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LogicalDOC is an enterprise electronic document management system,
which is extremely useful for both small and large companies.

It is a valuable tool in knowledge management processing that

provides a more flexible and lower-cost alternative to other proprietary
applications.
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In order to log on to the system, you have to point your browser to the URL
where LogicalDOC is installed and simply login with your credentials
and select language.

EG: @ ogzol0c
192.168.22.11:8080

Figure 1: Main page — Credentials
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Once logged in, a desktop is displayed with the following four main
areas:

1.The title bar with the application logo
.The main menu

3.The work area panel

4.The status bar
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Figure 2: Desktop Page
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The Dashboard screen offers several information services and utilities,
including user statistics, tags, messages, calendar events, and workflow
tasks.

Dashboard Dot uments Search Administration

Figure 3: Dashboard
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User - This section shows statistical information about your system activities,

including the list of last changed documents, currently checked out documents, etc.
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Figure 4: User Tab
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Viessage - LogicalDOC has an internal messaging system. Each row in the list is
a message that has been sent to you by another user. Click on a message to open it.

User Tags Messages Calendar Workflow

‘ Send message Refresh |

—— \ Subject _— W j

LogicalDOC - No Funds! [BFM] - InvoiceProcessing 28M12016 13:03:47

LogicalDOC - Viewed - Postcard AUDIT 11/09/2014 09:08:37
LogicalDOC - Move - Niagara-Falls-in-USA_Breathtaking-views_1408 AUDIT 10/09/2014 15:08:37
Zip import completed SYSTEM 07/01/2013 16:52:.27

LogicalDOG - Start [BPM] - Yoav-INVOICE(De..  28/08/2012 145328

LogicalDOC - Start [BPM] - Yoav-INVOICE(De..  28/08/2012 14:53:25

5595955585

LogicalDOC - Applic ation Start [BFM] - Job Title Prometion ... 21/08/2012 14.54:15

5 Fo (41 ZrzEn Fo g
Figure 5: Message Tab
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Calendar - LogicalDOC's integrated calendar makes it easy to keep track of all
important corporate events in one place.

User Tags Messages Calendar Workflow
4= Now 16 - 22, 2014 E = Day Week Month

Mon 17/11,/2014 00:00 Tue 18/11/2014 00:00 Wed 19112014 00:00 Thu 20/11/2014 00:00 Fri 21/11/2014 00:00

900

10:00 Mektar Restaurant

10:00

10:30 TaramalB0G 12140250 Partd
Lorem ipswum dobor sit amet, in per
exgplicari efficiendi, usu ut NUMgEIM
11:00| asliquid =fficiantur. Est =i equidem

19/11/2014 10:00 10:00 - 12:00
Mektar Restaurant
12:00
Lorem ipsum dolor sit amet, in
per icari effici i
13:00 ei equidem pl =
wim an esse deniq
Illud hendrerit ne est,
COM...
14:00
15:00 15:00 Performancs Tuning My 501 Datal
Lorem ipsum dolor sit amet, in par
explicarn efficiendi, wsu Ut nasmgESIM
aliquid efficiantur. Est ei eqguidem
16:00

Figure 6: Calendar Tab
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Tags
This section shows you the most used tags and their occurrence in the
repository. It provides you with tools to search documents by tags.

Workflow allows you to check the tasks to which you are assigned and
ensure their completion. Please read the “Workflow” chapter in this
manual
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You can work on documents by accessing the Documents area. Click
on a folder in the browser, and at the right side, a grid will show you
all of the documents that it contains.
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Figure 7: Document’s Panel
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Standard upload |8 A s qﬁ:ﬂ B3

| | | | |Title documents

Add

Click on the Add documents icon on the toolbar.

| (W Business Process Reengine|

| L& climachX

Figure 8: Add Documents

Add documents [3¢]

[J1mpert documents from ZIP

v : [re e An upload popup window will be shown.
[ tmmediate indexing You can select one or more files from your PC that
5 10 steps to implement EDM... you want to place in the current folder.

LogicalDOC Features.pdf

Multi Tenancy.pdf

Paperless Office.pdf
Sfogha_ | Nessun file selezionato.

Send

Figure 9: Browse Documents
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Drop Spot

LogicalDOC supports a feature called Drop Spot that allows you to drag and
drop files and folders directly from your desktop into the documents
repository.

21309 LB B8 & 5 | §| 8| o

o,
Drop Spot
L] e |

Type ‘ Size ‘ Filg
| [ Business Process Reengineering doc 32 HEL
£l Jre climachX - ) Aok, jiﬁ
- J.d J .j..-’

L 1

Figure 10: Add Documents - Dropspot
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Standard Check-out

Employee or Subcontry Right-click on the document
Defamation letter Preview you want to edit and select
Oiv 1A Loan Agreemet the item Checkout
Deed of Forgiveness c Copy
— B test Delete
L = MQR4B2014 GO9I Add bookmark
Properties Ext. Properties Publi=hinc send by email 5
Path : /Default Paste as link

Download @ http://demo.logicald
I : 95223813 Checkin M

Figure 11: Checkout Documents
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Bulk Checkout

You can edit more
documents simultaneously
and automate the check-

¢llegMBl B BB &G w | [ | Display 10

‘ ‘ ‘ ‘ ‘Title ‘T‘H’FPE Size | File versi.

out /Ch eck-in op erations by a ] Compensation Management System - docx 134 KB 10
selecti g the desired ) Q W Employee or Subcontractor docx 0 KB 110
ents and then 3 al]  ecommerce ppt 132KB 1.0
licking on the Bulk 3 M| Defamation letter docx 182KB 1.0
heckout toolbar icon. ¥ G Div 7A Loan Agreement docx 23KB 1.0
1 [ Deed of Forgiveness of Debt - Bajac P...  docx 0 KB 1.0

Figure 12: Bulk Checkout Documents
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You can convert a set of the most popular document types into PDF(Portable
Document Format). To do this, select some documents and click on the Export
as PDF icon in the tool bar.

