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What is IRIS OpenDocs?

IRIS OpenDocs is an Electronic Document Management System (EDMS), which manages all documents
and communications arriving on your desk; paper, e-mails, web pages, faxes and electronic files. Using
IRIS OpenDocs you can rapidly scan, import, file, retrieve and track all these documents via an easy-to-
use and simple mode.

Whether access is required to customer files, invoices, correspondence or to solve a compliance problem,
IRIS OpenDocs provides the answer to all kinds of administrative requirements. The product is based on
the most up-to-date technology providing both huge scalability and future integration options.

Guide Introduction
This guide is intended to introduce the IRIS OpenDocs and help get you started.

You will learn how to:

Switch to different Modes

Bring Documents into IRIS OpenDocs

File documents away

Quickly and effortlessly retrieve documents through Search and explore
View the contents of a selected document

Make changes to a selected document

Understand simple search features using CodeFree

®e 90 90 90 00 00 00
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Accessing IRIS OpenDocs

Open IRIS OpenDocs
To launch IRIS OpenDocs double click the Icon which will be located on the desktop.

=
(] d

IRIS

Openbocs

You will be automatically login to IRIS OpenDocs.

Close IRIS OpenDocs

Click the EA button in the top right corner of window/toolbar (applies to all modes).

The IRIS OpenDocs Modes

When you open IRIS OpenDocs you will be presented with one of three modes. Depending on the
privileges given by the System Administrator you may have them all or just one. The three modes are:

+  Simple
+ Standard
¢+ Advanced
Mode Name Screen Shot
Sim p le () IRIS OpenDocs [System Administrator Account] (=3 EoE
/ B8 Search My Work | €=, Scan Create Resource Portal H-%-
2
Please enter your search criteria
Search
57 | i Summary and Notes - &
4Search (1 Item
Title
B8 Text Search Search For "armitage”
B & % @

The Simple mode provides a simplified way of working with Invu. Search, My Work, Scan, Create and Resource

Getting Started Guide - IRIS OpenDocs
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Portal are the 5 main functions which are displayed as tabs across the top of the screen and each, in turn, has

been uncomplicated with minimal options to confuse. A Simple Mode user does not have the ability to Explore or
configure IRIS OpenDocs through Administration in this mode.

Standard IRIS OpenDocs &

e

The Standard mode has been provided with a floating toolbar. Full functionality is available in the Standard mode
Workspace, Search, Explore, Administration and Resource Portal. Each Icon is presented in its own

independent window.

Advanced () IRIS OpenDocs [System Administrator Account]

Waorkspace
4% =Workspace
y Current Documents

ﬁ My Tracked Documents
= Email
Eintray

|5 Search Intrays

Other Intrays

&ilntrays

£3 Workspace
ﬂﬂ Search
{07 Explore

7
&7 Administration
Q Resource Portal

»
~ (|« [

ed and Sa

ed (1 Item)

Version

9 All Tracked Documents &  LOUISEP20090520@14453... 1

B10pen #GScan 4 Creste v | i@ Refresh | B File and Save CheckIn [2]Check Out | [BF Edit

Number
Invu1039

B | @Help -

% | | Summary and Notes

[E=8(Ho8 )

= Ao and Sown EI
Creatq .

Syster

VY & |E

The Advanced mode is contained within a single window. The style of the window has a similar feel to Microsoft
Outlook giving you an environment that you may be familiar with. Full functionality is available in the Advanced
mode Workspace, Search, Explore, Administration and Resource Portal. These Five functions are displayed as

buttons on the left-hand side of the screen.

Switching Modes

To switch modes click the arrow to the right of the & icon on the main toolbar. A menu will appear where

you can select the mode you wish to work within.

Simple
Standard
Advanced

% = GHeIp =
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Getting Documents into the System

There are many ways a document can be brought into IRIS OpenDocs such as Drag & Drop, the Send to

option,

Scanning and Creating documents from IRIS OpenDocs. We will now take you through the

process of bringing documents into IRIS OpenDocs.

Scan a Document into your Intray.

Where you have a paper document to be processed you will need to scan the document into IRIS
OpenDocs:

.
.

.
.

.

Place the document into the scanner.

Click the #E8ean putton and the 'Scan' screen will be displayed.

Choose the relevant preset from the drop down list. The example below shows the preset
Colour selected.

