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About Secure-Archives Add In

Secure-Archives Add In is the module that will allow you to conect to our
Secure-Archives application from the following MS Office applications:

e Word, Excel and PowerPoint 97
e Word, Excel and PowerPoint 2000
e Word, Excel and PowerPoint XP

With the Add-In you can insert a document directly to Secure-Archives or
DocuManager Server. You are also allow to view or update the documents
stored. All of these features without opening your Internet browser.

Add-In Installation

You can find the addin in the DocuManager cd in the following path,
<YourCDDrive>:\SACLIENT\Addins or you can download it from e-volusoft’s
web site at http://support.evolusoft.com/downloads/sa_addins.msi.

Once you have the sa_addins.msi file, please double click on it to install it.
You should see the following window:

i e - volusoft Docutanager Add-Ins Setup E|§|@

Welcome to the e - volusoft
DocuManager Add-Ins
Installation Wizard

It iz strangly recommended that vou exit &l Windows programs
before running this setup program.

Click Cancel to quit the sstup program, then close any programs
wou have running,  Click Mest to continue the installation.

WARMIMNG: This program iz protected by copuright law and
itternational traaties.

Unautharized reproduction or distribution of this pragram, ar any
partion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the masimum extent possible under law.

[ MHext > l ’ Cancel ]

Click Next to start installing the Add-in for Office. A window with a progress
bar will appear:


http://support.evolusoft.com/downloads/sa_addins.msi
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i e - volusoft DocuManager Add-Ins Setup

=l
Updating System /
The features you zelected are currently being ingtalled,

Wiriting system regizty values
Kew HKEY_CURREMT_U...; {00020420-0000-0000-C000-000000000046}

NERRRRRARRARRARRARRARRAER l

Time remaining; 2 seconds

Wize Installation ‘Wizard®

e - volusoft DocuManager
Add-Ins has been successfully
installed.

Click the Finish button to exit this inztallation.

After setup is complete, you need to activate the Addin toolbar in the Office
applications.
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Activating the Addin

If you use Word 97 or Word 2000
In Word 97 and 2000 you need to open Word twice for the add-in to show up.

If you use Word XP
In Word XP, you open Word twice, the second time that you start Word you
might be prompted with the following screen:

Security Warning

C:\Program FilesiMicrosaft OfficelOffice 1 S TARTUPAEvoluAddIns, dot

contains macros by
EKOMO

This publisher has not been authenticated and therefore could be imitated.
Do niok krusk these credentials.

Macros may contain viruses, Ik is always safe to disable macros, but if the
macros are legitimate, wou might lose some Functionality.

The security level is set ko High, Therefore, wou cannot enable macros
from sources that you do not trust,

-

Disable Macros ‘ | More Info |

If you see this screen, you need to install our certificate before using the Add-
in. Please refer to the section Installing the Certificate.
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Activating the Addin in Excel (all versions)

In Excel, the bar is loaded automatically.
displayed automatically, please follow the follwing steps:

1.

Select Add-ins from the tools menu.

shown.

In case that the toolbar is not

The Add-ins window will be

Ed Microsoft Excel - Book1

@ File Edit  Wiew Insert  Format m Data  Window  Help
NE a8 &R Y| 4V el 7
Arial S @ \@; Errar Checking... b

A i & Share Warkboak. ..

A | B = Pratection 3 h

; I Dpline Collaboration 3
] Formula Auditing »
4 Toals an the Web. ..
g I add-Ins. ..
? . Customize. .,
g Options. ..
= ¥

2. Uncheck EvoluAddins and click OK.

Add-Ins

Add-Ins available:

[ analysis ToolPak

[~ analysis ToolPak - YEA
[ Conditional Sur Wizard
I Euro Currency Toals
PHE - cluaddins
| Internet Assistant YBA
[ Lookup Wizard

I Salver Add-in

Evoluaddins

=] oK

Cancel
Browse, .,

Aukomation. ..

s

3. Open the Addins window again and this time check Evoluaddins, when
you click OK the toolbar will be shown.

Activating the Addin in Powerpoint (all versions)

The add-in is loaded automatically.
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Activating the Addin in Outlook

For Outlook please follow these steps in order to get the toolbar:
1. Select Macro from the Tools menu, and select Macros.

