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User Guide

User Guide

OpenKM is a tool to manage documents generated within a company, to improve access within the whole corporate

environment and to endeavor to keep in check the unnecessary duplication of information.

OpenKM provides the solution to:

Control the growing volume of information to be managed

End the diversification of information storage sources

Prevent the duplication of information

Obtain valid information through the control of document versions

Reduce time and resources used in locating information

Avoid knowledge leaks or wrongful access by users, thereby complying with the obligations set out in the LOPD
(Spanish Data Protection Law)

Restrict non-authorized users access to the information.

Through the OpenKM system, relevant and useful information can be accessed and found in the least possible time

to resolve problems and make decisions.

OpenKM helps to improve corporation processes, integrating common tasks (and interrelated tasks) into one single

tool and permitting the different departments of the organization controlled and supervised parametrizable access to

the information.

System access

User interface

e Desktop screen

e Menu bar

e Toolbar

* User identification

e Status bar

* Workspace

e Path

* Taxonomy (folder tree)
e Document browser

* Properties panel

Basic operations with documents and folders

* Create folder

* Find folder

* Find document

* Find similar documents
* Inserting documents

* Wizard

* Renaming

* Move

* Copy

* Adding bookmark

* Set home

* Deleting

* Keyword shortcuts

* Uploading from desktop computer
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* Application splitters resize

* Specific operations with documents

* Document edit (check-out)

¢ Cancel edit (cancel check-out)

» Update a file (check-in)

* Lock

e Unlock

* Downloading a document

* Adding a metadata to a document (property group)
* Deleting a metadata from a document (property group)
* Adding keywords

* Adding categories

* Copy to clipboard

* Send document as attachment

* Massive operations with several documents, folders and mails

* Fast select and unselect
* Massive delete
e Massive move
* Massive copy
e Massive add note
* Massive add category
* Massive add keyword
* Massive property group
e Extra columns
* Pagination
* Categories
e Metadata view
e Thesaurus view
* My documents
* Templates
e E-mail
e Trash
* Using information
e Security
* Search

* Fast search
* Making a search
» Executing a stored query
¢ Deleting a stored query
* Opening the location of a document
* Opening the location of a folder
* Save as a user news
* Searching with OpenKM
* Dashboard
* Notification service
* Subscription service

» Starting a Workflow
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* Workflow pending task
* User configuration
* System tools
e Languages
e Appearance
* Using iPhone or Android
* Help
* Microsoft Office Addin

e QOutlook addin
* Word Addin
* Excel Addin
e PowerPoint Addin
* OpenOffice.org Add-on

e Community extension

* Macros

* Downloading restricted buttons
* Professional extensions

* Stapling

* Autocad preview

* Messaging

e Stamp Image or Text Watermark

* Digital signature

* Cryptography

* Contacts

* Activity log tab

* Google contacts synchronization

e Forum

* Wiki

» Zoho

* Google docs

* Document expiration

* Merge files

* Live Edit

* OpenMeetings
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System access

System access

System access is performed via a web browser using the URL where your OpenKM installation is hosted. In the

access screen you must enter the user name (Login) and the password that has been provided by the system

(1PENKIM

nowledge Management

administrator.

a -
Welcome to OpenkM ! Password
Use & valid user and password
to access to OpenkM user Language
Desktop. Espafial || Login

Up to version 4

Language can not be selected.

(1PENKM

nowledge Management

'| User
IE_J

Welcome to OpenkM ! Password

Use a valid user and
password to access to -
OpenkM user Desktop. Legin
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Desktop screen

Desktop screen

On accessing the system, a desktop is displayed with five different well-defined workspaces: Menu Options,
Toolbar, Folder Tree, Document Browser and Document and Folder Properties, as well as information on the user

who is connected at that time.

File | Edit Tools Bookmarks Help fipenkm
& 3 2\ B Desktop | Search | DashBoard | Administration |
.iw Taxonomy Path : /okm:root/
© i okm: oot Name Size Update date Author Version i
(= presentaciones [ presentacicnes 22-01-2010 03:53:20 system

Properties | Security |

uuID Baca3f32-54da-445f-aefc-4e8b0Bc7%3a Subscribed users
Name okm:root
Parent
Created 21-01-2010 11:02:40 by system

L:l Thesaurus Subscribed No

= ™ WebDAV Copy to clipboard
emplates

/2, My documents

] E=mail

7l Trash

I 4l Connected as okmAdmin [JE-EER 0= M WV i 0 6V I S Y
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Menu bar

Menu bar

The menu bar is formed by all the pull down menus with their different options. If an option within a menu appears

greyed-out, this option is not available.

[Fe]

& Crste foder e

(53 Add document —
F) e o
& 5}

= - [
= ...

[y cor

5 Scamns P}

= -

a

&) o

Detail of the functions according to their icons:

& — Create a new folder
[.J — Add new document
|1 = Download document
& — Send document link
4 — Send document attachment
21l — Empty trash
@] — Exit application
‘& — Lock document
‘2 — Unlock document
[&] — Document edit ( check-out )
[-] = Upload modified document (check-in)
[.2 — Cancel document edit
g = Move document to user’s Trash.
[} — Copy document
— Move document
= — Rename document
% — Submenu of available languages
— Submenu of available skins

B — Debug console in event of errors

5

e toguazes |

4% — Skip to folder or document set as home by the user

@& — Add document or folder to bookmark list
& — Edit bookmark list
[@ — Link to OpenKM documentation
% — Link to report errors (bugs)
&’ — Link to Support-request form
5 — Link to forum
— Link to changes in each version (changelog)

4it — Link to application website

't > Application information
[l — Download file as pdf

.1 — Export to ZIP
% — Administration

|G skin

B Debug console
@ Showadministration
|TE Prefererences

13

»
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Toolbar

Toolbar

The toolbar is made up of buttons with the main functions that the user will most frequently use. As with the menu

bar, occasionally the buttons will appear greyed-out, meaning that they are not available.

T (4 S & | H =

Detail of the functions according to their icons:

¢ [ — Create a new folder

» # — Find a folder

 [4l = Download document

[k — Download as pdf document

e & — Lock document

» 54 — Unlock document

e [} — Add new document

e (=} — Print a document

 [2] = Document edit ( check-out )

» [_] — Upload modified document (check-in)

+ [_J — Cancel document edit

* i@ — Move document to user’s Trash.

* [d — Add group of properties to a document ( metadata )

* [2 — Delete group of properties from a document ( metadata )

[ — Subscription is added to a document or folder. Any modification that is made will be notified to the user by
email.

» [ — Delete subscription to a document or folder

e 2% — Start workflow

e % 3 Refresh user interface

» 4% — Skip to folder or document set as home by the user

* [E] > Scanning

* =4 — Uploading

» [ — Application splitters resize
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User identification

User identification

In this space of the desktop screen the user who is connected in this session is identified.

'gf Connected as mgalinda
In the event of detecting a user with AdminRole as the user, the identifier will appear in another colour, with the
purpose of indicating that operations are being carried out under a “super-user” without any restrictions on document

acCcCess.

Changes from version 3.0 to 4.0

In OpenKM version 3.0 and older, there was only one username with administrator access called okmAdmin.

Status bar

In this space of the desktop screen the user has access to some general information like his repository size used,

number of locked documents, number of checkout documents ( edited ), subscribed folders and documents, number

of news items pending to read and number of workflow task pending that have been assigned to the user.

o 1337 Meytes T 0 [ 0 ] 1 &0 o

At the right corner, there's a status message bar that OpenKM uses to show some information to users.

Workspace

The workspace allows you to change between Search and the list of folders and documents.
Desktop | Search | DashBoard | Administration
There are four tabs to enable the four work modes:

* Desktop: Mode to carry out the main tasks with folders and their documents (create, add, move, download, etc.).
¢ Search: Mode to search documents.
* DashBoard: Mode to access workflow, user documents view, general document view and news push service.

* Administration: Administration utilities, only available for users with AdminRole access.

Changes from version 3.0 to 4.0

In OpenKM 3.0 and older versions, administration tab was only accessible by the okmAdmin user.
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Path

Path

The path always indicates your location within the tree (Taxonomy, Thesaurus, Personal, etc. depending on the view

you have enabled at any given moment).

Path : jokm:root/

Taxonomy

Firstly, on the left of the desktop, is the Folder Tree, also called the Taxonomy. It displays a view of the repository

grouped by folders. There are various types of folders symbolised by the following icons:

= — The folder has no more subfolders

=% — The folder contains subfolders

= — The folder is read-only and has no more subfolders

& — The folder is read-only and contains subfolders

& — You are subscribed to the folder and it has no more subfolders

& — You are subscribed to the folder and it contains subfolders

= — You are subscribed to the folder, it contains no subfolders and is read-only

& — You are subscribed to the folder, it contains subfolders and is read-only

Basic functions with the mouse

By clicking with the right mouse button a pop-up menu will appear. In this menu there are options to create new

folders, delete, rename, etc.

Drag & drop. By selecting a document or folder and keeping the left mouse button held permanently down, you

can move a document or folder to a node of the tree (Taxonomy).

Pop-up menu

= ﬁ' okmiroet

+E|0

& @ Delete

& =l Rename

Ej -.Z op

% l:: [ Add document

{;% Add bookmark
@ Set default home

| Export to file
4

Description of the different options

& — Create a new folder
izh — Delete folder.
=l — Change the name of the selected folder.
= — Change the location of the selected folder to another position on the tree, together with all the documents
and folders it may contain
[} — Duplicate the folder and its contents in another place on the tree.
[.J = Add new document
# — Add a folder or document to the bookmarks
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Taxonomy

o ¥ — Set the folder or document as user home

* 11— Create a zip file with all the contents of the folder recursively, maintaining the folder structure.

Document browser

In the upper section of the screen the document browser can be seen. The document browser allows you to view the

list of documents and subfolders available on a specific node of the tree (Taxonomy).

Name Size Update date Author Version
= OpenkM 28/10/2008 17:56:56 admin
|@] 1bacar 5.8 MBytes 27/10/2008 17:09:08 admin 1.1

Basic functions with the mouse

* Double-click with the left button on a folder to open the folder.

* Double-click with the left button on a document to download the document.

* Right-click and a pop-up menu will appear.

* Drag & drop. By selecting a document or folder and keeping the left mouse button held down, you can move a

document or folder to a node of the tree (Taxonomy).

Pop-up menu

= Foletos 21.07-2010 07:14:19 okmAdmin
2 ¢ @ 789.0 KB 21-07-2010 07:14:30 okmAdmin 1.0
B ¢ ) Checkout 8.4 MB 21-07-2010 07:14:26 okmAdmin 1.0
3 (g B.5 MB 21.07-2010 07:14:29 okmAdmin 1.0
F IR« ' 3.8 MB 21.07-2010 07:14:12 akmAdmin 10
B B 1 2 Lock 5.9 MB 21.07-2010 07:14:19 akmAdmin 1.0
oA stics 5.7 MB 21-07-2010 07:14:18 okmAdmin 1.0
@ | & Dekte Stice 5.0 MB 21.07-2010 07:14:25 okmAdmin 1.0
| =l Rename nt 9.5 MB 21.07-2010 07:14:31 akmAdmin 10
B F [ Move 5.8 MB 21.07-2010 07:14:12 akmAdmin 10
@ - L[5y Cony 7.8 MB 21.07-2010 07:14:32 okmAdmin 1.0
[y f fh Add bookmark 6.0 MB 21.07-2010 07:14:29 okmAdmin 1.0
@ & _Seme_f_a”"_ r"me 8.3 MB 21.07-2010 07:14:14 okmAdmin 1.0
= P 7.6 MB 21.07-2010 07:14:23 akmAdmin 10

Description of the different options

* [3 = Download document

+ [2] — Document edit ( check-out )

» [_] — Upload modified document (check-in)

» [_2 — Cancel document edit

» 54— Lock document

e [ — Unlock document

* @ — Move document to user’s Trash.

e =l — Change the name of the selected folder or document.

* [ — Change the location of the folder or document selected to another place on the tree
» [ — Duplicate the folder and its contents or another document to another place on the tree.
e &1 — Add a folder or document to the bookmarks
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Document browser

Up to version 4.x and above

Previewing of images and videos is done in separate popup windows. From version 5.x and above, preview
enhancement is integrated in only one panel for all document mime types. Play a multimedia file and Display images

popup menu are only available in version 4.x and older.

M=| IthacaCR technical characteristics GR,pdf 5.7 MBytes 20/10/2008 17:03:14 mgalinde 1.0
@ IthacaCR technical characteristics GR.ppt 8.0 MBytes 20/10/2008 17:02:51 mgalindo 1.0

M= Partnership proposal GR.p~t ! 1 15/10/2008 16:56:40 mgalinda 1.1
— @ Download

@ Partnership proposal GR.p es 15/10/2008 16:56:24 mygalindo 1.1

o] Check out

Check out cancel

AW id 7 OpEipDE)

Unlac

Delete

Rename

Mowve

Copy

Add bookmark
Set default home
Export to file

Pla

Image viewel

Description of the different options

» B — Play a multimedia file: FLV, MP3, WAV, etc
» " — Display images without having to download them, type: GIF, JPG, PNG, etc
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Properties panel

In the lower part of the screen are detailed the Document or folder properties with security, history, general
properties and specifics concerning documents defined by users (document parameterization).

Options available for folders

* Security tab.

* Properties tab.

Properties | Security |

ULID 80ae36d7-9133-49a1-b59f-6409d0a75d71 Subscribed users
MName test okmAdmin
Parent fokm:root

Created 1007-2010 07:59:58 by okmAdmin
Subscribed Yes

Folders 0
Documents 0
Mails 0
URL
WebDAV

Options available for documents

* Security tab.

* Properties tab.

» History tab (version control).
* Notes.

* Tabs of property groups.

* Preview tab

Properties | Motes | Security | History | Preview |

UuID c98ef532-6b6a-4757-8708-10f3d3dcIbad Subscribed users
Mame text_file.td Keywords cloud
Folder fokm:root

Size 43 Bytes

Created 10-06-2010 08:46:17 by okmAdmin
Modified 10-06-2010 08:46:17 by okmAdmin
MIME type text/plain

Keywaords |_:|

Categories |

miarketing test

Status Available
Subscribed Mo
History size 43 Bytes
URL

WebDAV
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Basic operations with documents and folders

Taxonomy

Taxonomy is defined as a knowledge tree via which the company organises its information. The side panel of the

desktop offers a view of the taxonomy of concepts, organised in a hierarchical folder structure.

Categories

Categories is defined as a knowledge tree via which the company organises its information - as a repository view
organized by categories and subcategories. The side panel of the desktop offers a view of the categories concepts,
organized in a hierarchical folder structure. This is only a special way to view the repository, but really the repository

is organized physically as you can see in the taxonomy view.

Thesaurus

A thesaurus is a book that lists words grouped together according to similarity of meaning (containing synonyms and
sometimes antonyms), in contrast to a dictionary, which contains definitions and pronunciations. Thesaurus is
defined as a knowledge tree via which the company organises its information - as a repository view organized by
terms. The side panel of the desktop offers a view of the terms concepts, organized in a hierarchical folder structure.
This is only a special way to view the repository, but really the repository is organized physically as you can see in

the taxonomy view.

The jerarquical relations between terms, depending about how thesaurus is defined.

Personal documents

The user’s personal documents is a personal knowledge tree of each user where they can save any type of document.

These are only accessible by the users themselves.

Templates

Contains document templates that can be used as a base by users to create other new documents.

E-mail
Contains imported personal emails, text and attached documents from the user's mail account using the IMAP mail

service.
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Create folder

Operation icon: [ 4
Available

* Pop-up menu of the folder tree.

¢ Main edit menu.

¢ Toolbar.
= le‘ okmiroot
= = mark eting
= Mew foldear
[ ]
Find folder
Allows to quickly find folders.
Operation icon: [
Available
e Toolbar.
¢ Menu file
Filter by folder

miar

% iokmoot/marketing

Close Got
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Inserting documents

Operation icon: [}
Available

* Pop-up menu of folder tree.

* Pop-up menu of document browser.
* Main edit menu.

* Toolbar.

Add new documents

I Exarninar... |

I_ Import Documents fram ZIP
|_ Motify to users

Close

Send

The option "Import documents from ZIP" allows you to import the contents of a zip file respecting the hierarchy of

the folder tree. When the insert window appears on the screen, select the local folder clicking the button "Browse...".

If you want to notify users that you have uploaded a new file by email, mark the checkbox "Notify users". Otherwise

leave this option unchecked. You can notify to users or groups.

Add new documents

| Examinar...

Import Documents from ZIP
& Motify users

Moftification message

Users to be notified e Users

a okmAdmin

P

Close

Send

To end, click "Send". Once the upload of the new document has finished, you can upload more documents with the

option "Add another file".
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Inserting documents

Add new documents

File uploaded corractly

I_Impm't docurmnents

| Close | | Add another file

For large organizations with many users, advanced filtering can be enabled using the Profiles administration feature.

It allows one to filter users and groups.

Add new documents

| | Examinar... | | Send

[ Impaort Documents from ZIP
Motify users

Motification message

e E—
Users | Groups |
Users to be notified I:F Users I:F
* okmAdmin
B
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Up to version 4 and above

Does not have advanced filters and sending to groups.

Add new documents

I Exarminar... | Send

I_ Import Documents fram ZIP
E MNotify to users

Motification message

Users be notified Users has
& admin
gsoler
jllart
* pavila
[4] [+]

Wizard

You can configure in user Profiles to allow a wizard while uploading a new document. Property groups ( metadata ),

keywords, and categories can be selected as a part of the wizard.

Add new documents

I E xarninar... | Send

I_ Import Docurmnents from ZIP
I_ Motify to users

Clase

Property groups ( metadata )
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Categories

Keywords

Document wizard
Technology
Type (1 =]
Language
Description
link
Document wizard
Categories
[~ okm:categories
Categories
Document wizard
Keywords |
Keywords  |1yna the keyword |EE|
Keywords cloud



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_100.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_101.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_102.jpeg

Wizard

19

Add new documents
File uploaded carrectly

[7 Import documents

Close Add another file

Renaming

Operation icon: =I
Available

* Pop-up menu of folder tree.
* Pop-up menu of document browser.

¢ Main edit menu.

You can cancel the renaming option using the ESC key.

= l:j okrmiroot
2 [=F marketing

= Renamea

Renaming a folder

(= openkm 28/10/2008 17:56:56
|@] Rename document 5.8 MBytes 27/10/2008 17:09:08

Renaming a document

admin

admin
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Move

Operation icon: [}
Available

* Pop-up menu of folder tree.
* Pop-up menu of document browser.

¢ Main edit menu.

A dialogue box appears to select the new location of the document or folder: click Move. If you do not have

permission in the new location the Move button will appear disabled.
Select destination folder

Context | Taxonomy ;I

= = ekmiroot
= marketing

Cancel Move
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Copy

Operation icon: [
Available

* Pop-up menu of the folder tree.
* Pop-up menu of the document browser.

¢ Main edit menu.

A dialogue box to select the location to copy the document or folder to appears: click Copy. If you do not have

permission in the new location the Copy button will be disabled.
Select destination folder

Context  Taxonomy ;I

= [ akmiroot
[ marketing

Cancel Copy
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Adding bookmark

Operation icon: &
Available

* Pop-up menu of folder tree.