ﬁ\[@%@\&_ﬂ%\ﬁ
S
]

Figure 13: Exporting As PDF
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You can convert a set of the most popular document types into PDF(Portable
Document Format). To do this, select some documents and click on the Export
as PDF icon in the tool bar.

M- nonexempt_exempt
(¥ REDCapCurrentVersion w
[ Rental Increase Preview
A degertraker-300e|_en Cut
- Lefax_Pump_Liguid Copy
Delete

Figure 14: Download Documents
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The Download Ticket is a special link generated by LogicalDOC you can then
freely distribute to give access to a specific document to people not registered
in the system. The download ticket has an expiration time and if someone clicks
on this link, the document will be downloaded directly from the repository.

Create Download Ticket l*:‘l

opy link below and paste in browser to view sample

https://demo.logicaldoc.com/download- Type : Document =
ticket?ticketld=a0db65€192398a595c7e5e4fbf8aaa782ac6233

F Y

Expires in : 24 _ |Hours L

Expires on : %

Save

Figure 15: Create Download Ticket


https://demo.logicaldoc.com/download-ticket?ticketId=a0db65e192398a595c7e5e4fbf8aaa782ac6233

D©@cuArch

Zero Paper Environment

Ennictl] A Docurnenr

To send a document as a mail attachment, first select a document. The next
step is to select the Send by Email item from the context menu. It will be
shown as an email composer in which you can insert the recipients that will
receive your message.

Send by email [ ]

Recipients
To Sample@logic aldoc .com
To

Contacts -

Subject :

[l compress the attachments {(.zip archive)

[1send as PDF Conversion

Set Font... - | Set Font Size... MIITEEEE DM EE

Dear XXX, T T o
Kindly review the document for yvour perusal,

Thank yvou,
Staff]

Figure 16: Email Documents
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To do this, select the documents you want to link and then select the Copy item
of the context menu. This will put the current selection into the clipboard.

e e AR

& d Download

e _ Preview

e i Cut I
Copy

Delete

Add bookmark

Send by email

Chechkout

Figure 17: Linking Documents

Right-click on a target document
and select Paste as link.

Properties Ext. Properties Publizhing Links Motes Wi
Type | Directiu-r1| |Title |
default & - Mektar Restaurant
invoi 10.1.1.35.6128 2 ¥ g ..
mvelce B A Figure 18: Linking Documents {ii)

Now you can see the new link appearing in the Links tab.
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If you want to protect the document so that no other user can make changes to it, you
can use the Lock item from the context menu. This means that until it is unlocked, no
other user can modify it. When locked, a padlock icon appears.

A ﬁ /-| Iogicaldoc-user_manual_it 1.9 MBytes

Figure 19: Lock Documents

u want to unlock a document you previously locked, simply select it and use
the Unlock item.
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Stamp is only allowed in the Documents screen for any document which is a
PDF or can be converted to PDF

el RE 0 &G EE & @ B Y AIBIEBEE

Display : 100 = elements | Page : |1 =~ /1
| | | | | Title Type Size | File wersion
L]

(¥ | SPECS doc 16 KB 1.14

Select a document and click
on the Stamp icon of the tool bar.

o LogicalDOC Academy odt 32 KB 1.21

Apply a stamp [ %]

A dialog box allows you to choose one of the | cheoseastame:
stamps assigned to you.

rejected
signature
L] e . :
The stamp is printed in the document and a
o M | LogicalDOC Academy .
new stamp icon appears on the left.

Figure 20/21/22 : Stamping Document
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You can upload into the system a scan from a scanner connected to the computer
by clicking on the Scan a document icon.

*lleHB =200 & 8-

N I
| | | | |Title

| @ 5 e

.......

aeyx|Xcelient
sEolutiaons

Specification for LogicaiDoc
Document signing and archiving

LogicalDoc

Ei‘LI:IIJiEE'l.:l? L

Click the new scan button

Version 1.0

Figure 23/24 : Scan Document
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All of the documents evolve according to a defined life cycle. There are different ways
that this can be done. One option is to use a workflow.

ows can be created in the Workflow designer integrated in the LogicalDOC
lon. Users who are involved in workflows are alerted by email




+| Ship

Completed

v

=0 Completed

Tests

Mot ﬁwailéttle

+| Production

Completed

¥

¥ Quality Assurance

Figure 25: Workflow
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The workflow consists of Tasks and Transitions that a collection of documents must
pass through before the workflow can be considered complete.

| Ordering
Available :.
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LogicalDOC integration with Dropbox allows you to import and export documents and
folders between both applications.

File ¥ Personal ¥ Tools ¥ Help -
Dashboard | D Dropbox > Export to Dropbox
\ Google Docs 4 Import from Dropbox :;
| S Browser | Microsoft Office .':—"“‘Z__’_' & 3 /E'—rf’;' o
- = Default Web content o] [
: B ] Alle Registration | o | | Title

& (] Avocat . )~ Getting|
[E q,i] barcodes ' @] | introdu
@1 (] Clienti |
(] comar
E} ()] documenti_test
| Dropbox
E] (| finance

Figure 26: Dropbox
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Google Drive integration appears in LogicalDOC as an entry in the Tools menu. From the
submenu, you can choose to edit text documents, calculation sheets, and presentations,
create new documents, or import and export documents between LogicalDOC and
Google Drive.

le Drive you can: Create a new Document

Edit a Document

Import from Google Drive

Export to Google Drive