Select a prezet to control the process

[coow

(*) Scanta Iy intray

O Sean to prezet destination (Systern Administr...

) Scanta an intray

Create a new folder in the selectad intray

Scanned Document Title

|Currespundence

) File and Save Scan Immediately
Prompt for additional pages
Show Pages After Scanning

Scan

Cloze

.

.

.

Select the Scan to my Intray option.
If you wish to create your own title for the documents you scan in then enter a name into Scanned
Document Title. For each document scanned in it will increment 0001, 0002, 0003 etc.

Click the Scan button.

Getting Started Guide - IRIS OpenDocs
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If the document you are scanning is large you could scan it in two stages. Tick the Prompt for

additional page check box then scan the first part of the document, when the scanner has

completed a message will be displayed asking for the next part of the document.

The document will then be scanned in and displayed in the preview to the right of the scan

options as shown on the next page:

Select a prezetto control the process

|COI0ur ‘V|

) Bcan to my intray
O Scan to prezet deztination (Swstem Administr ..
® Scanto an intray

| Intrayvsil )z er Intravs\Systerm Administrator & V|

[ create a new falder in the selected intray

Scanned Document Title

) File and Save Scan Immediately

Prormpt for additional pages
Show Pages After Scanning

Scan -

Derme Company

wa b billifg comenample_ invaicepafeskisl

wlgioen_caample g

Cloze

..

.

Click the Close button.

To view the scanned document, click the £ Waorkspace

the left-hand pane.

button and then click the Intray option in

The document name will be created from the computer name year month day @ time (hours:
minutes: seconds) e.g. SAMARIUM20070531@1451020001.tif if a Scanned Document Title was

not entered.

4o information type
4 Unindexed {12 items)

X Ravjpag

Sport Car tif

SAMARIUMZ007 0537 1451020002 tif
SarARIUM2007 0531 1451020001 tif

Wersion Mumber
1 Irveul 287
Irveul 286
Ineu1 501
Ireu1 502

Title
£

Getting Started Guide - IRIS OpenDocs
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Drag a Document from the Windows Desktop

.

Click the (5= Werkspace | pytton and then select the Intray option which appears on the left pane.

-

In the top right corner of the window click the Restore button.

..

Your Windows Desktop should now be seen.

.

Click and drag the document into the middle pane of IRIS OpenDocs and release the mouse

button.

-

The document will be available to be filed and saved. For more information on file and save, see
the topic on Filing A Document.

Create an MS Office document within the System

Another way to bring documents into the system is to create the document from within IRIS OpenDocs.
Here we will use the example of an Excel spreadsheet.

&9 Create ™

.

+ To create an Excel Spreadsheet, click the arrow to the right of the button which appears

in the toolbar at the top of the screen and the following screen will be displayed:

Create E”E‘E‘

Documents | Infarmation anly

Create a document
Document name

File type
Excel spreadsheet

Template
‘(Use Detault> e

Other

Cancel

.

Type in the Document name. i.e. "2008 Company Performance Report".

..

Choose the File type Excel spreadsheet.

..

Click the OK button. The spreadsheet will be created in Microsoft Excel.

.

Create the spreadsheet as normal then click the Save button and then Close the document.

..

The 'File and Save' document' screen will then be displayed.

..

To File and Save the document please see page 8 for more information.

Getting Started Guide - IRIS OpenDocs
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Send an Email to your Intray using the Office Addin

+  Open Microsoft Outlook in the usual way.
Find the email and highlight it.

' Onthe toolbars at the top click the f5end to my intray jcon.
¢ The document will then be copied to your Intray within IRIS OpenDocs ready to be Filed and

Saved.
NB: Other Microsoft (Word/Excel/PowerPoint) files can be placed into your Intray using this method.

Bring a Document in using Send to

. Another way to bring an electronic document into IRIS OpenDocs is to right click a document on
your desktop, Windows Explorer or My Computer.
+  From the menu select the Send to option and the following menu will be displayed:

1, Compreszed (zipped) Folder
Bl Desktop (create shortcut)

(y  Decuments
g2 Fax Recipient
) IRI5 OpenDocs File and Save
) IRI5 OpenDocs Intray

1 Mail Recipient

.

From this menu click the IRIS OpenDocs Intray option to send the document directly to your

Intray.

NB: If the IRIS OpenDocs File and Save option is selected from the above menu the document will
be brought into IRIS OpenDocs and the 'File and Save document' screen will be displayed so that the
document can be filed away. For more information please see page 8.

