ airbus Az80 /Projects/Hong Kong International Airport @ © Add/Replace Pages

[ urj khalifa, Dubai

1t Add New Version
+ [T california State University Versions
2110112015 12:39-15 by Administrator [xamif @ SCan New Version Barcode

N
B city of London 08/04/2015 09:49:03 by Administrator [Admif

+ D Eurostar ®Email as Attachment (Outlook)

» i Type Time
EIHong Kong International Airport =Email as Attachment (izidocs)
+ [ project Management Docs Wodified 08/04/2015 09:49:03 Administrator i
f - @Print
» [ Tact faldars
Madified 08/04/2015 09:48:52 l\dmlnlslramr[j  Open in New Window
Folder: /Projects/Airbus A380 Nodi
] Modified 21/01/2015 12.43:15 system [3ysle|j S Hide Properties
[25 records] Date Desc A [ Modified 21/01/2015 12:40'65 ADMINISIEOr g pide Notas
D Name Created 21/01/2015 12:33:19 Administrator | @ Hide Folders
= 1 Mew project CM345678.em| 15i05/2015 17:52:06 1 P Hide Versions
Preview: Page 1 of 1 L
B | 980 | Euro.docx 12/05/2015 11:00:40 # Show PDF Tools -
= 917 (no subject).eml 08/05/2015 21:36:00
= 916 (no subject).eml 08/05/2015 21:35:13
@ 662 Laodikias doc 02/02/2015 10:27:59 KLMO Limited
627 Directors resolution dinos oot pdf 13/01/2015 12:43:06 {Registration numbar: 345678)
@ 551 Ares n.docx 11/12/2014 12:10:24 'WRITTEN RESOLUTION OF THE DIRECTORS ON DD/MM/20YY
490 BOD2.docx 18011/2014 16:3513
DIRECTCRS:
& 484 Time and again.doc 18/11/2014 11:39:19
Alice Stewart, Director
B | 240 | Arbitration summary.mime 201172013 08:16:39 Mary Janes, Director
=

228 | ReInformation request mime 1411172013 11:36:36
e ——— It was resolved that:

The complete list of document actions is included in the the drop down menu (some actions are
also shown as action buttons on the relevant panels):

1. Lock (locks document for other users in case you want to prevent others from working on it
and from creating parallel versions. Please remember to unlock it when you finish your
work)

2. Delete (it deletes the document from all folders where it resides)



©® N oA ®

9.

10.
11.
12.
13.

14.

15.
16.

17.

Close (removes the document from display

Edit Properties

Edit Notes

Edit Folders

Refresh (this will show changes done by other users, such as the upload of a new version
Download

Add/Replace Pages

Add New Version

Scan New Version Barcode

Email as Attachment (Outlook)

Email as Attachment (izidocs). You can use this even if you normally use Outlook, if you
happen to be accessing izidocs from a PC or a tablet where Outlook is not set up

Link to Document (creates a link that you can send to other users so that they can open the
document directly, provided that they have access to it))

Print

Open in New Window: this allows you to see the full document as opposed to the low
resolution image that is shown in the Preview

Panels Show/Hide
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7.1. Properties

The top of this panel shows an icon of the document type, the document number of pages, the file
size and the document ID number.

You can edit all document properties which include name, from, to, cc, various dates, subject,
description, keywords, internal ID and document type.

For certain document types such as emails it is not possible to edit properties such as from, to, cc
and subject, because these are properties of the email which has already been sent/received and

therefore can not be changed for compliance reasons.

A full history of who edited a document’s properties and how is kept in the document’s versions.