& Inbox - Microsoft Outlook

Eile Edit “iew Favorites | Tools | Actions Help
Blnen ~ (&0 ¥ |6 SendfReceive ¥ lendfReceive ZoFnd %y
P p——— F  Address Book...  Chrl+Shift+B
PBack I
= ; LT Rules Wizard. .. =
| Qublook Shortcuts | | Falder List : 5 || From
I 5@ Mailba Empky "Deleted Items" Folder T
@ ; gq Macro » || » Macros... Alt+Fg
- C
Outlook Today (3 De Tools on the Web. .. Security. ..
- gD Customize. . £  Visual Basic Editor  A+F11
5
(w7 i {ﬁ I Options. ..
Inbo H . M ¥
3 1

2. On the Macros window select the macro named “ThisOutlookSession.
Application_Startup” and then click on Run.

Macro Mame:

hisQutlookSession. Application_Startup Run

C!earMyDeIeteItems Cancel
DisplayMessage

ion, Application Startup

The toolbar will be shown when you open an email message.

If you get the following window:

Security Warning

C:\Program Files\Microsoft OfficelOFfice 1015 TARTUPYEvoluAddIns. dot

contains macros by
EKOMNG

This publisher has not been authenticated and therefare could be imitated.
Do nok brust these credentials,

Macros may contain viruses, It is always safe ko disable macros, but if the
macros are legitimate, wou might lose some Functionality,

The security level is set to High, Therefore, vou cannok enable macros
fram sources that you do not trust,

Disable Macros Enable Macros More Info
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please follow the steps detailed in the section Installing the certificate.

Installing the Certificate
To install the certificate follow these steps:

1. Click Details..., you will be prompted with this screen:

Digital Signature Details

General | Advanced |

% Digital Signature Information
o8 A certificate chain processed, but terminated in a root

certificate which is not trusted by the trust provider,

Sigrer infarmation

Marmne: |EKONO

E-mnail: |N0t available

Sigring tirne : |N0t awvailable

Countersignatures

Mame of signer: E-mail address: Timestanmp

2. Click on View Certficate, the following screen will appear:

Certificate

&eneral | Details | Certification Path

Certificate Information

This CA Root certificate is not trusted. To enable trust,
install this certificate in the Trusted Root Certification
Authorities store.

Issued to: EKOMNO

Issued by: EKONO

valid from 1/1/2002 ko 1/1/200G
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3. Click on Install Certificate, the Certificate Import Wizard will appear,

Certificate Import Wizard

Welcome to the Certificate Import
Wizard

This wizard helps wou copy certificates, certificate trusk
lisks, and certificate revocation lists From your disk ko a
certificate store,

A certificate, which is issued by a certification authority, is
a confirmation of wour identity and contains information
used ko protect data or to establish secure netwark
connections. A certificate store is the system area where
certificates are kept.

To continue, click MNext,

[ Mext = |[ Cancel ]

4. Click Next and select Automatically Select the Information Store and
click Next, the following window will appear:

Certificate Import Wizard

Completing the Certificate Import

Wizard

¥ou have successfully completed the Certificate Import
wizard,

¥ou have specified the Following settings:
| Certificate Store Selected  Automatically determined by f
Zonkent Zertificate

< Back “ Finish ]l Zancel

5. Click on finish

Root Certificate Store .

'E Do wou wank bo ADD the Following certificate to the Root Store?
*

Subject : EKORNG

Issuer : Self Issued

Time Yalidity : Tuesday, January 01, 2002 through Tuesday, January 01, 2008
Serial Mumnber @ 20557390 COF479BE 45553939 SFEE4934

Thurbprint (shal) : AFE37ESD S804BCTE FEFEFE11 TOCCEIEE 13CEEEZ1
Thumbprint {mds) : 26F794CA 487B267E 68754584F DICFE3DZ1
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6. On the Root Certificate Store window click on Yes to confirm the
certificate installation.

7. Close the wizard and close the application.

8. Open the application again, this time the following window will appear:

Security Warning |E”Z|

Ci\Program Files\Microsoft Officet\Office 103 TARTUR Evoluaddins, dot

contains macros by ﬂ]
EROND

Macros may conkain viruses, It is awaws safe bo disable macros, but iF the
macros are legitimate, you might lose some Functionality,

The security level is sek ko High, Therefore, vou cannot enable macros
from sources that you do not trust,

v &lways brusk macros from this source.

Disable Macros ] tMore Infao ‘

9. Check Always trust macros from this source and click on Enable
Macros.
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The Add-in bar

The Add-in bar is composed of two parts. The first part contains the Log In or
Log Off button. The botton will toggle depending on your connection state.
The second option shows a list of the actions that you are allow to do.

LogIn | Select Ackion | -

General Parameker ER
View Skructure

List Documents

Glaobal Search

About DocuManager Add-Ins,

General Parameter

Before using the adding the first time, it is necessary to define the conection
parameters in General Parameter.

