User Guide

for

Electronic Document Management System

Innovative Associative Technology Ltd

Version No.: V1.025
Date: 15t Feb 2018



User Guide — Electronic Document Management System

Table of Content

I 91 0 Yo [UTox i [0 o [T 3
1.1 ODJECLIVE ... et 3
1.2 Scope Of ThiS DOCUMENT.........oiiiiiiie e 3
1.3 General Description of INNOShare...........cccooiiiiiii e 3

p A =110 o] ] (o] g =3RRI 4
21 SYSIEM DESIGN ...t 4
2.2 DatabaSe SEIVEN .....uvveeee e e e 4
2.3 DESKLOP CHENL ..ot e e e e e e ee e e e e e e e e eaanes 4

3  Access to Electronic Document Management System (InnoShare).......... 5

4 SCre€n LayOuUL .....coooviiiiiiie e 6

5  DocumeNt LIDrary .......oo oo 7
5.1 [0 (o [T g (U (o (U1 = N 7
52 (B To Yol U] [T ol IR TR 7
5.3 (a0 (o [T g T Y= o o N 8
54 Folder Navigation ...........coo i et e e e e s 9
55 (B ToYelW] [T ol f {0 g oz 1 o] o =PRI 9

B FUNCHON LISt ..oeeieiiee et ra e e e e 12
6.1 MY WOTKSPACE. .....eeiiiieeii ettt e b e e s sbne e e eanes 12

[ 2 I B B T Lo [ =T o | 4 F= 11 12
L 200 I - Vo - RSP UPRP 12
6.2 Y20 [0 [ B Lo ToTN [ 1 1= o | 13
6.3 (B Lo To10 [0 1T o B 1<) = 1| 14
6.3.1  Main DOCUMENT.......oviitieiitceeeeeee e ettt e e e e e e e e e e eeeaaaaaees 15
6.3.2  Upload NEW VEISION .......uuuiiiiiiieieeee ettt aa e e e e 15
6.3.3  DoCUMENE SWItCH ....vvviiieiceece e e e e e e e e e 16
B6.3.4  REMOVE FilE ..o e e e e e e e e aaaaaaaas 16
(SR T =T |1 [T 1= RPN 16
6.3.6  Access History and Audit LOG..........cooiiiiiiiiiiiiiie e 16
6.3.7 Download and Delete DOCUMENt............uuiiiiiiiieiiiieeeeeee e 17
6.4 Create Message, Task and Workflow ...........cccceiiiiiiiiie e 17
6.5 [T Vo 1= ORISR 18
6.6 =1 20
6.7 A o (o 1= SRR 21

7 DocUMENt SEAICN ... 22
71 eI (o) AT o o R 22
7.2 SIMPIE SEAICI ... e 24




User Guide — Electronic Document Management System

1 Introduction

1.1 Objective

This document describes the features to be made by Innovative Associative Technology
Ltd. (hereinafter abbreviated as I|A) for Electronic Document Management System

(hereinafter abbreviated as InnoShare).

1.2 Scope of This Document

This document covers:

o functions and features of the electronic document management system

1.3 General Description of InnoShare

INNOSHARE is a browser-based document management application designed for managing
and sharing documents and correspondence in more efficient and organized manner.

Numerous additional features and toolbars are provided for users' convenience.
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2 Assumptions

2.1 System Design

e User interface supports British English, Traditional Chinese and Simplified Chinese only.

e Data input using US ASCII character set only.

e Screen resolution of 1920 pixels wide and 1080 pixels high is the standard for user
interface design on desktop computer client.

e The limitation of the system is subject to the documented limitation of the underlying
operating system, Microsoft Windows 10, Microsoft Windows 8, Microsoft Windows 7,

Microsoft Windows Vista, Microsoft Windows XP

2.2 Database Server

e Based on Microsoft Windows 2008 or higher
e Based on Microsoft Internet Information Server 7 or higher
e Based on Microsoft SQL Server 2008 or higher

2.3 Desktop Client

e Based on Microsoft Windows XP/Windows Vista/Windows 7 or higher
e Based on Microsoft Internet Explorer version 10.0 or higher, Chrome, Firefox and Safari

e Form design is based on screen resolution 1920 x 1080 pixels
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3 Access to Electronic Document Management
System (InnoShare)

To access InnoShare, what you need is a web-browser. Open your web browser and enters
the URL of InnoShare http://server/InnoShare/ where server is the computer name of the

InnoShare server or access it via the Internet.