2 e - Administrator -
0ocCs
Tree List Recent Shortcuts Email Inbox - Directors resolution 2015-05.pdf s T T
2 ¢ o = + - T 1pages 48Kk ID: 998 u ° X
15/05/2015 16:37:53
* [J automatic Document Processing
» D cases Notes: sl x
* [J companies
~ [ company Management Folders, LU=i%
~[JABCD Limited Edit Document Properties [
B accounting 993
O agreements birectors resolution 2015-05
+ (JBanking
~ Rename

B compliance - KyC
B correspondence
[Cpirectors Resolutions

EEmail
B media ~
[ shareholders Resolutions 15/05/2015 16:37:53 | &
* CIkLMO Limited 5}
Folder: ICompany Management/ABCD Limited/Directors Resoluti o
[16 records] Date Desc -
D Name
998 Directors resolution 2015-05.pdf 15}
u_El 529 Milk chocolate - Copy.docx 044
B | 902 | Luxemburg.docx 044
) | 550 | Dalidocx 044 ’
839 | Horsel.doc o4 [ 5ave || Cancel P
@ 820 africana docx 20/03/2015 11:06:05
778 kykkos.doc 18/03/2015 11:51:44 e o
@ 777 Car.docx 12/03/2015 11:37:20 A Allis well
@ 776 Laodikias.docx 12/03/2015 11:32:59 Signed:
752 Larnaca.pdf 05/02i2015 10:44:01 !
680 Oracle pdf 02/02/2015 10:36:35
— - . ” S —— - John Smith ‘oe Cool
v Director Director
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7.2. Notes

This is a text field for notes relating to the document. People with edit access to the document can
add/edit these notes. A full history of who edited the notes field and how is kept in the document’s
versions.

izi 5 0z = .

-

123456

~ [ kLMo Limited
345678

(] Accounting
(] Agreements

» 3 Banking
= Compliance - KYC
(] Correspondence
[pirectors Resolutions
I Email

company.kimo@talemobilo.com

Mame:  Purchase hotel pdf

0On 12/5/2105 at 18:00 I had a telephone call with the client and he mentioned that we should
try and close this before June.
Emily

Motes:

Folder: [Company Management/KLMO Limite

Save Cancel

#
= — 17:55:14 3l
840 | Airport purchase.docx 18I05/2015 15:
1. Directors resolution for moving to belgiu... 15/06/2015 18: =N —-x

708 Rain.pdf 240212015 17:

Renew driving license.pdf 01/02/2015 21:

626 Mew Microsoft Office Word Document.docx | 21/01/2015 12 K Limied

{Registration membes: 345578}

) 5| 5 | |
g

627 Directors resolution dinos wogt pdf 1310172015 12:
WRITTEN RESOLUTION OF THE DIRECTORS ON DD/MM/20YY
589 Coffee proposal.docx 17212014 10:

Mice Stowart, Diractor
Mary Jones, Director

« I v
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7.3. Folders and moving documents
This panel displays all folders in which the document is located, which can be multiple.

Note that even if a document is located in multiple folders it is only one document. Therefore any
changes made to its properties, notes, and versions are reflected in all folders.

To move a document click on the folder you want to move it from. To add the document to more
folders click on the Edit folders button.

Folders Click to move/edit folders ——» - - x

/Cases/175001 T A l

JCompany Management/ABCD Limited/Directors Resolutions T A
Move from Folder(s):
| [Company Management/ABCD Limited/Directors Resolutions

In both cases the Edit Document Folders area opens. This looks a lot like the Folder Finding and
Managing Area and you can use the same folder filters and folder shortcuts to choose the folders
you want the document to be located in. At the bottom right, there is a button called Switch Layout,
which displays Shortcuts and Recent folders separately of easy access.

Note that for emails that belong (sent/received) to multiple users within the company only one
folder entry is displayed to avoid screen cluttering. If you hover your mouse above that entry you
will see all relevant folders.

Folders

/Cases/175001

fCompany Management/ABCD Limited/Directors Resolutions

Edit Document Folders [
Tree List Recent Shortcuts Email Inbox =
Airbus c: Find folder e ¢ o
> [projects

» Eanibusazso €G] Click on folder

/Casesf175001 T

| J/Company Management/ABCD Limited/Directors Resolutions ]

(PIESEATIEAEEY | U C:Aﬂer clicking folder appears here

When folder editing is finished click save

0

Save Cancel Switch Layout
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7.4. Versions
This area displays the document’s version history, i.e. who made what changes and when.