Getting Started Guide - IRIS OpenDocs
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Filing Documents Away in IRIS
OpenDocs

Documents need to be filed away in IRIS OpenDocs and this is called File and Save a document. There
are many ways this can be done such as from your Intray or straight from Microsoft Office
(Word/Excel/Outlook/PowerPoint).

We will now take you through the process of File and Save.

File and Save a Document in IRIS OpenDocs

The example below shows a document created in Word then filed and saved into the system as a
marketing document.

.

Click the |53 Werkspaee . hutton and then select the Intray option located in the left-hand pane.

.

Click the document in the middle pane to highlight.

%File and Save |

.

icon on the toolbar.

Click the
The 'File and Save document' screen will be displayed as shown below:

..

& File and Save Document

i file Tools View Image FileandSave Help
22 [F]- ¢ ‘&‘Ellﬂ@l—ﬂ\!
a1 of : File and Save i
Step L What sort of document s this?
[Accounts Documents 3
Step 2 Choose a filing location.
5 Tnvu Services Ltd
Create Folder
Step 3 Choose a Standard Document.
[Coespondence |3
| Step 4 Enter the Document Reference information.
| 3
- emn In/Out
Pt v - v
Step 5 Press 'File and Save’ to store
[ FileandSave | [ FileandReply |
o billing comlexample invoicepeofssonsredgeen
* 5 ! . s 2] Summary and Notes | (34 File and Save

In the File and Save pane which is located on the right side of the screen, there are five easy steps to

follow to File and Save a document:

.

Step 1 - Choose what sort (Information Type - category) of document it is. Click the drop down

list and choose Marketing Materials - External.

.

Step 2 - Choose a Filing Cabinet for the document. Click the white arrows to expand the folder

list and choose Marketing folder.

Getting Started Guide - IRIS OpenDocs
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Step 3 - Choose a Standard Document (sub category). Click the drop down and choose Case
Study.

Step 4 - Enter the Document Reference information. This will depend on the Standard Document
chosen. Type in details for Company Name, Industry Sector.

Step 5 - Once the File and Save Pane is complete click the File and Save button.

File and Save a Document Using the Office Addin

Documents created in Microsoft Office (Word/Excel/Outlook/PowerPoint) can be Filed and Saved from the
application using the Office Addin.

.

.

.

Create the document in Microsoft Word as normal and save.

%File and Save |

Click the
Word.
The 'File and Save document' screen will be displayed as shown below:

icon in which appears at the top of the screen in the toolbars of Microsoft

8 File and Save Document

i File

Tools View Image Fileand Save Help

AR [E-IDC 2B BREEEnE

g : File and Save
age 1o

—— =
Step 1 What sort of document is this?
Accounts Documents

Step 2 Choose a filing location.

5 Invu Services Ltd

Create Folder

Step 3 Choose a Standard Document.

Correspondence v

Step 4 Enter the Document Reference information.

Description

In/Out

Step 5 Press 'File and Save' to store

[ FileandSave | [ FiteandReply |

hitp/www k-billing. com/exsmple_invoices/profssionslredgroen_example.prg 21062010

[Z] Summary and Notes File and Save

.

.

.

..

.

.

In the File and Save pane, there are five easy steps to follow to File and Save a document.

Step 1 - Choose what sort (Information Type - category) of document it is. Click the drop down
list and choose the relevant document type.

Step 2 - Choose a Filing Cabinet for the document. Click the white arrows to expand the folder
list and choose the relevant folder.

Step 3 - Choose a Standard Documents (sub category). Click the drop down and choose
relevant Standard Document.

Step 4 - Enter the Document Reference information. This will depend on the Standard Document
chosen. Type in the details for each Document Reference displayed. Ensure all mandatory
Document Reference are completed.

Step 5 - Once the File and Save Pane is complete click the File and Save button.

Getting Started Guide - IRIS OpenDocs
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Retrieving Documents

Finding documents is quick and easy. There are two ways in which documents can be retrieved

Search for the document using a search phrase
Browse in the same way you would use Windows Explorer

Searching for a Document

JIRIS ‘ OpenDocs

We will search for a document using the phrase "BBS" searching all locations, the document information
(metadata) and the documents contents within IRIS OpenDocs.