3 Cloud EDMS x

&= C' | [) 14.136.113.78/cloudedms/index.html#/login

._-.‘ InnoDoc

=) Document Management Console - Login

administrator &




User Guide — Electronic Document Management System

4 Screen Layout

The InnoShare screen is divided into 3 main panels:

1) Top Bar — display the full text search, change language, user setting, Logout and user
guide.

2) Function Menu - display the application and folders available.

3) Result List — list the documents of the relative application or folders

Top Bar

Figure 1:

28 nnoDoc B s pccumens P & o B Boew @~

Document Classes Tags
N = drawin; (3) Inspection (2)
Correspondence Drawing Inspection |Nw§uucAo<:1 !subm)
= = - Submission )
@ Qseare +4dd0o B view Al Qsearch +Add Do v Qsearch +add
Charts
Portuguese

LI Qseard +Add Do

Recent View Document History |nspe|:tion)
46

;
2 e e Storage Details
® Logout [ |
® cuige e s spce 3
e
Result List
=
REVIEW
.
Function
Menu
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5 Document Library

Document Library is the centralized location for storing all the documents. It is well
constructed and categorized for the documents. You can go to the Document Library and you
will see the folder. Click the Document Library function on the left-hand side of the Function
Menu and it will expand the folder tree on Result List.

5.1 Folder Structure

Folder structure has been created based on the user requirement and you can see the
folder name for accessing the document whatever you need. By clicking on the folder to
expand on the subfolders, you can further find any folders you would need. And simply
click on the folders you can see the documents on the Result List.

InnoShare  Fl Add Document

Lo

— MY WORKSPACE /| DOCUMENT LIBRARY

Hello TestUser 1!
Last Login : an hour ago

o% G Oo0x<BDAE

Q search

@ My Workspace
01 Contract

E Add Document
02 Procurement

I &= Document Library
03 Plan and Procedures

04 Program
£ My Profile

5.2 Document List

You can see all the folders and documents shown in the document list. Document
subjects will be shown for your selection. For accessing the document, simply click
the icon of the document and you will see the document.




User Guide — Electronic Document Management System

‘ InnoShare

Hello Test User 1!
Last Login : an hour ago

e

“ My Workspace
5 Add Document

B= Document Library

£+ My Profile

(= Logout

@ auide -

5.3

E Add Document

Search Documents

Q Q e % & (@ Logout o-

MY WORKSPACE / DOCUMENT LIBRARY / 01 CONTRACT

Bs Document Library

Folder Search

Document Total - 12

Gsonx<DAE

Q Search

01
ABCJV (ABC)V) - Site Inspection Site Inspection
10-05-2017 16:07:57

01 Contract
ABCJV (ABC]V) - Site Inspection Site Inspection

10-05-2017 16:06:34

ATAQ

RV S R

There is a folder search section on the top of the document list view. User can input
any keywords in the text box and press enter. The search result will display in the
document list view. It will full text search all the documents including the profile fields
and the content of the documents in this folder.

InnoShare

Hello Test User 1 |
Last Login : an hour ago

o8

w My Workspace
£ Add Document

= Document Library

LF My Profile
(= Logout

@ ouide

H Add Document

Search Documents

9 Q Fo ¥ H  @logut @-

MY WORKSPACE / DOCUMENT LIBRARY / 01 CONTRACT

B= Document Library

Qs onxbBE

= e

@

(]

01

ABCJV (ABCJV) - Site Inspection Site Inspection

10-05-2017 16:07:57

01 Contract

ABCJV (ABO)V) - Site Inspection Site Inspection

10-05-2017 16:06:34

ATAD

ATARFATAR oot s he e e

Document Total - 12

ERL ISR
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5.4 Folder Navigation

On the top of the document list, you can see folder path. User can click on the folders to

switch back to pervious folder.