All changes made to the document properties, notes as well as the actual document (Word, Excel,
Powerpoint, PDF, email, etc) are recorded.

On the top of the panel there are the version actions buttons:
1. Add/replace pages
2. Upload new version

For each version you can click on View Version. This will change the background to light blue to
alert the user that he is looking at a previous version. When viewing the version all panels are
adjusted to show the information relevant to that version. Exit this version viewing mode by clicking
View Current Version (clock icon) at the top of the “Document details, folders, versions and preview
area” to the right of the document name.

Clicking on the document icon next to the View version button makes a drop down menu appear
with various options for the version:

1. Download
2. Restore
3. Copy, Copy to Inbox, Copy to current folder
4. View version details.
Versions Version actions ——» = * - x
15/05/2015 16:33:42 by Administrator [Administrator User][ID: 3]
15/05/2015 16:38:00 by system [system [ID: 2]

Type Time Editor &
Madified 15/05/2015 16:38:00 system [system J[ID: 2] V|ew ve rSiDn — 2
Modified 15/05/2015 16:34:10 Administrator [Administrator User][ID: 3] s LTE.
Created 15/05/2015 16:33:43 Administrator [Administrator User][ID: 2] Download ICOn |

_ —— Restore dropt
Preview: Page 1 of 1 =iy =1 Eﬁ Copy dowan
Copy to Inbox IMIENU
ABCD lel’[ed Copy to current folder

View Wersion Details

{Registration number; 123456}

WRITTEN RESOLUTION OF THE DIRECTORS ON 15/05/2015

DIRECTORS:

John Smith, Director
Zoe Cook, Director
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7.5. PDF Tools

The PDF tools panel is usually hidden from view. You can open it when you are displaying a PDF
document (or a document which can be converted into PDF such as Microsoft Office documents)
by:

1. Clicking “Show PDF Tools” in Document Actions at the top right of the document area

2. Clicking “Show PDF Tools” in the document Preview Panel

Luxemburg.docx

— - @Dhelete
17KB  ID: 902 ]

# Edit Properties
Date 18/05/2015 11:21:42

~ # Edit Notes

HNotes: ] # Edit Folders
Mate 1

Nls 2 & Refresh
MNote 3

Mote 4 + Download

©@Download as PDF

]

Folders
t Add New Version
/Company Management/ABCD Limited/Directors Resolutions T A
@ Scan New Version Barc
/Projects/Airbus A380 T R
®@Email as Attachment (Futlook)

/Praojects/Burj Khalifa, Dubai T o
. : @Email as Attachment flzid
/Projects/City of London T A ma as achment fizidocs)
. BPrint
Versions ] 2 Open in New Wind
Created 04/05/2015 17:54:11 by Administrator [Administrator User][ID: 3] . )
Last modified 18/05/2015 11:22:36 by Administrator [Administrator UserID: 2] @ Hide Properties
Type Time Editl ®Hide Notes
Modified 18/05/2015 11:22:36 Administratar [Administrator User][] @ Hide Folders
Wodified 13/05/2015 11:21:42 Administrator [Administrator User & Hide Versions
Modified 18/05/2015 11:21°21 Administrator [Administrator Usenl oo PEF Tools
| @®Hide Preview
Modified 04/05/2015 17:55:18 Administrator [Administrator User][l|
Created 04/05/2015 17:54:17 Administrator [Administrator User[ID: 3] [ @

Preview: Page 1 (@ (== - -

Show PDF tools

ABCD Limited

PDF Tools include Extract Pages, Remove Pages, Split Document and Optimise Flle Size with
color and resolution adjustment. The results of PDF Tools actions can be:

1. Downloaded

2. Saved as New Version or Document

3. Emailed as Attachment

PDF Tools x
Extract Pages Remove Pages Split Document Optimize File Size
1,3, 5-6
|_Down|oad | = |

| Download
Save as New Version

] Save as New Document =1 I = = [ -
Email as Attachment (Outlook)
| Fmal = Arschment (iZidOCS) _
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7.6. Preview

Document Preview shows low resolution images of the document. These low resolution images are
intended to help you locate/identify a document quickly and take various actions.

