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Tertus Document Viewer

Installation of the Tertus Document Viewer
In order to start installation choose the followingon from the installing
package %" Setup.EBxe

The following window of TDV setup wizard will appea

ﬁ Tertus Document Viewer = &

Welcome to the Tertus Document Viewer Setup
Wizard

The installer will quide pou through the steps required ta install Tertuz Document Wiewer on your
camputer,

WARMING: Thiz computer program is protected by copyright law and intermational reaties.
Unauthorized duplication or distibution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the maximum extent pozzible under the law.

b o

When you want to cancel click Cancel. In orderdoept click Next button.

Following window will appear:



-
:ﬁl Tertus Document Viewer

Select Installation Folder

The installer will install Tertus Document Yiewer to the following folder.

Toinstallin thiz folder, click "Mext”. To install to a different folder, enter it below or click "Browse".

Falder:

C:“Program Files 86\ Tertus Document \\Wiewer' Browse. .

Disk Cost.. |

Install Tertus Diocument Viewer for yourself, or for amyone who uses this computer;

("1 Everyone

@ Just me

¢ Back | [ Mext J

[ Cancel | [

4

.

After choosing folder in which TDV will be instatleand adding if just you or every
user of the computer can use TDV, click Next butimmccept. If you want to make

changes use Back button. To stop installation cliakcel.

If you decide to continue the following window wappear:

o e )
: "".I ¢

-y

.
ﬁ Tertuz Document Viewer

Confirm Installation

The installer iz ready to install Tertus Document Yiewer on your computer:

Click “Mest" to-gtart the installation,

Cancel ‘ I ¢ Back | [ et = ]




The following confirmation of the successful in&&bn will appear.

F
ﬁ-! Tertus Document Viewer

Installation Complete

Tertuz Document YWiewer has been succezsfully ingtalled,

Click "Cloze" to exit.

Pleaze uze Windows Update to check for any critical updates to the MET Framework.

Cancel < Back Clogze

b

Choose Close to close the window.

You will see the shortcut icon on the desktop:

a

Tertus Doc
WViewer

Also the following icon will be visible in the StaPanel:

‘ g Tertus Doc Viewer

After first starting of TDV you will be asked tosart the code which you will receive

from the supplier.



Navigating in the Tertus Document Viewer

Open Tertus Document Viewer. You will have a follogiview.
' Tertus Document Viewer | =y

Document Edit View Tools Send Help

%Jg@:!ﬂ]ﬁ%ﬁjxi

Services -
091 Document Types
[ TDV Service

]

-0 Documents -
-~ Folder 123

Type | Format | Pages | Size | Diescription | Name | Filename | Party 1

EDXCR

D DOCX Microsoft .. 0 324 KB 2DECDB102 rtd

D POF Adobe Acr.. 0 502 KB took 2E055AD7B ntd

] PDF Adobe Acr.,. 0 2 KE 2E055AD7E ntd

D 1 Invoice POF Adobe Acr... 0 367 KB Formular Erw 2ED55ADE0.ntd

D PDF Adobe Acr.. 0 42 KB 2E055AD81 ntd

D 1 List PDF Adobe Acr.. 0 525 KB Good Horter 2E055AD83ntd 12

D 1 Offer SPF 0 21KB Good korent 2E055AD85.ntd 67765
D 1 Invoice POF Adobe Acr 0 3376 KB vy Gorts ZENR5ADS6 ntd ggga

ol e 3

Folders: 1: Files 8

There is a tree of the Tertus services on theTéie. tree of the TDV can be expanded
and collapsed by double click the name of a semicefolder.
Meaning of the icons:

name of the Tertus Services;

B2 name of documents types;

& .
service’'s name;

B folder icon;

On the right you can see a preview of the seledtamiment and under it the list of
the documents. You can also modify the general wieaxchange document preview
location with list of documents.

The main window will open with the folder that waigened as the last one.

Notice that there is a counter on the toolbar. hbves number of documents in

selected folder.



Working with Tertus Services

Connecting to Tertus Service
Open Tertus Document Viewer. If you are using tim/Tor the first time you will

not see any service. You will see the window &s shown below.

@Tertu; Document Viewer =B S
Document Edit View Tools Send Help

8] =) 5] x|E= 18 X| B2

Type | Format | Pages | Size | Description | Name | Filename | Pary 1

From the level of view of service you can do selactions:

* Adding New Services (in Document menu) — this fiorctlet you to add
service from which you will have a possibility tpen gathered documents all
types.

In View menu:

* Refresh View — in case you are adding new foldedoouments by using this
command you have a possibility to see new strucitieeg. the service tree or
the lists of attached documents.

* Changing view from 2 to 3 panes and other way ateumith this command
you have a possibility to adapt the view of the maindow for your needs.
You will decide if you want to see the preview bétfolder or document or
not. In this case use visibility in 2 panes.

* Adjust the visibility of the folders (small iconfarge icons and view with
details and in the list) — this option gives yowsgibility to adjust the visibility

of icons for your needs. With this command you chnose the size of the



icons and you can switch on the visibility of do@mhdetails or just simply

the list of them.

In Tools menu:

Customize - this function gives you opportunityctesstomize program in area
of Application Preferences, Tool Bar and arrangianes. That makes the
program more adjust to your personal preferencegodting with folders and
documents.

Save layout on EXxit — this command opens dialoglasnin which you have a
possibility to set up the customization you havesam within whole program
and folders and remember it after closing the TDV

Font — with this option you will change font andud it to your preferences
Auto Refresh — when you tick TDV will automatigatefresh the view of the
windows after several time

Set Document Types File — this function helps twagie the definitions of the
document types. When you choose the document Typeoperties of the file
there will be this list downloaded from this folddfr you do not choose any
TDV will use default settings.

Select Default Files Editors — with this functiouy can decide which
program will open document chosen by you. You haymssibility to point
more than one program which will open the docunaeit choose default.

Set Working Directory — assign the catalog in whitBV will store the
document file e.g. during encapsulation or decaigul. Thanks to this

function you can have a control at place where thx#ue files will be saved.

In Help Menu:

Find User’s Guide — in case of any doubts how ® TRV, use this command
to display full User’s Guide

Get information about the TDV - using this commapou will get
information about version and copyright owner.

Get information about Licence — by using commandpl2ly Licence the
dialog window will appear in which you can check tumber of your licence
and get to know information about its validity. $hnformation is shown in

days.



In order to use all opportunities of the progranu ghould create your own services’
tree.
You can start adding New Services by opening Dociimeenu and choosing “New

Service” as shown below.

@_ Tertus Document Viewer | ==, | E] g -
[Document] Edit View Tools Send Help

New Folder TE EE

MNew Document Type I

New Service

Encapsule File
Decapsule File
Open
Properties
Search...

Quick Filter...

Go to Home Folder

Document Type

Add service dialog box will open.

Add Service =50

Service Name: iTertus Test Service

Path.. I

| cancel |

Add New Service Name and choose Path by clickirg“Bath” button or insert it

manually. You will see the following window.



=] -ﬂ My Documents
) Downloads
.ﬂ My Music
lﬂ My Pickures
(53 My Received Files

ﬁ My Videos
[# j My Computer
[E3] \4 My Mebwork Places LI
Iake Mew Folder | i I Cancel |

4

Choose the right folder and click OK.

NOTE!! You cannot use the same name of the semioee than once. Otherwise
you will see the following dialog window.

-

Add Service P

Continue, the application will ignore this error and attempt to continue.