L]

:  To search for a document, click the R searen

button. In the left-hand pane and the
following screen will be displayed:
(.} IRIS OpenDocs [Systemn Administrator Account] E=nECE(E
Open %S(an fCreate hd File and Save CheckIn Check Out Edit % - | @Help =

Search Within
4 Al
- | Filing Cabinets

- &ilntrays

Search

XiAa-

Search

Search Metadata
[ Search Content

:’g Workspace
ﬂﬂ Search
@T Explore

@
//—7 Administration

Q Resource Portal

7

Title

i

¥

4Search (1 Item

Text Search Search For "armitage”

text box. i.e. "BBS".

.

Result Location

+ | Filing Cabinet

&ilntrays

w B &

In the 'Search Within' pane click the All option. This will search throughout the system.

Ensure the Search metadata and Search content check boxes are ticked.

In the 'Search' pane type in a word or phrase the search should be based on into the Search for

The Search

metadata option, when ticked, will search the information held about the document and the

Search content option, when ticked, will search the content of the document.

.

Click the Search button to perform the search.

The results will be displayed within the Results pane along with the number of results (as shown on the

next page).

Getting Started Guide - IRIS OpenDocs
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21 Open éﬁcan }Create -

Search Within

) TRIS OpenDocs [System Administrator Account]

File and Save | &) CheckIn |44 Check Out | [& Edit |

4 Accounts

PR
& [ Filing Cabinets
[ E%Intrays

Search

4 Client Document (1 Ttem)

JIRIS ‘ OpenDocs

|%'|6Help'

Title

4 Company Secretarial

4 Client Document (1 Item)

T EAT007-Full accounts (draft...

i% Intrays

Title

X d-

Search

4 Taxation

eaton
Search Metadata
Search Content
4 Options
Stemming
Phenic
Waordnet @ Synonyms
Wordnet @ Related Synonyms
I 1

| Doc. Refs |

4 (Client Document (1 Item)

-_El EATO07-APO1-RP-2010070...

Title

% Workspace

ﬂﬂ Search

ﬁ Explore

ééi Administraticn

Q Resource Portal

-2] EATO07-Corporation tax ret...

Version Number Client
1 IRIS1043 EATO
Version Mumber Client]
1 IRIS1045 EATO
Version MNumber Client
1 IRIS1044 EATO

the relevant location i.e. Purchase Ledger

To view the location of a document in the Results (middle) pane, click the white arrows to expand

Click the document title in the expanded section and on the right-hand pane at the bottom, click

the Result Location i button and the location of the highlighted document will be displayed in

the right-hand pane:

! Result Location

4 [ ] Filing Cabinet
E‘ Accountants
‘E‘ Finance

| == Purchase Ledger

EZHR
E‘ Sales
& Intrays

Getting Started Guide - IRIS OpenDocs
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Browse for Documents

Browsing for a document works in a similar fashion as the Windows Explorer. For example we will browse
for a document located in Sales.

! To browse for a document, click the 42/ Exelere button in the left-hand pane.

Explore

4= Workspace
&’ Current Documents
- = Email
Work tasks
&iIntray
4[| Filing Cabinets
- £ Accountants
E Finance
- EIHR
; ﬁ Sales
B Sonya test
+ o Intrays
[Z] Decument Templates

-

In the Explore area, (as shown above) click the white arrow to the left of the Filing Cabinet to

expand the selection.
Click the white arrow beside the Accountants folder, and then click on the Client Files folder to

s

display the documents in the middle pane.
To expand the section and click the white arrow in the middle pane to the left of the relevant

.

heading.

Opening a Document

Once the document has been located, it can be opened to view its contents.

+  To open a document for viewing, double click the document name from the middle pane and the
'View Document' screen will be displayed. You will see the document and a summary pane to the

right, which will show you the thumbnail and metadata for the selected document.