Preview action buttons include:
1. Add/Replace pages

2. Show PDF Tools
3. Print
4. Email as Attachment
5. Open in New Window (to see a full resolution copy of the document)
6. Page navigation (First/Last, Previous/Next)
Preview: Page 1 of 11 Preview actions ————=p ¢ # 2 2 = > b - x

STATE OF NEW HAMPSHIRE
UNDERINSURED MOTORIST ARBITRATION PANEL
Mindy Johnston and Esteline Johnston
¥.

Arbico Mutual Insurance Company

PLAINTIFFS' ARBITRA TION SUMMARY

7. When you Preview an email document which has attachments, you also have the option to
select and save some or all of the attachments.

Preview = :@ - %X

] Sample 1.docx (11KB)
2] Sample 2.xIsx (TKE)
] Sample 3.pptx (30KE)

Dear Emily, Save Attachment as New Document 2 x|
Flease zee aftached. v @ Sample 1.docx (11KE)
Ares 7 sample 2 xIsx (TKB)

o Sample 3.ppte (30KE)

Save in User Inbox
Save in Existing Folders
y Save in Existing Folders Excluding User Folders

Copy Document Properties and MNotes

Proceed Close

o
T —
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8. Izidocs Desktop

Izidocs Desktop is a Windows application that offers additional izidocs functionality, because it
integrates with your desktop in a way that normal browsers do not allow.

To install 1zidocs Desktop, go to the user Settings menu next to the username at the top right of the
screen and follow the instructions.

Administrator

Search izidocs £ e #
0CS

4 Reports E
Tree List Shortcuts Recent Email Inbox -

Tools
Find Folder @ & o) % - Install Desktop

Utilities »
» [0 Automatic Document Processing
»[3 Corporate Administration Change Password
» (O customers Sign out
» D other
v Projects About izidocs
» (O 1est folders Help .
v [ yser

Izidocs Desktop is essentially a dedicated browser that only allows access to izidocs. Compared to
a normal browser, it offers the following additional functionality.

Edit Microsoft Office and other documents directly from izidocs, with automatic version
keeping

When a Microsoft Office or other document is selected in izidocs, the Edit button appears at the top
of the document area.

[ taidocs Desktop [https:/demozidocs.com] - o x
L *
Eldocs o o= 506 DB
Tree | List  Shortcuts Email = Inbox =~ Zoedocx Edit @ LERSE R
Find Folder @ ¢ o 8 * - @) 11KB ID: 3429 GUEEH
- Dale 224032000 082747
» [ corporate Administration - Created 22103/2020 08:27:54 by Administrator [Administrator User[[ID: 3]
» B customers
» CIother Notes: sl=%
» CJprojects
~ (I Test folders. Folders =%
»go11
»Eoo12 [Test folders/Names & | »
Versi 1=
Created 220312020 08:27:54 by Administrator [Administiator User][ID: 3]
Last modified 22/03/2020 08:28:29 by Administrator [Administrator User[ID: 3]
o Time Editor #
Invoices .
22032020 Administrator [Administrator User][ID
» CInames Modied | Gg 2559 b 2o
» Enames 2
221032020 Adminstrator [Admiistrator User][ID &
crested | (oo 3 ’
Folder: Test folders/Names [ Dric fave ] WEBEE = =t
Brecords]  Date Desc E e o w -
1D | Hasa Pages Name X
‘ ) ‘ o ‘ = ‘ 5 ‘ o ) This is a document about name Zoe.
IR 0 | Cristina docx o5/

IR 0 | Maria.docx 051




Press the Edit button and the document is opened on the PC, using the appropriate application.
You can start working on the document. During this editing time the document is locked for other
users. While editing, you can save the document as many times as you wish.

