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Tertus Document Imaging

Installation of Tertus Document Imaging

In order to start installation, choose the follogvincon from installation
package %" Setup.Bxe

The following window of TDI setup wizard will appea

i T
ﬁ Tertus Document Imaging l = |

Welcome to the Tertus Document Imaging Setup
Wizard

The installer will guide you through the steps reguired to inztall Tertus Document Imaging on vour
computer.

WARNIMNG: This computer program iz protected by copyrght law and international treaties.
Unauthorized duplication or distribution of thiz pragram, ar any portion of it, may rezult in zevere civil
or criminal penalties, and will be prozecuted to the maximum estent pozsible under the law,

| Cancel | . Back Meut » |

b

When you want to cancel click Cancel. In order twept click Next button.

Following window will appear:



_'E!‘,j! Tertus Document Imaging

Select Installation Folder

The installer will inztall Tertus Document Imaging to the following folder.

Toinstall in this folder, click "MNest''. Tainstall to a difterent folder. enter it below or click "Browse"".

Falder:
C:%Program Files (<86)"\Tertus DocumentImaging®. [ Browse. ., |

| DiskCost. |

Install Tertus Document Imaging for vourself, or for anyone who uses this computer;

@ Eweryone

10 Just me

[ Cancel | [ < Back | [ [ext > ]

e

&

After choosing folder in which TDI will be instatleand add if just you or every user
of the computer can use TDI click Next button iuywant to accept. If you want to

make changes use Back button. To stop installatiok Cancel.

If you decide to continue the following window wappear:

ﬁ Tertus Document Imaging

Confirm Installation

The inzstaller is ready toinstall Tertuz Document [maging on your computer.

Click "Mext" to start the installation.

Cancel | I < Back | [ Mext » ]




Following confirmation of the successful instalbatiwill appear.
rﬂj! Tertus Document Imaging I. = | "’&]1

Installation Complete

Tertuz Document Imaging has been successfully installed.

Click "Cloze" to exit.

Please uze Windows Lpdate to check for any critical updates tothe MET Framewark.

Cancel < Back, Cloge

b

Choose Close to close the window.
You will see a shortcut icon on your desktop:

&
&

Tertus Doc
Imaging

Also following icon will be visible in Start Panel:

E Tertus Doc Imaging

After first starting of TDI you will be asked tosart the code which you shall receive
from the supplier.



Creating New Document

Open Tertus Document Imaging. Thmain window of the TDI application looks like

this:

i Tertus Document Imaging - unsaved document

Document  Edit View Image Comments Scan Tools Send Help

IR BB EE S 6 Bl Qalas AR Dlole o] - B x| Al 2o s €

Create new document using New from Document merau %an also create new

document by adding blank page in Edit menu (actisible below) or by scanning

new document.

ﬁ Tertus Document ]magmg C\UseMmup\ﬁnlnr 246

el

Bmgnim\nm Image Comments Scan Tools Send Help:

Somy Rlalaaa RR Blele o -8 %A@ 2 2]l €|Q
Cut
Paste
Delete
Insert Blank Page
; +|—|:l dofd 2|4 b E

]

Please note in left down corner you can see a nuwibpages in document. After

inserting new page you will see that additionalepags added.



i Tertus Document Imaging - C:\Users\Owner\Desktop\Color 2.tif*

! | l‘.@y

Document  Edit View Image Comments Scan Tools Send Help

+| -[E] 5ef5 4]

B@® BB BE B s e R QKA BR| Blole[ o - B % Al £ s € dl

Open document

In order to open document use Open command fronuent menu or use Open

Document button from context menu (Open Documenmob,!l). The following

window will open:

i Tertus Document Imag'lrl} - H; -

I P Y~ )

e e

i % B B aaad BR BlelelnE - B w A= 2ol €]

Open...
Open Local File...

Close

Save
Save As Local File...
Save Ais...

Properties...

Compression...

Import Graphics File..
Export Graphics File...

Print...




After choosing the command the following window vaipen:

Lock i | (L} by Documents |« @ eF B
Downloads
Iy Mlusic
My Pickures
My Received Files
My \ideos
Flerame | =l [_Oeen

Chose the document you want to open and click O#u Will see that the document
opens.

. Tﬁh.rs Document Imaging - C\Users\Cwner\Desktop\Color.tif EIM
Document  Edit View Image Comments Scan Tools Send Help

BB 0w B 6 s aaaa R Blele=E B x A 2] €l




Closing documents
In case you do not want to work anymore with theuhent you can close it using

two ways:
B by clicking close command in Document menu
or

B by clicking the Close button from context menu @Idnutto).

Tedus Document Imaging - C\Users\Owner\Desktop\Color.tif* LEIE@
[Document| Edit View Image Comments Scan Tools Send Help

P 0 B QKKK BB Bo|lel ] -1k %AW 2| 2% €8

Open...