Eng T i [ Logout 9-

oy InnoShare  H adanocument (IS sELES
&

POAMORKSPACE / DOCUMENT LIBRARY / 01 CONTRACT
- B= Document Library
~—

Hello TestUser 11
Last Login : an hour ago
: Eonx<BdE
]
Q search
@ My Workspace
E] 01
E Add Document ABCJV (ABCJV) - Site Inspection Site Inspection
10-05-2017 16:07:57
B Document Library
e 01 Contract
ABCJV (ABCJV) - Site Inspection Site Inspection
£F My Profile 10-05-2017 16:06:34
[® Logout 5] ATAO
AR T, L T G S B
® ocuide . Document Total - 12

5.5 Document functions

There are functions after you selected Document Library on Function List.

MY WORKSPACE / DOCUMENT LIBRARY / DEMO

Document Library

+ello Administrator |
Lzzt Login : an hour ago
L1 +Di|
g%
Q
# My Workspace [ 9 correspondence -
E Add Document O mcs o
= i .
I ‘& Document Library © B8 Drawing o
[ B® Inspection -]
L% control Panel W et
£ My Profile [ |4 mobilezz
® Logout [ register
@ cuide - @ |q test
L test3
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: Mulit select documents for deletion.

=

: Add Folder. User can add folder directly after clicking Add Folder icon.

= Add Folder

Folder Name:

Submit Close

a: Add Document. User can add documents under this folder after clicking Add

Document icon.

& Add Document

Fields marked with* are mandatory

SelectDoaument Qass = - Select Document Class —

m : Delete Folder / Document. User can select folder and/or document to do the

deletion.

g‘ig : Cut Folder / Document. User can select folder and/or document to cut.

E: Paste Folder / Document. User can paste folder / document to a selected folder.

&

IE]I : Paste Structure. User can paste a copied folder structure to a selected folder.

: Copy Structre. User can copy a folder structure for pasting.

Ofm csF

Security Setting. There is a security setting button on folder. User can press the setting

button to access the setting page.

10
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&} Folder Properties
O General £ Rename

Access Right List
¥ Allow inheritable permission from parent to propagate to this object.
User / Group Add Edit Delete View Search
& 00. Administrator ] ] O |+ +|
& 01. Management = =] (|| O (]
% 02. EAM Management = = O ] &

Add: Allows user to add document to this folder.

Edit: Allows user to edit the document content on this folder.
Delete: Allows user to delete the document under this folder.

View: Allows user to view the uploaded document under this folder.
Search: Allows user to search the document under this folder.
Print: Allows user to print the uploaded document under this folder.

Admin: Allows user to management folder security and folder index on this folder.

Rename folder: User can select Rename tag to rename the folder.

£¥ Folder Properties

O General £ Security

[O | 01 Contract

11
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6 Function List

The Function List is a navigation area for selecting different section of InnoShare. User can
access different sections easily by simply click the subject of the section.

6.1 My Workspace

My Workspace is InnoShare welcome page for user. There are different sections for user
viewing documents, like Document Class, Recent View Document, Bookmark, Tags and
Charts.

$ InnoShare & Add Document Search Documents a R
. Document Classes
L~ 7 BIM Model CDS CcGS
Hello AdminTest | 2 Doguments 16 Docurments 2 Docum:
Last Login : 11 minutes ago
o Qs Add Dx + 2 +4
CMS Drawing Incoming Correspondenc
Iﬂ iy Wokpacs Documents 12 Docurments 10 Docurments

=1 Add Document

ES Document Library Internal LEAVE FORM NewClass

%% Control Panel

& Import Documents

Quotation Class RFI

& import Files

G . 2 View All (16; Q searc \dd Doc E3 view All (0 Q searcf Add Doc

6.1.1 Document Class
Documents in InnoShare will be classified into different document class. This section is a

document class grouping of documents.
“View All": User can view full document list by class by clicking “View All” in each class.
“Search”: User can search document by class and its user define index.

“Add”: User can add document directly with that document class.

6.1.2 Tags
Tag is second grouping method for documents (other than Document Class). Documents can

belong to different tags for their grouping.

User can add tags at document index page.

12
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Document Tag

|drawing x | IAdd a document tag

Documents under tags will be grouped together for user viewing.