[} Csmved e P AresNeophytou AN
L ® Fle  Home Insert Draw Design  layout  References  Mailings  Review  View  Help & "
Eldocs  rore e s e~ I o oo A= |[v]| 2] &
B I U~ X, x P: h | Styl Editi
Tree | st  Shortcuts Email | Inbox - || zoedoox o v s - boe 2 i e 5 Po |Pamaash | Sojes | g | s
- = A~ 2« A- Aav A A ©

Find Folder o ¢ o & - ) me :329  Document locked G0Ee0 Cipboara Font ) Vaice ~

2210372020 08:27:47

» [ corporate Administration 22/03/2020 08:27:54 by Administrator [Adminisirator User[ID: 3]

» B customers

» [ other Notes: S-

» Blprojects

~ [ Test folders
»Eloor11

Folders. s-%

+Bsorz [rest foldersfames | & | & This is a document about name Zoe.
»(Doo14
Bssts Versions Tox ;
We are now making changes to the document.
Blcusta '22/03/2020 08:27:54 by Administrator [Administrator User]iD: 3]
22/03/2020 08:28:29 by Admiinistrator [Administrator User][ID: 3]
»Ecusts Time Editor #
B 1nvoices
21032020 Aominstrtor [Administator UseD @
» CINames Modified 08:28:20 3 el
» Elames 2 .
221032020 hominstator dministator UseriD
Bl Created e rator [Administrator Userll 5|
Folder: Test foldersiNames [ Preview: Page 1 WEBEE — =t
[3 records] Date Desc - @ 4 hd N
1D Has a Pages Name h g b
This is a document about name Zoe.
] 3429 Y 0 | Zoedocx 2
@ o | v 0 | Chistina docx o5/
@ e | v 0 | Wara.docx o5/

. o Pasetort iswors @@ Engsn wnitea kingaom) B Focus B - ' + tom

When you finish your edits, save the document and close it. Once you close the document, a new
version of the document with all the changes will be uploaded to izidocs automatically. The
document is unlocked for other users to be able to edit it.

] ridocs Desktop [https:/demoidocs.com] - o x
L ® Fle  Home Insert Draw Design  layout  References  Mailings  Review  View  Help
Eldocsi - zoe s AR T _
B =&l 2]| &
B ) % X X A Paragraph Styles Editing
Tree | st  Shortcuts Email | Inbox - || zoedoox mﬁ w| - e B u gah | S U bicte
Find Folder o ¢ o a + - # e o Document unlocked # = = -~ - x Clipboard Font Voice ~
- - 2210372020 08:27:47
» D cor porate Administration - 2240312020 08:27:54 by Administrator [Administrator User][ID: 3]
* B customers
» Bl other Notes: ;-
» B projects
~ B Test folders Foiders S
»BDoo11
»(Heo12 [Test folders/Names | & &
[ASEER
[SaF1-31) Versions T =%
Clcusta 2210342020 08:27:54 by Administrator [Adminisirator User|ID: 3]
22/03/2020 08:31:19 by Administrater [Administrator User][ID: 3]
'Ecusta Time Editor -
Invoices
2210312020 Administrator [Administrator User][ID:
» Cnames [M"“‘“E“ 3l - @]
> Enames 2 r
2210312020 Administrator [Adminisirator UserjiD @
> @user Modited | G5 26:29 3l =
22/03/2020 ‘Administrator [Administrator User][ID:
created | 220320 i v i i)
Folder: est folders/Names [
Brecods]  Date Desc - elolw Preview: Page 1 CZEIEIE: - - x
D Has & Pages Name
®|] 3420 Y 0 | Zoedocx
& | 332 Y 0 | Christina.docx This is a document about name Zoe.
R 0 | Maria
= e docx We are now making changes to the document.
New Document Version
- - i) -1 + o0