* Pop-up menu of document browser.

Select the document or folder on which you want to do the operation. Execute the operation and a window will
appear in which you can put a description of the bookmark.

Add bookmark

MHarme
bookmark 1|

Cancel Accept

Once the bookmark has been created you can check that it appears in the general “Bookmark” menu. The bookmarks

are graphically distinguished depending on whether they are folders or documents, and ordered according to their

Bookmarks

ﬁ Home

@ Set default home

category and name.

= Edit bookmarks

EéL ibacar
@
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Set home

Operation icon: £
Available

* Pop-up menu of folder tree.

* Pop-up menu of document browser.
You can set any folder or document as the default home in the user environment.

In this way, on accessing the application, the path to the folder or document that has been set as home will open

automatically.

The operation to set a document or folder as home will always ask you for confirmation.

Confirmation

i Do vou really want to set default home ?

Cancel Accept

Deleting

Operation icon: &
Available

* Pop-up menu of folder tree.

¢ Pop-up menu of document browser.
* Edit menu.

* Toolbar.

Simply choose the folder or document and select the option "Delete". The application will always ask you for

confirmation of this option. When a document or folder has been deleted, you can restore it from Trash.

Confirmation

i Do you really want to delete docurment ?

Cancel Accept
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Keyword shortcuts

Keyword shortcuts

There are some keyboard shortcuts that you can use with OpenKM.

On folders, documents and mails

F2 to rename
SUPR to delete
CTRL+SHIFT+C to copy
CTRL4+SHIFT+X to cut

CTRL4+SHIFT+V to paste

Others
F1 to show help
F5 to refresh the environment
INSERT to show popup for inserting documents

CTRL+ALT+Q to exit OpenKM

CTRL+D to download a document or email
CTRL+Z to enable debug console
CTRL+N to create a new folder

CTRL+B to show bookmarks

Version 5.0.3 and older

CTRL+Q to exit OpenKM
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Uploading from desktop computer

Operation icon: =
Available

e Toolbar.
¢ File menu.

At the center of the screen will appear the OpenKM logo. Simply drag and drop files or folders from your desktop
computer to the logo and the files or folders will be automatically uploaded to OpenKM, to your currently selected
folder path.

To close the uploader, simply right-click on the OpenKM logo and select Exit in the popup menu that appears.

Application splitters resize

Operation icon: [#]

Available

* Toolbar.

Application resize allows maximize fastly any Desktop UI Panel or turn back to default Ul panels size.

= |
| Close tree

(] Expand tree
_J Expand explorer
[l

Expand properties

This feature in under development and currently not released with OpenKM.
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Document edit

Operation icon: [
Available

* Pop-up menu of document browser.
* Edit menu.
* Toolbar.

To start to work with a file you must do a “Check-out” of it: that is, download the file to the local computer to be able

to modify it. Once you have made the pertinent modifications, upload it once again with a “Check-in”.

The automatic locking of the folder ensures that no other system user can modify its contents while you are

modifying it.

Cancel edit

Operation icon: [
Available

* Pop-up menu of document browser.
¢ Edit menu.

e Toolbar.

If you want to cancel the document edit, the "Cancel Check-out" option exists whereby the file undergoes no type of
modification and it will be unlocked so that other users (depending on their privileges) can edit it.
Administrator force cancel edit

From OpenKM version 5.x, the option to cancel document editing is available for any user with administrator rights,

even though he may not be the user who started the editing. In this case, a confirmation popup will be shown to

cancel the document edit.

Confirmation

Do you really want to force the document cancel checkout ?

Cancel Accept
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Update a file

Operation icon: [
Available
* Pop-up menu of document browser.

¢ Edit menu.
e Toolbar.

Once the changes have been made on the local computer, you must do a “Check-in” to upload the file once more to
the system and unlock it for future use.

The system will ask for the modified file to upload to the repository and notify you that it will replace the previous

version with this newer one.

Update documents
|ihemejjllort/Escritorioftext | Examinar... Send
Comment
Any comment
& Motify users
Notification message
Motification tex

Users filter
Users | Groups |
lUsers to be notified Lk Users hiud
josep
okmidmin
Close

The comment field is there to put information concerning the update of the file - for example, what changes have

been made.

You can send notification messages to user or groups. Additionally advanced filters can be enabled, useful for high

level users, that can be enabled in user Profiles.
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Up to version 4.x and earlier

Can only send mail notifications to users, and does not have advanced filtering options.

Update documents

Iantas.l’DpenKM.l’DpenKM.ppt Exarminar... I Send

Comment

Comments on the new version
[« Notify to users

Motification message

Message to users to be notified

Users be notified Users Lt
pavila a adrmin

gsoler

jllart
[4] [»] [ []

Close



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_033.jpeg

Lock

29

Lock

Operation icon: (4
Available

* Pop-up menu of document browser.

* Edit menu.

* Toolbar.

If you want to protect the file so that no other user can make changes to it, you can use the Lock function. This
means that until it is unlocked, no other user can modify it. When locked, a locked icon will appear to the side of the

name of the selected file.

MNarne Size Update date Author Wersion
= Openkm 28/10/2008 17:56:56 admin
ﬁ L@j Ibacar 5.8 MBytes 27/10/2008 17:09:08 admin 1.1

Unlock

Operation icon: (&
Available

¢ Pop-up menu of document browser.
* Edit menu.
* Toolbar.

The unlock option allows you to unlock a previously locked document. This operation can only be carried out by the
user who previously locked the document.

Administrator force unlock

From OpenKM version 5.x, the option to unlock a document is available for any user with administrator rights,

althought he may not be the user who locked the document. In this case, a confirmation popup will be shown before

unlocking the document.

Confirmation

Do you really want to force the document unlock ?

Cancel Accept
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Downloading a document

Operation icon: [
Available
* Pop-up menu of document browser.

¢ Edit menu.
e Toolbar.

If you want to save a file on the local computer without making any changes you can use the option "Download".
Remember that if you modify the downloaded file you cannot upload it again to the system without having first done
a "Check-out /Check-in" of the file.

Adding a metadata to a document

Operation icon: g
Available
* Toolbar

Property groups are groups of configurable parameters that can be configured each time the application is installed,
which allow for the categorization of documents. These property groups can be Input, Simple List, Multiple Select
List, Text area, Date, Link or OpenKM folder path. The values of these properties are internationalised (various
languages).

To add a property group (these must first be registered by the administrator), simply select a document and select the

corresponding property group.
Add property group

Iniciativa ;I

Close Add

Once a property group has been added, a new tab will appear with the name of the corresponding group and fields

with it's properties.

Type ;| Add
Language [
Comment

Description

link

Once a property group has been assigned to a document, you can modify its values by selecting the option "Modify".
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Adding a metadata to a document

Type

Language Java

Comment some comment
Description some description

link http:/fwww.openkm.com

Parameterization is extremely useful. Combined with the Search function, it enables the location of information by
categories, it being possible to create metadata categories which are adapted to a user group’s working method.

Adding or deleting a property group will not affect the document history.

Deleting a metadata from a document

Operation icon 2
Available
e Toolbar.

This option enables you to delete a property group which at that moment is enabled in the properties panel.

Adding keywords

In the document properties tab of the properties panel, you can add and modify keywords. To add a keyword, type it
and hit Enter.

In order to optimise indexing and future information searches in the document management system, it is necessary to

enter keywords that describe or identify the stored file.

Although the document parameterization system by property groups is superior with regards to capacity, keywords
will continue to be maintained and will not disappear, as it is understood that in certain installations property groups

will not be created and it is useful that parameterization by default keywords is maintained.

Adding or deleting keywords does not modify the document version.

Properties | Motes | Security | History | Preview | Technology

UuID c98ef532-6b6a-4787-8708-10f3d3dcobad Subscribed users
Mame text_file.bd Keywords cloud
Folder lokm:root

Size 43 Bytes

Created 10-06-2010 08:46:17 by okmAdmin
Maodified 10-06-2010 08:46:17 by okmAdrmin
MIME type text/plain =

Keywords |1une the keyword B \y category 2 l?:l
[= category 2/subcategory 1 &)
=" category 2isubcategory 3 @I

Categories |,
=" category lisubcategory 1 @

test marketing

Status Available
Subscribed Mo
History size 43 Bytes
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Adding keywords from thesaurus

Keywords can be selected from the thesaurus. Click on the [ thesaurus icon and a popup will appear with available

thesaurus keywords.

Add thesaurus keyword

Tree | Keywords |
= [ okmthesaurus

= Research and tools

[F Supply and employment

(== Tourism and temitory

[~ Tourism destination management

[ Visitors trips and activities

Close Add

Adding categories

In the document properties tab of the properties panel, you can add and remove categories.

In order to optimise indexing and future information searches in the document management system, it is necessary to

add categories that describe or identify the stored file.

Although the document parameterization system by property groups is superior with regards to capacity, these will
continue to be maintained and will not disappear, as it is understood that in certain installations property groups will

not be created and it is useful that parameterization by default categories is maintained.
Adding or deleting categories does not modify the document version.

Categories are a hierachical folder structure of folder and subfolders.

Properties | Motes | Security | History | Preview | Technology

UuID c98ef532-6b6a-4787-8708-10f3d3dcobad Subscribed users
Mame text_file. bt Keywords cloud
Folder lokm:root

Size 43 Bytes

Created 10-06-2010 08:46:17 by okmAdmin
Modified 10-06-2010 08:46:17 by okmAdmin
MIME type text/plain

Categories |,
[= category Usubcategory 1 g

categaory 2 ¢
Keywords Type the keyword EE| S tg rjz.f bcat 1 g
category 2/subcategory
test marketin ¢
0 (= category 2/subcategory 3 @
Status Available
Subscribed Mo

History size 43 Bytes
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Adding categories

Adding categories
Categories can be selected from the available categories folder structure.

Click on the [} categories icon and a popup will appear with available categories.

Add category

= [ okmcategories

= (= category 1
= subcategory 1
= subcategory 2
[ subcategory 3
[ category 2
(=% category 3

Deleting categories

Click on the & delete icon of a category and it'll be deleted from the document.

Categories I_j,

(= category 1/subcategory 1 (&)
(> category 2/subcategory 1 (&
(> category 2/subcategory 3 (&

(& category 2 @
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Copy to clipboard

Copy the document url (OpenKM browser path) to clipboard. Note in some browsers like Firefox you might

configure browser to enable this option (security browser restrictions).

To enable JavaScript "Copy to clipboard" buttons on Firefox and Mozilla, enter the following line into browser
address bar: about:config.

The list of preferences should open in browser window. Click right mouse button somewhere in active part of
preference list window and choose New > Boolean option from context menu. Paste the following Preference name
into the New boolean value window input box: signed.applets.codebase_principal_support.

Since OpenKM 5.0 this feature is implemented using Flash and you don't need to change your browser configuration because just

works!.

Send document as attachment

To send a document to some OpenKM user as an email attachment, first select the document to send. Then open the
File menu and select the option "send document attachment". A popup will appear in which the user or groups to

send the document to can be selected.

Send document attachment

Motification message

S0MmE 18t Message

Users filter
Users | Groups |
Lisers to be notified hd Li=ers b
josep
okmAdmin

Clo=e Send
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Fast select and unselect

Fast select and unselect

In filebrowser is available checkbox to select several documents, folders and mails and apply actions together.

The icon [=] available in filebrowser open the fast select and unselect filebrowser rows.

.__I MName Size Update date Author Wersion
_] O = OpenkM 05-07-2012 13:00:55 Administrator
_] 1 O =y presentaciones 05-07-2012 13:01:01 Administrator
_] O = proyectos 05-07-2012 13:01:10 Administrator
O = test2 06-07-2012 17:44:04 Administrator
O = documentl. pdf 15.0 KB 12-07-2012 09:45:11 Administrator
] = document2. pdf 15.7 KB 12-07-2012 05:45:25 Administrator
O = document3. pdf 15.3 KB 12-07-2012 09:45:59 Administrator
_] | O mail_If B & txt 1.2 KB 05-07-2012 08:58:35 Administrator
O = merged. pdf 44.6 KB 12-07-2012 17:13:51 Administrator

The available options are:

Select all rows

Select all folder rows
Select all document rows
Select all mail rows

Unselect all rows

=

Name

Select all

[= Select all folders
Q Select all documents

[

@

1o
1.0
1o
1.4
1o
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Massive delete

Select some filebrowser rows.

= Name Size Update date
'_] =  OpenkM 05-07-2012 13:00:55
:_] A [&r presentacicnes 05-07-2012 13:01:01
:_] [Eﬁ proyectos 05-07-2012 13:01:10
= test2 0E-07-2012 17:44:04
[ M= documentl. pdf 15.0 KB 12-07-2012 09:45:11
= ) document2. pdf 15.7 KB 12-07-2012 09:45:25
) document3. pdf 15.3 KB 12-07-2012 09:45:59
:_] i mail_Ii B 5 iffi. et 1.2 KB 05-07-2012 08:58:35
)= merged. pdf 44.6 KB 12-07-2012 17:13:51

Execute the action delete (@ will be shown a confirmation popup.

Confirmation

Are you sure you want delete all selected elements ?

Cancel Accept

Click Accept button. All selected rows will be deleted.

Author
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator

Administrator
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Massive move

Select some filebrowser rows.

Update date

Author

Execute the action move [} will be shown a destination folder popup.

| | |Narne Size
O = OpenkM
B O 5%  presentaciones
E =%  proyectos
[ &= test2
5 =) documentl.pdf 15.0 KB
M= document2. pdf 15.7 KB
] U= document3. pdf 15.3 KB
2 0 S| mail_ifiE 5. tet 1.2KB
O P merged. pdf 44.6 KB

05-07-2012 13:00:55
05-07-2012 13:01:01
05-07-2012 13:01:10
DE-07-2012 17:44:04
12-07-2012 09:45:11
12-07-2012 05:45:25
12-07-2012 09:45:59
05-07-2012 08:58:35
12-07-2012 17:13:51

Select destination folder

Context | Taxonomy ;I

= [ okm:root
= OpenkM
[ﬁ' presentaciones

[_r_% proyectos
= test2

Click Move button. All selected rows will be moved to destination folder.

Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
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Massive copy

Select some filebrowser rows.

Execute the action copy L[5 will be shown a destination folder popup.

Select destination folder

Context | Taxonomy ;l

= [ okm:root
= OpenkM
LF-*_% presentaciones

l:_% proyectos
(= test2

Cance

Click Copy button. All selected rows will be copyed to destination folder.

| | |Narne Size Update date Author
O = OpenkM 05-07-2012 13:00:55 Administrator
| [ 5%  presentaciones 05-07-2012 13:01:01 Administrator
[Eﬁ proyectos 05-07-2012 13:01:10 Administrator
] = test2 0E-07-2012 17:44:04 Administrator
5 e documentl. pdf 15.0 KB 12-07-2012 09:45:11 Administrator
Jie document2. pdf 15.7 KB 12-07-2012 0:9:45:25 Administrator
] e document3. pdf 15.3 KB 12-07-2012 09:45:59 Administrator
| O = mail_Ii B 5 iffi. et 1.2 KB 05-07-2012 08:58:35 Administrator
O Jie merged. pdf 44.6 KB 12-07-2012 17:13:51 Administrator
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Massive add note

Select some filebrowser rows.

Execute the action add note .4 will be shown a popup.

| | |Narne Size Update date Author
J = OpenkM 05-07-2012 13:00:55 Administrator
bt [] 5%  presentaciones 05-07-2012 13:01:01 Administrator
E %  proyectos 05-07-2012 13:01:10 Administrator
] = test2 06-07-2012 17:44:04 Administrator
e documentl. pdf 15.0 KB 12-07-2012 09:45:11 Administrator
Jie document2. pdf 15.7 KB 12-07-2012 0:9:45:25 Administrator
O Jie document3. pdf 15.3 KB 12-07-2012 09:45:59 Administrator
| O = mail_1i B & i et 1.2 KB 05-07-2012 08:58:35 Administrator
O JIe merged. pdf 44.6 KB 12-07-2012 17:13:51 Administrator

-

I
i
m

B|I‘H|m;‘ K, | »°

Sl

e}
i

_=|'§-@

Iy

HTML

—|=|©

| Fonts ;I | Colors vI

| Add || Cancel

Write the note and Click Add button. The note will be added in each selected rows objects.
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Massive add category

Select some filebrowser rows.

.__I MName
OpenkM

presentacicnes

O
L,L L,

proyectos
test2

documentl. pdf

TREEE

document2. pdf

5

document3. pdf

_] 2 mail_1i B & i et
= merged. pdf

5

Size Update date

15.0 KB
15.7 KB
15.3 KB
1.2 KB
44.6 KB

Execute the action add category |- will be shown a popup.

= [_Eﬁ' okm: categories
= tes1
(= test2

= tes1 i

For each category to be added, select the category and Click Add button. The category will be added in each selected

Add category

Close || iAdd!

...........

Categories

rows objects. Optionally any new added category can be removed.

05-07-2012 13:00:55
05-07-2012 13:01:01
05-07-2012 13:01:10
DE-07-2012 17:44:04
12-07-2012 09:45:11
12-07-2012 05:45:25
12-07-2012 09:45:59
05-07-2012 08:58:35
12-07-2012 17:13:51

Author
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator

Administrator
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Massive add keyword

Select some filebrowser rows.

(=] MName Size Update date Author
_] = OpenkM 05-07-2012 13:00:55 Administrator
_] i [&r presentacicnes 05-07-2012 13:01:01 Administrator
_] [Eﬁ proyectos 05-07-2012 13:01:10 Administrator
= test2 0E-07-2012 17:44:04 Administrator
[ e documentl. pdf 15.0 KB 12-07-2012 09:45:11 Administrator
= JLE document2. pdf 15.7 KB 12-07-2012 0:9:45:25 Administrator
)= document3. pdf 15.3 KB 12-07-2012 09:45:59 Administrator
_i i mail_1f 8§ &% tet 1.2 KB 05-07-2012 08:58:35 Administrator
JLE merged. pdf 44.6 KB 12-07-2012 17:13:51 Administrator

Execute the action add keyword [& will be shown a popup.

Add keyword
Keywords | EE
openkm massicve
Keywords cloud
Close

Write a keyword and Click Add button. The keyword will be added in each selected rows objects. Optionally any

new added keyword can be removed.
If thesaurus is enabled can select keyword from theaurus using the thesaurus icon [ will appearing the thesaurus

popup.
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Add thesaurus keyword

Tree | Keywords

= okm:thesaurus
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Massive property group

Select some filebrowser rows.

(=] MName Size Update date Author
_] = OpenkM 05-07-2012 13:00:55 Administrator
_] i [&r presentacicnes 05-07-2012 13:01:01 Administrator
_] [Eﬁ proyectos 05-07-2012 13:01:10 Administrator
= test2 0E-07-2012 17:44:04 Administrator
[ e documentl. pdf 15.0 KB 12-07-2012 09:45:11 Administrator
= JLE document2. pdf 15.7 KB 12-07-2012 0:9:45:25 Administrator
)= document3. pdf 15.3 KB 12-07-2012 09:45:59 Administrator
_i i mail_1f 8§ &% tet 1.2 KB 05-07-2012 08:58:35 Administrator
JLE merged. pdf 44.6 KB 12-07-2012 17:13:51 Administrator

Execute the action add property group = will be shown a popup.