Getting Started Guide - IRIS OpenDocs
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: File

() View Document

Edit Tools View Image FileandSave Help

EIN

BAE L Viaeg

IRIS Opendocs the Document Management Solution from IRIS

® ® 6% - & | [&] @ Find -

]r]S

Automaticolly store your accountancy practice documents in the morket-leading

document management solution

The problem
I sheild be  quaint did Exshicned waty of wosking” i have 2 Bing
clerk, or Friday aftermoan set aside o catch up on the Sing, however

#rem == needed, is dispropodionate and intmducing ineficency in
an chemwise steamined pracios prosss. In addion valiabie
ffice space is often used to siom the physical paper ks,

The salution

IRIS Opendocs & the system bulld by IRIS and inva $1at autmascally
s all your acoountancy praciize documents a8 you wark, whesher
st is 3 sed of Final Accouris, o1 8 lefier sent o remind e clint o
‘send in the papersrk for their tax retum. This not anly saves you
Eme, but also frees up e ofice smce

The system net oty fles the document against the fight cient, but
s by e coredt calegary, e 9. acoaunts, bax, payoll, geneal
comespndence elc., Siis makes al documents exsiyand quicly
d 10 retrisve or refer o them. I you are
searching by chent, you Gan use e IRIS Commuricaons tab

‘acoms ble when yo

within |RIS PrmcSos Management, o you can use e st v
‘search faciiSes 13t are avsitable

by

W b e.g. . X ek, Ihese categories ca @ st
in e Invu document management s ysiem as infaemation hpes,
=0t a seamiess path is creaed

Furfher parameters can be defined for the documents,
such as dater, pariner, documert desci

#pton and

produced as pant of your IRIS warkBow, ey
e autamasealy Sed a5 an IRIS standard
document section in the corect informagion
type within invu

arm wishin I, b
i In RIS Pracses o

e then always see Se
baest vemion, eliminasing the confusion and
enoerms about using the mast meent
update of e document

5

What do | need to do?

For your practice to start saving Sme, reduding
e frustraion koking for documents, and to give you
R

your speciic practice procedums.

Key benefits

m

: Summary and Notes

(E=1 iew 5|

=
~nE o

4Client Document
Title
IRIS_Opendocs_datasheet.pdf
Version
1
Mumber
IRIS1042
Client ID
AQ02Z
Client Mame
Mr R Adams
Document Description
Cosec 10 form

Date

-ailu\yZOlU
Accounting Period
Accounting Period Month
Partner

Manager

Tax Year

Client Type

To From About

>

m

.
.

When finished, click the ﬂ button in the top right corner of the 'View Documents' screen.

Editing a Document

If any changes need to be made to a document held within IRIS OpenDocs the document will need to be
edited and then checked back in as a new version.

.. " =

To edit, first browse or search for the document.

Click the document to highlight.

Click the & Edit icon on the main toolbar.

The document will then be opened in its native application unless it is a scanned image this will

be displayed in the 'Edit Document' screen.

NB: At this point the document has been checked out. This means that other users will not be able to edit
it but will still be able to view the document. Other users will know which documents are checked out as
the document name will be displayed in red.

.

Edit the document as normal. When finished, Save the document and Close word.

The message 'Check in changes for document' will be displayed click the Yes button to continue.

The 'Check In' screen will be displayed as shown on the next page:

Getting Started Guide - IRIS OpenDocs
www.iris.co.uk/opendocs
© IRIS Software Ltd 2013. All rights reserved.
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Action

(&) New version

(O New draft

Dezcription

£

QK l ’ Cancel

From this screen choose the New Version option.

If required, type in a brief Description of what was changed in the document.
Click the OK button to check in the document.

ITEm 2

=
i

ENEICEEEE IR TR ]

L

L%

* Mote {1 item)

4Sales & Dermonstration Docurments

BitBob Spec SheetTIF
Bridgeport Qrder Only tif
Bridgepart Scan Two Pages
Delivery Mote BB .FDF
Delivery Mote DS PDF
Delivery Mote SL.FDF
Delivery Mote TFDF

green field wimy

Invu Ermail Management. exe
1MW e

Mew Bridgeport Letter.doc
Mew Bridgeport Letter.doc
new bridgeport Orderxls
MikMak Spec Sheet TIF

4Demanstration Document (23 items)

Yerzion

1
1
1
1
1
1
1
1
1
1
2
2.
2
2

Murnber
Ireu1428
Irveul 245
Ineu1 210
Irreul 282
Il 279
Ire1 280
Ireu1 281
Irreu1403
Irveu1404
Irvu1413
Ireu? 232
Irreul 232
Il 233
Irvul414

Title

EitBob Spec Sheet
Eridgeport Order Only
Bridgeport Boating 2 Page Sc

Delivery Mote Bridgeport Boat
Delivery Mote Dock & Sail
Delivery Mote Sailing Ltd
Delivery Maote Trader

Green Field

Irveu Email Management Derr
Irweu Corporate Video

Mew Bridgeport Letter —
Mew Bridgeport Letter

Mews Bridgeport Order
MikMak Spec Sheet

The above example shows 3 versions of the document. If only one version can be seen, right click in the
Explore (middle) pane, choose the View option and then select the All versions.