Open Local File...
.(-:-!ose
Save

Save As Local File...
‘Save As...

Properties...
Compression..

Import Graphics File...

Export Graphics File...

Saving document

When you decide to Save the document for the tiime¢ (you were working on new
document) use Save As... command from document mealick Save As button on

context menu (Save As butl_@l).
Example of it you can see in the picture below.



e
Tertus Document Imaging - C\Users\Cwner\Desktop\Color 2.tif I E‘Eﬁ

[Document| Edit View Image Comments Scan Tools Send Help

Plew B Bl alad BB BlelenE -k % AR £ o< €8]

Open...

Open Local File...
Close

Save
Save As Local File...
| Save As...

I Properties...
Compression...

I Import Graphics File...
Export Graphics File...

Print...

After clicking, following window will show up.

Save Document ﬂ

Basic | Folder | Keywords | User Felds |
—Basic Properties
Document Name: I
Document Type: I ll
Description: I

futhor: {Dacument Author

—Current Service and Folder
[B] TDV Service
)l
Save Cancel

After you confirm the path, where document showdshved, you will see following
window, shown below. It is confirmation that docurhis being saved.

When you already work on the document you can usee Lommand from the

Document menu or Save button from context menue(mmmgl). You can also

10



use Save as Local File ... command from Document m€&ne procedure looks the
same as when you use Save as command.

Setting properties

In case you want to set properties of new docuryenthave two ways to do that:
P by clicking Properties command in Document menu

or

B by clicking Properties button from context me Properties button).

ﬁm nent Imaging - C:\Users\Owner\Des ; ol o e S,

“[’WE«M View Image Comments Scan Tools Send Help -

» BB asaa BR Blelel - B v AL &b

New

Open...
Open Local File...

Close

Save
Save As Local File...
Save As...

| Properties...
Compression...

Import Graphics File...
Export Graphics File...

Print...

Exit

+|. 1of6 =]4] b

Following dialog window (for new document it wilekempty) will appear:

11



Basic I Keywords I User Fields I

— Basic Properties

Document Name: I
Document Type: I ;I
Description: I

Author: |Documem Author

—Current Service and Folder
|
ok | Cancel |

Fill in the information within Basic properties, ¥®ords and User Fields:

Basic | Keywords I User Fields I

—Basic Properties

Document Name: |Co|or 27

Document Type: IGmphics File

Description: ||:|ha|-|-nac)r
Author: | Terus 2013

—Current Service and Folder

Within keywords you can add words by clicking Adatton.

Basic  Keywords | User Filds |
— Keyword

|documer11|

Add

Delete |

graphic

0K Cancel

12



In order to remove selected keyword, click Delet¢tdn. The action and its result

you can see below.

Basic  Keywords I User Fields I
—Keyword

Idocument o |
graphic Delete |

Basic Keywords I User Fields I
— Keyword

Igrclphic

Within User Fields you will have Document Typedil in automatically. You should

fill in the “User Fields and Values” area.

Basic I Keywords ~User Figlds I

— Document Type
IGmphics File j

—User Fields and Values

Type |t'rf
DP1 fxcv
Palette |ert|

0K Cancel

13



In order to confirm, click OK button. In case yoant to cancel, click Cancel button.

Compression of files
In order to compress file you have two possibéitie do that:

B= by clicking Compression... command in Document menu
or

B= by clicking Compression button from context mompression button).

|| Tertus Document Imaging - CAUsers\Ownen\Desktop\Color 2.f* l - I =)
[Document] Edit View Image C -~ Scan Tools Send Help

Ko Bl alaala RE BlelenE -k v A@E L L% €]

Open...
Open Local File..,

Ik

Save
Save As Local File...
Save As...

Properties..,
Compression...

Import Graphics File..,
Export Graphics File...

Print... |II

s et

+l-l<] 1ef5 3|4

The following window will appear where you can cbanpage by page the
compression. Before applying changes you can mdkeedew by clicking preview
button. Two buttons: Previous and Next will moves yaetween pages. If you want to
accept changes, confirm by clicking Apply buttom.chse you want to resign, click
Cancel button.
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ICdor

€ Don't Change /\
. neﬁag ®

" Bussiness Graphic v

" Good quality
Magnesium chioride iquid 32%
{* Custom Fine Guofty
~Custom
Quality: o7 =
— J— i PR ———
B, mhich B e in many induavies lor 0 wide varisty of
s v e - apmats g
v i i
Apply for il color e g
pages et
g
[Pages k1.4 ol b corhan o
Previous | ‘ Mext I e
nmchidag C¥ i 1.1 mikdhy comoan 1 mad e and.
DT T e oS fof Rorgn o
harusing mcpminl cva st s,
Pt cres

Preview

Importing Local Files

In order to work on Imported Local File choose himport Graphics File... command
from Document menu.

ertus Document Imaging - unsaved documentl !

ent| Edit View Image Comments Scan Tools Send Help

’;"" =B B algald BE| Blelen]2 - B x| AlmE 2 23] € sl
pen... e
Open Local File..