Add property group

Cancel Add
Select the property group and Click Add button will be shown property group fields.

Add property group

Consulting
Name 3
Comment
Cance| Add

Fill the fields and Click Add button. The property group will be added in each selected rows objects.
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Extra columns

In administration Profiles can be set file browser extra columns based in property groups.

— File browser
Status
Massive

Icon

Mame

Size

Last modified
Author

Qe

Version

Column 1

| okp: hegeco. provincia
Column 2

Column 3

Column 4

Column 5

Kl

Kl

Kl

Kl

Kl

After updating profile, user desktop filebrowser will be shown with extra columns.

| | | Name |5ize |Upd.ate date |Authu-r |Versiun Provincia Estado
D [ = OpenkM 05-07-2012 13:00:55 Administrator
D i O [/__‘-'ﬁ presentaciones 05-07-2012 13:01:01 Administrator Barcelona Firmado
|:| O Eﬁ’ proyectos 05-07-2012 13:01:10 Administrator Alicante/Alacant Firmado
[ = test2 06-07-2012 17:44:04 Administrator Alicante/Alacant
| ] )~ documentl.pdf 15.0 KB 12-07-2012 09:45:11 Administratoer 1.0 Pendiente
] J~| document2.pdf 15.7 KB 12-07-2012 09:45:25 Administrator 1.0 Lleida
[ ] document3.pdf 15.3 KB 12-07-2012 09:45:59 Administrator 1.0 Balears (Illes) Pendiente
B« O mail_Ifi B & 4. bt 1.2 KB 05-07-2012 08:58:35 Administrator 1.4 Lleida Pendiente
[ <] merged.pdf 44.6 KB 12-07-2012 17:13:51 Administrator 1.0 Balears (Illes)
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Pagination

Pagination

Pagination allows users nagivate across great size repositories. If Extra_columns are enabled can ordering and
filtering for it too.

T e |

hTd | [ Paginate | 10 TI Total: 63 |4 < 1te 10 [ [#] Order by - | Reverse [ |

Available features:

e [1 — Show / hide folders

* [C] = Show / hide documents
. — Show / hide mails

* %7 — change filterning options
* [ — next

* 4 — previous

* |4 — goto start

* Pl — gotoend

Filtering options:

Filter
Clean all
Mame | |
Size | | Bytes |« | | Bytes = |
Update date | [ = | =
Author | |
Version |:|
Accept
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Categories

Categories

Categories is a hierarchical tree structure of category and subcategory folders. The idea is that folders and subfolders
represent some conceptual tree structure.

[E ' Categories
= [ okmcategories

= [k category 1
[ subcategory 1
[ subcategory 2
= subcategory 3
B [ category 2
[ subactagory 2
(= subcategory 1
= subcategory 3
= [ category 3
(= subcategory 1
[ subcategory 2
[ subcategory 3

A document can be linked with many category folders at same time. Each time some category folder is selected, all
related documents will be displayed in file browser panel. All the major document functionalities are available from

this view.

Path : fokm:categones/category 1/subcategory 1/

Name Size Update date Authaor Version
text_file.bd 43 Bytes 10-06-2010 08:46:17 okmAdmin 1.0

Properties | Notes | Security | History | Preview | Technology

uuID cO8ef532-6b6a-4787-8708-10f3d3dcIbad Subscribed users

Name text_file. et Keywaords cloud

Folder Jokm:trashiokmAdmin

Size 43 Bytes

Created 10406-2010 08:46:17 by okmAdmin Categories _/.

Modified 10-06-2010 08:46:17 by okmAdmin [Eﬁ 0 '2 @

MIME type text/plain =y p

Keywords |7y0c ine keyward @ (= category Zisubcategory 1 &)
(= category Lisubcategory 1 &)

test marketing

(= category 2isubcategory 3 &)

Status Available
Subscribed No
History size 43 Bytes
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Metadata view

This feature will be present in OpenKM 6.0

Metadata view is a hierarchical tree structure of metadata groups ( property groups ). Each possible metadata value is

represented as a tree node structure.

5 Only Select and SuggestBox metadata types are represented on metadata view. With metadata view can only browser defined closed
values declarated. Metadata types like input or textarea are not represented on the metadata tree structure view.

- | Metadata
= ﬁ' okm:metadata
[& Consulting
= [& General
& Cliente
& Proveedor
= EF Technology
= ﬁ Language
(= Java
= pPHP
= Python

A document, folder or mail can be linked with many metadata property values folders at the same time. Each time
some metadata value folder is selected, all related documents, folders or mails will be displayed in the file browser

panel. All the major document, folder or mail functionalities are available from this view.
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Path : fokm:metadata/ckg: general/okp:general.cliente/ NSO128/

| | MName Size Update date Author Version [+
= test2 08-11-2011 16:36:29 josep
/= Abogacia.pdf 593.4 KB 07-11-2011 12:44:56 okmAdmin 1.0
[OpenkKM DD01515] 3.2 KB 13-01-2011 17:54: 16 Mantis Bug Tracker

Properties

uuID

Name
Parent
Created
Subscribed
Folders
Documents
Mails
Keywords

URL
WebDAV

| Notes | Security |

Azulejos Mallol S.A.

fokm:metadata/okg: general/okp: general.cliente
14-11-2011 12:52:07 by

No

1

1

1

Subscribed users
Keywords cloud

Categories L:'_a
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Thesaurus view

A thesaurus is a book that lists words grouped together according to similarity of meaning (containing
synonyms and sometimes antonyms), in contrast to a dictionary, which contains definitions and pronunciations.
Thesaurus view is a hierarchical tree structure of SKOS (Simple Knowledge Organization System) folders. SKOS

concepts are linked many to many, but are represented as a tree structure.

Ll Thesaurus

= [ okmthesaurus
[ Research and tooks

= 4 Supply and employment
= Companies
(= Establishments { productive |
= Job
= Other terms
= Tourism industries
[ Tourism and temitory
(== Tourism destination managemer
(= [ Visitors trips and activities
(= Activities
[= Forecast modelinsg (A.6)
(= Formms of toruism
= Measurement and analysis t
= Oter terms
(= Other accounting tools (A7)
= Trip

A document, folder or mail can be linked with many SKOS folders at the same time. Each time some SKOS folder is
selected, all related documents, folder or mails will be displayed in the file browser panel. All the major document,m

folder or mail functionalities are available from this view.
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Thesaurus view

Path : fokm:thesaurus/Supply and employment’

Name Size Update date Authar Version

text_file. bt 43 Bytes 10-18-2010 10:16:07 okmAdmin 10

Properties | Notes | Security | History | Preview | Technology

uuID fif2b0de-02e9-404e-86a2-70f4edBiecEt Subscribed users
Name text_file. b Keywaords cloud
Folder Jokm:root/marketing/asia

Size 43 Bytes

Created 10-18-2010 10:16:07 by okmddmin
Modified  10-18-2010 10:16:07 by okmAdmin
MIME type text/plain

Keywords  1yne the keyword [EH|

Supply_and_employment

Categories | |

Status Available
Subscribed Mo
History size 43 Bytes

My documents

My documents is a tree folder structure to organise a user's personal documents. The documents are only available to
the owner.

£ My documents
B [ okmpersonal
= josep
= [ okmAdmin
[ marketing
[ jobs photo
(= system

From version 5.x and above, any user with administrator rights can navigate across all users "My documents" folder
structure.
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Templates

Templates is a tree folder structure to organise source documents. The idea is that an organization can create new

documents ( for example fax, new project document templates, invoices, etc. ) from documents in the templates
panel.

Templates

2 7 okm:templates
= fax
[ marketing
== logos

Create new document from template

First, from the Templates panel, select a document, and execute the option "create from template". A popup will
appear requesting the destination folder.

Path : Jokm:templates/marketing/

Name Size Update date Author Version
editor bt 221 Bytes 10-18-2010 12:28:20 okmAdmin 1.0
[.g Download
E‘ Check out
o Lock
=y
L]
g Delete
Properies | Notes | Security | =] Rename Iy
@ Maove Change Delete
Type E\J 'T‘;Dw
Language .l 3
Comment |D
Description

link

After that, optionally rename the document.
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Templates

Select destination folder

Context | Taxonomy - I

= [k okmroot
= [ marketing
(= asia
= europe
[=> test

Cancel

If the selected document is a pdf and has some Property_Groups (metadata) associated with it, then a creation wizard
popup will appear. Property group fields will be requested in order to combine with the generation of the new PDF.
You can create PDF forms with several applications:

« Acrobat Pro 1!

* How-to: Create PDF forms with OpenOffice 21

* PDF Forms Designer 31

| | Name Size Update date Author Version [+
= test 03-01-2011 04:33:42 okmddmin
£ formulario.odt 115 KB 0301-2011 04:33:54 okmédmin 1.0
£l
A formulario.pdf 240 KB 03-01-2011 04:34:10 okmAdmin 10

Change Delete
Nombre
Apellidos
Nacimiento

Lenguaje
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Templates

File Edit View Document Tools Window Help
B € e eeEE  H
1 -

Formulario de ejemplo

Macimiento |:|
wnguie [

The wizard
Create document wizard
Formulano
Lenguaje | |

And finally, the generated PDF with property group fields added by the user.
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formulario-4.pdf - Adobe Reader

File Edit View Document Tools Window Help

]

B& € v Dn
1 E

Formulario de ejemple

MNacimiento
Lenguaje

After that, optionally rename the document.

Select destination folder

Context | Taxonomy

= [k okmroot
= [ marketing
(= asia
= europe
(= test
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Templates

OpenKM 5 and above

First, from the Templates panel, select a document, and execute the option "create from template". A popup will
appear requesting the destination folder.

|F‘ath : lokm:templatesimarketing/

| | Name |5|ze Update date Author Version

editor txt 221 Bytes 10-18-2010 12:28:20 okmAdmin 10
[.g Download

[« checkout

|=J checkin

|2 Cancel check out
5y Lock

g Unlock

g Delete

Properties | Notes | Securiy | = Rename w

[ Move Change Delete

Type [y Copy
Language [l Exportto ZIP
Comment (=

Description
link

After that, optionally rename the document.

Select destination folder

Context | Taxonomy ;l

B (% okmroot
= [ marketing
(= asia
= europe
= test

See also Creating templates.

References

[1] http://www.adobe.com/products/acrobat.html
[2] http://danilop.wordpress.com/2008/07/02/how-to-create-pdf-forms-with-openoffice/
[3] http://pdfformsdesigne.sourceforge.net/index.html
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E-mail

Import users emails from some user mail account using IMAP. Importation is done automatically by OpenKM every
60 minutes. Depending on the network bandwidth configuration and other parameters, refreshing time could be

greater that this.

Attached documents are indexed too.

The importing mechanism creates a folder structure based on year, month and day to automatically organize

imported mails.

[ E-mail ~ S

2 = okm:mail

= &y 2009

29

=28
Properties
From Josep Liort Tella <jllorti@git.es> Attachments

Reply to (= Banner_|bacar.JPG 28.7 KBytes
To Josep Liort Tela <jliela@gmail. coms @ Contrato Partners OpenKm tr a IN.doc 71.5 KBytes

Subject Mail test with attached document

This is a mail test with attached documents

Tncan

From version 5.x users with adminitrator rights have access to all users emails.

L] E-mail

B L okm:mail
= josep
=~ okmAdmin
[== system

Copy attached document

Right-clicking on a document and selecting the "Copy" option will bring up a menu to select the destination folder to

copy the attached document.

Download attached document

Right-clicking on a document and selecting the "Download" option will download the attached document.
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Trash

Deleted files and folders are stored in Trash in order to be able to recover them if their deletion was accidental.

Trash, as well as the files located in it, are personal to each system user.

* Restoring a folder or document
* Definitively deleting a folder or document

* Emptying trash

Path : jokm:trash/okmAdmin/

MName Size Update date

text | [ Restore

43 Bytes 10-06-2010 08:46:17

From version 5.x users with adminitrator rights have access to all users Trash.

7]l Trash

B =% okmtrash
= josep
= okmAdmin
= system

Author

okmAdmin

Version

10
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Using information

In the properties panel there is detailed information on the documents and folders to which the user has access.

¢ Folder information tabs
¢ Document information

Security

The security option allows you to show and define what users and groups have permission to a specific document or
folder.

* Modifying security

Search

The Search tab, located in the upper right of the screen, changes the desktop panels for those of Search.

Searches may be made by words in the contents of the files, by the name (title) of the documents, or by the type of
file (MIME type). Similarly, providing a keyword has been provided for the files, you can search using this field.
You can also do searches by property group values if they have been defined.

The results are displayed paginated with 10, 20 or 30 results.

Stars indicate the relevance of the document found. This value is established by the Search engine according to the

search field and the results found. The list of documents found is ordered from most to least relevant.

Bafic | Advanced | Metadata | & view advanced mode -

Context Taxonomy ;I Results compact view
E:nmt:m View property groups
Keywords Save as user news
veer —vl Save search

Date range between RE| — | @ Page results | 10 ;I

Clean

Frdedeodode ) doclpdf 1.1 48 | [ B
Folder: [ fokm: root/registro/ colegiado,/ 2012
Auther: Administrator Size: 67.4 KB Version: 1.1 Update date: 18-07-2012 0:9:40:19
Categories [ tact

= test2

Fododedok travel to greece.txt 1.0 44 | [
Folder: L5 jokm:root/travel
Auther: Administrator Size: 988 Bytes Version: 1.0 Update date: 25-07-2012 10:37:3%9

WX idand.txt 1.0 g @
Folder: L /okm:root/registro
Auther: Administrator Size: 988 Bytes Version: 1.0 Update date: 25-07-2012 10:37:18

1 8 8.8 8 1 travel to spain.txt 1.6 g4 | g
Folder: [ fokm:root/travel_done
Author: Administrator Size: 988 Bytes Version: 1.6 Update date: 20-07-2012 09:20:50
Categories [ tact
= test2

¢ Fast search

e Making a search
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Search

» Executing a stored query

¢ Deleting a stored query

* Opening the location of a document
* Opening the location of a folder

* Save as a user news

* Searching with OpenKM

Dashboard

The Dashboard tab, located in the upper right of the screen, changes the desktop panels for those of the Dashboard.

The Dashboard has several information services and utilities for like user, general and email documents, specific

document query views, the push search service ( news ), workflow tasks, and the keyword map ( tag cloud view ).

File Edit Tools Bookmarks Help (1penknm
=2 Deskop | Search | DashBoard | Administration |
& S = -
" n @ &
User . M;' News General ‘Workflow Keyword map
“ Locked documents (0) & = [} Last madified documents (0) @ =
] Checkout documents (3) 2 = [} Lastuploaded documents (20) New:20 (0) =
nota de prensa_en.ixt 17/07/2009 11:03:15
@ Last downloaded documents (0) & % @ Partnership proposal GR.ppt 17/07/2009 11:03:15
@ Parinership proposal - PIPE. ppt 1710712009 11:02:32
_i Subscribed documents (1) New: 1 O % @ Cl - ICEX Alicia.ppt 17/07/2009 11.01:33
[=] ex2.png 1710772009 11:01:32
. & GITDMSAtenes _final.ppt 17/07/2009 11:01:32
|| Subscrived folders (0) 2 4 | Presentacion DMS - PIPE.pdf 17/07/2008 11:00:42
@ ithacaCR Algarve ES.ppt 17/07/2009 11:00:00
@ Cl - PIPE.ppt 17/07/2009 10:59:10
@ presentacidn corporativa PT.ppt 17/07/2009 10:58:27
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To change between these utilities there's a button menu at the top. The selected option is always marked in blue.

."'- -H“'. g (Eo ..-' - R,
W el |
Liser Ml Mews General Workflow Keyword map

e User view

* General view

* Dashboard keyboard map
e Dashboard mail

e Dashboard news
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Notification service

The application permits notification by email of the creation or update of a new document.

The user to whom the application has sent a notification by email will see a message with a direct link (URL) to the
document, the user who has caused the notification, and a message (description) if the user has supplied one. The

"subject" of the email received by the user will be something similar to the following:

OpenKM - NOTIFICATION - "Document Name"

The user can create a filter in their mail client with the name "OpenKM" or "OpenKM - NOTIFICATION" to

centralise in one single folder all notifications generated by the OpenKM.

Subscription service

The application allows you to subscribe to a folder or document with the purpose of being informed of the changes

on one document in particular, or the documents contained in a particular folder.
These are some of the events which generate a notification:

* Cancelling a document edit

* Uploading modifications of a document
* Copying a document

* Creating a document

¢ Setting the properties of a document

* Unlocking a document

* Making a subscription

¢ Deleting a subscription
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Starting a Workflow

After selecting a document, click on the :g# start workflow icon, then a popup will appear with the workflows
available in OpenKM.

Start workflow

: Workflow Basic ISO | - |

Close Start

After pressing start button, the workflow will automatically start ( sometimes workflow demands some extra

parameter information before starting ), assigning the first pending task to some user or group.

Workflow pending task

On the Desktop, when a user has a pending workflow task, at the bottom there'll be a <.t blinking icon that indicates

the user has a pending task. Clicking on the < } pending task icon will open the dashboard workflow view.

& o =
User Mai News General Workfiow Keyword map
TASK 2
.4 Pending tasks 3 PPROCESS INSTANCE
review 10-18-2010 11:53:31 PROCESS DEFINITION 2
review 10-18-2010 11:53:31 DATA =
bidicad AGIR2010ALSLES path fokm:rootimarketing/asia/text_file.txt
COMMENTS %
;4 Unassigned pending tasks - e

Reason for disapproval

Approve Not approve
User has some associated pending tasks.
iJ - e for @
User Mail MNews General Workflow Keyword map

_.# Pending tasks 1 =

review 10-18-2010 11:32:39

¢ Unassigned pending tasks

el
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Workflow pending task

On selecting a pending task, workflow will demand for some information about the pending task. After the user has

input this information, workflow will continue to the next task.

TASK %
PROCESS INSTANCE L
PROCESS DEFINITION L]
DATA =
path fokm:root/marketing/asiaftext_file.bd
COMMENTS C
L 3

Reason for disapproval

Approve Mot approve

User configuration

Users can change their own password, email address and optionally configuring their imap email account ( it'll be

automatically read periodically by OpenKM )

To show user configuration, open the Tools | Preferences menu and then select the option "user configuration".

User configuration
— U=er account
U=er okmAdmin
Passwaord
E-mail admin@noreph.com
Roles AdminFole

— Mail account

IMAP server
IMAP user name
IMAP user password
IMAP folder
Test

Update Cancel
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Languages

OpenKM is a multi-language system which allows you to change the language of the user interface at any time
during the session. In the "Tools / Languages" menu, you can select any of the languages installed by the

administrator.