If you check in a Draft then the file will be displayed in green text and increment by a point so if check in
version 2 as draft will become 2.1.

Getting Started Guide - IRIS OpenDocs
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To view all documents that you have checked out

When you check out a document, the title of the document will be displayed in red and the documents will
also be displayed in the Current Documents area.

. To view documents that are checked out by you, click the |5 Warkseaee | putton and then select
the Current Documents option located in the left-hand pane.

4= Workspace
yCurrent Documents
[ = Emnail
é%lntray
[ @‘ Search Intrays
4 JFiling Cabinets
a5 My Practice
E5 Client Files
‘B‘Inlema\ Restricted
9 Accounts
EaHR
ﬁ Marketing
ﬁ Pariners
3 é%lntrays
[Z) Document Templates

..) IRIS OpenDocs [System Administrator Account]
Open @Scan yCreate - eRefresh |

File and Save | CheckIn

Current Documents

+  The following will be displayed in the middle pane:

Check Out | [ Edit | B ~ | @Help -

% Workspace

ﬂﬂ Search

ﬁ Explore

ég Administration

Q Resource Portal

4 Accounts

4Client Document (1 Item)
Title

@ IRIS Opendocs_datasheet.pdf

Intray Shortcuts

+- I XIE-

593

Audit Dept

8§ @

Tax Dept

Finance Dept

System
Administrat...
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JIRIS ‘ OpenDocs

CODEFREE

CodeFree is an extension to the Standard Document Management System, which allows users to perform
a search from third party applications (e.g. an accounts package). When IRIS OpenDocs is started, the
CodeFree application will automatically start and can be seen running in the system tray (normally near
the clock on the Windows Task Bar).

Click the Red Colon icon to display the pop-up Toolbar for CodeFree (shown below):

Administration Close icon

'

CodeFree {training) 53 7

Drag the interactive search tool onto a window <+ Search tool

i

Free text search Search icon

There are two main methods of searching:

+  The Free Text Search
. The Interactive Search Tool

The Free Text Search is a simple search bar where the user supplies the word or phrase that they wish to
search against. The Interactive Search Tool is a drag and drop icon, which can be used to search on
information held in a third party application.
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To Perform a Simple Text Search

JIRIS ‘ OpenDocs

+  Click the CodeFree icon @ in the system tray to display the CodeFree Toolbar.

CodeFree draining)

2T

Orag the interactive zearch tool onto a windouw

g

+  Click the search icon

i

to activate the search.

L) IRIS OpenDocs [System Administrator Account]

27 Open éﬁcan yCreate -

File and Save | &) Check In |45z] Check Out | & Edit |

|%'|6Help'

+ Inthe Free Text search box, type the word or phrase you wish to search for.

+  The search results window will then be displayed containing the list of documents found.

Search Within

PR
& [ Filing Cabinets
[ ﬁ%lntrays

Search

XIH-

Search

eaton
Search Metadata
Search Content
4 Options
Stemming
Phonic
Wordnet & Synonyms
Wordnet @ Related Synonyms
I 1

| Doc. Refs |

% Workspace

ﬂﬂ Search

ﬁ Explore

ég Administration

Q Resource Portal

4 Accounts

4 Client Document (1 Ttem)

Title
T EATO07-Full accounts (draft.. 1
4 Company Secretarial

4 Client Document (1 Item)

Title
i] EATO07-APO1-RP-2010070... 1
“Taxation

4 Client Document (1 Item)

Title
-:El EATO07-Corporation tax ret.. 1

Version Number Client
IRIS1043 EATO

Version Number Client
IRIS1045 EATO

Version Number Client
IRIS1044 EATO
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JIRIS ‘ OpenDocs

Using the Interactive Search Tool

[
. Click the CodeFree icon @ in the system tray to display the CodeFree Toolbar.

CodeFree (raining) ﬁ kv

Crag the interactive zearch tool anto a window g

| 8

.

+  Click and drag the Interactive Search Tool onto the field in the third party application you
wish to use to search for in IRIS OpenDocs.