You need to specify where to connect to, and what protocol to use, http or
https. Also you can define the username that will be used by default. To do
this, select General Parameter from the Select Action menu, the following
window will pop up:

1#8 General Parameter. E|

HTTF Frotocal: hitp =

Server Mame

Remote: http: A/ | (+  Achive Connection
Local: http:// | {

Ilzer Aocount

Uszer Mame: |

In http Protocol you need to select the appropiate method of connection, http
or https (secure conection). In order to use https the server that you are
connecting to needs to have a valid certficate installed.

In the section Server Name, please specify in the appropiate box, either local
or remote, the server name or DNS name only. You do not need to specify
the whole connection string that you use to connect using the browser.
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The active connection radio button is used to specify which connection is
going to be used. You can store a Lan server name and a remote or Internet
server name.

For example, if you are a user of e-volusoft's Secure Archives service, you
connect using the browser to the following web address:
https://clients.secure-archives.com/securearchives

From this address we can deduce that the server has a security certificate
installed, so we can choose to use HTTPS protocol.

The Server Name will be in this case clients.secure-archives.com only, you
should not fill in anything else since this will result in a DNS error, and the
server will not be found.

In the username text, fill in the username that you use with your
DocuManager or Secure Archives server when using the Internet browser.

Once you have correctly fill in the values in the General Parameter window
you can log in to your server.

Logging In and Out.

To log in to the server you must press the Log In button on the toolbar, the
Login window will appear.

i Logon

Uszer : |

Paszword: ]

On Local Server: idicg w x ‘

If you defined a default username in the General Parameters window, that
username will be shown here.

After you fill in the User and Password boxes, click on the Check button to
validate your user and password. If the user and password are correct, you
will be log in, the file structure will be shown and your Log In button will

change to Log Off.
Log Off ) Select Action A

Once Logged In the button changes to Log Off.

When you finish working you have to Log Off from the server. To do so, just
click the Log Off button, notice it will change back to Log In.


https://clients.secure-archives.com/securearchives
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View Structure

The View Structure option will allow open the view structure window and show
you how the file cabinets and folders are arranged in the server.

= Structure Inf... g|§|

= & ABC CORPORATION
Bl pocunenTs

You can select a working folder by opening the structure and selecting a
folder.

To close the window, press on the red X button.

List Documents

If you select the List Documents from the drop down menu, the View
Documents window will be displayed showing the content of the last selected
folder. You can also open this window by double clicking the folder on the
View Structure Window.

= VYiew Documents

Documentld Subject Index 2 Index 3 FileMame FileMame Exten... | Upload Date

] if] 4535 FONDO AZLIL FOMDO.GIF GIF TAA2002 23
] 4536 PRESENTACION PRICING ¥1.3... FPT TAAS2002 2.3
< >

To close the window, press on the red X button.
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You can use the View Documents window to use other features like Check
Out/In a document, check how many versions a document has, view the
document or delete the document.

To view the number of versions
To view the number of versions, right click on a document in the document
window and select Versions, the versions window will pop up with information
on the number of versions and the date when the version was uploaded into
the system. See the figure below.

&2 Document Yersions [Z|

To Check Out a Document
To Check out a document right click on the document to be checked out, and
select Check out from the menu.

= Yiew Documents

Dacumentld Subject Index 2 |hidew 3 FileM arne FileMame Exter... | Upload Date

O .::] 4535 FOMDO &Z1L FOWDO.GIF GIF TA24/2002 2:3.

7/24/2002 2.3...

PRESEMTACION PRICING %1.3....

Wersions
Wiga
Checkout
CheckIn

Delete

|
|8

The Check out window will appear:
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7 Check Out

File
Document Hame PRICING ¥1.3.PPT

Default Path: C:ADocumanager\SecureArchivesFiles

Size of Document: 242 KB

L ocal Fath -

|E:'\DDcumanager'\secure.f-‘«rchivesFiIes Browse

Final Path ==»> C:\Documanager\5ecureArchivesFilesA\PRICING
¥1.3.PPT

Ok | Cancel |

There you can specify a path where the downloaded file will be store while
you work on it. Click OK to accept the path and the file will be downloaded
and opened.

You can check out any file type, it will be opened using the application where
the file was created, for example, you can use the Addin in Excel to open
check out a Word document. The document will be opened using Word.

You can log off from the server and work on your file, since it is store locally.
Once you make the necessary changes to the file, you can check the file in,
so it will be available for other users to use.

Check in

To check the file in, go to the View Documents window of the folder where the
file was check out. Right click the file to check in and select Check in, the
Check in window will appear.