Tooks

(BT ST
|l Skin b = caan
B Debug consale | Chinese simple
| &% Showadminisration |G Chinese traditional
: Prefererences » | Deutsch
|[# English
_: Espafiol
{mm Espafiol Colombia
— Farsi
|[§ Francais
| ™, Galega
|i= Greece
|= Hungarian
| 0 ltalian
@ Japanese
:= Latvian
| @8 Macedonian
| = Nederands
 Polish
|E3 Portugués do Brasil
[ § Romanian
| Russian
| Serbian
|E2 Swedish

Bl Tukish

Appearance

The graphical appearance of the system can be changed by the user depending on the templates defined by the
administrator. This option is available from the "Tools / Appearance" menu.

| Tools

.._;. Languages [ 2

b

i Debug console By default 2
[_la Show administration Madium fant

Big font
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Using iPhone or Android

Using iPhone or Android

You can use your iPhone or Android device to access OpenKM.

You must use the same URL. OpenKM automatically detects if you're using an iPhone or Android device. Note that

not all OpenKM features are enabled in this view.

K nmwledae Mam

(JPEnNnKm

Language

Espaniol ;I

User name

Password

Login

Navigation

Taxonomy ;l % '51.]

Path: jokm: root

Name Size
[~ presentaciones b
= OpenkKM b
(=% proyectos b

Making a search
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Query: Fla*
Name Size
analisis de promocion en web por
@ destinos internacionales.doc B/ 178,5 KB
=] Workflow Guide. pdf k453,44 KB

To download a document, simply click on it.

To view properties, click on the right arrow.

Document properties

Folder properties

Froperty
uuID

Folder

Size

Created

Modified

MIME
Keywords

Status

Subscribed No

Value

42 ddec-fd56-4456-b593-af 2efBa7bf10

analisis de promocion en web por
destinos internacionales.doc

Jokm: root) proyectos,/ AVAL

178,5 KB

Tue Feb 02 11:45: 26 CET 2010 by
system

Tue Feb 02 11:45:25 CET 2010 by
system

application/ msword

Available

Subscribed users
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Folder /ckm:root/ proyectos

Property Value
UuID 0364cf45-4dee?-4ed3-93e5-%caab5528af0
MName proyectos
Parent Jokm: root

Created Tue Feb 02 11:45:19 CET 2010 by system
Subscribed MNo
Subscribed users

Help

This menu, as well as providing help on the functioning of OpenKM, allows you to send comments and error
notifications (bugs) to the system developers.

There is, furthermore, the option of requesting support via the web on the system operation, or to access the
OpenKM discussion forums. Other options include access to the project website (http://www.openkm.com) and
the display of product credits.

In the version notes you can find the changes that have been made compared to the previous version.

‘ Help |

@ Bug report

E Support request
’H_b Public forum

ersion notes
@ Project web
v About OpenkM
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Microsoft Office Addin

Office Add-ins are compatible from version 2000 to version 2007

Oulook Add-in

Outlook_addin enables users to select several emails and import content and attachments to OpenKM.

Importing mail creates a folder structure based on received email date ( year/month/day folder structure ) and

imports into the mail content OpenKM mail tab view.

Word Add-in

Word Addin enables users to upload new files and edit existing OpenKM files.
When a user uploads new files, he browses across the OpenKM tree view to select where he wants to upload the file.

The OpenKM Word Add-in detects if the document opened by a user is an OpenKM file and enables or disables

some toolbar options.

Excel Add-in

Excel Addin enables users to upload new files and edit existing OpenKM files.
When a user uploads new files, he browses across the OpenKM tree view to select where he wants to upload the file.

The OpenKM Excel Add-in detects if the document opened by a user is an OpenKM file and enables or disables

some toolbar options.

PowerPoint Add-in

PowerPoint Addin enables users to upload new files and edit existing OpenKM files.
When a user uploads new files, he browses across the OpenKM tree view to select where he wants to upload the file.

The OpenKM PowerPoint Add-in detects if the document opened by a user is an OpenKM file and enables or

disables some toolbar options.

When a user edits a document, it's saved locally in %USER_LOCAL_DOCUMENT_FOLDER%/OpenKM.

7} When editing OpenKM documents, a user can decide to upload or cancel editing. After both operations the local file is removed so as
not to generate user confusion. When a user uploads a new file, it is not removed from his computer.
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Outlook addin

Office Add-ins are compatible from version 2000 to version 2007.

After installing the Outlook add-in, a new menu item "OpenKM" will appear in Outlook.

Openki

Imporkar correo eleckrdnico

| Configuracion

Configure OpenKM Add-In

First you must select the Configuration menu item to set your configuration values to access OpenKM from the

client computer.

Configuracion E| [EJ El

suano ! olkmédmin |
Clawve ! admin |
Huost ! http: 441 27.0.0.1:3080/0 pentt / .

When you set your configuration values, a folder called OpenKM is created in your user My documents folder. In

this OpenKM folder, a configuration file called openkm.xml and another file called document.xml are created that

the OpenKM Add-in uses to store some document editing information. You should not edit or delete these files.
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Dirercion ||| C\Documents and SettingsiAdministradoriMis documentos\Openkh o | [|1r

Tareas de archivo ¥ carpeta 3

I_?f' Crear nueva carpeta
&g Publicar esta carpeta en Web
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Otros sitios

E| Iis documentos

|y Documentos compartidos

& pipC
¥ Mis sitios de red

Detalles

143 bytes 18 i P
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Importing emails to OpenKM

After configuration is done, the user can import emails from Outlook to OpenKM. To import emails, first select one

or more emails and then select the Import mail into OpenKM option menu. After importing is finished, a message
indicating the number of emails and attachments imported will be displayed.

Carpetas Favoritas

mientas  Accignes O‘penKM 7

-

Responder a todos (-4 Reenviar

Organizado por: Fecha

[] Bandeja de entrada

| Corven ain feer

E Para seguimiento [1]
[ Elementos enviados

Todas las carpetas de correo

= La semana pasada

Enviar v recibir - |

|Mas nuevo encima T

(=4 Technical
test de usuario con cc v coo
(=4 Gameknot Chess

=] ‘8@ Carpetas personales
[ Bandeja de entrada
L5 Bandeja de salida

sabado 10f04 w

sibado 10/04

It's vour burn against josepll! -- 10-Apr-10, 08:46 PST

£ Antiguo

| [} Contacko para buscar

-|©

test de usuario con cc ¥ cco

Technical technical@entopia es]
Para: josep@llort.info
cC: lcella@amail.com

Escriba una pregunita

sot el corren

L7 Borradar
[-_a Corren electrdnico no deseado
fa] Elementos eliminados
IEE Elementos enviados
) L—d Carpetas de bisqueda

1 corren/)s v 0 attachment/s importados con xito

s il @.._..”i

39 elementos

OpenKM Outlook add-in runs with OpenKM 4.1 or higher.
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Word Addin

Office Add-ins are compatible from version 2000 to version 2007.

After installing the Word add-in, a new menu item "OpenKM" will appear in Word.

fj CpenkH Ed E| (7] !

Detail of the functions according to their icons:

« (1 openkM 5 Addin configuration
 [2} — Add new document

[ = Document edit ( check-out )

* [2) — Upload modified document (check-in)
» [_d — Cancel document edit

e @ — Help

Configure OpenKM Add-In

First you must select the OpenKM tool bar option to set your configuration values to access OpenKM from the client

computer. If you've got other OpenKM Add-Ins already installed, this may not be needed.

EBX

Configuracion

U=zuario ak.médrmin
Clave admin
Hiozt ! http: /4127.0.0.7: 80280/ 0 penkhd

Cancel

When you set your configuration values, a folder called OpenKM is created in your user My documents folder. In
this OpenKM folder, a configuration file called openkm.xml and another file called document.xml are created that

the OpenKM Add-in uses to store some document editing information. You should not edit or delete these files.
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Uploading a new file

After clicking on the [} add new document button, a folder tree view will appear. You must select the folder where

you want to upload the file.

Arbol de navegacion

= okmiroot

= Muewva carpeta
= g test?
O
o test2d
5 [ test?s
o testZE

Cef testa2?

A test234

Ervviar Cancelar

Click on the Send Button and after that the document will be uploaded to OpenKM and a notification message will

appear.

El dacumenta ha sido enviado correctamente



http://wiki.openkm.com/index.php?title=File:Add_document.gif
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_081.jpg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_082.jpg
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Editing an OpenKM document

After clicking on the ] document edit button, a folder navigator will appear. You must navigate across folders and
select a document that you want to edit.

Explorador de documentos

= okmrook | Mombre Autor ‘Wersidn Fecha
& Nuevacarpeta [E ] | Dacument de test dac akmédmin 1.0 | 27/04/201018:09:45
= test2 . | | |
= test222 » ..E Alegria de documento modificado. doc okmédmin 0
1= test23d [#] | Muevo documento de test.dac akmédmin 1:1 30/04/201010:42:01

| @) | frmbain.cs | okmdrmin 1.0 | 30/04/2010 3:38:22

When you've got some OpenKM document opened, the [-) Upload modified document (check-in) and [ Cancel
document edit toolbar options will be enabled.

» To upload modified document, use the [_] Upload modified document (check-in) toolbar button.

» To cancel document editing, use the [_2 Cancel document edit toolbar button.

After editing, your local document copy will be deleted to prevent user confusion.

OpenKM Word Add-in runs with OpenKM 4.1 or higher.



http://wiki.openkm.com/index.php?title=File:Checkout.gif
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_083.jpg
http://wiki.openkm.com/index.php?title=File:Checkin.gif
http://wiki.openkm.com/index.php?title=File:Cancel_checkout.gif
http://wiki.openkm.com/index.php?title=File:Checkin.gif
http://wiki.openkm.com/index.php?title=File:Cancel_checkout.gif
http://wiki.openkm.com/index.php?title=File:Nota_advertencia.png
http://wiki.openkm.com/index.php?title=File:Nota_clasica.png

Excel Addin

75

Excel Addin

Office Addins are compatible from version 2000 to version 2007.

After installing the Excel add-in, a new menu item "OpenKM" will appear in Excel .

fj CpenkH Ed E| (7] !

Detail of the functions according to their icons:

« (1 openkM 5 Addin configuration
 [2} — Add new document

[ = Document edit ( check-out )

* [2) — Upload modified document (check-in)
» [_d — Cancel document edit

e @ — Help

Configure OpenKM AddIn

First you must select the OpenKM tool bar option to set your configuration values to access OpenKM from the client

computer. If you've got other OpenKM Add-Ins already installed, this may not be needed.

EBX

Configuracion

U=zuario ak.médrmin
Clave admin
Hiozt ! http: /4127.0.0.7: 80280/ 0 penkhd

Cancel

When you set your configuration values, a folder called OpenKM is created in your user My documents folder. In
this OpenKM folder, a configuration file called openkm.xml and another file called document.xml are created that

the OpenKM Add-in uses to store some document editing information. You should not edit or delete these files.
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Excel Addin

Uploading a new file

After clicking on the [} add new document button, a folder tree view will appear. You must select the folder where

you want to upload the file.

Arbol de navegacion

= okmiroot

= Muewva carpeta
= g test?
O
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Ervviar Cancelar

Click on the Send Button and after that the document will be uploaded to OpenKM and a notification message will

appear.

El dacumenta ha sido enviado correctamente
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Editing an OpenKM document

After clicking on the ] document edit button, a folder navigator will appear. You must navigate across folders and
select a document that you want to edit.

Explorador de documentos

= okmrook | Mombre Autor ‘Wersidn Fecha
& Nuevacarpeta [E ] | Dacument de test dac akmédmin 1.0 | 27/04/201018:09:45
= test2 . | | |
= test222 » ..E Alegria de documento modificado. doc okmédmin 0
1= test23d [#] | Muevo documento de test.dac akmédmin 1:1 30/04/201010:42:01

| @) | frmbain.cs | okmdrmin 1.0 | 30/04/2010 3:38:22

When you've got some OpenKM document opened, the [-) Upload modified document (check-in) and [ Cancel
document edit toolbar options will be enabled.

» To upload modified document, use the [_] Upload modified document (check-in) toolbar button.

» To cancel document editing, use the [_2 Cancel document edit toolbar button.

After editing, your local document copy will be deleted to prevent user confusion.

OpenKM Excel Add-in runs with OpenKM 4.1 or higher.
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PowerPoint Addin

Office Add-ins are compatible from version 2000 to version 2007.

After installing the PowerPoint add-in, a new menu item "OpenKM" will appear in PowerPoint.

fj CpenkH Ed E| (7] !

Detail of the functions according to their icons:

« (1 openkM 5 Addin configuration
 [2} — Add new document

[ = Document edit ( check-out )

* [2) — Upload modified document (check-in)
» [_d — Cancel document edit

e @ — Help

Configure OpenKM Add-In

First you must select the OpenKM tool bar option to set your configuration values to access OpenKM from the client

computer. If you've got the OpenKM Add-In already installed, this may not be needed.

Configuracion

EBX

U=zuario ak.médrmin
Clave admin
Hiozt ! http: /4127.0.0.7: 80280/ 0 penkhd

Cancel

When you set your configuration values, a folder called OpenKM is created in your user My documents folder. In
this OpenKM folder, a configuration file called openkm.xml and another file called document.xml are created that

the OpenKM Add-in uses to store some document editing information. You should not edit or delete these files.
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Uploading a new file

After clicking on the [} add new document button, a folder tree view will appear. You must select the folder where

you want to upload the file.

Arbol de navegacion

= okmiroot

= Muewva carpeta
= g test?
O
o test2d
5 [ test?s
o testZE

Cef testa2?

A test234

Ervviar Cancelar

Click on the Send Button and after that the document will be uploaded to OpenKM and a notification message will

appear.

El dacumenta ha sido enviado correctamente
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Editing an OpenKM document

After clicking on the ] document edit button, a folder navigator will appear. You must navigate across folders and
select a document that you want to edit.

Explorador de documentos

= okmrook | Mombre Autor ‘Wersidn Fecha
& Nuevacarpeta [E ] | Dacument de test dac akmédmin 1.0 | 27/04/201018:09:45
= test2 . | | |
= test222 » ..E Alegria de documento modificado. doc okmédmin 0
1= test23d [#] | Muevo documento de test.dac akmédmin 1:1 30/04/201010:42:01

| @) | frmbain.cs | okmdrmin 1.0 | 30/04/2010 3:38:22

When you've got some OpenKM document opened, the [-) Upload modified document (check-in) and [ Cancel
document edit toolbar options will be enabled.

» To upload modified document, use the [_] Upload modified document (check-in) toolbar button.

» To cancel document editing, use the [_2 Cancel document edit toolbar button.

After editing, your local document copy will be deleted to prevent user confusion.

OpenKM PowerPoint Add-in runs with OpenKM 4.1 or higher.
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OpenOffice.org Add-on

OpenOffice Add-In

OpenOffice Add-In is compatible from OpenOffice version 3.2 and OpenKM repository 4.x

After installing OpenOffice Add-In, "OpenKM" appears as a new toolbar. It usually appears in the top-left of the
OpenOffice window.

.\.
-
—

©

2. o |7

Details of the functions according to their icons:
* 2% — Add-in configuration

* _g — Add new document

e _# — Document edit ( check-out )

» & — Upload modified document (check-in)
» ¥ — Cancel document edit

e [ — Help

Configure OpenKM Add-In

First you must select the OpenKM tool bar option to set your configuration values to access OpenKM from the client

computer. If you've got the OpenKM Add-In already installed, this may not be needed.

OpenkKM configuration = |
User lekrnadmin |
Password |[+===- |
Host Ihttp:/ilocalhost: 8080/0penkM
Accept Cancel

When you set your configuration values, a folder called OpenKM is created in your user My documents folder. In
this OpenKM folder, a configuration file called openkm.xml and another file called document.xml are created that
the OpenKM Add-in uses to store some document editing information. You should not edit or delete these files.
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OpenKM - Navegador de archivos ===
Archivo Editar Ver Ir Marcadores Ayuda

(‘L]Atrés ~ Adelante & @j & B & 100% @& vistadeicono Q

Lugar: ‘momeﬂllorUOpenKM d |

document.xmil openkm.xmil

2 elementos, espacio libre: 26,6 GiB

Uploading a new file

Before you begin, make sure the file you wish to upload is a) saved to disk (or OpenKM with throw an error) and b)
has the file name you wish it to have within the OpenKM repository otherwise you will have to go through the
OpenKM web interface to change the filename (true up to at least OpenKM 5.0)). After clicking on the add new
document button - _a , a folder tree window appears. You must select a folder within this window before you are

allowed to upload the file.
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Tree explorer = |

= okm:root

Add | Cancel |

Once you've found the correct folder, highlight it and click the Add Button, and the document will be uploaded to

OpenKM. Once the process is complete a notification window will pop-up.

Confirmation - |

Document added

‘ Clnse|
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Edit an OpenKM document

After clicking on the _# document edit button, a folder navigator will appear. You must navigate across folders and

select a document that you want to edit.

File explorer =[x
& okmiroot Name Author Version | Date
% |Simple.par okmAdmin 1.0 22-06-2010 10:20:47
£borram.odt okmAdmin 1.1 19-09-2010 01:28:00
£borram?2.odt okmAdmin 1.0 19-09-2010 01:25:42
E Cancel

When you've got some OpenKM document opened, the 2] Upload modified document (check-in) and ¥ Cancel

document edit toolbar options will be enabled.
» To upload modified document, use the & Upload modified document (check-in) toolbar button.

» To cancel document editing, use the ¥ Cancel document edit toolbar button.

After editing, your local document copy will be deleted to prevent user confusion.

OpenKM Open Office Add-in runs with OpenKM 5.x or higher.

Troubleshooting

Linux users must remember to install the following packages:

openoffice.org-java-common

openoffice.org-java
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community extension

Macros

Macros allows users to simplify repetitive operations in one click. Operations are defined in configuration
parameters. When OpenKM detects macro is available in some folder, document or mail automatically the macro

button is enabled and user with one click executes the operation.

* ‘=5 — Execute macro

Enable macros

See Community extension section how to enable macros in your OpenKM.

Properties
In macro.actions property can define the actions.

For example move any subfolder into origin folder to destination folder will be defined as

[origin_path,destiantion_path] as can see in next image. The

Key |macros.actions

Type |Text ;l

/ekm:reat/orgin./ekm:ret/destination
/okm: ot/ origin2, /okm: (met/ destination]
Walue
Cancel Send
Example

The images example covers move a document from /okm:root/origin to /okm:root/destination.
Property macro.actions value is /okm:root/origin,/okm:root/destination

The file /okm:root/origin/test/invoice-1023.0dt is into folder /okm:root/origin and has fast action button enabled

o ﬂa f @ E] B El @ w | = & B = F s p | Search | D Administration
.2n Taxonomy Path : jokm:root/origin/test/
& (5 okm:root = Name Size Update date Author Version hal
& destination £ invoice-1023.0dt 19.6 KB 22-05-2012 11:18:49 Administrator 1.0
2 [ origin [ -
£ invoice-1024.odt 19.6 KB 22-05-2012 11:15:11 Administrator 1.0

(= test
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After executing macro the file /okm:root/origin/test/invoice-1023.0dt has been moved to
/okm:root/destination/test/invoice-1023.0dt. In case folder /okm:root/destination/test not exists OpenKM will
create automatically with correct grants.

g ff & I ] e s |3 S H B =@ | search | D Administration
o» Taxenomy Path : Jokm:root/destination/test,
e Ej okm: root ,_-I Mame Size Update date Author Version had
8 & destination £ invoice-1023.00t 19.6 KB 22-05-2012 11:18:49 Administrator L0
(= test
B [ origin
(= test

Downloading restricted buttons

Downloading restricted buttons extension is useful for administrators who want to share documents with external

users or some users but without downloading rights.