An unhandled exception has occurred in your application. If you click
@ If you click Quit, the application will be shut down immediately.

Cast from string "The service name: 1™ + name + ” to type "Long’ is not
valid.

. ]

NOTE!!! In case of inserting wrong path you willesthe following message.

i -
UlLibrary -

Service directory doesn't exist. Weould you like to create it?

Tak Mie

Displaying Contents of Tertus Service
After that there is a tree of the Services on #fe [The tree of the TDV can be

expanded and collapsed by double click the nanees#rvice . After double click at

Service you will have a following view.

10



Tertus Document Viewer E@g

Document Edit View Tools Send Help

Ba|E 2 x5 el x .

i-Bg Documert Types

[ TDV Service
B Tertus Test Service

Document Type |

Refreshing view of Tertus Service
If you want to refresh the view choose the Refiegtion from View menu or use F5
button on the keyboard.

Tertus Document Viewer @M
Document  Edit | View | Tools Send Help
mla I §] Refresh F5
2 or3 Panes
Eﬁ] Documert Ty
B TDV Senvice Columns...
L8] Tertus Test S

Up One Lovel

Large icons
¥ | Smallicons

List

Details

11



You will receive the refreshed view on the prografau can see it below.

@_ Tertus Document Viewer

= 8]

Document Edit. View Tools Send Help

ma =2 x|E=e

x| BB

Services

091 Document Types
B TDV Service

B Tertus Test Service

i 1 Calculation
i 1 Invoice

ey 1 Order

B 1 Scheduls

[P 2 Bark guarartee
I 3 Bil Lading

D 3 Cert Supervise
I3ey 3 Pack List

m 7 Book

[P 8 E-mail scan
IPey § Letter scan

Mo oo

G 1 Contract

G 1 List

01 1 Payment

O 1 Specification
03 2 Bank L/C

B 3 Cet Manufact
O 3 Charter Party
ey 4 Admin Confimn
B 7 News article
O 8 Fax

Py 8 Read Fax

Mo fimat o a_

G 1 Drawing

G 1 Offer

01 1 Quotation

O 1 Standard Tech
O 2 Bank statement
D3 Cert Orig

O 3 Insurance

O 4 Admin Licence
G 8 E-mail copy
O 8 Letter copy
O 8 Sertt Fax

m

Changing view of the main window
In case you want to change view from 3 to 2 pamescan use the command: 2 or 3

Panes from the View menu.

@ Tertus Document Viewer = | =l
Document  Edit Tools  Send Help

Services
-1 Document Ty

-8 TDV Service
-8 Tertus Test S

Refresh F5

2or3 Panes

Columns...

Up Cne Lovel

Large icons

Small icons

List

Details
i1 1 Calculation B 1 Contract
O 1 Inveice Gy 1 List
[t 1 Order B 1 Payment
[ 1 Schedule a1 1 Specification
[ip1 2 Bank guarantes Bm 2 Bank L/C
Ot 3 Bil Lading By 3 Cat Manufact
[ 3 Cert Supervise [P 3 Charter Party
i 3 Pack List ey 4 Admin Confim
o1 7 Book B 7 News article
[y 8 E-mail scan O 8 Fax
L 8 Letter scan [ 8 Read Fax
0 Tt

1T e ST

Gt 1 Crawing

Ot 1 Cffer

Ot 1 Quotation

0 1 Standard Tech
Cip1 2 Bank statement
Ot 3 Cert Orig

Ot 3 Insurance

0 4 Admin Licence
G 8 E-mail copy
Ot 8 Letter copy
D 8 Sent Fax

m

You will receive the view of the system window irp@nes visible below.

12



Tertus Document Viewer

Document Edit View Tools Send Help

ma|E A

B2

Services [P 1 Calculfation Oy 1 Contract

-0 Document Types D51 1 Drawing a1 1 Invaice

----- TOV Service [iey 1 List B 1 Offer

----- 1B Tertus Test Service [ 1 Order 43 1 Payment
' 1 Guotation Ot 1 Schedule
D1 1 Specification Oy 1 Standard Tech
D1 2 Bank guarartee Oy 2 Bank L/C
' 2 Banke statement 1 3 Bill Lading
Doy 3 Cet Manufact Oy 3 Cert Orig
Doy 3 Cert Supervise Oy 3 Charter Party
Doy 3 Insurance Oy 3 Pack List
D51 4 Admin Corfirm By 4 Admin Licence
'y 7 Book Oty 7 News article
Doy 8 E-mail copy Oy 8 E-mail scan
Do 8 Fax O 8 Letter copy
1 8 Letter scan [y 8 Read Fax
ey 8 Sent Fax O 8 Telex
D1 9 Cther docs

The same effect you can attain by using View 2 d?aBes icon from the context

&y
menu £21View 2 or 3 Panes button).

In the View menu you can also change the view @udments in the main window.

You can choose Large icons, small icons, List otail® On the example below you

can observe the view with option showing Details.

7
Tertus Document Viewer

hhE

Document  Edit Tools Send Help

Bla& El Pi Refresh F5
Senvices
2 or3Panes
i@ Document T
TDV Service Columns...
Tertus Test 5
Up One Lovel
Large icons
Smallicons
List
v Details

Document Type

13



Preview of documents in service
You can also change the preview of the documentsaim window. You can do that

by clicking once with right button on mouse or tbpad. Depending on the document
type you will see different possibilities of adaygtidocument preview. In first case
visible below you can choose one of three optiarsipw of the document:
* No scaling — with this option of preview you wiles just a part of the
document
* Whole page — will give you possibility to see thbake document at once in
small window
» Fit to width — with this option you will see docuniepreview attached to the
width of it.
Examples you can see below.

No scaling example:

7 -
B Tertus Document Viewer = |3

_Document Edit View Tools Send Hel_p
ola| B8] %@ e[ x| (2
TOV licence ==

Services
-9 Documert Types 4EBB75FSDGFO4E33
BE084EBBYEFBDEFI4E33CE0877F2E6E35B53A665E1086D1141101EF2B18FF408C

v | Mo scaling
Whole page
Fit to width

Type | Format | Pages ] S';ze- | Description ] Name | Filename ] Fart:

) Documents
) Photos

F7) Private
D 2 E-mail copy MSG Microsoft Outlook 1] 24 KB 20131122 Test email 1 2DC2ATTEE ntd
D 9 Other docs TXT Text file ] 1KB 2013 TOV Licence 2DC2508D5ntd  AEC

e i

Folders: 3; Files 2

14



Whole page example:

-
Tertus Document Viewer

n

=@ = |

Document Edit View Tools Send Help

ola| 02| %l e x| B

----- ) Private

|_Type I Format I Pages

I Description | MName I Filename | Pa

LI

) Documents

) Photos

) Private

[ 8Emallcopy  M5G Microsot Ovtlack
[l 9Ctherdocs TXT Text file

24 KB
1KB

2manz2z2
2013

Test email 1 2DC2ATTEE ntd
TDV Licence 2DC2308D5ntd AEC

4| it F
Folders: 3; Files 2
Fit to width example:
e e S ———
- = o
N
J e
Ma
sl
& e ook .