= Check In

Checked Out Documents.

Name Version

PRICING V¥1.3.PPT 1 C:\Documanager\SecureArchivesFiles

4| 4

Check In thiz Document:

|E:\Documanager\8 ecuredchivesFiles\PRICING W1.3.PPT I

Check Out Date: 107172002 Type of Document: Size of Document: 244.00 KB

-PPT
Soves S alie ot s e Save az New File Refresh Cancel
Yersion Wersion
Index Walue [ s It Private?
p |SUBJECT PRESENTACION
Password:

[ Expires
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In this window you can modify the Indexes for the document just by typing
new values in the fields.

You can also specify a password for the file and also you can specify if the file
should be private, meaning that only you will be able to see the file in the
structure.

You are also given three different options to save your file:
e Save as Same Version will replace the file in the system with the file
that will upload
e Save as a New Version will add a new version to the file, the original
version remains unchanged.
e Save as a New File will add a totally different document, the original
version remains unchanged.

Note: The administrator may set permissions to use these features.

Once you decide how to save the changes and click the corresponding button
to send the modified file to the server.

Note: You can check in documents that where check out using the Addin or
the browser. You need to check in the document in the same machine and
with the same user that checked out the document.

View

You can open a file in the Vie Documents window by right clicking the file.
The file will be copied to your local hard drive and the opened.

Global Search

You can perform a Global Serach of your structure by selecting Global Search
from the drop down menu. The Global Search window will appear:

%5 Global Search X

| Phonehc Search
Subject

Ilze % az place halder
Search Cancel

Write the keyword to search in the indexes and click Search. A window
showing you the results of your search will appear. You can right click on the
documents and use all the features already explained.
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Folder Search

You can search a document in a folder by using the indexes. To do a folder
search, right click on the folder, select Search and the Folder Search. The
following window will be shown:

P Folder Search
I_ -

Folder Indexed T Supstern [ndexed 1

&dd

R emowve

Search Cancel Show Advanced

= To search a document select the index where you want to search and in the
column Value enter your search criteria. Then press the Search button.

= |[f you wish to search using more that one criteria, click the Add button to add
a new criteria. If you wish to delete a criteria, select the criteria to be
deleted and click the Remove button.

You can also perform an OR search, meaning that you want to search for a
file that meets criteria A OR criteria B, by clicking the Show Advanced button.
Once you click the show advanced button, you define that you want an Or
search by checking the Or check box.

P Folder Search
B

Folder Indexed T System Indexed 1

Add

Remove

Search Cancel Hide Advanced
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You can also Search by system indexes, like filename, file date, file size or file
size, to search by system indexes, select the System Indexes tab, the
following screen will be shown:

" Folder Search E|
[ Include &l falders in the File Cabinet

Folder Indexed T System Indexed ]
M arne: | File Type: l— J
File date withing. . | 141 #2001 j and | 41 42001 j
Syster date between...| 171 /200 j and | 141 /2000 j
Size: | |zer: |

Search ‘ Cancel ‘ Hide &dvance ‘

Fill in the appropriate boxes and click on Search to retrieve the files that meet
your search criteria.

Insert Documents
To insert a document, right click the folder where you want to store the

document and select Insert Document. The Insert Document window will pop
up.

¥ Insert Document

Index alug Document Details
b SUBJECT Local Path:
C:ADocuments and SettingsividalhDe  Browser
I lz it Private?
Fazzword: |
[~ Expires? | ; J
Properties = I x|

You need to fill in the indexes that were defined for the selected folder. You
can also specify if the file is private, so you will be the only one to see it in the
file structure. Also, you can define a password for the document by typing a
password in the password box.

If you want your document to expire on a certain date, you can define an
expiration date, once the expiration date is reached, the file will automatically
be put in the Recicle Bin. An example of a file that needs to expire can be a
monthly price list.

Once you have filled in the necessary fields, click on the diskette icon to save
the file in the system.
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Additional Support

If you need additional support please contact us at support@evolusoft.com or
call us at +507 223 1954.

You can also visit our support website at http://support.evolusoft.com

Evolusoft

Boulevard Balboa
Edificio Bay Mall
Technology Plaza
Segundo Piso, Local 213
Republica de Panama
Tel.: (507) 263-1096
Fax: (507) 263-0962

Evolusoft Europe
Bernhofstrasse 23

8134 Zurich-Adliswil
Switzerland

Voice: +41 1 709 27 40

Fax: +41 86 079 423 24 82
e-mail: europe@evolusoft.com


mailto:support@evolusoft.com
http://support.evolusoft.com/
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