Enable

See Community extension section how to enable downloading restricted buttons in your OpenKM.

Description

Downloading restricted buttons is very simple to understand. Any wuser who doesn't have
NoDownloadingRestrictionRole cannot download files. That feature must be properly configured in accordance
with profiles options where default donwloading options might be disabled for all users. The idea is that only some
users will have the NoDownloadingRestrictionRole and will be able to download any document, if they have rights

to it.

— Menu file
Create folder visible

Find folder visible

S I

Go folder visible
Download visible
Download PDF visible
Add document visible
Purge visible

Purge trash visible

Restore visible

o080
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Edit role

Id MoDownloading Restriction R
Active

Cancel Send

That solves the general problem that in some cases it is desired that some uses can read documents but not download
them.

When the extension is enabled, two new buttons will appear on the right of the toolbar.

= 2 Z & B =

La

In the next screenshot, the user doesn't have the role NoDownloadingRestrictionRole and that is the reason why

they cannot download the file ( take a look at the right corner of the toolbar ).

File | Edit Tools Bookmarks Help

(ipenkm

Cg % [ = 2 &= = Z &8 B = Desktop | Search | DashBoard | Administration |
aw Taxonomy Path : jokm:root/
© (5 okmuroot Mame Size Update date Authar Version had
i ey 2 = Openkm 21072010 07:14:32 okmaAdmin
(5% presentaciones
.| [ presentaciones 2107-2010 07:14:10 okmAdmin
(=% proyectos
| & proyectos 2107-2010 07:14:33 okmAdmin
:-2 Architek-2d.dxf T7.2KB 23-11-2010 11:47:41 okmAdmin 1.0
[E] & conespacio.odt 8.0KB 10-09-2010 10:50:55 akmAdmin 10
U 2| o%| derbylog 1.1 KB 04-10-2010 08:59:12 okmAdmin 1.0
U | @ ibacar-soporte s B.5 KB 03-11-2010 09:35:38 okmAdmin 1.0
B & testodt 8.0KB 07-09-2010 10:20:50 akmAdmin 10
B0 winrock_wil0ce. txt 1041 KB 20092010 06:43:35 okmAdmin 10
[ penkM - Open Electronic Doc ytes - 23: navaid.rahman @osostet
4 OpenkM-0 Ele: Da 0B 20-09-2008 03:23:48 id.rah @
Properties | Notes | Security | History | Preview |
uuIiD 45da7f54-Tdfa-47eB-85e8-62aff152945h Subscribed users M
Name con espacid.odt okmAdmin
Folder fokmroot
Ke rds cloud
Size B.OKB fos
Created 10-09-2010 10:50:54 by okmAdmin Categories
Modified 10-09-2010 10:50:55 by okmAdmin
MIME type d.oasis. text
__/' Categories Keywords
[ Thesaurus Status Edited by okmAdmin
T — Subscribed Yes
e — History size 8.0 KB
& My documents URL
[ E-mail WebDAV
Tl Trash
A T | g 166.8 MB o(g22s @ogpo |[Godgogo

In the next screenshot, the user has the role NoDownloadingRestrictionRole that in combination with normal rights

allows the user to download the file ( take a look at the right corner of the toolbar ).



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_191.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_188.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_189.jpeg

Downloading restricted buttons

90

Fie Edit Tooks Bookmarks Help (ipenkm
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professional extensions

Stapling

Stapling is only allowed in taxonomy, categories and thesaurus view. Folders, documents and mails can be stapled.
Same folder, document or mail can be stapled several times in different groups.
Restrictions:

* Only the stapling creator has privileges to add / delete more elements or deleting entire group. Other users only
have downloading option.

* Mails can not be downloaded.

* If some users have no rights to download some document in a stapling, although they can see it in the stapling

group, they cannot download that file.
Detail of the functions according to their icons:

e [ 4 — Start new stapling group / Staple element ( same button has both functions ).
e 4 — Stop stapling group.
* (@ — Delete some element in the group.

Add new stapling group

First select some folder, document or email.

Folder, document or email must be selected in file browser view.

Click on the [_g start new stapling group icon ( at the bottom right will appear the message ''Stapling started").
Then select another folder or document and click again on the same icon [j . Both elements are now stapled.
Continue selecting new elements and clicking on the same icon [ to increase the number of elements stapled.

To finish, click on the [ g stop stapling group icon ( at the bottom right will appear the message ''Stapling finished'")
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Add more elements to a stapling group

Click on the "Add" button in order to select which group you want to add more elements to ( at the bottom right will
appear the message ''Stapling started'").

Continue selecting new elements and clicking on the same icon I_j to increase the number of elements stapled.

To finish, click on the (g stop stapling group icon ( at the bottom right will appear the message ''Stapling finished'")
Properties | Notes | Security | History | Preview | Stapleds |

Group -1 Add Delete Download

& E testodt BOKBE &
& & conespaci.odt 80KE &
[7 OpenkM - Open Electronic Document Management Sytem: Document Management system 0 Bytes @
% proyectos =)

Group - 2 Add Delete Download

& E testodt BOKB &
i winrock_wilOce et 1041K8 @
% presentaciones =

Autocad preview

AutoCAD previewer allows one to do some basic operations like zoom in/out, rotate, show/hide layers and print.
AutoCAD preview extension allows one to convert AutoCAD files to PDF and preview them or preview DXF files.

In the Tools menu, the AutoCAD option allows one to select which preview conversion is enabled.

This feature supports DXF

(1] [2]

and DWG "~ formats.

See also:

* Third-party software integration: Acme CAD Converter

* Application configuration: Autocad previewer

Tools menu

s

g

Languages '3

Skin »

r
L

Debug console

Show administration

Preferences '3

» [
o€ PDF pr

= DY 5T
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Autocad preview
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Default DXF preview

Properties | Motes | Security | History | Preview |

Model Layer
x| R QRSO (B A v] 0
A vl
v|2
v 4
v|5
broundfloar
¥ Invert Select All
WARNING: No DXF file version number defined! 17.6M/20.0M
. .
Preview with zoom
Properties | Notes | Security | History | Preview |
Model Layer
v|i0
= vl
V|2
V] 4
v|5
Trawn with &
» Invert Select All

WARNING: No DXF file version number defined! 16.6M/20.0M|| 100%
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Properties | Notes | Security | History | Preview |
Model

X @ Q@ Xk~ O ha

Preview with rotation

Properties | Notes | Security | History | Preview |
Model

X| R[S R | STs - )

1

WARNING: No DXF file version number defined!

[ad] =]

Layer
v|0
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V|2
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Invert
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v 0
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v|2
v] 4
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-

» Invert
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Select All

Select All
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Preview hiding layers

Properties | Notes | Security | History | Preview |
Model

2 X| & Q@8] x| * )

1

WARNING: No DXF file version number defined!

Default PDF preview
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Messaging

Messaging extension allows to propose documents and folders to users, share normal queries and user news queries

with other users and sending of text messages to users.

Messaging extension widgets are located on the Tools menu ( send message option ), on any document / folder view

in taxonomy with an icon option to send proposed folder/document subscription, at the bottom of the desktop with

tree icons to indicate when new proposed subscriptions, proposed query or user messages have arrived and in

dashboard view where all information is available in one view.

File | Edit Tools Bookmarks Help
i

(") S —_ .'}
(7 — Ee &
User Mail News General
jﬂ Propositions (4) User
okmAdmin okmAdmin
okmAdmin
okmAdmin
okmAdmin

okmAdmin

:| From  okmAdmin

=
=4

sl ) L5 l ; }rl
Workflow Keyword map Messaging
Type
Document proposed
Document proposed
Folder proposed
Document proposed
Folder proposed

To josep,manolo

Type Folder proposed Date 06-12-2010 06:34:49

Folder [OpenkM

Subscribe

[You might be subscribed at this folder.

| think all interesting information is usefull to you.

@ Proposed queries
Lz Messages received (2)
L_| Message sent

¥ Connected asjosep | g 0 Bytes So(g1Jo @ogho | [Gado g2

06-12-2010 11:18:06
06-12-2010 11:18:22
06-12-2010 05:45:26
06-12-2010 06:34:04
06-12-2010 06:34:49

(ipenkm

Desktop | Search | DashBoard |

Proposed documento/folder
con espacid.odt

derby.log

presentaciones

con espacid.odt

OpenkKM
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Description of the different icon options

[l — Proposed subscriptions
* #) — Proposed query

* [ab — Message received

e L — Message sent

Proposing subscription

You can propose a subscription ( document / folder ) to any user or group of users ( based on roles ). Simply select

some document or folder and in the document or folder properties view will appear the propose subscription icon =]

Properties | Notes | Security | History | Preview |

UUID 45da7fh4-Tdfa-47eB-85e8-62aff152945h Subscribed users _.:;3
Name con espacid.odt okmAdmin
Folder lokm:root
Ke rds cloud
Size B.OKB .
Created 10-09-2010 10:50:54 by okmAdmin Categories

Maodified 10-09-2010 10:50:55 by okmAdmin
MIME type application/vnd.oasis.opendocument.text
Keywords

Status Edited by okmAdmin
Subscribed Yes
History size 8.0 KB

URL @

WebDAV ]

Click on the propose subscription icon [ , and the propose subscription popup will appear.
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File Edit Tools Bookmarks Help (ipenxkm
== == 3
o 2 [3 =3 = 2 3 Z & | B = Deskmp|5ea:ch|Da.shBuam|Mni1ishaﬁun|
o Taxonomy Path : fokm:root/
B [ okmroat Mame Size Update date Authar Version had
i ey 1 = OpenkmM 21072010 07:14:32 okmaAdmin
(5% presentaciones
| (&% presentaciones 2107-2010 07:14:10 okmAdmin
(=% proyectos
1 EF o Send propose subscription -2010 07:14:33 okmAdmin
BE 4 2010 11:47:41 okmAdmin 10
B0 & ¢ Sommert -2010 10:50:55 akmAdmin 10
-+ . | suggest this document.
BE&E &) « 2010 08:59:12 okmAdmin 10
1 Seems to be interesting to you be subscribed there
B el [ gty -2010 09:35:38 akmAdmin 10
B & t -2010 10:20:50 akmAdmin 10
BO v | Users | Roes | -2010 06:43:35 akmAdmin 10
4 ¢ |users to notify hid Users ** | -2008 03:23:48 navaid.rahman @ososte
josep & okmAdmin
Properties | Notes | manalo
uuIiD 45da7f! ibed users;ﬂ
Name ©on esf * min
Folde fokm:rog
R ' e rds cloud
Size B.0 KB
Created  10-09-2 ries
Modified 10-09-2 Close Send
MIME type applicai
| Categories Keywords
[ Thesaurus Status Edited by okmAdmin
T — Subscribed Yes
e — History size 8.0 KB
& My documents URL E‘
[ E-mail WebDAV )
(7l Trash

A TN | g 166.8 MB B0 (g2 @ogho [ [Godgo[go

Select the users or group of users ( by roles ) you want to propose the subscription to. They'll receive the notification

in the messaging panel.

Proposed subscription notification

At the bottom of the Desktop panel with messaging extensions appears a tree of new icons. Periodically OpenKM

indicates to the end user if new messages have arrived.

Esigo g2

Clicking on the proposed subscription icon [=] ( at bottom ), OpenKM automatically opens messaging view. In

propositions tab, the proposed subscriptions are ordered by the users who have sent them.

End user proposed subscription received

In Dashboard view, the end user can take advantage of OpenKM proposed subscriptions received from other users.
On selecting some proposed subscription, you've got several options. Clicking on the folder or document link will go
to the document or folder desktop location or simply pressing the subscribe option to make the subscription ( An
icon will appear to indicate you've already done this operation ). You can also delete a proposed subscription ( single

) or all proposed subscriptions with appropriate contextual menus in the stack and explorer panels.
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{1penkm
o"a_;]_u --]E:S-_._._-'_- ]q -;-I-JI-J -JI?’.}I"_.J.J Dedﬁnp|Senn:h|Dasrﬂmrd|
-y (v : e
8 0 = @ & 3
User Mail News General Workflow Keyword map Messaging
@ Propositions (4) | User |Type | Date Proposed documento/folder | =
okmAdmin okmAdmin Document proposed 06-12-2010 11:18:06 con espacio.odt
okmAdmin Document proposed 06-12-2010 11:18:22 derby.log
okmAdmin Folder proposed 06-12-2010 05:45:26 presentaciones
okmAdmin Document proposed 06-12-2010 con id.odt
«  okmAdmin Folder proposed 06-12-2010 06:34:49 OpenkKM
okmAdmin Document proposed 07-12-2010 09:16:03 con espacid.odt
From okmAdmin To josep,manclo
Type Document proposed  Date 07-12-2010 09:16:03
Document En es&iﬂ.udj Subscribe
| suggest this document.
[Seems to be interesting to you be subscribed there
Proposed queries
| Messages received (2)
Q Message sent
4 Comnected asjosep | g OBytes | B0 [J 1100 |[edyo g2
User Type Date Proposed documento/folder =
okmAdmin Document propesed 06-12-2010 11:18:06 con espacid.odt
okmAdmin Document proposed 06-12-2010 11:18:22 derby.log
okmAdmin Folder proposed 06-12-2010 05:45:26 presentaciones
okmAdmin Document proposed 06-12-2010 06:34:04 con espacid.odt
"  okmAdmin Folder proposed 06-12-2010 06:34:49 OpenkM
okmAdmin 07-12-2010 09:16:03 con espacio.odt

Document propo
@ Delete
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Proposing shared query

You can propose a shared query ( stored / users news ) to any user or group of users ( based on roles ). Simply select

some query in search view. In the contextual menu, the propose query icon ## will appear.

All m= office docs

{8 Stored searches

All documents

o Frun
&) Dekte

Share search

Select users or group of users ( by roles ) you want to propose the query to. They'll receive the notification in the

messaging panel.

’;‘ Edit Tools Bookmarks Help gpam{M
J (M (3 g - N R R DR s B2 6|8 = Desktop | Search | DashBoard | Administration |
45 Stored searches Context Taxonomy -
All documents Content ]
A o dos are R
Keywords L ]
User
Date range L L
Page results Comment
This query display all word documents in repository.
Save as user news
| Think could be interesting to you.
Search
Users | Rokes |
Lsez ooty I:F Lees I:F |Auﬂ1m Version ]
| [eser 4 [k 08 okmaAdmin 10
[ e 12 okmAdmin 10
w4 49 akmAdmin 10
w4 L4 18 akmAdmin 10
w4 11 akmAdmin 10
E 54 okmAdmin 10
w4 04 akmAdmin 10
*rirdrdrdr E 2.2 Objetivos del P 435 KB 2107-2010 07:15:12 okmAdmin 1.0
*rirdrdrdr E 1.8 Resumen del pi 48.0 KB 2107-2010 07:15:12 okmAdmin 1.0
i i E conveni asvab ibat 1075 KB 21-07-2010 07:15:04 okmAdmin 1.0

@Usermws

} Connected as okmAdmin ] __-d 166.8 MB ]

Qog2s¢ome [[Fodgogo
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Proposed query notification

At the bottom of the Desktop panel with messaging extensions appears a tree of new icons. Periodically OpenKM

indicates to the end user if new messages have arrived.

Esigo g2

Clicking on the proposed query icon # ( at bottom ) makes OpenKM automatically open messaging view. In the

proposed queries tab, the proposed queries are ordered by the users who have sent them.

End user proposed queries received

In Dashboard view, the end user can take advantage of OpenKM proposed queries received from other users. On
selecting some proposed query you've got several options. Clicking on the query link will execute the query in search
view ( here, for example you can save as own ) or simply pressing accept option to accepting the shared query ( An
icon will appear to indicate you've already done this operation ). You can also delete a proposed query ( single ) or

all proposed queries with appropriate contextual menus in the stack and explorer panels.

Fie | Edit Tools Bookmarks Help {1penxkm
=
. = Desktop | Search | DashBoard |
(®)] : e i 5 A =
('Y . i§ L; L %‘ } -.r
User Mail News General Workflow Keyword map Messaging
;y Propositions (4) User Type Date Proposed query +
@ Proposed queries okmAdmin Query propsoted 06-12-2010 06:36:52 All documents
okmAdmin & okmAdmin Query propsated 07-12-2010 09:40:12 All ms office docs

To josep,manol,ManoloRole
Type Query propsoted Date 06-12-2010 06:36:52

All

LD documents SR
[This query could be intesting to you.

Displays all d you've got in repository

Lz Messages received (2)
L_| Message sent

¥ Connected asjosep | g 0 Bytes S (g11r @0k | [Gafgo g2
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#.] Proposed queries

&) Delete

When the end user accepts a proposed query, this will appear in search view with the shared query icon ] . The user

who proposed the query can modify it, meaning any change made by the owner of the query has immediate effects

on users with whom he's sharing.

’;‘EﬂiTmlsBuomﬂcsHEb

(ipenkm

o 3 [ s BB Ee  ERE| e 00|26 B <9 Desktop | Search | DashBoard |
| #f Stored searches Context Taxonomy -
3] All ms office docs Content ]
are R—
P
Foier —
S e —
Type Document || Folder [ | Mail
Mime type | Ms word ~1
e -
Date range between | @ and | F
Page results Advanced search
Save as usernews ||
[ savesearch | | |
_ Results:54 4 11010 |
Relevance | |N|E.I'I'E |5|ze m date Author Version | [+
ik E MODELO ACUERDO LICENCI 1925 KB 2107-2010 07:15:08 okmAdmin 10 -
ik E 2.3 Descripcion de los Servicio 330KB 2107-2010 07:15:12 okmAdmin 10
ik E el nuevo papel de los intermec 163.0 KB 21-07-2010 07:14:49 okmAdmin 1.0
ik E SMS-checkist-form.doc B9.0 KB 2107-2010 07:15:18 okmAdmin 10
ik E 2.1 Problema u oportunidad.d 1.8 MB 2107-2010 07:15:11 okmAdmin 10
ik E Estudio de Intermediarios turis 100.5 KB 2107-2010 07:14:54 okmAdmin 10
ik E PROPOSTES PLA ESTRATE( 4720 KB 2107-2010 07:15:04 okmAdmin 10
Trirdr ik E 2.2 Objetivos del Proyecto.dot 435 KB 2107-2010 07:15:12 okmAdmin 10 oo
@ User news > |_

¥ Connected asjosep | g 0Bytes |
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Sending messages

You can send a message to any user or group of users ( based on roles ). Simply open Tools menu / Messaging and
select the option send new message.

Tooks
Lli Languages 3
iEfl Skin 3

@ Debug console
%, Show administration
Preferences »

|g |F L Send new message

The new message popup will appear.