Tipe 1 Fony Lbiges e esmpir | Nae. 1 Py | a5 1 e
" , pr )
n ZEED. ”
0 Tign »
s ™
5| i
n =
Fen
b s
8| e
B 0
w0
R
i) e Umcwzramez. . ATINCE ke
3 AANICN R pEE T
e b v
o T R e i
3 D o 0 FECY e o
Do ncgy 57t om0 JHRNCA Mwe e
T o | Ve e hew ]
Qs TIF 1 e et L THH
(2o e 7 5 S TATBUNF . Flacer THE
DiTnsicoy M3 Oamiben 0 A Damers Lk MR -
R POF dtckecs 1 e e 2t PO ATINER MR PR A
A T mem e e o o

Rename of service

If you want to rename one of the services you aait dy using:

B+ Properties command from Document menu

B Properties button from context mer_E_l Properties button)

15



Tertus Document Viewer @Eﬂ

Document | Edit View Tools Send Help
Mew Folder & EE

Mew Document Type

Mew Service

Encapsule File

Decapsule File

I! Open "

Properties
Search...

Quick Filter... Pages | Size IDeSEE-Eﬁ'D” | Name | Filename | Party 1 -

Go to Home Folder

) Documents an...
Pf38c6083e%5. .
Efound 000
Ffound 001
E)found 002
F2)iDrukeuj
F2)iDrutkew_Albumy
o Intel

) Perflogs
EDPIT Format 20..
) Program Files
F7) Program Files {... .
s - il ] 3

m

Folders: 20; Files 0

The following dialog window will open:

Medify Service ﬁ
Service Mame:  |TDV Service 30112073

Path... | e

ok | cancel |

In Service Name window you can change the namehefselected service and
confirm by clicking OK button. You do not have take any changes in Path... If
you do not want to accept changes click CancelerAdiccepting you will see that

there is name changed.

16



Tertus Document Viewer

Document  Edit View Tools Send Help

| Type |_Format | Pages | size | Descrption

I MName

I Flename

| Party 1 -

2 $Recycle Bin
FICDE

) Documents an...
F738chi083:25...
) found 000

) found 001

) found 002

) iDnaky

) iDrukewj_Albuny
) Intel

P PerfLogs

PIT Format 20..
) Program Files
III F0) Program Files {...

< |_ 1

m

Folders: 20; Files ©

Removing service

If you want to remove existing service you can hiat after choosing the service with:

* Delete command from Edit menu

* Delete button from context menl(J delete button)

» Delete key, on keyboard

— > ;
Tertus Document Viewer @M
Document View Tools Send Help
Cut Cirl+X
Copy Ctri+C
Paste Cirl+V
Delete Del
Select All Ctrl+A
Set as Home Folder
Type l Format | Pages l Size | Description l MName | Filename l Party 1
Ffriends
I |

14 1

Folders: 1; Files O

17



After using one of the ways mentioned before TDW as$k you if you are sure of

your decision by showing following dialog window:

5

B you sare you want o delete this service?

Yes Mo |

Click yes if you are sure, if not click No. Aftec@epting the removal you will see that

selected service was removed.

r@_ Tertus Document Viewer = | =] &1
Document  Edit View Tools Send Help
|a| =[5 %[5 8 x| »l&|

09 Document Types

L[l TDV Service
-8 Tertus Test Service

LA TEST 2

Type | Format | Pages | Size | Description | Name | Filename | Party 1

] T | 3

Customization of Tertus Document Viewer

You also have a possibility to customize the progfar your needs. To do that,

choose the Customize command from Tools menu ageshat the picture below.

18



r
@_ Tertus Document Viewer E@ﬂ

Document  Edit View |Tools| Send Help

i p! E‘I Customize
Services
Oy Document Types
-- TDV Service Font
08 Tertus Test Servi

s Eadia i Auto Refresh

Save Layout on Exit

Set Document Types File
Select Default Files Editors
Set Working Directory

Documert Type I

The following dialog window will appear.

P
Customize

Application Preferences |Ton| Earl Amange Panes

—Annctation
Aurthor |x~(z

—Application Window
¥ Licence Details

oK | Cancel |

You have a possibility to adjust the view of thegmam within tree areas:
» Application Preferences
* Tool bar
* Panes
In Application Preferences menu you can change naim&uthor and tick off the

visibility Licence Details. To confirm changes &iOK.

19



r |
@_ Custamize ﬁ

Application Preferences  Tool Bar lﬂnange Fanes

Buttons:

Mew Folder
Send Mail ‘

»

[] Separatort
[] Properties
[[] 5earch

[] Separator?
Ocut

M Crr i

m

oK | Cancel \

b

In Tool Bar menu you can add or remove the funetidutton from the main view of

the program. After accomplishment, click OK buttdie following view of Tertus

main window will be received.

@ Tertus Document Viewer = | =

Document  Edit View Tools Send Help

- Y iﬁ BE

Iﬁ Services

;.0 Document Types
Bl TDV Service

B Tertus Test Service

Type J Fomat ] Pages J Size J Description J Name J Filename J Party 1

o I d b

L —

Last functionality you can customize for your peraloneeds and preferences is view
of system in panes. In this case you are abledag#t

» configuration of windows layout

» panel layout

* and splitting bars for each of the window

20



r [y
Customize ﬁ

Application Preferences I Tool Bar  Amange Panes

— Configuration —Pane Layout
1 B:: 2 .q-_.,, " TwoPanes % Three Panes
1= i
3 —Wwindow Layout Split Bar (%) —

N Tree IE \;rti{:al
List I1 j' Horizontal
Preview I 3 ;I I;yj

ok | cancel |

b

After making changes confirm by clicking OK buttofou will receive the following
view.

Tertus Document Viewer E@g

Document Edit View Tools Send Help

mla|E 2| x|Ele]x| BlE|
pe [oma e

Format Pages

| Size Services

91 Document Types

B TDV Service
{8l Tertus Test Service

In Tools menu you are also allowed to save charggouts. In order to do this,
choose Save layout on Exit command from Tools menu.

21



@ Tertus Docurment Viewer = | (=]
Document Edit View | Tools | Send Help
b | = P % | B Customize

Save Layout on Exit
Font : TDV Service

Ah et LB Tertus Test Service
Set Document Types File
Select Default Files Editors
Set Working Directory

@ i

The following dialog window will appear.
r@ Save Layout &J‘

[V Save window size and position on exit 0K
W { I
[¥ Save panes arrangment on exit Cancel

[~ Maximize to Full Screen on Startup

Folders

[v Save current folder on exit

[ Restore home folder when opening service

b 4

For finding a meaning of the commands please sesvbe
» Save window and position on exit
e Save panes arrangement on exit
* Maximize to Full Screen on Startup
» Save current folder on exit
* Restore home folder when opening service
Tick off the command you want to save and configntlicking OK button.

In Tools menu you can also change font. Choose é@mnimand in the Tools menu as

shown.

22



Tertus Document Viewer E@g

Document  Edit  View [Tmts Send Help
LI I ;1 Pi Customize
[Twe  TFoma|  Sovelayoutonkxt

Font

v I

Services
[ﬁl Document Types
% TDV Service
o fA Tertus Test
Auto Refresh ertus Test Service

Set Document Types File
Select Default Files Editors

Set Working Directory

L

The following dialog window will appear.

Fant style:;
IHeguIar
|talic:
)} Monotype Carsiva Bold
B Monotype Sorts Bold Italic
T M5 LineDraw el
T M5 Mincho
B S Outlook x|
—Sample
.éaBb_Aéflﬁ
Script:
IEentraI European j

After choosing preferable font confirm it by clickj OK button. You will receive the

program window view with new adjustments.