) Tags

drawing (2) Inspection |

INTRGDU;ED (1) Ivai
est(2) sub(0) Submis
on (3)

6.2 Add Document

User can upload documents into InnoShare by “Add document” function. This function locates
at left hand side Function List, Top Bar and inside Document Library. User can select
available document class for their upload.

MY WORKSPACE / ADD DOCUMENT

&3 Add Document

Fields marked with * are mandatory

#
select Docurrient (lass -- Select Document Class --

After Document Class was selected, an input screen will be displayed. The input fields for
document class are according to the document class setup.

13
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Select Document Class * Portuguese
Rrbjecks IvanPrj lvan Project Test
Folder* Folder

Subject *

Description

From Persan ABC

Administrator v

RrEparees Administrator ABC

Reference Mo

Reply To Add reply to

Teg Add a tag

*

is a mandatory field which must input value

Folder Document stores to user defined folder

Reply To Document replies to another documents. System will automatic create a

relation linkage to targeted docuemt.

Tag Document can group by tags. User can input any tag value and system will

automatic group tags to gether and display on My Workspace.

Select The actual file for this record. Multiple files are able to upload to same
Document record. System supports different type of files like: office document, PDF,

image and video.

After Document index were fielded. User can press “Save” to complete add document. “Save
& New” is to complete the current upload and create a new document with same document
class.

6.3 Document Detail

Document Detail is the main display of every document on InnoShare. There are different
sections on Document Detail. User can create tags, edit index and assign action on document

detail section.

14
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¥ INnoDoC A add pocumen: (SRS

q

ministrator |
7 minutes ago

°°
—
1

A My Workspace

£ Add Document
& scanned Document

BS Document Library

L% Control Panel
£F wy Profile
[ Logout

@ Gcuide

ORKSPACE / SEARCH DOCUMENT CLASS / DOCUMENT HITLIST

% Correspondence - Demo

VIEW DOCUMENT

[ el | ast Modified By Administrator On

Revision No.: 1.00 101

oo | % [ Bdemoper] x
“B @ H o 1 al-e w |« En v > #L_]P 1 &
| 77 Select . wighlioht™] Create Not§ strikeout Draw U Delete 4 Annotations |
F—
o DEMO BN s
3

Dear Sir,

6.3.1 Main Document

Revision No.: 1.00

[A portugues.pdf n

HONG KONG LTD.
E =

AU M Ivan L

Water Segples Depariment
It

Yourref.
Ourrel. : 49TTIOIWSDIOIXXXIXXX/LIOOXXX

A & B Construction Company Limited
0

T 0 vee
b iz 167

Date: X XXX 208X

= B

di B « I =

«

76% | 28

"{n:] Selact

£ Highlightlj Create Note™ Strikeout (.f? Draw

.EI Delate 2 Annotatic

Rev Bras Pslgulatr 2001;23(4):215-20

Comunicagdc Breve

Traducéo e adaptacéo para o portugués da Escala de

This section marr;ly view tr;e fTIes on InnoShare. W—é prc-)\/’id(.a}j a viewer with drawing function.

User can sketch on the document and press

everyfile.

6.3.2 Upload New Version

El Save Annotation

to store the sketches on

E is upload new file. Documents allow to upload a new file into InnoShare and it will
become new version of the original document.

15
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6.3.3 Document Switch

Revision No.: 100 1.01 1.02

[8 Demo Draft Letter_M.pdf n [A portugues.pdf n [A QLabel-IV_User_Manual.pdf n

AR A2 e 3o e faw]2t| <[ Jvs » [ # [ ]
e'n:] Salect ﬁ Highlightlj Create Note™ Strikeout y Draw Ul Delete 72" Annotations

User can view different file on viewer by clicking file subject.

6.3.4 Remove File

is to remove the viewing file only. Other files on the list will not be removed.

6.3.5 Edit Index

Edit Indexes

Fields marked with * are mandatory

Filing Date

Size

User can edit document index on Document Detail page.

¢-) Description

upload test.

User can edit the Document record subject and description.

6.3.6 Access History and Audit Log

16
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T Documents

= Action "D Access History

User can click on the Access Histroy and Audit Log to view the document access and audit

history.