Fie Edit | Tools | Bookmarks Help (ipenkm
o =2 [ ] ) ]Qd l=d ] o ]] d ]@Q]—'ﬂ nesknp|3enm|mmamm|Mnmmmn|
= Taxonomy |F‘ath : fokm:root/ |
B [ okmioot | |Name |5|ze |Lbdatedate |Auu1m |Vemiun | ]
& Openkm Ll (= Openkm 21072010 07:14:32 okmAdmin
(5% presentaciones )
i s SO E— 2010 07:14:10 okmAdmin
SO 2010 07:14:33 okmAdmin
Subject i '
i lmm:mhe[mming e 2010 11:47:41 akmAdmin 10
a & -2010 10:50:55 akmAdmin 10
Ba & Comment 2010 08:59:12 okmAdmin 1.0
Remember you must create some folder in the taxonomy.
Ba i 2010 09:35:38 okmAdmin 1.0
gt -2010 10:20:50 akmAdmin 10
B8 = -2010 06:43:35 akmAdmin 10
Users | Roles | -2008 03:23:48 navaid.rahman @ososte
Users to notify I:F Users I:F
Properties | Nates — g manon
uuID 07183 okmAdmin
MName okm:roo
Parent
Created  2107-2 3
Subscribed No
Folders 3
Documents &
. Close
n— o [Giose |
(1 mes URL
— WebDAV
.~ Templates
£ My documents
E-mail
Tl Trash
I 4l Connected as okmadmin JIIEIRTLR VRN Sl e 0N RO X =Y R = S [ |

Select users or group of users ( by roles ) you want to send the message to. They'll receive the notification in the

messaging panel.
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New message notification

At the bottom of the Desktop panel with messaging extensions appears a tree of new icons. Periodically OpenKM

indicates to the end user if new messages have arrived.

Esigo g2

Clicking on the new message icon /= ( at bottom ) makes OpenKM automatically open messaging view. In the

message received tab, the messages are ordered by the users who have sent them.

End user messages received

In Dashboard view, end users can take advantage of OpenKM messages received from other users. On selecting
some message received you can see all message details. You can also delete a proposed query ( single ) or all

proposed by users with appropriate contextual menus in the stack and explorer panels.

Fie Edit Tools Bookmarks Help {1penxkm
b Z Deskiop | Search | DashBoard |
:’ “‘: ., — ‘-} b A |_|
(7 ) —~| = { e L
User Mail News General Workflow Keyword map Messaging
jﬂ Propositions (4) Sent from Type Date Subject +
@ Proposed queries okmAdmin Message sent 06-12-2010 11:18:40 mira que ve el asunto
Ll Messages received (2) okmAdmin Message sent 06-12-2010 06:35:56 Remember
okmAdmin okmAdmin Message sent 07-12-2010 10:23:33 Remember creating folder

From okmAdmin To josep
Type Message sent Date 07-12-2010 10:23:33

Subject Remember creating folder

Remember you must create some folder in the taxonomy.

|| Message sent

¥ Connected asjosep | g 0 Bytes S (g11r @0k | [Gafgo g2
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Sent from | Type | Date Subject b
okmAdmin Message sent 06-12-2010 11:18:40 mira que ve el asunto
okmAdmin Message sent 06-12-2010 06:35:56 Remember

okmAdmin Message @ ] 07-12-2010 10:23:33 Remember creating fokler
Delete

User messages sent view

Any kind of message sent by some user is registered ( proposed subscription / proposed query / message sent ) and
can be seen in the message sent view. All messages sent are ordered by the user who has sent them ( although it'll be
included in some role at the moment it was sent ). You can also delete a message sent ( single ) or all sent messages
using appropriate contextual menus is the stack and explorer panels.

Fle Edit Tools Bookmarks Help (ipenkm
g 4 | & | 3 L d | & | & | ] |2 & | Desktop | Search | DashBoard | Administration |
B, == @ A g
e . o |
Rl | _ e
User Mail News General Workflow Keyword map Messaging
[l Propositions |5end to |Ty|:|e | Date |5uhied | =
@ Proposed queries okmAdmin Document proposed 06-12-2010 11:18:06 con espacid.odt
@ Messages received okmAdmin Folder proposed 06-12-2010 05:45:26 presentaciones
):_f Message sent okmAdmin Document proposed 06-12-2010 06:34:04 con espacid.odt
josep okmAdmin Folder proposed 06-12-2010 06:34:49 OpenkKM
manalo josep, TestRole Message sent 06-12-2010 06:35:56 Remember
okmAdmin
okmAdmin Query propsoted 06-12-2010 06:36:52 All documents
okmAdmin Document proposed 07-12-2010 09:16:03 con espacid.odt
okmAdmin Query propsoted 07-12-2010 09:40:12 All ms office docs
josep Message sent 07-12-2010 10:23:33 Remember creating folder

From  okmAdmin To josep,TestRole
Type Message sent  Date 06-12-2010 06:35:56
Subject Remember

[You must remember creating new folder structure in OpenKM taxonomy node.

# O | g wesvs | 30 (52 [0 $0 g0 |[Fodyolgo
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Send to Type Date Subject had
okmAdmin Document proposed 06-12-2010 11:18:06 con espacid.odt
okmadmin Folder proposed 06-12-2010 05:45:26 presentaciones
okmAdmin Document proposed 06-12-2010 06:34.04 con espacio.odt
okmAdmin Folder proposed 06-12-2010 06:34.49 OpenkM
josep,TestRole ME":'""' — 06-12-2010 06:35:56 Remember
okmadmin QL_@,._D:EEE_ 06-12-2010 06:36:52 All documents
okmAdmin Document proposed 07-12-2010 09:16:03 con espacio.odt
okmAdmin Query propsoted 07-12-2010 09:40:12 All ms office docs
josep Message sent 07-12-2010 10:23:33 Remember creating fokler

Stamp

Stamp is only allowed in taxonomy view for any document which can be converted to PDF or is a PDF. In order to
stamp a document it's necessary to have working integration with OpenOffice. Take a look at OpenOffice.org or
Application_configuration.

Restrictions:

* Only allowed for documents convertible to PDF or PDF files.
* Have write privileges on folder.
* Only allowed on taxonomy view.

Detail of the functions according to their icons:

» & — Start stamping a document

Stamping a document

Fist select a document ( convertible to PDF or PDF ) in taxonomy view, then click g the stamp icon. A popup will

appear.

Stamp documents

Invoice stamp - |

Close Stamp

Several stamp types can be assigned in administration view to each user. A user must select one of the available
stamps he's got and execute it. After some time, a new PDF file will be generated ( or new version PDF file in case
the selected stamped file was a PDF ).



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_186.jpeg
http://wiki.openkm.com/index.php?title=OpenOffice.org
http://wiki.openkm.com/index.php?title=Application_configuration
http://wiki.openkm.com/index.php?title=File:Stamp.png
http://wiki.openkm.com/index.php?title=File:Stamp.png
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_192.jpeg

Stamp

108

1 dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tem
ore magna aliguyam erat, sed diam voluptua. At vero eos et accusam et |
Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolc
1 dolor sit amet, consetetur'sadipscing elitt; sed diam nonumy eirmod tem
ore magna aliguyam erat, sed diam voluptua. At vero eos et accusam et |
Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolc

Stamp administration

In the administration, the stamps can be managed. You can create text or image based stamps.

Text Stamp |iSt (Image stamps)

Name Description Text Color Users Active @
|In\mine stamp Invoice stamp Invoice stamp . okmAdmin L' 4 6) @ -@ |

You can add new stamps or edit existing ones.

Edit text stamp

Name Inwoice stamp
Inwoice stamp

Description

Text Inwoice stamp

Layer Under content |

Opacity 0.5

Size 30

Color B 5042900

Align Center ~|

Rotation 0

Expr. X  |PAGE_CENTER
Expr.Y  |PAGE_MIDDLE

Active

Users

Cancel Send

An Opacity equals to 0 means a transparent text or image and you won't see it. Set to 0.5 to see an semi-transparent text or set to 1 to be

opaque. Also play with layer to stamp over or below the default text layer.
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In image stamp it's shown image stamp definitions.

Image stamp list qextstamps)

Name Description Users |Active (+]

)pPEeNKV o

nowledge Management

« IMAGE_WIDTH
* IMAGE_HEIGHT
* PAGE_WIDTH

* PAGE_HEIGHT

¢ PAGE_CENTER
* PAGE_MIDDLE

Q In Expr. X and Expr. Y input fields you can put more than a simple number. Currently the following macros are defined:

So to center a stamp in the page you can use:

¢ Expr. X: PAGE_CENTER - IMAGE_WIDTH /2
e Expr. Y: PAGE_MIDDLE - IMAGE_HEIGHT / 2

A new image can be added or you can edit the actual one.

Edit image stamp

Name test - image

Description

_ (1penkm

nowledge Management
Examinar...

Layer Under content _~ |

Opacity 0.5

Expr. X PAGE_CENTER - IMAGE_WIDTH/ 2
Expr. ¥ PAGE_MIDDLE - IMAGE_HEIGHT / 2

Active

okmAdmin

Users

Cancel Send

Using the test icon =] you can generate a test file.
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Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut
labore et dolore magna aliguyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores
et ea rebum. Stet clita Kasd guberg us est Lorem ipsum dolor sit amet.
Lorem ipsum dolor sit dﬁm‘ \ iam nonumy eimMmeod tempor invidunt ut
labore et dolore mag Ii$m d oluptua.”Al vero eos et accusam et justo duo dolores

et ea rebum. Stet clita gubergren; no sea takimata sanctus'est Lorem'ipsum dolor sit amet.

Digital signature

Digital signature allow one to sign documents with installed certificates. You can sign an already uploaded document
or a new document. Only documents that can be converted to pdf can be signed. In case document is a pdf, then a
new document version is uploaded after signing. In case the document is to be converted, a new pdf file with same

name as the original document is uploaded in the same folder as the original.
Restrictions:

¢ Only allowed for documents convertible to pdf or pdf files.
* User must have access to insert or upload new file versions.
¢ Only allowed in taxonomy view.

* Sign document is not possible in add document form with import document from ZIP option.

Sign an existing document

Select a pdf or a convertible file. Go to the Tools menu and select the sign document menu option.

Tooks
Languages »
Skin 3
Debug console

Show administration

Preferences 3

@& N @

3

A popup will appear. You must select the certificate you want to use to sign the document.
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CryptoApplet Signer S

File t

Select your certificate:
¥ [ certificate list
¥ (& FNMT
| NOMERE iy - |- CEN (digitalSignature, keyEncipherme
[ NOMERE S - - G Cigit=|Signsture, keyEncipherme

ELS TV

Information

Choose your certificate and press sign button.

On certificate selection the related information will appear.

[] show me the content before signing.

{ Sign J { Cancel J

When signing is finished, a popup message will appear.

The signing process is complete

In the history tab, one can see a comment "signed" and a version change if the original document was pdf file.
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ﬁupemes|mmes|rism|5emmy|ﬁemw|

Wersion | Date |A.uﬂ1m Size | | Compact history |Cumnent ad
11 03-01-2011 09:33:18 okmAdmin 739.0 KB View Signed
1.0 03-01-2011 09:33:05 okmAdmin 733.1 KB

Signing a new document

In case you want to sign a new document in OpenKM, simply check the option sign document in the add document

form.

Add new documents

|J"rmmeﬂllurt|’E5crituriufrecu| Examinar... || Send

|| Import Documents from ZIP
Sign document
|| Motify to users

If a wizard has been defined for the document, a sequence of screens will be available, and the last will be the sign

popup.



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_205.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_206.jpeg

Digital signature 113

CryptoApplet Signer S

File t

Select your certificate:
¥ [ certificate list
¥ (& FNMT
| NOMERE iy - |- CEN (digitalSignature, keyEncipherme
[ NOMERE S - - G Cigit=|Signsture, keyEncipherme

ELS TV

Information

Choose your certificate and press sign button.

On certificate selection the related information will appear.

[] show me the content before signing.

{ Sign J { Cancel J

When signing is finished, a popup message will appear.

The signing process is complete

In the history tab, one can see a comment "signed" and a version change if the original document was pdf file.



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_203.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_204.jpeg

Digital signature 114

Properties | MNotes | History | Security | Preview |

Wersion Date Author Size Compact history | | Comment L
11 03-01-2011 09:33:18 okmAdmin 730.0 KB View Signed
1.0 03-01-2011 09:33:05 okmAdmin 733.1 KB View Restore

If the document is a pdf, the original document will be uploaded and the signed one will be a new document version.
If document is not a pdf but only one convertible to pdf, then that document will be uploaded and a new signed pdf
file too.

Document encryption

Cryptography allows for additional document protection in OpenKM. With the cryptography extension, one can
upload a new encrypted document, encrypt and decrypt an existing document, edit and check in an encrypted
document and download and decrypt encryted documents. In order to make the cryptography process more secure,
files are encrypted and decrypted on the local user computer by a signed applet. That means any networking file
traffic is always with encrypted documents.

All Cryptography options are available from the Tools menu:

&l

LT Languages [
Skin b
P Debug console

% Show administration
Preferences b
B

|F B Add new encrypted document

© & EEY [



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_205.jpeg
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_212.jpeg

Document encryption 115

Restrictions

* Cryptography is only allowed in taxonomy view.
* User must have write privileges on document and folder to perfom cyptography operations.

* For editing purposes, the document should not be locked or checked out by another user.

Description of different icon options

* [l — Add new encrypted document
* [Z — Encrypt document

» [} — Edit encrypted document

 [£) — Checkin encrypted document

» [4l — Download decrypted document
» £ — Decrypt document

Add new encrypted document

First select some folder in the taxonomy where you have write privileges to upload a document. Next, select the [Z}

Add new encrypted document menu option. An encrypt popup will appear.

Encrypt =

Password pharase

Select file

Now simply put your cryptopharase twice, and select the file to encrypt by clicking on the select file button. After
that the document will be encrypted locally with the cryptophrase and then uploaded to OpenKM. When the process

is finished, a popup message will appear indicating a successful upload.

Information x

@ Files successfully uploaded

Aceptar

The OpenKM document explorer UI will be refreshed and the newly uploaded document will appear with the
cryptography icon .~ indicating that it's an encrypted document.
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Path : fokm:root/ |

‘ | MName Size Update date Author Version ‘ ]
= test 1101-2011 09:32:03 okmAdmin
= test2 1101-2011 11:42:10 okmAdmin
_,-) =| backup.ta 304 Bytes 1201-2011 04:34:01 okmAdmin 1.0

Download decrypted document

This operation downloads an encrypted document and decrypts it locally. First select some encrypted document in
OpenKM. Then select the [} Download decrypted document option and a popup will appear for decrypting the

remote OpenKM document.

Decrypt

Password pharase

Donwload file

Next, put the decryptphrase and select the directory where you want to download the decrypted version of the
OpenKM document. OpenKM will then download the encrypted document to the local computer, decrypt and save.

After that an information popup will appear indicating that the document has been saved locally.

Information x

@ Document downloaded localy

Aceptar
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Edit encrypted document
In order to edit an encrypted document, select the | j Edit crypted document menu option. A decrypt popup will
appear.
Decrypt ::
Password pharase
Donwload file
Next, put the decryptphrase and select the directory where you want to download the decrypted version of the
OpenKM document. OpenKM will then download the encrypted document to the local computer, decrypt and save.
After that an information popup will appear indicating that the document has been saved locally.
Information X
@ Document downloaded localy
Aceptar
" =
The OpenKM document explorer UI will be refreshed and the document will appear, marked for editing.
Path : fokm:root! |
| ‘ Name Size Update date Author Version ‘ [+
= test 11-01-2011 09:32:03 okmAdmin
= test2 1101-2011 11:42:10 okmAdmin
e backup.tet 304 Bytes 12-01-2011 04:34:01 okmAdmin 10
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Check-in encrypted document

After making changes to the local document ( decrypted using Edit encrypted document menu option ), you must
upload a new document version to the OpenKM repository. First select the document that you want to upload to

OpenKM.

Path : jokm:root/ |

| ‘ Name Size Update date Author Version ‘ [+
= test 11-01-2011 09:32:03 okmAdmin
= test? 11-01-2011 11:42:10 okmAdmin
E‘ _,J' - backup.ba 304 Bytes 12-01-2011 04:34:01 okmAdmin 1.0

Then select the [=] Checkin encrypted document menu option. An encrypt popup will appear.

Encrypt

Password pharase

Select file

Now simply put your cryptopharase twice, and select the file by clicking on the select file button. After that, the
document will be encrypted locally with the cryptophrase and then uploaded to OpenKM. When the process is

finished, a popup message will appear indicating a successful upload.

Information x

@ Files successfully uploaded

Aceptar

The OpenKM document explorer UI will be refreshed and the document will appear as the latest version.
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Then select the [Z] Decrypt document menu option. A decrypt popup will appear.

Document encryption 119
Path : fokm:root/ |
‘ | MName Size Update date Author Version ‘ ]
= test 11.01-2011 09:32:03 okmAdmin
= test2 11.01-2011 11:42:10 okmAdmin
o backup.txt 304 Bytes 12012011 04:56:36 okmAdmin 11
Properties | Notes | History | Security | Preview |
Version Date |Auﬂ1m Size | ‘ Compact history | Comment | ik
11 12-01-2011 04:56:36 okmAdmin 304 Bytes View
10 12-01-2011 04:34:02 okmAdmin 304 Bytes View Restore
Cancelling checkin can be done with the normal cancel checkin button available in the toolbar
Decrypt document
Decrypt document will decrypt an encrypted document in OpenKM and will replace it will a decrypted version. For
security reasons all previous encrypted document versions will be removed and replaced with the decrypted
document. The encrypted document will be downloaded and decrypted locally, then uploaded to OpenKM and the
version history purged.
First select an encrypted document in OpenKM.
Path : fokm:root! |
‘ | Name Size Update date Author Version ‘ ]
= test 11.01-2011 09:32:03 okmAdmin
= test2 11.01-2011 11:42:10 okmAdmin
o backup.txt 304 Bytes 12.01-2011 04:56:36 okmAdmin 11
Properties | Notes | History | Security | Preview |
Version |Daie |Auﬂ1m Size | ‘ Compact history | Comment | =
11 12-01-2011 04:56:36 okmAdmin 304 Bytes View
10 12-01-2011 04:34:02 okmAdmin 304 Bytes View Restore
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Decrypt existing document -

Password pharase

Decrypt file

Next, put the decryptphrase and select the Decrypt file button. The encrypted document will be downloaded and
decrypted locally and then uploaded to OpenKM, and version history will be purged too. An information popup will
appear indicating that the operation was done sucessfully.

The OpenKM document explorer UI will be refreshed and the decrypted document will appear as the latest version,
and with history purged.

Path : fokm:root/ |

‘ | Name Size Update date Author Version ‘ =
test - :32: o min
= 11.01-2011 09:32:03 kmAdmi
tesi - 42: 0 min
= 2 1101-2011 11:42:10 kmAdmi
= backup.ixt 279 Bytes 12.01-2011 05:06:53 okmAdmin 12

Pmpe:ﬁes|mws|rism|5emﬂy|nmiew|

Version |Daie |A.uﬂ'|ur Size | ‘ Compact history ICunn'leni =

12 1201-2011 05:06:53 akmAdrmin 273 Bytes View
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Encrypt document

Encrypt document will encrypt some unencrypted document in OpenKM and will replace it with the encrypted
version. For security purposes all previous document versions will be removed and replaced with the encrypted
document. The OpenKM document will be downloaded and encrypted locally, then uploaded to OpenKM and

version history purged.

First select some unencrypted document in OpenKM.