23



[ Tertus Document Viewer [
Document Edit View Tools Send Help
oal 82 i
Ty Jr— | mager size ]
-0y @ocument Typer Bz
B zovseice D) @ocumenss
-8 s e sevvien ) moldir sz
£ asc ) ot
£ oocumens ) e
) seltir1as |:| & E-mail copy MEG Micrasaft Qut.. 0 4 KE a0
[ sotisrdac: T T file o KB 20
| o P—— vl
solders 5 s 1 |
In Tools menu you can also choose the Auto Reftesiimand.
Tertus Document Viewer - P = | =
Document  Edit  View ETooks] Send Help
.I ‘l E! ﬁl {|E: Customize
Type I Format Save Layout on Exit I Description | Mame I Filename

Font
v'- Auto Refresh

Set Document Types File
Select Default Files Editors
Set Working Directory

4 Ll

Finding help

Opening Tertus User's Guide
When you do not know how to use Tertus Documenwwéreor have any doubts

referring to functionality, you should use the UseGuide command from Help

menu.

24



Tertus Document Viewer @E&

Document Edit View Tools Send

|
@! Q! ]’ai )431 ! User's Guide
Services About | Type | Format ! Pages | size -
; Detuimas Tapcs Display Licence %1 {ociton El
TDV Service | 391 1 Cortract
Tertus Test Service 011 Drawing
9 1 Ivaice
17 List
B9 1 Offer -
< In '

A

TDV will open automatically the User’s Guide.

Checking the Licence Status
By choosing “About” command from Help menu, youlveée the following dialog

box with detailed information about your versiortloé Tertus Document Viewer.

(I About TOV ) |

i Tertus Document Viewer

Wersion: 1.0.5055.28048
Copyright awner: AEON Co,, Ltd

werw. aeon. pl

Close
%

The last command in Help menu is Display Licence.
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[ESEE =5

@ Tertus Document Viewer

Document  Edit View Tools Send

B QI %ﬁ!}@ s5l5 X User's Guide
W-—_ bt Type | Format | Pages [ =
5 et e i i 091 1 Caleulation [
w0 TDV Service Display Licence e
B Tertus Test Service B3 P
091 1 Invoice
01 List
611 Offer "

P i d b

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

details you can find in picture below.

i R
Bl Licence Status ﬁ

Licence Status:

|F|_|II Licence

Licence Validity (Days From Today):

173
0K

Managing Document Types

Viewing Document Types
After clicking once on the Document Type icon, yeill see possible documents type

in the bottom window.
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Tertus Document Viewer E@lﬁ

Document Edit View Tools Send Help

Services

o s

-8 TDV Service
[B] Tertus Test Service

[a]

Document Type
091 1 Caloulation
31 1 Contract
G Drawing
091 1 Invoice
G 1 List
G 1 Offer
G911 Order
5 1 Payment
01 1 Quotation
091 1 Schedule =

|'»

m

By clicking once on TDV Service icon the list ofders in the Service will show up.

You can also see it in the bottom window.

- v
Tertus Document Viewer E@g

Document Edit View Tools Send Help

i 01 Document Types
LH

| Type | Format I Pages l Size l Description l MName l Filename l Party 1
) $Recycle. Bin

) Documents an...

FIF 386083225, .

ED found 000

B found 001

B found 002

) iDnakou
FPiDskui Albumy
<

| 1. b

| »

m

Folders: 19;Files 0

By clicking once on the icon of Tertus Test Serwoe will get the possibility to see

attached documents. You can see it in the pictel@b
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Tertus Document Viewer LEIM

Document Edit View Tools Send Help

D Document Types
[ TDV Service

Tertus Test Senvice

| Type | Format | Pages | Size | Description | Name | Filename | Party 1
D 8 E-mail copy MSG Microsoft ... 0 24 KB 20131122 Test email 1 2DC2AT/EE ntd
[ 5 Other docs TKT e file 0 1KB 2013 TDV Licence 2DC250805ntd  AEON

< H b

Folders: 0; Files 2

Adding New Document Type
If you want to add New Document Type, choose Newcubeent Type command

from the Document menu.

Tertus Document Viewer E‘Elg

Document | Edit View Tools Send Help

New Folder EE
New Document Type
New Service

Encapsule File
Decapsule File
Cpen
Properties
Search...

Quick Filter...

Go to Home Folder

Type | Format | Pages | Size | Description | Mame | Filename | Party 1
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The following dialog box will open.

-

New Document Type

Document Type: oK |
Important D ent
Impo ant Docum Cancel

Enter the names of the fields:

Fill in the Document Type Name and enter the nanfigise fields. Click OK. You

will see added type in bottom window.

Modifying Document Type
In case you want to modify the Document Type chdtreperties from the Document

menu.
Tertus Document Viewsr E@g

Document | Edit View Tools Send Help

New Folder & EE

MNew Document Type

MNew Service

Encapsule File
Decapsule File
Open
Properties
Search...

Quick Filter...

Go to Home Folder

| Type | Format | Pages | Size | Description | Name | Flename | Party 1 -
31 8 E-mail scan
B 8 Faxc

091 8 Letter copy
01 8 Letter scan
918 Read Fax
18 Sent Fax
B9 8 Telex
319 Other docs

b ot 0o
4

[ il | 3

1| ml
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The following dialog box will open where you can dify the names of fields.
[ Madify Document Type ﬁ1

Document Type: oK |
Ilmportant Document

Cancel |
Enter the names of the fields:
IXYZ
IABC|

b 4

You can attain the same effect by using Iltem Pitasebutton from the context menu

(ﬂ' Item Properties button).

Deleting Document Type
If you want to delete the Document Type which yaundt need you can do that by

using Delete command from Edit menu.

Tertus Document Viewer

Document View Tools Send Help

Bla|E o CtelX
Services ‘ Copy Crl=C TDV licence =)

091 Docu B iy 4EBE75FRDEFOSEIR
B Tov B6084EBBT5FBDEF04E33C50877F256E39B53A665E 100601141 101EF2B18F
L] Tertusj Delete Del
Select All Ctri=4

Set as Home Folder

o | o
Document Type

51 1 Calcwation

41 1 Contract

Bl Drawing

611 Invoice

1 List

e 1 Offer

01 1 Order

91 1 Payment

61 1 Quotation

411 Schedule

Bl Specification

4% 1 Standard Tech

(412 Bank guarantes

0412 Bank L/C

512 Bark statemert

261 3 Bill Lading

1 159 3 Cer Manifact

m

The second way you can do is to use Delete buttum tontext menu_>‘$ Delete

button).
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Navigating in TDV
In case you want to move quickly one level up ia tree use the Up One Level

command in View menu or use Up One Level buttomftbe context men Up
One Level button).

Tertus Document Viewer l ==l ﬂ
Document  Edit Tools Send Help

N B Refresh F5

Services | 2 o T Panies TDV licence 121
" Doy [—— 4EBB7SFADEFD4E33
e B60B4EBB7SFEDGFIMEIACH0877F256E39B53A665E108601141101EF2B181

Columns.;
B Tetus TestE‘

Up Cne Lovel

|
Large icons

Small icons

List ”

‘ v Details .‘.] J s 1_“

Document Type - 1 -
591 1 Caleulation ‘

B9 1 Contract

9 1 Drawing

B9 1 Invoice E
B 1 Lst

B9 1 Offer

541 1 Order

91 1 Payment

B9 1 Quotation

B 1 Schedule

B9 1 Specication

8411 Standard Tech

(P2 Bank quarartes

412 Bank L/C

591 2 Bank statement

4|57 2 Bil Lading i
B 3 Cert Manifact =

Program will automatically move you one level ughe tree.

Changing view of icons
Also from view menu you are able to change the évecons of documents’ types.