Close

Save
Save As Local File... 'll
Save As..,

Properties...
Compression...

Import Graphics File.. |
Export Graphics File.., v

The following dialog window will appe?

15



S ux
Lok i |If3 My D ocunments j & =k BB
m Ciownloads
- = Iy Music
by R 2 My Pictures
Dosumer My Received Files
m My Videos
_deskbop.ini
Deskiop
fy Docurments
ra
=
My Earnpiitar
File narne: I j Ztlj:en
Files of type: I"_" il Cancel |
P

Choose the document you want to import and acgeplitking Open button.
Program will import selected document.

Please Note!! In case of problems TDI will show ybea following window:

= |

Cannot load the file Ch\Users\Owner\Desktop\BW.tif

oK |

Exporting Graphic File
Exporting graphic files can be done by clicking BrpGraphics Files command in

Document menu. You have two choices of exportingudzents:
= just one selected/current page
or

B= all pages in visible document

16



JE—

@ Tertus Document Imaging - CAU [ e HE=<)
Tertus ment Imaging - C:\l mmwm\ﬂw

|Document | Edit View Image Comments Scan Tools Send Help

-y B B ARKAIR BIR| Ble[e|»|E -8 % Alm 2 2] €8

Open...
Open Local File..,

Clese

Save
Save As Local File...
Save As..

Properties...
Compression...

Import Graphics File... !
Export Graphics File... I Selected/Current Page
All Pages

Print...

+] -[=] tefz 4]

After choosing pages you want to export to the, filee box, shown below, will
appear. Fill in the name of document and type,dnt click Save button in case you
want to accept. In order to cancel, click Cancetdyu

]. ky Documents

|\ T)Downloads
A My Music
@My Pictures
| IMy Received Files
BMy Wideos

S

File name: :I document]

L L«

Ma@m i

Document will be saved in selected location.

Printing document

If you want to print document you can choose onevofpossible ways:
B= Dby clicking Print command in Document menu

17



or

B= by clicking Print button from context merlﬁlPrint button).

& Tertus Document hna_wz:\u;ewskmp\mm 2.xif @[ﬂg
[Document | Edit View Image Comments Scan Tools Send Help

ff | Mew B Bl AlGala RBIR| Blole|o|@ -k % Alm 2 v €]

Open..

Open Local File...

Close

Save
Save As Local File...

Save As...
Properties...

Compression...

i

Import Graphics File...
Export Graphics File... 3

Using this command will move you to printing prograused by you. Choose

preferences and accept by clicking OK.

& Al

C Pages fomfi | a]? L
£ Selection ]j’zll_i] @ i SR

18



Ending work with program
If you are ready to end working with the prograrhpa@se Exit command from

Document menu.

gl Tertus Document Imaging - C\Users\Owner\Desktop\BW.tif* = ‘ ]

Document | Edit View Image Comments Scan Tools Send Help B
o %@ B QAAIA BB Diole|n]2 - B %AW 2 2% €al
D::J\““l:ocal File..
Close

Save
Save As Local File...
Save As...

Properties...
Compression..,

Import Graphics File...
Export Graphics File...

Print...

Exit

A= —

+] -le] 1of2 4]

Other way is just clicking the red cross, showrhae right corner. Program will ask
you if you want to save changes for opened document

01 b
This docunent hes beer modfis

[ 1w | coea |

In order to save changes, click Yes button. If ohgose No. If you want to continue

4 Doyou e o save the chnes?

working with program click Cancel.

Comments
You have a possibility to edit documents and addiegeral comments, highlighters,

text etc.

In order to do that, you have to use commands f@mmments menu visible below.
In the picture you can see a dot next to selectantand. This dot will be visible
next to lately used command.

19



Adding text to document
If you want to add text to the document you can use

B~ Text command from Comments menu

B= the Text button on context merlﬁlText button)
Both possibilities you can see in the picture below

Tertus DDmmemlmagiag—C.\Ugers\Owna';:UEskinp\éalorﬂ;f’ —— S— np— ‘-'C!
| Document  Edit View Image | Co | Scan Tools Send Help
= Jf ] RIR Blo|le|B -8 v Al@E 2 2 €
| Text

”Sbcbq,r Note
Redliner
Highlighter
Arrow

G

Eraser

Incorporate

Unda Incorporate

Hide Comments

= —

You can add text and edit several properties as:it

B font (its color and type of font)

= background (its color and transparency)



Text edit e
Change
Change Font | 0K ‘ Cancel ‘
Faont Background
Times New Roman; Size: 2775;
Bold ™ Transparent
Font | Color |. Set colar... ||:|

In order to change font click on Change Font bu(L"’F”"‘!Change font button).