NB: As the search tool is dragged across the application the text boxes (and other controls) will be
highlighted (in either green or amber). The Free Text search box will also display the value captured by
the application. The window on the next page shows the value captured within the Company Name field.

Contactinformation

Company Name:|Hale Construction |
Title: [yPsiM Comtact Name: [lon Halelap

Street:  [mShemooa  OT€EN highlight

Town: ‘Daventry

y i
' County:  |Hertfordshire
(I' Country: |Englands
) SCSPL

Work: |64 95ga32
Mobile: [01504 6599934

Fax: 01604 BE3902
E-Mail:  [jon halestrap@ingu et
Mew Delete Edit ‘ Save ‘ Cloze
e 3y Contact ID: | 1013

Actions if Green

.

+  If the area/field is highlighted in green, release the mouse button and the search will begin.

+  The search results window will then be displayed containing the list of documents found.

Getting Started Guide - IRIS OpenDocs
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Actions if Amber

.

release the mouse button and the area/field will become shaded.

.

% gl o) G o = o 2 A B

b9 tndex cocumen. Esend oy ey B

I

CIEIERTES |

the doctment, you can then send a link to another user for ther o ook at the
file. This means less traffic and easy access (where permitted) to your

through your line of business zpoications allowing guick and efficient

Although the user may never s

166K Up Informriation stored i vu and display . It ias all the Securty of v,
s0 every time a file is accessed it is audited whilst giving the flexdbility of being
in the application you are working in. In addition to this, once you have found

information

CODEFREE INTEGRATION — INTEGRATION WITHOUT THE EXPENSE
OF PROGRAMMING

Utilising the data held within third party applications this product allows
detailed searches to be performed against documents stored in the v
database. This can be done using a simple user interface or indeed through a
simple drag and drop. CodeFres enables document searches to be driven

document retrieval with a minim|
methods, it means CodeFree can|

Amber highlight

v

installed to obtain all the functior

“eo e

>

to search for and release the mouse:

.

Search resulis

Search within

DEFREE INTEGRATION - INTEGRATIC
PROGRAMMING

sing the data held within third party ap
ailed searches to be performed against
ibase. This can be done using a simple us
ple drag and drop. CodeFree enables dc
wgh your line of business applications
urnent retrieval with a_minimal amount of

‘hods, it meansiCodeFreeican catey for alm

ough the user may never see the Invu

JIRIS ‘ OpenDocs

+ If the arealfield is highlighted in amber more information is required to perform the search,

+  Within the shaded area drag a box (with the cross + cursor) around the word or phrase you wish

+  The search results window will then be displayed containing the list of documents found.

4 Al
> lj Filing Cabinets
> E5 Intrays

Search

XIH-

Search for

|EndeFrea

Search metadata
Search content
4 Options
[ Stemming
[] Phanic
[] WardNet® spnanyms
[[] WardHet® related synonyms

[] Fuzzy

A1 arketing Materials - Internal

* Mewsletter (1 iterm)
4o information tepe
* Documents Mot Filed and Saved (4
4Szles & Demaonstration Docurments
* Demonstration Document (3 items)
4bdethodology Docurnent (14 iterms)
Title
B 5ix Step demo Final.doc
T The Benefits of Series § over
-,E Brand Guidelines.pdf
@l_] why Use CodeFree.doc
@_l] Wwhat Directors Want.doc
@_l] Sales Visit Report.doc
@_l] bible_Seties 6 Frequently
W] Bible Series 6 Technical
B]  Praduct Range doc
By IMvU-Reseller
B Forecast Templateds
B Demaonstration Flow.doc
@_] Company History.doc
@_l] Bible_Six Step Demo.doc
* Bales Document (10 items)

41 Understanding Document (8 itsrms)
|

-~
iterns)

Wersion Murnher Title

1 Imeu1435 Six Step De
1 1426 The Benefit

1 Imeu1401 Brand Guid:

2 Imvul 275 Wihy Use Cc

2 Imu1273 what Direct

2 Ieul 247 Sales VizitF

2 Il 243 Bible Series

2 Il 241 Bible Seties

2 Il 237 Praduct Rat

2 Il 227 I Reselle

2 Imu1219 ForecastTe

2 Imu1214 Dermaonstrat

2 Il 211 Compary H

1 Imeul 244 Bible Six St

| eHe\p =

Summary and Hotes

B & w i
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