You have four different possibilities to choose:
» Largeicons
* Smallicons
o List
* Details

You will see them in mentioned order, in the pietibelow:
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Tertus Document Viewer
s

e

Document Edit |View | Tools Send Help

|.I Elpl Refresh F5

Services
2 or3 Panes

091 Documert Ty

Bl TDV Service Columns...

Tertus Test
Up One Lovel
v | Largeicons

Small icons
List
Details

i b e o 3 i i o Bo i i G B

3 Other 8 Telex §Sent Fax 8 Read Fax B letter 8 Lefter 8 Fax 8Emal  8Emal 7 News 7TBook 4 Admin 4 Admin
docs scan copy scan copy article Licence Confim
i i i B i i i o B i i G B
3 Pack List 3 3Charter  3Cet 3CetOng  3Cert 3Bl 2Bank 2 Bank L/C 2Bank 1 Standard 1 1 Schedule
Insurance Farty Supervise Manufact  Lading  statement guarantes Tech  Specifica...
G i G i i G i i G
1 Quotation 1 Payment 1 Order 1 Offer 1 List Tlnvoice 71 DOrawing 1 Contract i
Calculation

@ Tertus Document Viewer [ = EE

Edit [View] Tools Send Help

Y I pi Refresh F5
Services
2 or3 Panes
09 Document Ty
TDV Service Columns...
Tertus Test g
Up One Lovel
Largeicons
v Smallicons
List
Details
[ 9 Ctherdoes O

=

o 7 News aticle 17 Book 014 Admin Licenc:
[y 3 Cert Ong O 3 Cert Manufact By 3 Bill Lading
o 1 Schedule 0 1 Quotation

1 1 Payment e 1 Order

dFax  OqBletterscan 8 Llettercopy m 8 Fax G 8 Emai scan Gy 8 E-mail copy

e @4 Admin Corfim ey 3 Pack List 0§ 3 insurance Gy 3Charter Party gy 3 Cert Supervise
0y 2 Bank statement 2 Bank L/C §p2 Bank guarantee Q1 Standard Tech By 1 Specific:
ey 10ffer O 1 List By 1 invoice 06y 1 Drawing G 1 Contract By 1 Calculation

4

n | L

32



= I
Tertus Document Viewer =12
Document  Edit Tools Send Help
=& E‘;L_a' Refresh F5
Services
2 or 3 Panes
L. Document T
-8l TDV Service Columns...
; Tertus Test &
Up One Lovel
Large icons
Small icons
v | List
Details
B3 Other docs » o fing
718 Telex 5§13 Cert Orig B 1 Cortract
B9 8 Sert Fax B3 Cet Marufact B9 1 Calculation
051 8 Read Fax 813 Bl Lading
9 8 Letter scan 8912 Bark statement
11513 Letter copy 3912 Bank LT
51 8 Fax 0512 Bank guarantee
9 § E-mail scan 8911 Standard Tech
1 8 E-mail copy 011 Specfication
9 7 News article B911 Schedule
19 7 Book 591 1 Quctation
14 Admin Licence 3511 Payment
014 Admin Corfim 931 Order
013 Pack List 851 Offer
151 3 Insurance 091 Lst
[ﬁ!BChartar Party %1 Invoice
<
I —
Tertus Document Viewer ==

Document Edrt_ Tools  Send  Help

093 Cent Supervise

0 3 Cart Drin
=

Bla 2 Refresh F5
Services
[ﬁj i 2 or3 Panes
i TDV Service Columns..,
% Tertus Test S
Up One Lovel
Large icons
Srnall icons
List
v | Details
Documert Type -
Motae ] i
B9 8 Sent Fax
[ 2 Read Fax
0P 2 Letter scan =
018 Letter copy
B g Fax
09 8 Email scan
0 8 Exmail copy bhad
B9 7 News aricle
01 7 Book
B 4 Admin Licence
B9 4 Admin Corfirm
0913 Pack List
09 3 Insurance
1 3 Charter Party

Language script

In context menu you will find language script funatbutton. This option let to
display in the correct way the specific signs oftfm different languages. This option

can be activated by clicking Current Charset bubariton Current Charset in context

menu

xk Central European |)
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From the level of context menu or by using comm®&wnitch Code Page in menu
View you can choose one of three types of font:

* Central European
* Western European

* Cyrylic

Third way that gives you possibility to change #rs F8 button on the keyboard.
Examples of each mentioned action you can seesipittures below.

Tertus Document Viewer

Document Edit View Tools Send Help

QI!I K| | E|| Xl EE s Central European
‘_ Services

-0 Documert Types

A TDV Service 30112013
[B] Tertus Test Service
- Documents

- found 000

Type | Format | Pages | Size | Description | MName | Party 1 | Party 2

4| 1}

Folders: 0; Files 0
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- - 1
ﬂ Tertus Document Viewer @@lﬂ

Document  Edit | View | Tools Send Help

Refresh (F5) e
Switch Code Page (F8) » | & Central European

7 or3 Panes Western European

Cyrillic

Columns..,

Up One Lovel

Largeicons
Small icons
List

v Details

I Format ! Pages I Size ! Description I Mame ! Party 1 I Party 2

i1} [

Ca|
rl Folders: O; Files D

Managing Folders

Creating Folders and Documents
If you want to create a New Folder you can do tisttg two ways:

* by choosing the New Folder command from Documentune

* Dby clicking the New Folder button from context me(ﬁ New Folder
button)
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| Tertus Document Viewer

Document | Edit View Tools Send Help

MNew Folder
New Document Type

New Service

Encapsule File
Decapsule File
Open
Properties
Search...

Quick Filter..,

Go to Home Folder

=
FABC

=

Pages | Size | Description | Name | Fileriame | Party 1
o 1KB 2013 TDV Licence 2DC230BD5ntd  AEON
0 24KB 2nanzz Test emall 1 2DC2AT7EE ntd

l

m

Folders: 1; Files 2

After using one of mentioned option the followinigldg window will appear:

’

Create Mew Folder

===

Folder Mame:

|Folder 123]

0K |
Cancel |

Key in the Folder Name in the free space and olidk to confirm or Cancel to

interrupt the action. After confirming and refrastpiof the view new folder will be

visible on the list.

!

1

Tertus Document Viewer E@E
Document Edit View Tools Send Help
)

{0 ABC

‘) Folder 123
| Type | Format | Pages | Size | Description | Name | Filename | Party 1
[] 3 Other docs TAT Texd file 1KB 2013 TDV Licence 2DC2308D5ntd  AEON
[N eemaicopy  MSGMicrosot .. 0 24 KB Iz Test email 1 2DC2ZATTEE ntd
D) Folder 123
D ABC

Felders: 2; Files 2
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Adding new Documents to Folder
Now you can add documents to selected foldersoufwant to encapsulate folder you

have to select desired folder by clicking oncetdilliit is highlighted with blue color

what is visible in the picture below.

& - o
Tertus Document Viewer
Document Edit View Tools Send Help

e EERGE

Services
Iy Document Types
B TDV Service

Tertus Test Service
) Folder 123
Type | Format | Pages | Size | Deseription | Name | Filename | Party 1
D MSG Microsoft .. 0 24 KB 2DE4B425F ntd
D PDF Adobe Acr. L] 767 KB 2DE4B9ZA5 ntd

4| 1} | 3

il Folders: 0; Files 2

—— — 4

To add new file you should choose the Encapsuldagedemmand from Document

menu.
Tertus Document Viewer lﬂlﬂlﬂ

D'cicmheni'] Edit Vizw Tools Send Help
Mew Folder i@ EE
Mew Document Type
Mew Service
Encapsule File
Decapsule File
Open
Properties
Search..
Hisckitens Pages | Size | Description | Name | Filename | Party 1
Goto Home Folder 0 24 KB 2DE4B425F ntd

- o 767 KB 2DE4BS52A5ntd

tH| . b

Folders: ; Files 2
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The following dialog window will appear.