The following window will appear:

Font style:
|F|egular 0k I
|
Ikl Cancel
) Monotype Corsiva Bold
T Monotype Sorts Bold [talic
B M5 LineDraw g |
T M5 Mincha
" M5 Outlook hd
—Sample
‘#aBhAa0E
Sonph:
lEentraI European ll

You can choose the size, font style and type andmdy clicking OK button. After
selecting desired font and background click OK diuttYou will receive following

result:

21



Tertus Document Imaging - C\Users\Owner\Desktop\Color 2,tif*

Document Edit View Image Comments Scan Tools Send Help

BIR BB 0= Bl 2 Qaas BE BlieleofF - v % Alm 22 g €l
=

+-l<| tofs =4 +

Pointer
If you want to move added comment from one placanother you should use

Pointer. In order to use it choose Pointer commfamech Comments menu or click

Pointer button from context menﬂ Pointer button).

ﬁ?’eﬂus Document Imaging - Ci\Use \C
Document Edit View Image Cb’lmhelﬂ! Scan  Tools Send Help
(A B[P O[] Ponter L|E B Blolelo]|E - B %A m 2 2]

Text

Sticky Note
Redliner
Highlighter

Arrow

Eraser

Incorporate

Undo Incorporate

m Hide Comments

Magnesium chioride liguid 32%
Fine Quality

PR T

sl T AT

In the picture you can see that Pointer is setraatizally. By using pointer you can

move selected comment to the different place irdi@iment.

22



Adding Sticky Notes/Sticker
Other option you can choose in Comments menu ckyiNote/Sticker. You have

two possibilities to add sticker. Firstly by chawgithe Sticky Note command from

Comments menu. Second option is to click Stickdtdoufrom context menu -|
Sticker button).
Ilg Tertus Document Imaging - Ch\Users\Owner\Desktop\Calor 2.tif* ‘ = i = ﬁl
Document Edit View Image | Comments | Scan Tools Send Help
SR BB Dlo[e[n]d - b w|Alm 2s/4] glel
1 Ted o
©  Sticky Mote :
Redliner =
Highlighter

Arrow
Eraser
ne Incorporate

1 Undo Incorporate
\ Hide Comments

Magnesium chloride liquid 32%
Fine Quality -

T -

<ol <] Gor6 [« | — _ILI

Your action will have a following result:

|& Tertus Document Imaging - C:\Users\Owner\DesktopiColor Z.tif* |ﬂ‘ﬂ_§qj

Document  Edit View Image Comments Scan Tools Send Help

BB 8B 0% DlxB & QKA QD] Dlo|e[]E -/ wAm 2208 €]

Magnesium chloride liquid 32%
Fine Quality

—Ty

o g LT ST
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Using redliner
Next command from Comments menu is Redliner. Yauuse this option by:

B choosing the Redliner command from Comments menu

or

. . s .
B clicking Redliner button from context merlﬁ*JRedllner button).

The command from Comments menu is visible below.

rﬁ Tertus Document Imaging - C:\Users\Owner\Desktop\Color 2.6 l = ﬁ
Document Edit View Image Comments]_:‘._t_:"ar_l '[o_q_lz .S_E.rjld Help
BIA BB OE@E o | BR|Bole]= @ -5 w|Alm 2 2% s
Text =
Sticky Note -
@ Redliner -

| Highlighter
Arrow
Eraser
n e Incorporate
Undo Incorporate
\ | Hide Comments
Magnesium chloride liquid 32%
Fine Quality ;

: 5
|-l <| Bof6 =4 | |
After using redliner on required area you will reeethe following effect:
E Tertus Document Imaging - C:\Users\Owner\Desktop\Color 2.tif* | =L &r

Document Edit View |Image | Comments Scan Tools Send Help

5@ AR 0B o6 s aeas BB Blolel o] - b v AE 2 s8] €l

nedWag®
Magnesium chloride liquid 32%
Fine -

o -] <] 6ofs |4 ] 7 : |




Adding Highlighter
Within TDI program you have a possibility to higitit important information in
selected documents. There are two ways to uséutinision:

B+ choosing the Highlighter command from Comments menu

or

B+ clicking Highlighter button from context merLf\_[HighIighter button).