Select one or multiple documents in izidocs and copy them to Windows



[ 1zidocs Desktop [https://demo.izidocs.com] - O x
| ’N
mdocs Search izidocs A e = Administrator n o~
Tree List Shortcuts Email Inbox - 2 documents selected 4 [ -
Find Folder e 2 O @ 1 = Zoedocx 11KB |D: 3429
o Maria.docx  11KE
» -
9914 Convert and Merge
Boois
D .
Invoices — 7
» CInames
:DNames2 - [Test folders/Names T e
Folder: /Test folders/Names [
P
[3 records] Date Desc - ¢ A s °
N | |
D Hasa Pages Name Include Subfolders
| | 3429 | ¥ | 0 | Zoe docx c | New Document
3332 Y 0 | Christina docx Copy
[ 3331 | v | o managoc @ |

Copy to Inbox

Copy to current folder

Paste

Copy to Windows

Open in Windows

-

Move from current folder
i

»

The files are copied to Windows clipboard so that you can paste them directly to

1.

a folder in File Explorer

2. any email edited in Outlook

'[9 | = | C\Users\aresn'\Desktop\Test
Home S view
<« v 4 > ThisPC » Desktop » Test
[ Name
7 Quick access
@ OneDrive
[ This PC
) 3D Objects
[ Desktop
Test
[%] Documents
View >
Sort by >
Group by >
Refresh
Customise this folder...
Paste
Paste shortcut
Undo Delete Ctrl+Z
Give access to >
New >
Properties

- [m] X Untitled - Message (HTML)
[ 7] File Message  Insert  Draw  Options  FormatText  Review  Help Q Tellme
v O Search Test 0O Eﬂ A &) 1] o
. i g
Basic | Names | Include | Tags
Date modified Paste e " . = Dictate
= = =
This folder is empty.
Clipboard & Vaice ~
= To
Send Ce
Calibri (Body) ~|11 A n ¥ ,gfw
BIUZZ«A D viZ sy
JIE]
[f Paste Options:
[
A paste )
=% Paragraph..

D Smart Lookup

Synonyms

[F Translate

@ Link

>

Open in Windows opens the selected document(s) in Windows in read-only mode, using the

default application.

Select one or multiple documents in izidocs and email them as attachments.

This opens a new email in Outlook with the selected documents attached.



[ izidecs Desktop [hitps://deme.izidocs.com] -

#
||
mdocs Search izidocs P ) Administrator
Tree List Shortcuts Recent Email Inbox Cost 4 - 2 documents selected +
Find Folder @ ¢ |0 ] t - ] 706 docx
— B yariadocx 11kE
»Eoo14 Convert and Merge
Boo1e
» D custa Folders
Binvoices [Test folders/Names @ @
» O names
» CInames 2
» M user

Folder: /Test folders/Names .

[3 records] Date Desc - A B B

D Haz a Pages Name Date Size
| ‘ 3429 ‘ Y | (1] | Zoe.docx ‘ 22/03/20200... ‘ ko |
3332 Y 0 | Christina docx 05/12/2019 1 "

&a
331 v | 0| Maradoox a | osrom0191 | 11 |

Drag and drop emails or email attachments from Outlook directly into izidocs folders

Please make sure the attachments are selected before dragging them.