( Access History

Action

View Document
View Document
View Document

View Document

User

Adrmin
Admin
Adrnin

Admin

Action Date Type

13-06-2016 17:27:02 Document
13-06-2016 14:13:18 Document
13-06-2016 14:13:17 Document
13-06-2016 14:12:51 Document

Comments
View Document[ Correspondence-00027 ]
View Document[ Correspondence-00027 |

View Document[ Correspondence-00027 |

View Document[ Correspondence-00027 ]

@ Access History
User Action Time
King Chau 2016-05-08 14:30
King Chau 2016-05-08 15:55
Joseph Ting 2016-05-10 11:40

From Company To Company

Innovative Associate technology Lte. Win Growth Ltd.
Innovative Associate technology Ltd. Win Growth Ltd.
Innovative Associate technology Ltd. Win Growth Ltd.

6.3.7 Download and Delete Document
User can download document by clicking

& Download All Documents [ Download all documents

User with delete righ can delete this document

® Delete Document
_ : Delete all documents and current record.

6.4 Create Message, Task

From Person To Persen Purpo
King Hugo

King Hugo

King lvan

User can send Message, Task and Workflow on InnoDoc at view document “Assign Action”

section.

17
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Assign Action

-- Choose Approval --

User can enter “Action Title” and select “Assign To” to send out “Message” to InnoDoc Users.
The message will show on their “Message” folder.

User can enter “Action Title” and select “Assign To” and enter “Due Date” to send out “Task”
to InnoDoc users. The task will show on their “Task” folder.

6.5 Message

You can see the documents that you have circulated to other users. By clicking the

“Message” icon in the Function List, the documents will show on the right-hand side in the

Result List.

18
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8 nnoDoc 8 aapocument

All Unread Sentbyme
Hello Administrator !
Last Login  an hour ago EF S i Message Alert
2 minutes ago
o% o ~—. Message Alert @02 minutes ago by Administratc
: IZ Administrator
18 days ago
Please review
I A My Workspace
E'jf’——' Administrator
E Add Document test o meniiy g
B Scanned Document
’." Document Library
“ Control Panel
'ﬂ My Profile
[CJ Logout
@ Guide -
m Comment...
Message ‘
User can click to view messages. The red circle indicate the
unread messages from InnoDoc.
All/UnRead User can view all messages or only view unread message
Sent by me Messages are sent by me
Post User can make comments on every messge and click “Post” to send out.

19
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6.6 Task

The task session allows user to manage the task assignment related to the documents in

InnoShare. This area shows the tasks that other users have assigned you to do. You can also

select the status to see different status of tasks including outstanding and finished or all tasks.

By default you will see the outstanding task in the task list view.

q

Hello Administrator |
Lest Login - 6 hours ago

A My Workspace
£ Add Document

& scanned Document

BS Document Library

K% Control Panel

[IRIaToIDTSTC = PRRISSSPNa < ch Documents

Task timeline

Al Outstanding Finished Sent By me

e working...
O F‘Fﬂ Administrator 18 days ago
~—. Demo
71 Floor plan support @Oa month ago by Administrator
o ¢ i[’ﬂ Administrator 18 days ago
’—fg“ L 11-05-2016
. Please update

O Administrator 22 days ago @ Go what a head ar? Orz

Incoming Correspondence (Demo)

admin, Please assist @2 month ago by oseph Ting

9 Administrator amonth ago

o F@, e i @ Update action status to Finished

. working...

©a month ago by oseph Ting

@Ws\l, Pleasego a

L My Profile © amonth ago by Adm
® Logout
@ cuide . @ Comment...
Task .
User can click — to view tasks. The red circle indicate the

outstansing task from InnoDoc.

All/Outstanding/

User can view all task, outstanding task or finished task.

Finished
Sent by me Tasks are sent by me
Post User can make comments on every task and click “Post” to send out.

User can set status on every task.

New- Task is outstanding and will show on Outstaning view.

In Progress — Task is in progress and will show on Outstanding view.
Finished — Taks is finished and will show on Finished view.

User can upload document on task page by droping documents in “Drop
fine to upload” block.