[& Tertus Document Imaging - C\Users\Owner\Desktop\BW.tif

Document Edit View Image [Comments| Scan Tools Send Help

[ BB AE®| [ P RIR| Blolel=|@ - B % Alm 2 <)< €
Tet

Sﬁck_yl\i_ﬂte

ne@ﬂg 5 I Redliner
= W o Highiighter
Magnesium chiafice auid 323 \ iy

Fina Guakty

Eraser

Incorporate
Undo Incorporate

Hide Comments

[ —

-1z tef2 [E]4]

After accepting the command you will be able to emklowing highlight:

Tertus Document Imaging - C:\Users\Owner\Desktop\BW.tif*
Document Edit View Image Comments Scan Tools Send Help

BB BEe Bxe s alaale BIR Blele o]z -5 x|Alm 2 A8 €

Magnesium ke fuid 375
e Suakty

+|-12] 1f2 >]4]

_ _____ ______________________ _——— ===
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Adding arrows
Other option which you can use when you want toppeome part of the document is

arrow. There are two possibilities to use thisamti
B+ choosing the Arrow command from Comments menu

or

B+ clicking Arrow button from context menMArrow button).

| Tertus Document Imaging - C:\Users\Owner\Desktop\BW.£if* E‘ﬁﬁ
[ Document Edit View Image [Comments| Scan Tools Send Help
' el = =ls(EEE e | B[R] BlelelaE - B %] Alm 2] 2] €l

Text
Sticky Note
Redliner
Highlighter
Arrow

Magnesium chiaide fouid 335
Fina Qualty

Eraser

Incorporate
Undo Incorporate

Hide Comments

i r—

+| -] <] 1of2 s[4

You will see the following result of your action:

E Tertus Documﬁni'lrnaging - Ci\Users\Owner\Desktop BW.hif*
| Document  Edit  View Image Comments Scan Teols Send Help

: R AP BlmE o Ex 6 B alaals BB Blo e - . w Al 2 2 <] €l

Magnesim chionde iquid 377 [t
Fne Qualty

] S p——

<] | <] 1of2 s]4] »
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Erasing
In case you have made some modification in the me@c which you want to remove

you should do it by using one of the following pbgiies:
B+ using the Eraser command from Comments menu

or

B+ clicking Eraser button from context meJﬁlEraser button).

[ Tertus Document Tmaging - CAUsers\Qwner\Desktop\BW.tif
Document Edit View Image [Comments | Scan Tools Send Help

R EEEETS
| Text
Sticky Mate
Redliner
Highlighter
Arrow
|T [ Eraser
Incorporate
Undo Incorporate
Hide Comments

| -l <] 30f3 34|

You will be able to see the process of erasingothject and following effect will be

visible:

|& Tertus Document Imaging - C.\Use:s\Omxer\Dukmp\BWhP’ . — . | (B
Document Edit View Image Comments Scan Tools Send Help

R AlB Bl@E @ Exl B Al alaals RR Blole~E - B w Al@E LS €l

s -1<| 303 =[4] »
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Incorporating and undoing incorporation
When you will add new element into the document gan decide if it should be

incorporated into it. After doing this erasing betelement will not be possible till
you will undo incorporating process.
In order to process incorporating choose Incorgore@mmand from Comments

menu.

[@ Tertus Docurnent Imaging - C:AUsers\Owner\Deskiop|\ BW.tF k
Document  Edit View Image [Comments| Scan Tools Send Help
B BB Hm® [ P RIB Dlcle[ @ - %|Alm 2 2] €l
- Tet
Sticky Note
©  Redliner
Highlighter
Arrow

Eraser

Incorporate
Undo Incorporate

Hide Comments

| -l<] 3of3 =]

You can observe the difference between visibilitytree element in the document.

Observe the difference below:

i Tertus Document Imaging - C:\Users\Cwner\Desktop\BW.GF*
Document  Edit View Image Comments Scan Teols Send Help

ER AR Bne ExE L QaaR BE BlelelnE - B % Al 2] 2% €l

+]-l<] 30f3 =2]4] »
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To make the process back use the Undo Incorpooatenand from Comments menu.

|& Tertus Document Imaging - Ci\Users\Owner\ Desktop\BW.tif*
Documnent Edit View Image ts| Scan Tools Send Help

EEEEREEE NS

Text

Sticky Mote
@ Redliner

Highlighter

Arrow

Eraser

Incorporate
Undo Incorporate

Hide Cormments

+-12] 3ef3 s]4l

After using this command you will be able to erszelement from the document.

Hiding comments
If you do not want the comments to be visible, Hége Comments option. You can

activate it using:
I+ Hide Comments command from Comments menu.

R cri Document imosig - unsoved documente M— e — [ﬂ%ﬁ‘
Document  Edit View Image [Co | Scan Tools Send Help
fonlsx RR|Olole =@ -B w Al 2w €lsl
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You will receive the document where comments atevisible.
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Please note!!! When you activate this option oncewill be active since you
deactivate it.

Working with TDI documents
While working with documents in TDI you have podi#ip to make several changes

within documents. You can copy, cut, paste andte@eadding a blank page.

Copying pages
In order to copy pages choose:

B Copy command from Edit menu

B= Clicking the Copy button from context merCopy button).
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Pasting pages

Now use Paste command from Edit menu or Pasterbirtbon context menu (Paste
button).
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You will see that number of pages in left down erchanged (from 1 to 2).