Attachment Tools  Re: Stock prices - Message (HTML) ca]

File Message Help Attachments Q  Tell me what you want to do
X P savens [y save All ttachments | C Upload ~ ~ | G2 show Message | -+
— ~
& Backto message
Author.  Ares Neophytou Drag and dI'Op
KAK xlsx ™ AEON.xlsx
108 ¥ 15KB v to upload
A Y c -
=ssed_ok - telemobiloecm@gmail.com - Outloak
S AEIKTHZ N.E.A. XAK
| | 2 |Am6Boon spoopadac 0,07% @  Tell me what you want to do
3 |AmGBoon unvic -0,12%
L - - wae
| | 2 [Am6B00n 3uivou L 35% — | ) Unread/Read [B Search People [E] .
+|| 5 |AméBoon Bufvou 1,27% o)
= e Current Folder ~
Sheet1 ‘ el Account Statement
i = ByDatev T
e TRBGx —
i N ¥ Owder ?re: I\“\e?ﬁ«hy‘mu : 34/11/201
_ © Emily White 041172019
Folder: /Projects/Airbus A380 .
! — “telemobiloecm... FamilyCommon U (3) You replied to this message on 12/12/2019 m
[89 records] Date Desc - ¢ 4 Family christmas lunch 23122009 ¥’
Vou have been invited to the following
- - Inbox )
D Has@ Pages Name 5 [Gmail Dear Emily, -
@ | 2% Y_ o | M _d =] Ares Neophytou =
= afia.docx =
Junle E-mail. Account Statement 04/11/2019
@ | nn Y—" o | R Dear Emily, Please send me the Account Please send me the Account Statement
Y Outbox in Excel and PDF.
£ ks v 1| AGM 123.pdf Emily White £h
_— rocessed_fail .
3297 Y 0 | Bank ZHMEIQMA docx. ? - Re: Stock prices 10/10/2019 Thanks
®) | 20 v o | Athens 123 oo processed_ok Dear Ares Please find attached the Ares Neophytou Fb
! | 2205 ¥ 1| Koaentypo.pdf RSS Feeds s s
B e v 1| KOA entypo ypovoiis aitisie asya pf Search Folders Stock prices 10/10/2019 ™
< — Hi Emily, Can you please send me the
B | 320 Y 2 | KOA 20190925-pinakas eksetaseon.pdf
= | 3288 Y 0 | Stock prices.eml Emily White Q/
= | 3287 0 | Stock prices eml iy White zdocs 02/07/2018
[ | 3267 0 | Phileviews - Kakd peonuéps, pe dmoyn
= | 3268 0 | StockWatch Daily Newsletter, 8 October| =] aes Emily White
& | 23 Y 0 | Limassol 123.docx Congratulations on your birthday 29/05/2019
3 Filter applied Connected ] - 1 + 1008
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9. Templates

You can create document templates using Microsoft Office. These are stored in a special system
folder, so that users can use them instead of blank documents to create new documents.

These templates can automatically fill in information regarding the customer or other entity in
whose folder/subfolders a document is created in. You can create these automatically filled
templates yourselves using your Microsoft Office Mail Merge functionality.

The data to fill in the templates can be placed in the folders themselves in folder property Data, in a
pre-agreed Excel spreadsheet, or come from a different system. The automatically filled fields can
also include dates, from, to, and a document barcode which helps to automatically process

scanned signed documents.

Bfdocs

Tree List Recent Shortcuts Email

e

+ £ ABCD Limited

e

KLMO Limited
3455678
Accounting
DAgreements
v [ ganking
DCompIiance - KYC
= Correspondence
[ pirectors Resolutions

g5
KLMO Limited
345678
ompany Name: KLMO Limited
ompany Reg No: 345678
ompany Address: 19 Bond Sireet, E1 TPW London, UK
hareholder 1: Alex Gray
hareholder 2: James Barrett

ame:

escription:

ecretary: Susan Litile
false
false
s false
false
14M10/2014 16:45.32 by Administrator [Administrator User[ID: 3]
14/10/2014 16:45:32 by Administrator [Administrator User][ID: 3]

Last modified:

Contains

Close Calculate Folder Size

jew Folder [

Inbox =

51KB

171KB
173KB
12KB
24KB
9KB
S9KB
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Directors resolution for moving to belgium.pdf

Versions

Created

Last modified

Type Time

Modified 15/05/2015 18:18:00
Modified 15/05/2015 18:14:54
Modified | 15/05/2015 18:13:38
Created 15/05/2015 18:11:20