Path : fokm:root/ |

‘ | Name Size Update date Author Version ‘ =
(= test 1101-2011 09:32:03 okmadmin
= test2 11-01-2011 11:42:10 okmAdmin
backup. bt 279 Bytes 1201-2011 05:06:53 okmAdmin 12

Fmpertles|l‘«lutes|bistry|5&mrly|ﬁemw|
Version |Date |A.|.|11'|ur Size | ‘ Compact history ICumnent i

12 1201-2011 05:06:53 okmAdmin 2748 Bytes View

Then select the [Z] Encrypt document menu option. The document will be downloaded locally, encrypted, uploaded
to OpenKM, and version history purged.

Crypt existing document :

Password pharase

Encrypt file

The OpenKM document explorer UI will be refreshed and the encrypted document will appear as the latest version,

and with history purged.
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Path : fokm:root/

MName Size
= test
= test2
=4 backup. txt 304 Bytes

Properties | Notes | History | Secunty | Preview |
Version Date Author
13 12.01-2011 05:16:55 okmAdmin

Contacts

Update date
11-01-2011 09:32:03
11-01-2011 11:42:10
12-01-2011 05:16:55

Size

304 Bytes

Author
okmAdmin
okmAdmin
okmAdmin

Version

13

Comment

Contacts allow you to assign contacts to documents, folders and emails. There are two available options for this.

Manage contacts from the Tools menu and assign contacts using the Contacts tab on documents, folder or email

view.

Retrictions

* You need write permissions to add a contact to some document / folder / email.

* You need delete permissions to remove a contact from some document / folder / email.

Description of different icon options

e =5 — Manage contacts
e =3 — Add contact

e " — Edit contact

e & — Delete contact

Manage contacts

Go to the Tools menu and select the option Manage contacts.

| Tools |

hf. Languages b
Skin b

P Debug console

Lﬂ Show administration
Preferences b

A popup will appear.
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Manage contacts
Name Josep Llort Tella Carles Ramis & S
Mail jllort@openkm.com Francisco José Avila Bermejo o7 (&)
Phone 999 - 888 777 Gaspar Palmer & &
St gedl=zeliod Joan Vich -
Mobile 539 - 999 999 Josep Llort Tella S
Address ¢/ Estacio 5-2
City Palma de Mallorca e BRI Emcaite: & @
Postcode (07003 Manolo Garcia G/” @
Province llles Balears Martinez Izquierdo v @
Country Spain Mireia Ferriol & &
Web http://www.cpenkm.com OpenkM Document Magement ,3,7 @
Notes Rafel Gelabert & &
Sebastian Oller o=
<
New contact | | Close |

Double clicking on a contact or clicking on the edit contact icon 7 will allow editing.

Manage contacts

Name
Mail
Phone
Fax

Maobile

City
Postcode
Province
Country
Web
Motes

Josep Llort Tella |

|j| lort@epenkm.com

999 - 888 777 |
1999 - 999 888 |

¢/ Estacid 5-2

\Palma de Mallorca |

llles Balears |

|Spain |

|I'r|:tp /fwww.openkm.com

| Update || Cancel |

| New contact | | Close |

Carles Ramis & &
Francisco José Avila Bermejo o (&
Gaspar Palmer o @
Joan Vich & @
Josep Llort Tella o &
José Manuel Fuentes & &
Manole Garcia 6}" @
Martinez Tzquierdo & @
Mireia Ferriol & &
OpenkM Document Magement .~ (&)
Rafel Gelabert o @
Sebastian Oller & @
£ h i ¥
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Selecting the update button will update the contact record. If you want to cancel editing, select the cancel button.

If you want to create a new contact from manage contacts view, select the new contact button. A new contact will
appear with empty fields. The Name field is mandatory.

Manage contacts
Name | Carles Ramis & @
Mail | Francisco José Avila Bermeje o~ (@
Phone | | Gaspar Palmer :3#? @
Fax | | Joan Vich & @
Moblle | | ]qu:'p Llort Tella v &
Jose Manuel Fuentes 6/” @
Address | Manolo Garcia o @
city | | Martinez Izquierdo -

Postcode | | Mireia Ferriol -

Province | | OpenkM Document Magement {,,:” @

Country | | Rafel Gelabert &7 @

Web | | Sebastian Oller & @
Notes

¢ — —

| Add | | Cancel |

| New contact: | Close |

Select the add button to save the contact record. If you want to cancel editing, select the cancel button.

If you want to delete a contact, click on the delete icon & . A confirmation popup will appear.

Confirmation

£ Are you sure want deleting contact ?

Cancelar | | Aceptar |
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Manage contact from tab view

On the document, folder or email view can appear managed contacts. Assign a contact to some document, folder or
email, or delete or update contact field values. For all these operations write permissions are needed on the

document, folder or email.

Properties | Notes | Security | Contacts
Name Add
Mail
Phone
Fax
Maobile
Address
City
Postcode
Province
Country
Web
Notes

To add a new contact, select the add button. A popup will appear.

Select contacts

Name Carles Ramis 15
Mail Francisco José Avila Bermejo a3
Phone Gaspar Palmer 15
- Joan Vich ]
A:dnr::: Josep Llort Tella 35
City José Manuel Fuentes 35
Postcode Manolo Garcia 35
Province Martinez Izguierdo 35
Country Mireia Ferriol 35
Web OpenkM Document Magement 55
Notes Rafel Gelabert 35
Sebastian Oller 35

MNew contact Close

From the list appearing on the right, you can select some contact to be linked to a document, folder or email by

clicking on the contact icon =3 .
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Properties | Notes | History | Security | Preview | Contacts |
Name Josep Llort Tella
Mail jllort@openkm.com Josep Llort Tella ﬂ/ﬂ @

Phone 995 - BBE 777 José Manuel Fuentes 7 &)
Fax 999 - 959 888

Mobile 999 - 995 995
Address ¢/ Estacio 5-2
City Palma de Mallorca
Postcode 07003
Province Illes Balears
Country Spain
Web http://www.cpenkm.com
Notes

Double clicking on the tab contact list or clicking on the edit icon 4 can edit the contact record ( you must have

write privileges on this view ).

Properties | Notes | History | Security | Preview | Contacts |
Name |Jusep Llort Tella |
Mail jllort@openkm.com | Josep Llort Tella o7 @
Phone (999 - BBE 777 | José Manuel Fuentes o~ @
Fax |999 - 999888 |
Mobile (999 - 993999 |

Address ¢/ Estaci6 5-2
City |Palma de Mallorca |

Postcode

Province |I||E'5 Balears |

Country |Spain |

Web |I1I:tp:,.",."mm.upenkm.cum
MNotes

| Update || Cancel |

Clicking on the delete icon @ can delete the link between contact and document, folder or email. A confirmation
message will appear. In the tab view the contact record is not actually deleted. Only the link between contact and
document, folder or email is deleted.
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Confirmation

i Are you sure want deleting contact ?

Cancelar Aceptar

Activity log tab

Activity log tab allows you to see document, folder or email logs.

You can view all or filtered logs for the selected document, folder or email. The View get childs option filters the

get childs action, because that's one of the most common.

Properties | Notes | History | Security | Preview | Contacts | Activity log

Filter | ALL_ACTIONS _*I View get childs

Action User Date Parameters i
GET_DOCUMENT_VERSION_HISTORY okmAdmin 04-03-2011 12:04:32  fokm:root/manual. pdf

GET_DOCUMENT_VERSION_HISTORY ckmAdmin 04-03-2011 12:04:39  fokm:root/manual. pdf

GET_DOCUMENT_PROPERTIES ckmAdmin 04-03-2011 12:04:40 [], /okm:root/manual. pdf

GET_DOCUMENT_CONTENT okmAdmin 04-03-2011 12:04:40 152461, fokm:root/manual. pdf
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Google contacts synchronization

This allows you to synchronize your Google contacts groups to OpenKM, import new contacts or update previously
imported contact information.

Synchronizing

Go to the Tools menu, select the menu Contacts and the sub menu Google Contacts Synchronization. The Google

Contacts Synchronization popup will appear. Put your username and password and then login.

Google Contacts Synchronization
User
Password

Login Cancel

If you have custom fields defined on Google Contacts you can map them to OpenKM ( for example on the
screenshot the custom fields are called propiedadl and propiedad2 ).

1-Test

— Mis contactos
Anadir una

imagen

Casa test@test.com

Afade una direccion de correo electrénico.

Maovil 666333666
Trabajo 971971971
Casa 9998888
Principal 233243342
Fax del trabajo 32324324
Fax de casa 33432434232

Anade un teléfono.

Casa  alguna direccion

Anace una direccion.

Cumplearios

Perfil  www.uib.es
Anadir URL

propiedad1  propiedad1
propiedad?2 propiedad2

Anadir Campo pErsonalz S00

Set the custom fields if you have defined some. Select the contact group you want to import and then list them.
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Google Contacts Synchronization

Logged to google

Groups | System Group: My Contacts v || iList: |

Google custom fiEId| || MName ;Il Add mapping
Google custom field Mapped to

propiedadl Country &

propiedad?2 Province @

Name Mail
== 1-Test testi@test.com
ms| Ginf

== Albert duran

55 Andreu bujosa

55| Andreu rodriguez

== Antonia Bisbal

< _—

See if the mapping has been executed correctly. If all is alright, then you can synchronize contacts. Note that if
contacts have been imported before to the OpenKM, they'll be updated with actual Google values. If not, they'll be
inserted into OpenKM. After finishing synchronization, a message will appear at the top indicating that the operation

has been completed successfully.
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Forum

Forum allows for creating document, folder or email discussion topics or creating general purpose forums.

In Desktop view, you will see a new tab called forum where users can have discussions about documents, folders or

emails in several topics. Also in Dashboard view, they can access general purpose forums.

Properties | Notes | Security | Forum |

Post reply | Home = Testing topic

Testing topic

oy okmAdmin » 19-04-2011 04:55:37
Topic for testic purpose

Re: Testing topic

oy okmAdmin » 15-04-2011 04:55:50
Some reply about the topic

i
W

User Mail News
New forum
Forum

& Document discussions

&’ @ General purpose forum

Retrictions

2 &

General Workflow

Keyword map

Topics

* Only users with administrator rights can create, update or delete forums.

Posts

by okmAdmin

Number of posts 1

Quote | & .él

Quote | o 5}

Last post

* Only users with administrator rights can see the document discussions forum in dashboard view.

* Nobody can delete document discussions forum ( document / folder / email discussion ).

Description of different icon options

* " — Edit forum / topic / contact

* @ — Delete forum / topic / contact

Forum editor features

B| I| g‘ p|Quute‘Img|URL|Email| h1| h2| h3| h4| h5| hﬁ‘

| §| Normal j Show color

* B-Bold
e [-Ttalic
e U - Underline
* p - Paragraph

* Quote - Make a quotation

* Img - Add image url.
¢ Email - Add email.
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* hl to h6 - Header settings.

e Align Left, center, justify and right.
* Text size.

* Font color palette.

* Smilies

Create new topic

If you're in Desktop view, select the forum tab, and click on the create new topic button.
| Home
The post form will appear. Fill the fields.

CREATE TOPIC Home

Subject | |

ﬂ I| g| p|Qun‘te|Eﬂ En'lail| h1|ﬂ h3| h4| h5| h6|§

| = || Nermal vl Shcrwcnlor|

Click on the create button and you will be forwarded to topic view with all posts.

MNumber of topics 1

Properties | Notes | Security | Forum |
Home » First topic

First topic
by ekmAdmin » 19-04-2011 05:08:24

That's the first topic

Here can be written semething, ...

Number of posts O

[Quote | & @
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Create a reply

Enter into some topic, and at the top click on the post reply button.

Post reply || Home =» First topic Number of posts 1

First topic Quote |7 @
You can also click on the Quote button in that view to reply some post
The post form will then appear. Fill the fields.
CREATE i'-‘OST .Hﬂlﬂe # Fl.rst topic .
Subject |Re: First topic
I
B | ra | o | v] Quute| Irng| URL Email| h:l| h2| h3| hd | hS h6| §| §| = = N[:-rrnalj Hide color
[quote][h3]That's the first topic[/h3] = & 0o
Here can be written semething, ... :D
[/quete] @@@@
OIGIAIOTT
Cancel Create
First topic

by okmAdmin » 19-04-2011 05:08:24

That's the first topic

Click on the create button and you will be forwarded to topic view with all posts.
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Update a post

Enter into some topic, and click on an edit post icon 5 . The update post form will appear.

EDIT POST Home » First topic

Subject |[Re: First topic

B| I| H| p Quute| Irrlg| URL Email| h1| h2| h3| h4 | hS h6| §| =jlig== Nl}rmalj Show color
[quote][h3]That's the first topic[/h3]

H. b it thi D © @.@
ere can be written something, ... :
[/quote] %%@

Cancel Update

Click on the Update button and the post will be updated.

Delete a post

Enter into some topic, and click on a delete post icon & . A confirmation message will appear.

Confirmation

£ Are you sure to delete post ?

Cancel Accept

Click on the Accept button and the post will be deleted.

Topic features

* To delete a topic, you must delete all posts.

* Renaming the first post will rename the topic.

Create a forum

In dashboard view, click on the New forum button.

New forum

Farum Topics Posts Last post

The forum form will appear.
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CREATE FORUM

Name |New general forum

B| I| Hl D|Quute|mﬂ Emaill h1| h2| h3| h4| h5| h6|

testing new general forum

§| Nnrrnalj 5hnwco|or|

2000800
SRHOEEE0
DR2YPOG

Cancel Create

Click on the Create button. You will be forwarded to forum view.

New topic Hoeme » New general forum

Topics

Number of topics 0
Replies

Views Last post B
There, you can create new topics.
Update a forum
In dashboard view, click on an edit forum icon ' . The update forum form will appear.
EDIT FORUM
Name |General purpose forum
ﬂ I | u | p | Qunte| Irrlg| L.IRL| Email| h1| h2| h3| h4| h5| h6| §| §| E| §| Normalj Show color
First general purpose forum @ @
QROLBELO
D200

Cancel Update

Click on the Update button and the forum will be updated.
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Delete a forum

In dashboard view, click on a delete forum icon & . A confirmation message will appear.

Confirmation

i Are you sure to delete forum ?

Cancel Accept

Click on the Accept button and the forum will be deleted.

Wiki

Wiki allows fast creation and editing of any number of interlinked wiki pages and OpenKM documents and folders.

Multiple users can collaborate on it, creating, updating or deleting wiki information.

Each document, folder and email can have its own wiki. In the Dashboard, there's a general purpose wiki for all

OpenKM, where new wiki pages can be created linked with documents, folders among others.

Properties | Notes | Security | History | Preview | Wiki |
Current page Update History Celete Modified 10-10-2011 11:34:33 User ckmAdmin

Wiki test

OpenKM is an Free/Libre document management system that provides a web interface for managing arbitrary files. OpenKM includes a content
repository, Lucene indexing, and jBPM workflow. The OpenkKM system was developed using Java technology.

In 2005 two developers invelved in open source technelogies and expertise with some commercial document management solutiens (Sharepoint,
Documentum, Hummingkird, amaong others) like Excalibur search engine or Kofax OCR engine decided to start an open source project based on high
level technolegies to build a decument management system that they decided to call OpenkM.

At the project's outset, it received the help of Spanish government funds from the PROFIT project.[citation needed] At the end of 2006 the first
OpenkKM version was released.

Section one

Example of a document link here:arbol peguefio.png
Example of a document folder here: test
Example of a simply wiki page link: wiki page test

Section two

OpenkM Website
OpenkM Website
OpenkM Downlead
OpenkM Official Forum
OpenkM Documentation
OpenkM at sourceforge
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Wiki editor features

B 2| 0| auwie tmo| uRc| Enan| m] r2] v3] e o5 rs | | 2| 2| B [Normal ] show uer| | ) Lo e

e B-Bold
e [-Ttalic
* U - Underline
e p - Paragraph

* Quote - Make a quotation
¢ Img - Add image url.

* Email - Add email.

* hl to h6 - Header settings.
» Align Left, center, justify and right.
* Text size.

* Font color palette.

* Smilies

e Document link

¢ Folder link

* New wiki page

e Wiki page link

Create new wiki page

If you're in Desktop view, select the wiki tab, and click on the create button.

Create

The wiki editor will appear. Fill the content.

Current page NEW

B|I|g| p| Quote| Img| URL| Email| h:l| h2| h3| h4| h5| h6|

|§|Normalj Showcolor|@| '95| O| @|

20RO
eOLUYEeO
OREPO®

Cancel Create

Click on the create button and you will be forwarded to wiki view.
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Properties | Notes | Security | History | Preview | Wiki |
Current page Update History Delete

my first wiki page

Modified 10-10-2011 11:53:10 User ockmAdmin

Here's the content of my first wiki page.

Update wiki page

If you're in Desktop view, select the wiki tab, and click on the update button.

Current page Update History Delete Modified 10-10-2011 11:53:10 User ckmAdmin

The wiki editor will appear. Update the content.
Current page EDITING

E EI| H| p| Quote| Img| URL| Email| h1| h2| h3| h«l| h5| h6|
[hilmy first wiki pagel/hl]

Locked by okmAdmin Medified 10-10-2011 11:53:10 User ckmAdmin

|N0rmalj Showcolor|@| Iﬂ| 0| @|

QOO
. — DBOVYEO
[BTingerted contentl/b] 1!

Cancel Update
Click on the update button and you will be forwarded to wiki view.

Current page Update Histary Delete

my first wiki page

Modified 10-10-2011 11:57:32 User ockmAdmin

Here's the content of my first wiki page.

Inserted content !



http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_266.png
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_267.png
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_268.png
http://wiki.openkm.com/index.php?title=File%3AOkm_user_guide_269.png

Wiki 138

History wiki page

If you're in Desktop view, select the wiki tab, and click on the history button.

Current page Update History Delete Modified 10-10-2011 11:53:10 User ckmAdmin

The wiki history page will appear.

Properties | Motes | Security | History | Preview | Wiki |

Current page HISTORY Modified 10-10-2011 11:57:32 User ckmAdmin

10-10-2011 11:57:32  ckmAdmin

10-10-2011 11:53:10  ckmAdmin Restore View

From this view you can view or restore older wiki pages.

Delete wiki page

If you're in Desktop view, select the wiki tab, and click on the delete button.

Current page Update History Delete Modified 10-10-2011 11:53:10 User ckmAdmin

A confirmation popup will appear.
Confirmation
i Are you sure deleting wiki page ?

Cancel Accept

If you click on the accept button, the wiki page will be deleted ( database marked as deleted ). To restore, simply

create a new page with the same name and go to history. Deleted wiki pages can be deleted from there.

Current page HISTORY Modified 10-10-2011 12:10:3% User ckmAdmin

10-10-2011 12:10: 3%  okmAdmin

10-10-2011 11:57:32 okmAdmin Restore View Deleted

10-10-2011 11:53:10 okmAdmin Restare View Deleted
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Unlock wiki page

Wiki pages are updated by only one user at a time. While a page is being updated by this user, nobody else can
change it. The user who has locked the wiki page can directly unlock it by clicking on the unlock button ( normally
if a user from the edit view has pressed cancel or update, the wiki page will be unlocked ).