Currently on second page you can see copied arneldopage.
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Cutting pages
When you decide you want to cut page use:

I* Cut command from Edit menu

b= Cut button from context menﬁ“JCut button).
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The result of this action will be that the page bemtwo will be cut and you will see

that document has in sum 1 page.
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Inserting blank page
If you want to add new page to the document usertrglank Page command from
Edit menu.
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You can see the result of this action below. Plemge that the document has now 2
pages.
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Deleting pages
In order to delete pages use Delete command frotmisshu.
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The result of this action is shown below. Pleast ribat document has after this
action, in sum, again 1 page.
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Changing view of the document

Setting Thumbnails view
You have a possibility to quick change of the viefthe document. In case you want
to have a preview of all pages in the document use:

B+ Thumbnails command from View menu

[E[E]
b= Thumbnails button from context mer,E\lThumbnaiIs button).
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In the picture below you will see the result ofngsthis command:
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View of page

Within the view of current page of the document y@ve several possibilities to set
view. It is based on width of the page or its léngfou can also use a view of whole
page. Other options would be to zoom it or setaadirsg option.

Setting view based on length and width of the page
If you choose to set view based on length of thgepaou can set it using two ways:

= choosing Length of Page command from View menu

= Length of Page button from context mel_g_}s_l Length of Page button).
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If you choose option Width of Page which you cativate in two ways:
= choosing Width of Page command from View menu

b= Width of Page button from context mer;ﬁ-;jWidth of Page button)
You will receive following view of the page:
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You can also decide to set Whole Page view. Thisoopyou can set by using

command from View menu or by clicking Whole Pagetdou from context menu

(@ Whole Page button).

Following picture, which also shows command fronewimenu, shows end result of
this action.
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Zooming
In order to zoom document view use Zoom in andboritons LE[ zoom in and out

buttons).
After zooming in twice you will receive the follong result:
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After zooming out you will get back to the firsiew of the document. See below:
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Navigating within pages
An easy way to navigate within pages is to do itusing the commands from View
menu or clicking the buttons from context menu. Yaave a possibility to move
directly to first or last page or skipping pagefdage.
In order to move to the first page you have twosgne ways:

= choosing First Page command from View menu or

B= the First Page button from context me._E;IEirst Page button)
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Please note (in the left down corner) that, using tommand you are automatically

moved to first page:

" . ——— — e — = ==
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To move to next page use:
= Next Page command from View menu or

b= the Next Page button from down left corn(\lext Page button)
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You will be moved one page further.
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When you want to move one page back do the follgwin

= use Previous Page command from View menu or

= Previous Page button from down left corr.=! Previous Page button)
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You will be moved one page back:
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You can also easily move to the last page by:
B+ using Last Page command from View menu or

b= Last Page button from context meﬂh_ast Page button)

& Tertus Document Imaging - C:\Users\Owner\Desktop\Color 2.6

Document  Edit [View | Image ComenentisySeanmiloalsSend Help

BIR BB — Thmbnais | AlARIR| [BE] Bl el - m % AlmE 2 o)< €@
Mo Scaling s
| Zoom
neﬂng Width of Page
\.._./ Length of Page
mn‘n"r:cmmmf @ | Whole Page
-
| LatPage
: Next Page
Previous Page

+| -[<] 10f5 2[4]

You will be automatically moved to the last pag®Hl at left down corner).
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Changing image of the document
You have possibility to change the document views@veral ways. They will be

described in the following pages.

Border removal
In case you want to remove the border area. Touwritlis action you should use:

b= Border Removal command from Image menu or

B Border Removal button from context meBorder Removal button)
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Result of this action will be depending on the agtion preferences you have set.

Result of removing borders you can see below.
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Crop with and without cut and undoing operation
To cut chosen part of the page you should use tbp €ommand from Image menu.

Within this command you have two possibilities:
= Crop with Cut and
B Crop without Cut.

In the picture below you have possibility to folldvew to use first option:
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After choosing the command you will have a postibtb choose the area you want
to crop. The result you can see below:
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Let's say you want to undo the step with croppingorder to do that, you should use
Undo command from Image menu.
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After using this command the last made action Wil taken back and “Undo”

command will not be active anymore, what you canisgicture below:
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After choosing this command you will have possipito cut selected area. The result

you can see below:
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Deskew
Can happen that you have scanned is askew. Yoweasily fix this using Deskew

command from Image menu or click Deskew button famtext menuDeskeW

button).
In the picture below you can see the example ofasdcan:
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After using deskew option, document will be straggied and you have a possibility

e.g. to cut it. The effect of using option is visiln the picture below.
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Document inversion
If you want to invert colors in the document younasgse Inversion command from

Image menu.