Encapsule File ﬁ

Select File |D:\Tertus_Temp“d'|r raport 2013 calosc pdf
o | _cona |

e

In order to find file you want to add click the 8etf File button which will let you to
choose the right document from folders localizedyoar computer.

Setting Properties of documents
At this level you also have a possibility to Sebparties by clicking mentioned

button. You will see the following dialog window efe you can change the
following properties of the Document:

* basic properties

» final destination of document

» keywords

» user fields and values

Fill in required data as shown at the examples.

Document Properties P

Basic l Folder I Keywords I User Fields

Basic Properties

Document Name: |F~!ap0rt

Document Type: |;r Book ﬂ

Description: |im|:u:|atnt document

Author: Lighn Smith

Current Service and Folder

Tertus Test Service

£ \ABC

OK Cancel
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Document Properties

Basic  Folder |Ke')mrords| User Haldsl

0K Cancel |

Document Properties

Basic I Folder Keywords | User Fields l

—Keyword

Iimpnrtant

raport

OK Cancel
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Confirm the Key Words by clicking Add button.
[ Document Properties ﬂ‘

Basic l Folderl Keywords User Fields |

— Document Type
|7 Book |
User Fields and Values
Ref o [123456
Party 1 22
{ Party 2 |44
Orig No [4321

oKk | Cancel |

e

Confirm changes of Document Properties by clickig button. If you do not want

to accept click Cancel.

If you want to confirm encapsulation, click OK harit If you want to interrupt the

action, click Cancel. If you accepted action youl see that folder was successfully

encapsulated.

Tertus Document Viewer E‘M
Document Edit View Tools Send Help
D& EALE|LEIP.S
Services -
B8 Documert Types Redakdja raportu: |
g, TV Sevice Mateusz Stempak, Anna Penda,
- Terus Test Service
F7) ABC Sylwia Kslazek, Barbara Zych
) Folder 123 reda ndard. pl
Reklama:
reklama@hrstandard.pl
Type | Format | Pages | Size | Description | Name | Filename | Party 1
MSG Microsoft o 24 KB ZDE4B425F ntd
D PDF Adobe Acr.. 0 767 KB 2DE4BS2A5ntd
D PDF Adobe Acr.. O 14779 KB 2DE4CAD35ntd

< n

Folders: 0; Files 3
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Decapsulation of documents
In order to decapsulate the file you should firgtighlight the document you want to

save. You can see it in the following picture:

Tertus Document Viewer | =B %
Document  Edit View Toolke Send Help
o|a| 0l Ll x|mE = X| /i
Services =
091 Documert Types
TOY Service <div class="zqElemert ButtonGroup element zqBlementMone zqHementGreen”
5 Tetus Tes! Senvice <element ><name =nazwa pytania w htmlu</name><class zzgElementk
</label»<buttons a. ODPOWIEDZ 1 b. ODPOWIEDZ. o. ODPOWIEDZ. </but
-f0) Documents </display></element ></div>
) Falder 123
<p>
&nbsp:</p> -
< | L'J
Type | Format | Pages | Size | Description | Mame | Flename | Party 1
D 1 Contract MSG Microsoft ... D 24 KB fiitttsss BTW 2DE4B425F ntd
D 1 Drawing PDF Adobe Acr. 0 767 KB forecastin GoldenLine 2DE4B32A5 ntd
D 1 Cortract PDF Adobe Acr.. D 14779 KB Important Sth 2DEACAD35 md
D 1 Drawing MSG Microsoft ... D 40 KB robert bosch tordes 2DECCCEA4 ntd
D 7 Book DOCK Microsoft .. D 324 KB kotwice kariery test 2DECDBDS5.ntd
4 | e r
Folders: 0; Files 5

Now choose Decapsulate File from the Document menu.
Tertus Document Viewer E@g

Document | Edit View Tools Send Help
MNew Folder

Hew DesimentIype wchodze nazgeez.comi klikam "Zaloguj sig”

-
Mew Service =
wpisuje dane do panelu admina i klikam “Zaloguj”

Encaenic e czekam az mnie zaloguje | sprawdzam czy jest "Witaj John"
Decapsule File
odpalam nowe oknoskarte przegladarki | wpisujg adreszqeez .com/js/dm.index

Opsn roct > image-elements > predefine
Properties
o tworzysz nowy folder na swoje obrazki =)
I < | o
Duack bilter,  Pages | size | Description | Name | Filename | Party 1
ot Home Foltes 0 24 KB fittisss BTW 2DE4BAZ5F ritd
= 0 767 KB forecastin Goldenline 2DE4B32A5 ntd
D 1 Contract PDF Adobe Acr.. O 14779 KB Important Sth 2DEACAD35 ntd
D 1 Drawing MSG Microsoft .. 0 40 KB robert bosch tordes 2DECCCEA4.ntd
DOCH Microsoft ... D y 2ZDECDBD35 nid

| n b

Folders: : Files 5
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Following window will appear:

saveas x|
Save in: ||]_|__] My Docurments ﬂ & £ -

| ) Downloads
@My Music

@My Pickures
)My Received Files
1 ray videos

Diesktop

4

iy Documents

o

My Computer

Fils name: | j Save I
Save a3 type: |DDC ﬂ Carcel |

7

You should find the folder where you want to save tlocument and accept. Saved
document will be shown as following icon in fold#rosen by you.

User Guide.DOCX

Opening documents

In order to open document directly from the progtaghlight document that needs to
be open and choose Open command from Document ni¢reusecond option to

open document in quick way is by double click oa skelected document.
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Tertus Document Viewer @m
Document | Edit View Tools Send Help
Mew Folder

New Document Type

Mew Service I

Encapsule File

Decapsule File

Open
Properties
Search.., I I f 4
e e = o
RQluck bier  Pages | Size | Description | Name | Filename Farty 1
Go o Horme Folder 0 24 KB fffittsss BTW 2DE4B425F ntd
— - t] 767 KB forecastin GoldenLine 2DE4B92A5 ntd
D 1 Contract PDF Adobe Aer.. 0O 14779 KB Importart Sth 2DE4CAD35 ntd
D 1 Drawing MSG Microsoft .. 0 4D KB robert bosch tordes 2DECCCEAL ntd
D 7 Book DOCX Microsoft ... 0 324 KB kaotwice karery test 2DECDBDS5 ntd

€| 1} | 2

Folders: 0 Files 5

e ——————————————————

Chosen document will open in adequate program.

Setting properties of documents
Setting properties of document is possible fromelesf Document menu. To open

dialog window use Properties command from Documastu.