Preview: Page 10f 1

DIRECTORS:

Alice Stewart, Director
Mary Jones, Director

1t was resolved that:

1. Go te Belgium again and again

o

(Registration number. 345678)

'WRITTEN RESOLUTION OF THE DIRECTORS ON 110572015

Administrator o +~

ot -

15/05/2015 18:11.18 by Administrator [Administrator User][ID: 3]
15/05/2015 18:18.00 by system [system JIID: 2]

Editor &

system [system J[ID: 2]
Administrator [Administrator User[ID: 3] |
Administrator [Administrator User][ID: 3] A @
Administrator [Administrator UseriD: 3] | 2 ]
0 A8 2 -
KLMO Limited

A D

Alico Stawart
Diractor

Mary Jones
Diractor

o Auto process signed

i)

Preview: Page 10f 1

_© scanned document




10. Email processing

Some companies use izidocs as an email archive solution. This means that all emails
sent/received by the company are archived. Each user can only see (and search) the emails that
belong to him, which can be found in his email folder.

In addition, there are procedures that can assist companies to automatically file emails in common
or public customer (or other entity) folders.

These customer folders usually contain the customer number in the Folder Name or Folder
Description.

The following types of automatic processing can be set up.

Code in email subject processing

When writing an email, anywhere in the email subject put a company specific prefix and the
customer code, e.g. XYZ999999. The email will then be placed automatically in a subfolder named
Email, within the folder of the specific customer. Replies to this email can also be automatically
processed in the same way.

Email address processing

You can include domains (e.g. abcd.com) or email addresses (e.g. john@abcd.com) in the
Description of a folder. All emails that include these domains or email addresses are then
automatically placed in the specific folder.

You will normally need to wait a few minutes for the emails to be processed.

These procedures are specific to and need to be set up for each company that uses izidocs.
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11. Barcode processing

You can create barcodes to
1. Scan to Folder (right click on a folder): these are folder specific
2. Scan New Version of a specific document (from the document action drop down menu)

Barcodes can be

Separator pages. You can print these and place them on top of a document and scan it.
The pages following the separator page, up to next separator page or the next document
barcode, will be automatically included in a single PDF and placed in the folder or as a new
version of the document specified by the barcode.

Fdocs 5 o w s — -
o [ e e R e = Bdocs
) 1pages $168 ax1008
s EiE
s
Versions E

Folder: user

[reconts)

o —

KLMO Limited

i i i

B e af

Inline: These are images that can be downloaded and inserted in a document so that when
you print, sign and scan the signed document, the scanned PDF is automatically placed in
the folder or becomes a new version of the original Word document.

o
mdocs s o e
Tree List Recent Shortcuts Email Inbox - Inline barcode.docx.
i DBEdit Documen
CR-RUI ) T - Preview: Page 1 ol
Twlock
@Delete

» (3 Automatic Document Processing
v cases
» [ companies
~ [ company Management
* 34BCD Limited

~[Bkmo Limited

3 accounting
[ Agreements
» (IBanking Signatory

Folder: (Company MO Limited/C EFE
6 recor ds] Date Desc - LR [

D Name Dat
@ 1 Inline barcode. oot 1810572015 17:21:4:
600 | Schema shop.paf 231212014 11:16:41
526 | Limassol Warinapof 2711172014 16:06:3
) 525 | Limassol Warinadocx 1811172014 16:03:0
481 | Minutes of ciient meeting paf 1711172014 21:00:3
@) 243 Purchase of software.doc 2011072014 21:00:0

Document to be signed

(T

s Edit Properties
~Edit Notes
~Edit Folders

@ Refresh

+ Download

©@Download as PDF

* Add New Version

@Scan New Version Earcude
@Email as Atp#Chment (Outiook)

ent (izidocs)

You can print different separator pages, insert multiple barcodes in documents, and then scan
multiple paper documents into different folders or as versions of different documents in one scan

operation.
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