Please note that this function will work just wittack and white document.
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Result of this action will be following:

Tertus Document Imaging - C\Users\Owner\Desktop\BW.tif* = B =% |

Document  Edit View Image Comments Scan Tools Send Help

BA AR BwEE B« e 2 Qldad RR Blelel o E - B %A@ 2 o< €lél

Document rotation
You have a possibility to rotate the pages of theudthent in several ways. You can

do quick rotation left 90 and right 90 by using:the
B Rotation Right 90 buttoli‘

I+ Rotation Left 90 buttol.ﬂl

The other option would be to use Rotation commaoih image menu:
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Following window will appear:
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¥ Custom:
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You have possibility to customize the rotationyour needs. You can choose if you
want to rotate using the standard values: 90, 1&¥0 or you can add your own

needed value. See example in the following picture:
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Cancel
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You will see the following result:
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Scaling

If you want to scale document you have to use Bgalommand from Image menu.
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After choosing this command you will see followiwgndow:
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Here you have possibility to choose if setups ghallised just for current page or all
pages and if you want to scale in percent or valleke your choice and accept by
clicking OK button. In case you want to cancellcligancel button.

You will receive the following result of your actio
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You can also set No scaling option in View menu.eWtyou use this option the
document will be shown in default view.
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Tresholding
In case you want to change colorful document irfach and white use Treshold

option. You can receive it by using:

b= Treshold command from Image menu or

B Treshold button from context melﬁTreshold button)
You have three options of tresholding to choosst, fgood and user defined.
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After clicking the button or choosing the commargbdd” or “fast” the following

box will appear:

You should choose if you want to apply the optiostjto one page or to the whole
document. After choosing the option, accept bykalig OK or cancel by clicking

Cancel. The result you can see in the picture below
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Choose the required level of mask and click OKdceat.
Following effect will be achieved.
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Mirror of the document
You can change the document also using mirror optf@u have a possibility to use

Vertical or Horizontal option of this command frdmage menu:
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Halftone removal
If you want to remove from black and white documieaiftone use:

= Halftone Removal command from Image menu or

= use Halftone Removal button from context men@llﬁalftone Removal
button)
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Scanning documents
If you want to scan documents, at first you shaetéct the scanner. In order to do

that use Select Scanner .... command from Scan menu:

Document Edit View Imzge Comments [Scan| Tools Send Help
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Scan fad

Choose the required scanner and accept your choice.
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In order to scan you have two ways to do that:
= choosing Scan command from Image menu or

B= using Scan button from context meIQScan button)

E Tertus [)ncumanﬂmagg - unsaved document
Document Edit View Image C [Scan| Tosls Send Help
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Scan £

Program will show you the window in which you cadmose required options of the
scanner.
Program will proceed with scanning. You will see thllowing information:

HP TWAIN m
; i

You can click Cancel button if you want to stopsthrocess.
If you do not cancel, the document will be scanwiith you will see in the window

of the program.
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Setting applications and comments preferences
You have possibility to set preferences of applicatas well as comments. This

settings will be automatically used while openiriglT

In order to change preferences of application yboukl choose Application
Preferences... command from Tools menu.
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Tertus Document Imaging - unsaved document ’ i L= © i
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Comments Preferences...

Following window will appear where you can adjusefprences: General view,
Filters and Toolbar.
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Application Preferences u
—

General |Fi|ters I Toolbarl
—Annotation
Auther |Doc1.|mer|t Author

—Compression

Bussiness Graphic guality value ﬁ 3:
Good quality value lﬁ 5:

rInitial View
Scaling IWhoIe Page LI
[~ Thumbnail View

—Application Window
[# Save WWindow Size and Position on Exit
[ Maximize to Full Screen Size on Startup
™ Licence Details

ok | Cancel |

If you want to set General preferences you shouwdtlit within application

preferences.

' bl
Application Preferences u

General Filters |Toolbar |
— Tresholding —Halftone Removal ——

Treshold: B~ = | Mask f =]

—Cropping— | Border Removal

i - Black Ratio: [1.208 =]
Change Color | ‘white Ratio: FINB E:
I

|

—Rotation

angle: i =] Change Color | [l I
—EThT

" Percent * Value

_ - Height: |1 3:
Percent: I'I 3_ Tt m -
ok | Cancel |

Within filters you have possibility to set the prefnces connected to tresholding,

removing halftone and borders, cropping, rotatind scaling.

Within toolbar you can choose which buttons will \asible in context menu. You

can choose which buttons you want to see in combexiu.
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' Tertus Document Imaging - C:A\Users\Owner\Desktop\BW.tif* = (@3] = |

Decument  Edit View Image Comments Scan Tools Send Help

[mim BB OE BxlE & aRa BE Blolel s - b %Al 2 /08 o
| - -
Application Preferences u m

Genefall Fiters  Toolbar I
[~ Buttons

Rotation Right [
Rotation Left

Treshold

[[] Hatftone Remaval

[ Separater

[ Pointer

» @ colourless 10 sligh :
\any industries for a 5=

I Highlighter N
[ Amow ‘ |

—_—

[ Eraser
] Separator
[ Scan

[ Send Mail

0K

< -12] 1ef2 s[4 ¥

Result you can see in the picture below.