Tertus Document Viewer = | B
Document | Edit View Tools Send Help
Mew Folder EE'
MNew Document Type . T -
Nk Sdrgice Gdybys utworzyla folder testowanie_kontrolek, a w nim nazwalabys te riine zd_l
kod wygladalby tak:
EncapsuleFile Aestowanie_kontrolek_22lipca/obrazek_1jpg
D le Fil
ccapsule Fie festowanie_kontrolek_22ipea/obrazek_2jpg
Open ftestowanie_lontrolek_22fipca/obrazek_3 jpg
Properties
Search... =
e S | _'J_J
Sk dilisecs Pages | Size | Description | MName | Filename | Party 1
Go o Bome: Folder {i] 24 KB fiftttsss BTW 2DE4B425F ntd
oy 0 14775 KB Important Sth 2DE4CAD35 ntd
D 1 Drawing M5G Microsoft ... 0 40 KB robert bosch tordes 2DECCCEA4 ntd
D 7 Book DOCK Microseft ... 0 324 KB kotwics kareny test 2DECDBDS5ntd
D 1 Drawing PDF Adobe Acr.. O 767 KB forecastin GoldenLine 2DE4ABS2A5 ntd goh
4| 1 2
Folders. 0, Files 5
L A
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After the dialog box, you can choose the propertitshe document you want to
change. The following dialog window will appear. W¥@an move between four
bookmarks: Basic, Folder, Keywords and User Fieldse example of the first one

you can see below.

Document Properties [&J

Basic l Falder ] Keywaords ] Uzer Fields

Basic Properties

Document Name: |test

Document Type: |;r Book ﬂ

Description: |katwic:e karieny

Auwthor:  [john Smith

Current Service and Folder

@TD\-" Service

aal

oK Cancel

Searching for documents

In case you want to find quickly document you skdouke Search command in
Document menu by clicking once on the command yidluopen the dialog window
with searching criteria. You can search by:
* basic criteria as properties and filename:
o Document Name — easy searching for the specifiomeats
o Document Type — with this function you will find guone type of
documents
o Description — you have a possibility to describehedocument you are
saving to the TDV, what helps later, while seargHior it
0 Author — with this criteria you will find all docuemts created by one
person.
o Filename — here you can type in the file name yeuwsaarching for
» Folder — in this bookmark you can choose the Folddch will be taken into
consideration while searching for the document wiiteria pointed in Basic
bookmark
» User fields — to choose the document type or ot#tigibutes of searched

document types.
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* keywords — for each document
document will be searched for.

you can add Keyw

orit which the

7

4
Search - - ﬂ
Basic | Folder | User Fields | Keywords |
Basic Properties —Current Service and Folder
Document Name: I Tertus Test Service
Document Type: I ﬂ F) UEC
Description: I “Filename:
Author: | john Smith| |
Enter your search criteria and then press the Search button
Type | Format | Pages | Size | Description | MName
' 1 | r
Search | Mew Search Open Delete | Cloze |

After choosing criteria, accept them by clickinga8#h button. You will receive a list

of folders which lived up to the criteria.

Search

Basic | Folder | User Fields | Keywords |

—Basic Properties

Document Name: I

Document Type: I

Description: I

r—Current Service and Folder
Tertus Test Service

F\aBC

—Filename:

Author:  lohn Smith

Found 5 document|s)

Type | Farmat | Fages | Size | Description | Name

1 Contract MSG Microsoft ... 24 KB fiftttsss BTW

1 Contract PDF Adobe Acr... 14779 KB Important Sth

1 Drawing PDF Adobe Acr... TET KB forecastin GoldenLine
1 Drawing MSG Microsoft ... 40 KB robert bosch tordes

7 Book DOCK Microsoft . 324 KB kotwice kariery test

N i

Search I

NewSaarchl Open

o

You can also manually choose the folder in whicdra®ng with following criteria is

suppose to be done. You can see the example foltbeing picture.
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Search ﬂ

Basic  Folder l Izer Fields i Keywords I

Services

| TOV Service 30112013 i
; Tertus Test Service

»

m

[~ Search all folders in the selected Service

Found 1 document(s)

Type I Format i Pages I Size I Description i MName
1 List FDF Adobe Acr... 529 KB Good Horter
< | il | 3

Search i NewSaari::hl Jpen | Delete i Close |

In User Fields bookmark you can choose the Docunigpe and in Fields window
you will see the elements of the archived document.

Search ﬂ
Basic I Folder User Fields |Ke'yword5|
Document Type ———————————
( - P |
Fields: | Ref No
Party 1
Party 2
Qrig No

Enter your search criteria and then press the Search button

Search I NewSeart:hI ey ! Delets ! Close

You can also change the view of found documenysuf prefer e.g. icons instead of

== = e
list. To attain this effect click one of the butso = | | = | -|

You can see example of the result, in the windolovle
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Search

Basic | Folder | User Fields | Keywords |

—Basic Properties

Document Name

|
Document Type: I
Description: I

—Current Service and Folder
Tertus Test Service

) \ABC

—Filename:

futhor: | John Smith

Found & document(s)

1 1 1 1 7 Book
Cortr... Contr... Drawing Drawing

Search I New Search |

Close |

In case you want to start to search for a new deciimse New Search button. After

clicking it you will have clear window prepareditsert new searching criteria. There

is also Search button from the context melil(Search button).

-

Search

Basic | Folder | User Fields | Keywords |

Basic Properties

Document Name:

Document Type:

Description:

r—Current Service and Folder
Tertus Test Service

o \ABC

—Filename:

Author:

Enter your search criteria and then press the Search button

Search | New Search

Close |
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To make a quick search you can also use Quickrkiltthe Document menu. Choose

the command from the menu by one click.

Tertus Document Viewer — | =

Document] Edit View Tools Send Help

New Folder EE

MNew Document Type |

New Service

Encapsule File

Decapsule File

Open

Properties

Search...

Quick Filter... Pages | Size | Description Name | Filename | Party 1
Go to Home Folder

Gl i ] i

The following dialog window will open:

[ Quick Fiter =5)
Property: Operator:  Value:
|Author ~| | =] |ohn Smith
[ feply | Clear ‘ Close

Type in required criteria: choose property from tis¢ choose operator and insert
value.

To accept click Apply. In case you want to changtega click Clear button. When
you do not need the window anymore click Closedsutfhe effect of this searching

you will see below.
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i
Tertus Document Viewer =l | =
Document Edit Wiew Tools Send Help
| GO
= 2| %[m el X ®E
B9 Document Types
Bl TDV Service 30112013
18 Tertus Test Service
-] Documents
-0 Photos
@) Private
TEST 2
| Type I Format l Pages I Size l Description I Mame l Filename I Party 1
F#CR
D DOCK Microsoft ... 0 324 KB 2DECDB102ntd
D PDF Adobe Acr.. 0 502 KB took 2E055ADTB ntd
D PDF Adobe Acr... 0 502 KB 2E055AD7E ntd
D 1 Invoice PDF Adobe Acr.. 0 367 KB Formular Erw 2E055AD80 ntd
D PDF Adobe Acr... 0 42 KB ZE055ADB1.ntd
D 1 List PDF Adobe Acr... 0 929 KB Good Horter 2E055AD83 rtd 12
D 1 Offer SPF 0 21KB Good fcarent 2E055AD85 rtd B7765
D 1 Invoice PDF Adobe Acr... 0 3376 KB Y¥Y Gorts ZE055ADBE Ntd gogg
4 m »
Folders: 1. Files 8
L=—= e e e — 3

Navigating within the folders

Moving to Home Folder
You have a possibility just with one click to mdvack to Home Folder.