20
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6.7 My Profile

My Profile shows user profile. You can change your password by clicking Change Password
in My Profile. The default password for each user account will be ‘password’.

MY WORKSPACE / MY PROFILE

Change Password

User Nsme Administrator
Resl Name Admin

My Profile Picture

Email ID webadmin@wgtestmail.com

Last Login Date 13-06-2016 10:52:09

iy

You can then input your original password and enter your new password twice. After clicking

‘Confirm Change’ the new password will then update and activate.

21
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7 Document Search

You can search documents in two different ways:
1. Full text search
2. Simple Search

7.1  Full text search

If you only know the keywords of the document, you can use the full text search which is the
easiest way to find document. By simply enter the keyword in the text box at the top bar and
you press enter, the search result will display in a new window. The searching will include
subjects, document content and user defined fields.

Search Result

CcDS Search Documents

Q, Search Results :

I cos - cos

Reference Mo. QOrganization Subject

% DC201310@EE/DC/ACIO0007  ADCIV  Eiunceie e

Search result will show all the documents which matched search criteria by document class.
User can click View Document to view the document.

INnoDoC A add pocumen: (SRS

MYWORKSPACE 7 SEARCH DOCUMENT CLASS / DOCUMENT HITLIST / VIEW DOCUMENT
% Correspondence - Demo
[l | ast Modified By Administrator On

+ello Administrator |
Last Login : 7 minutes ago

[’ - 2 Saction  DAccessHistory @ AuditLo
m Documents [l s History 2
.

Revision No.: 1.00 101
A My Workspace 8 demopof | 2 | B demo.par | x |

5 add Document | £ | &Save Annotation

& scanned Document

(R a2 o 1 gl w2 ([ )1 > D> B[P |

| 77 Select . wighlioht™] Create Not§ strikeout Draw U Delete 4 Annotations |

BS Document Library

EGINERR'S OFFICE ENGIVEER'S
ey REPRESENTATIVE'S

X% Control Panel BEB v, DEMO RePRiS
Ml e
ek Waler Soppbis Department ey

£ wy profile [l s N CE 102008 7
o ] Fa e
Your . -

[ Logout Ourtel.  : 49TTHOIWSDIONXXXIXXX/LIOOXXX Date: X XXX 20XX
A & B Constuction Company Limited

3 1 Tong Road,

@ Gcuide - \Toes
nnnnnnn
Hong Kong

AU M Ivan L

Dear Sir,

22
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Searching Options on Full Text search

1. User entered search keyword on Full Text search box. InnoShare will search
documents contain entered keywords.

InnoShare will search documents contain “Submission” and “CDS".

2. User can use “OR” to search documents

s

InnoShare will search document contain “Submission” or “CDS”

3.  User can use exactly match on Full Text Search

submission CDS Search Docun
InnoShare will search documents only contain “Submission CDS”.

Export search result

Users are able to export the search result into Excel by clicking “Export Excel” at search result
page.

MY WORKSPACE / SEARCH RESULTS

Q, Search Results : letter

I Letter IN - Letter Incoming

Revision Ref.

Document No No. Organization Subject RecDate  DMSBarcode  No.  Letter Date Issuer Con

Letter IN- 1 COMMENTS - SHOP DRAWING SUBMISSION OF FALSE CEILING OF TOILET FOROFF SITE  2016/07/22  2016Y026573 2016/07/21  ATELIER PACIFIC SHOPLC
00008 MOCK uP sueM

An excel will be generated automatically. The excel will contain different excel sheets and
each sheet will be one InnoDoc document class if the search result hits more than one
document class.

B Revision No n Organization B2 subject n Size ﬂ Filing Date ﬂ Document Datg

1

2 |Correspondence-00002 1 CEDMS/2016/06/04 demo 23-06-2016 23-06
3 |Correspondence-00003 1 CEDMS/2016/06/04 [Demo | 23-06-2016 23-06
ol

— T i ;

23
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7.2 Simple Search

Every time when user login to InnoShare, System will direct the user to My Workspace screen.
If you know more detail information about the document you want to search, you can click
“Search” under the document class to find the document.

Correspondence

SEARCH DOCUMENT CLASS
BS Correspondence -

Available Indexes

~Select All -

24