ﬁ Tertus Document Imaging - CAUsers\Cwner\Desktop\BW.tif*
Document Edit View Image Comments Scan Tools Send Help

BB OmE mxle Eaass BE Blolelaz-

» a colourless to slightly yellowish
any industries for a wide variety of

If you want to set preferences of the comments, thee Comments Preferences

command from Tools menu.
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"|& Tertus Document Imaging o
Document Edit View Image Comments Scan [Tools| Send Help
Application Preferences..,

B BlR) OlmS| Tl Ela i :
| rmments ferences... | N

The following window will appear:

Comments Preferences

—Text Comments — | [ Redline Comments
—Font .
Line Style: ISnIid ;I

Times New Roman; Size: 2775, . ]
Bold Line Size: | Thick (1.00mm)

Color: - Set color... |

—Arrow Comments
Line Style: ISnIid ;I
Line Size:  |Thick (1.00mm)  +|
Arrow Length: (Nomal (5.00mm) = |
Arrow Viidth: | Nomal (3.00mm) |

~Highlight Color coor: [ setcoo |
Setclor... || | ¥ Fill arrow head

apply | [ Cancel | setdefauit values |

Adjust preferences to your need and click Applytdout

If you want to set default values click the righitton. Settings will be changed on the

default values.
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—Text Comments —— | [ Redline Comments
—Font .
Line Style: ISnIid d

Line Size: | Nomal {.50mm)

Colar: - Set color... |

—Arrow Comments
Line Style:  [sglig |
Line Size: | Normal { 50mm)

Arrow Length: {Nomal (5.00mm) v |
Arrow \afidth: Nomal (3.00mm) v |

~Highight Color ———————— | Color:  |JJ _Setcolor.. |
Setoolor... || | [ Fill arrow head

Arial; Size: 12; Regular

apply | Cancel | [ Setcefauttvalues |

Sending documents via E-mail
You have possibility to send selected documentewmail and you have two options

to do that:

* by using Send Mail command from Send menu

* by clicking Send button from context mer 2 send button)

Tertus Document Imagmg— Ci\Users\Owner\Desktop\Celor 2.tif* @ﬂm

rpocument=s Bt Vewi s inge Gonmmentsss Scan oo [SORE] SHElga —
=2 -E | A@E L LS €l

=[] | [ %@ B QQJE  SendEmai

gnasium ehicride quid 33%
Qualty

+|-l<] 1of5 2[4

After using command of clicking Send button folloidialog window:
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Insert name for document file: .

ITDldoc:.imem

[T Sendonly lirk-td Dogiiment

ot ||| G

Send only link to Document will be active after samvdocument in TDV archives.
When you click “Send” button you will be automatigadirected to mail program

you are using. In case you want to cancel actimk €ancel button.

Finding help
Checking the Licence Status
In Help menu you have two commands: About and Rispicence.

& Tertus Document Imaging - Ci\Users\Cwnen\Desktop\Color 2.tif* E‘&E
| Document  Edit View Image Comments Scan Tools Send [Help

all= =l sl s FR T e = About 1B w|Alm| 2] 2] <] €a

Display License

gnetium chicrde iquid 32%
ity

e i ey s s

+|-1<] 1of5 >]4]

By choosing About command from Help menu you wek dollowing dialog box with
detailed information about your version of TertuscDment Imaging.

Tertus Document Imaging
Version: 0.41.6513, 1600

! Copyright owner: AEON Co., Lid.

ware aeon.pl

Close
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Second command in Help menu is Display Licence.

h Tertus Document Imaging - C:\Users\Owner\Desktop\Color 2.tif*
Document Edit View Image Comments Secan Tools Send [Help

R BB OlE | Blx B Bl QQ|&[&] A ~| B

Display License

gneslum chiodde fquid 32%
ity

+l-l%] Tefs >]4]

4

By clicking it you will receive information abouicence status and its validity. The

details you can find in picture below.

Licenced Computer:

|ABOC41AB8SFF2FES

Licence Status:

|Full Licence

Licenced Validity (Days From Today):

—

Licence Issued By:

|EFEEFEFFBED2CBE1

Licence Issued On:

j2m31129 0017

F{enewljt:etml Return
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You have a possibility to Return to TDI or if yolicence is not anymore valid, you
can renew it. In order to do that click Renew Lierbutton. The following dialog

box will appear:

File

Ib60C41A589FF2FES

kecaisseorrres
|
’—
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