Update History Delete Unlock Locked by okmAdmin Modified 10-10-2011 12:30:11 User ckmAdmin

Inserting document link

From the update wiki editor view, select the find document #&] icon. A document finder popup will appear.

B 2| 0| auie tmo| uRc| enan| m] r2] v3] e o5 rs | | 2| 2| 8 [Normal ] show uer| | ] Lo e

Filter by document

arh|

[ | fokm:root/test/arbol_pequedio.png

Close Add link

Select the document you want to link and click on the Add link button.
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Inserting folder link

From the update wiki editor view, select the find folder # icon. A folder finder popup will appear.

B 2|8 | cue imo| | emat | ma] r2 v3 | 4] v 6| | 2| em] 2 [Nl ] show clr| )] ] Lo e

Filter by folder

|tes

[~ fokm:root/test

| Close | | Add link

Select the folder you want to link and click on the Add link button.

Insert new wiki page link

From the update wiki editor view, select the new wiki page [ Jicon. A popup will appear.

8| 2|8 p| e imo| | emah | ma] r2 3| ] v | 6| | 2| em] 2 [Nomal <] show clr| )] 8] Lo e

Add page

Title |new wiki page|

| Close || Add |

Set the new wiki page title ( if it already exists, it will not replace the existing wiki page ) and then click on the Add
button.
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Insert existing wiki page link

From the update wiki editor view, select the wiki page [z icon. A wiki page finder popup will appear.

B 2|8 | cue imo| | emat | ma] r2 v3 | 4] v 6| | 2| em] 2 [Nl ] show clr| )] ] Lo e

test]

test 1
test 2

test update

Select the wiki page, and then click on the Add link button.

General wiki

Search wiki

Close

A A

Al

In Dashboard view, there's a general purpose wiki. The main wiki page - called index - cannot be deleted. This view

includes navigator buttons with history of wiki pages clicked by users.

& .,
User Mail
Update History

index

MW

News

General

Workflow

Keyword map

||

Wiki

Modified 10-10-2011 12:34:43 User okmAdmin

Main wiki page
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Z.oho

The Zoho Suite is a Web-based online office suite containing word processing, spreadsheets, etc. OpenKM

integration make possible online editing of documents stored in OpenKM repository.

When you enable the Zoho Extension you will see a new entry in the Tools menu. This submenu has a couple of

entries to edit text documents and sheets.

File  Edit

o (&
ow Taxonon
= & okm:

= mi
= wo

Tools | Bookmarks Help

(&
-
8
&

Languages 3

Skin »

d (< @

Path : fokm:root/work)

Debug console
Mame

Show administraticn
IE] sample.doc

Preferences 3

-8

|P | Writer

L]

Zoho Writer option will be avaible when you select a document of these types:
¢ Microsoft Word (doc)

¢ OpenOffice Text (odt)
¢ Rich Text Format (rtf)

¢ Plain Text (txt)
e HTML (html)

Zoho Sheet is enable if you select a document of these types:

* Microsoft Excel (xsl)
¢ OpenOffice SpreadSheet (osd)

Once you have selected the document, click on the Zoho application and will open a dialog where you can modify

the document contents:
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Edit To

L =TS

Zoho Writer

Format -~ Insert -~ Review ~ Views - Page Setup ~

ipent

nistration

conamy || 23| 4Bl 2 18 Z|(Normal /| B I Ube X ¥ ec-Aa~- A & = =-IE IE powersd by e
okm: roof
2= misc - 1 2 3 4 5 6 - 7
= work
ISample document

Historia

Con la ayuda del abate San Bernardo de Claraval v su escrito De laude novae militiac redactaron su

cgla basada en la regla de San Benito, de acuerdo a su reciente reforma por los cistercienses. de los

que adoptaron el habito blanco al que afiadieron la cruz encamada: en 1128, en el congilio de Troyes,

la orden obtuvo de Honorio I la aprobacion papal. Los privilegios de la orden sobre el botin obtenido

en Tierra Santa fueron confirmados por las bulas Omne Datum Optimum (1139), Milites Templi

(1144) y Militia Dei (1145). A lo largo de su historia, templarios v cistercienses. aunque fueran

ordenes distintas, se mantuvieron interrelacionadas.
:egories
tadata
zsaurus
nplates
docume = =

Y

= Close
ish

Every time you click on the Save button, the document is sent back to OpenKM and a new version is created. Once

you have completed the edition, click on the Close button to close the dialog and continue using OpenKM.

In order to use Zoho Extension you need to provide the following parameters:

e zoho.user

e zoho.password

» zoho.api.key

* zoho.secret.key

You can obtain the user and password registering at http://zapi. zoho.com. Once registered and logged, you can

request the API Key and the Secret Key. In the Zoho Dashboard you can also check how many edition request you

have performed.

Comunications between Google Docs and OpenKM uses always the secure https protocol.
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Google docs

Google Docs is a online, free word processing with Google documents, where can create and share documents on the
web and access them from any computer or smart phone. The familiar desktop feel makes collaborative editing easy.

When you enable the Google Docs Extension you will see a new entry in the Tools menu. This submenu has a

couple of entries to edit text documents, sheets, presentations, create new documents or import/export from Google
docs.

Tools | Bookmarks Help

_E. Languages b
Skin b

B Debug console
'-53 Show administration
f Preferences 3

L& >

B |k

u Edit

Google Docs option will be avaible when you select a document of these types:

* Edit: The supported formats are csv", "doc", "docx", "html", "htm", "ods", "odt", "pdf", "ppt", "pps", "rtf", "sxw",
"tSV", ”tab”, ”tXt”, “XIS", "XISX"
¢ Create new file: The supported formats are "doc", "txt", "odt", "rtf", "xIs", "ods", "csv", "pptx"

e Import from Google Docs
* Export to Google Docs
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Editor
Once you have selected the document, click on the Google docs menu option editor and will open a dialog where

you can modify the document contents:

Editing: support.xis

Josep Liort Tella

support.xls

File Edit View Insert Format Data Tools Help

o ~ L - s % om- [1wpt:| B e A CFH. =-BH-5 Z -
fx Show all formulas
A B c D E F G H
]
H
2 price per hour
3 august type time duration date coment Total 5¢
4 customer reports 08:00:00 30 26/07/10
5 customer 2 reports2 7:00:00 15
6
7
E 20
9
10
1
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26 e
[ »
+ = Hojal ~ | Hoja2  Hoja3

Editors Cancel check out Check in

Several users can edit the file at same time. If you click on editor button, you can add or remove google editors.

Note that only the user who started the edition is able to cancel checkout or checkin the document.

Editors

A A

jlitella@gmail.com DWET

darkmanS7i@gmail.com writer @

Cancel

Editor are defined by gmail addresses, each time you add or revoke a editor grant Google Docs automatically sends a mail to the user.

If you click on cancel checkout button the document will be checkout in OpenKM repository and remote Google
docs will be deleted.
If you click on checkin button the document will be checkin in OpenKM repository and remote Google docs will be

deleted.
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Create new file

Click on Google Docs menu option create new file will open a dialog where you should indicate the document name
( without extension ) and the file type:

Create document

OpenkM | Microsoft word i~ |

Cancel || Create |

Click on button create and then will open a dialog where you can add document contents:

Create new document: OpenKM.doc

blank.txt

Josep Llort Tella =
File Edit Wiew Insert Format Tools Table Help

Comments B Share

& e A L] - T | Normaltext -

1

Arial +l11 - B 7 UA-A. e

]
il
1]
=
L)
a

1 2

4

@
~

-
Editors H Cancel || Create

Finally click on button create, the document will be checkin to OpenKM repository and deleted from Google Docs.
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Import from Google Docs

Click on Google Docs menu option import file will open a dialog:

con

Search documents

All hd

Connecting MS5QL Server 2005 | 2008 Express

Copia de Ambitos de aplicacian de la OpenkKM
424552-0pen KM. pdf

configuring jboss for fina.doc

Dialect Configuration.docx

Connecting MSSQL Server 2008.doc

Cancel Import

Type at least tree characters to doing some query - filter - in Google Docs. Select some document and then make
double click or select button import.

The selected document will be imported to OpenKM and converted to one of these available formats "doc", "txt", "odt", "pdf", "png",
"rtf", "html", "zip", "pptx", "swf", "xIs", "ods", "csv", "tsv". If conversion is not possible will be imported in the same Google docs
mime-type.

Export to Google Docs

Select some file. Click on Google Docs menu option export file will open a dialog:

Confirmation

i Do you really want to export this document to Google Docs 7

Cancel Accept

Click on button accept and the document will be created in the Google Docs account.

For security reasons any document created or edited from OpenKM using Google docs integration is definitive deleted from Google

Docs, after edition or creation. Each document created temporary in Google Docs has security restrictions to be only available to Google
Docs account owner.
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Comunications between Google Docs and OpenKM uses always the secure https protocol.

Document expiration

Document expiration is a notification system alert which can be used to advice users nearly document expiration and

expired documents. Notification messages can be configured by administration parameters.

Document expiration is based in metadata, crontab features and report features.

Properties

In configuration properties can be defined several parameters, for example, days to expiration alert or mail text

message.

piration.alert.subject Stning  Alert documents will expire i @
expiration.alert.template Text Document ${decUrl} will expire at ${date}<br/> i @
expiration.date.pattern String dd-MM-yyyy HH:mm:ss i @
expiration.expiration.alert.days String 15 & @
expiration.expired.subject String Documents expired & @
expiration.expired.template Text Document ${docUr} expired at ${date}<br/> & @
expiration.notification.subject String  New uploaded document with expiration o @
expiration.notification.template Text New document uploaded<br >${docUrl}<br/ >Expiration date: ${date}<br/> & @
Metadata

Document expiration has this metadata definition:

Properties | MNotes | Security | History | Preview | Expiration

Expiration date =
State Motify ;l

Notify || Add
Notify nearly expiration ;l Add
Notify expiration || Add

Document expiration metadata state has tree values:

* Notification

* Valid

* Expired

Notification indicates document is pending send mail to users indicating new document with expiration dates. Valid
indicates the document is valid. Expired indicates the document has been expired.

Each state can have sevaral notification groups. Each notification group can has one or more users. Which user

groups configuration from administration can be defined any type of associations grouping users.
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Crontab

There are three crontab task:

triBesuALIEBBOOY RO

Crontab 2, Refresh
Name Expression Mime File Name Mail Last Begin Last End = Active (%]
Initial notification S i ja hive i ion. jar X & @
Alert expiration notification 0p*»= application/x-java-archive AlertExpirationNotificationation. jar X &9
Expiration natification 300*x ication/x-ja hive irationNatificationation. jar X & @

¢ Crontab InitialNotificationation.jar task is used to send notification to user groups linked with notify select

multiple.
* Crontab AlertExpirationNotificationation.jar task is used to send notification to user groups linked with notify

nearly expiration select multiple.
* Crontab ExpirationNotificationation.jar task task is used to send notification to user groups linked with notify

expiration select multiple.

Reports
There are three reports, valid, pending to expiration and expired document reports.

Administration reports view

PrEIBeN AL EBROYRAA

= i
Reports
Name File Name Active (%)
Expired documents ExpiredDocuments. jreml Y 4 6/\ @
Mext Documents to expire NextExpirationDocuments.jrxml| o & @
Valid documents ValidDocuments. jreml " 4 & @
Front end reporting menus
Reports | Help

J@’ Format 3

illly Next Documents to expire
il Expired documents

il
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22 Valid Documents npenKM

Expiration date Document
21-04-2012 00:00:00 lokm:root/Iintelict. bsh
28-04-2012 DO:00:00 lokm:root'hisenda. txt

Live Edit

This extension make very easy to edit documents in OpenKM. Keep on mind that you need to activate the extension
in the user profile to see it in action.

Help (ipenx

board | Administration
rmato Tabla Herramientas Ventana Ayuda

1 @ o4& NER AL RS
ial | [14 .E|£§|| EEFEDHE & - »

.2.l.3..i4...§...6i..?...8...9...1_0...]&..]2...]3...]4...15...]@_...H...]g..

Help

File Status
Jokm:root/Orden del Temple.odt

Orden del Temple

1a

yuda del abate San Bernardo de Claraval v su escrito De laude novae milit]
ada en la regla de San Benito, de acuerdo a su reciente reforma por los cisi
itaron el habito blanco al que afiadieron la cruz encamada; en 1128, enel ¢
a orden obtuvo de Honorio IT la aprobacion papal. Los privilegios de la on
enido en Tierra Santa fueron confirmados por las bulas Omne Datum Opti
“empli (1144) v Militia Dei (1145). A lo largo de su historia, templarios y |
ueran ordenes distintas, se mantuvieron interrelacionadas.

When this extension is enabled, the action of the "Checkout", "Checkin" and "Cancel checkout" toolbar buttons

change and will be used to edit the document in this new way.

Once the Checkout button is clicked, the document will be downloaded locally, opened with the default editor and
marked as checkout. Of course, if you want to edit a .doc document you need to have installed Microsoft Office or
OpenOffice / LibreOffice in your computer. Every time you save the document will be sent to OpenKM to preserve
the changes. But the OpenKM document won't be modified until you click on the Checkin toolbar button. This
dialog will be shown:
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(Y F= Le__m

Update documents

E Comment

| Motify to users

Close Upload

Where you can write a comment as the traditional edition checkin dialog.

If you close the local application editor (MS Word, MS Excel, OpenOffice, LibreOffice, etc.) and want to keep

modifiying the document, make double click in the desired document row at the Editor applet window.

Merge files

To merge files, select several pdf files.

=l Name Size Update date
_i = OpenkM 05-07-2012 13:00:55
_] ] E_‘,- presentaciones 05-07-2012 13:01:01
1= [—_/—"_‘; proyectos 05-07-2012 13:01:10
= test2 06-07-2012 17:44:04
& I documentl. pdf 15.0 KB 12-07-2012 05:45:11
& jLe document2, pdf 15.7 KB 12-07-2012 09:45:25
¥4 =|  document3. pdf 15.3 KB 12-07-2012 05:45:59
_i | mail_Iifi B i et 1.2 KB 05-07-2012 08:58:35

Author
Administrator
Administrator
Administrater
Administrator
Administrator
Administrator
Administrator

Administrator

Version

1.0
1.0
1.0
1.4

Then select Merge pdf menu option. Merge pdf can be found in filebrowser contextual menu or in Edit menu.
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Will be shown the merge pdf poup.

Add the new filename where will be merged pdf documents and click at merge button. When merge opertion will

o
]
(]

iglis] 17

documentl.
document2.
document3.

mail_If B &

Downlead
Check out
Check in
Check out cancel
Lock

Unlock
Delete
Rename
Move

Copy

Add note
Add category
Add keyword

Add property group

i d Ml O L OB P DB R

KB
7 KB
3 KB
KE

Merge pdf

File name |merged_p.;|f|

A~ documentl. pdf

l

M| document2.pdf | ||
J-|  document3.pdf ||

| Cancel || Merge

be done will be shown new document with all document contents merged.

Oa

A documentl.pdf
=] document2.pdf
A document3.pdf

= mail ﬁiiiiitxt

15.0 KB
15.7 KB
15.3 KB
1.2 KB
44.6 KB

12-07-2012 09:45:11
12-07-2012 05:45:25
12-07-2012 09:45:59
05-07-2012 08:58:35
12-07-2012 17:13:51

Administrator
Administrator
Administrator
Administrator

Administrator

1.0
1.0
1.0
1.4
1.0
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OpenMeetings

OpenKM is integrated with [OpenMeetings [1]]. [OpenMeetings [1]] is a free browser-based software that allows you
to set up instantly a conference in the Web. You can use your microphone or webcam, share documents on a white

board, share your screen or record meetings. It is available as hosted service or you download and install a package

on your server with no limitations in usage or users.

In dashboard there's a icon to access meetings:

A % : i
L [urws -
(7] = “3

&
El |

User Mail MNews General Workflow Keyword map Meeting
Dasboard is divided in two sections, available rooms and form to create new rooms.
Rooms |
CREATE NEW ROOM
|| Public conference (2) = Name
a3 @ public Video And Whiteboard Room 27-08-2012 00:00: 00 Room type Conference ~|
§,_] .é'r) conference room with micro option set 27-08-2012 00:00: 00 Nr. of Participent 5 ;l
Public
|| Private conference (D) ] Appointment
Moderated
d- bl ] s Allow users to apply for moderation
COnly audio
IJ‘ Interview (0) 3 Recoerding advice users
Allow recording
Top bar visible 4
Create
Configuration
The configuration parameters are:
* openmeetings.user ( openmeetings user )
* openmeetings.credentials ( opemeeting password )
* openmeetings.port ( openmeetings port, normally 5080 )
* openmeetings.url ( openmeetings url )
Key [openmeeting Filter
Key Type Value @ (=
openmeetings.credentials String admin [ @
openmeetings. port String 080 e '@
openmeetings.url String 192.168.1.130 [ @
cpenmeetings.user String admin Fe '@'
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Create new room
There're four room types:

¢ Public conference
¢ Private conference
¢ Restricted

¢ Interview

Each room can have aditionally name, appointment, moderated or not, allow recording or not, only audio room

among others parameters. Simply fill the creation form and click the add button.

CREATE NEW ROOM
Name

Room type Conference ;l
Nr. of Participent 5 |

Public

Appointment

Moderated

Allow users to apply for moederation

Only audio

Recording advice users

Allow recording

Top bar visible [

Create

After creation will be refreshed available user rooms:

| Public conference (2)
o @ public Video And Whiteboard Room

@_I @ conference room with micre option set

| Restricted (0}

| Interview (0)

=3
27-08-2012 Q0: 00: B0
27-08-2012 00 00: 00

=3
18-09-2012 00: 00:00
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Invite users

Only in user room - created by user - is allowed invite users. Simply click on user icon & will appearing invitation
popup:

Invitation

Subject

Comment

Users | Groups |
U=ers hli Users to invite hli
Administrator i

Josep Llort

&
Send

Select users / roles to notify, write some subject and click send button. User will receive some mail notification like
this:

OpenMeetings - Invitation

Message from user: josep

Meszage: Testing meeting.

Click this link to participate in the conference [The link may only work for a certain period.]:
Click here to enter room

If you have problems with the link, please copy and paste this to your browser:
http://192.168.1.130:5080/openmeetings?invitationHash=2073041a12211a9d7aafe 3e4f351f26f&language=1
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Enter room

Simply click on room link or mail invitation link, then you'll see new room tab like this:

8 o = 2 & =[5

User Mail MNews General Workflow Keyword map Meeting

£ Whiteboard

whiteboard _____[®)

&:dﬂhé)’+;_.ggﬂhé”+& OoRHelx\@as/ -0 » % o Fun-rit [100 | %]
UR

2 Administrator
*

©000o:z

2 users

¥ Properties

x 0 w 0 | B
y 0 h o
Activities and actions “ Chat

E Administrator how are you ?

[ right to left QR
Delete room
Simply click on delete icon @ and room will be deleted.
Rooms I public Video And Whiteboard Room I
| | Public conference (2) €
ﬂ_] @ [[] public Video And Whiteboard Room 27-08-2012 00:00:00
m @ conference room with micro option set 27-08-2012 00:00:00

References

[1] http://incubator.apache.org/openmeetings/
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