< [

Tertus Document Viewer = [ B

Documént] Edit View Tools Send Help

New Folder EE
. s e — -

i Y| s =°’-==:::E¥=f§-§;=*‘.__-___:;_ﬂi—=,—: E
MNew Service E%EE:“WMM e e o ﬁ_ﬁ_&.—*ﬁtﬁ podmer
Encapsule File HE E
Decapsule File E
Open
Properties
Search... = E
Quick hiltery Pages | Size | Filenz-ime
Go to Home Folder 0 502 KB 2E04CDS21 td

=7 0 502 KB 2ED4CDDAT ntd

D 7 Invaice POF Adobe Aer.. O 3376 KB vy Gorts 2EQ4CEBSC ritd ggdg

Feolders: 0; Files 3
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You will be automatically moved to the main folder.
Tertus Document Viewer @Eﬂ

Document Edit View Tools Send Help

ola| B2

-9 Document Types
-0 TDV Service

| »

m

----- 0 Private
Ml Tactinn Candna it

| Type | Format | Pages | Size | Description | Mame | Fileriame | Party 1

£ ABC

) Documents

) Folder 123

) Photos

) Frivate

D 8 E-mail copy MSG Microsoft ... 0 24 KB 203nzz Test email 1 2DC2ATTEE ntd

D 9 Other docs THKT Text file ] 1KB 2013 TDV Licence 2DC230805.ntd AEON

4 | [

Folders: B; Files 2

Setting new Home Folder
In case you want to set other folder than this asmél Folder you can do it from Edit

menu level. By clicking once, on the folder, younvéo set as new Home folder,
highlight this folder and then choose Set as Howlddf command from the menu.

s r -

Tertus Document Viewer @M

Document View Tools Send Help
Cut Crl+X

5]

(=7 tri+ T

291 Docu Copy Ctrl+C

Paste Ctrl+V —

Delete Del

m |

Select All Ctrl+A

Set as Home Folder

A Tactinn Sandra

| Type I Format | Pages I Size | Description I Name | Filename I Party 1
EBccy
D POF Adobe Acr.. 0 502 KB took 2E04D4879ntd

Ca| n r

Folders: 1; Files 1
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After this operation, using Go to Home Folder comth&rom Document menu you
will be moved to this folder.

Cutting, Copying, Pasting and Deleting Folders
There is possibility to cut, copy, paste or debstkected folders in very quick way. In

order to do that, use Select All command from Etiinu. By this command you will
select all documents in folder.

@ Tertus Document Viewer e | Sl
Document View Tools Send Help
Dja|E o CtrlX
| Copy Cirl+C -
Paste Ctrl+V
Delete Del
Select All Ctrl+A
“ Set as Home Folder E|“
L) Private
----- Testing Service
L O frRand 2
Type | Format | Pages | Size | Description | Name
D PDF Adobe Acr... O 502 KB took 2E04CD521 ntd
D PDF Adobe Acr.. O 502 KB 2E04CDDAT ntd
D 1 Invoice PDF Adobe Acr... 0 367 KB Fomular Erw 2ED4F4ADZ ritd
D PDF Adobe Acr.. O 4£2 KB 2ZEQ4F5287 ntd
D 1 List PDF Adobe Acr... O 523 KB Good Horter 2EQ4F46FE rtd 12
D 1 Offer SPF ] 21 KB Good learent 2EQ4F5F63 ntd 67765
D 1 Invoice PDF Adobe Acr.. 0 3376 KB Yy Gorts 2ZEQ4CEBSC ntd gaag
4 | m 3

Folders: 0; Files 7

Now you can decide what to do with selected docuseén order to cut use the Cut

command from Edit menu, click Cut button from comteenu ‘ﬁl Cut button) or

use hotkey Ctrl+X.
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Tertus Document Viewer E@M
Document View Tools Send Help

Cut Ctrl+X
Copy Ctrl+C 5
Paste Ctrl+V i
Delete Del
Select All Ctrl+A

| »

m

Set as Home Folder

Testing Service -
| Format | Pages | Size | Filename
PDF Adobe fcr.. O 502 KB took 2E04CD921 rtd
PDF Adobe Acr... O 502 KB 2E04CDD47 ntd
PDF Adobe Acr... O 367 KB Formular Erw 2E04F4AD2 ntd
PDF Adobe Acr... O 42 KB 2EQ4F5287 ntd
PDF Adobe Acr... O 525 KB Good Horter 2ED4F45FE ntd 12
SPF 1] 21 KB Good keorent 2E04F5F63.ntd 67765
PDF Adobe Acr... O 1376 KB vy Gorts 2EQ04CEBSCntd  gagg
i} 1 | +

Folders: 0; Files 7

Other option is to copy documents and later togéstm in selected folder. To do

that so firstly to copy document you should use YCopmmand from Edit menu,

Copy button from context men Copy button) or use the hotkey Ctrl+C.

Tertus Document Viewer @&M

Document View Tools Send Help
El | I|—} Cut Ctrl+X

-3 Docur Copy Ctrl+C = -
o TD\"J Paste Ctrl+V .

Delete Del
Select All Ctrl+A

Set as Home Folder

Testing Service
B fhiands

| Description | Name - | Filename | Party 1

| Type | Format | Pages | Size
D PDF Adobe Acr.. 0 502 KB took 2E04CD921 ntd
D PDF Adobe Acr.. O 502 KB 2E04CDD47 ntd
D 1 Invoice PDF Adobe Acr.. 0 367 KB Formular Erw 2E04F4ADZ ntd
D PDF Adobe Acr.. 0O 42 KB 2ED4F5287 ntd
D 1 List PDF Adobe Acr.. 0O 529 KB Good Horter 2ED4F45FE ntd 12
D 1 Offer SPE {1} 21KB Good keorent 2ED4F5F63ntd 67765
D 1 Invaice POF Adobe Acr . O 3376 KB Yy Gorts 2EQACEBRC ritd gggg
4| m b
Folders: 0; Files 7
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Now you should choose the folder to which you wémtcut or copy selected
documents.

Tertus Document Viewer E@Mj
Document Edit View Tools Send Help
o|a| = 2| x|E 6| x| /s

-0 Document Types

Himl dia utworzenia strony statowe

m

«div class="maslow-container":»

- @M Testing Service P U P LW | ST I, LU | PR S, L L i

‘m s = _1___! 4
| Type ! Format l Pages ! Size l Description ! MName
0 DOCX Microsoft .. 0 324 K8

l Filename ! Party 1
2DECDB102.rtd

< mn

Folders: {: Files 1

¥

Now you should use Paste command from Edit meraiPaste button from context

menu paste button) or use hotkey Ctrl+V.

= B
Tertus Document Viewer E@g
Document View Toaols Send Help

Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V/
Delete Del

| >

Test 1: Kotwice karery

|

link do testu: www zoeez pltestkompetenci
Select All Ctrl+ A

m

nazwa w panelu zgeez.com: Test Kompetencii
Set as Home Folder

) cov
..... A Tactina Sandirs = ‘_‘ _J b i—
| Type I Farmat | Pages l Size | Description l Name | Filename l Party 1
FOXCR
D DOCX Microsaft .. 0 324 KB 2DECDB102 ntd

4|

ElFoI:ers: 1:Files 1

m

)
You will receive the following view on the selecttalder to which you have moved
the documents.
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= T =Y
Tertus Document Viewer @M
Document Edit View Tools Send Help

Bnlal B 2| x| ElX| /R

Services -
-0 Document Types T
[A TDV Service

{B Tertus Test Service
----- ) Documents

£ Folder 123 ‘

Fages Size Description Name Filename Party 1
g JEsCnior By

D PDF Adobe Acr... 0 502 KB took 2E04CDI21 ntd

D PDF Adobe Acr... 0 502 KB 2E04CDDA7 ntd

D 1 Invaice PDF Adobe Acr... 0 6T KB Formular Erw 2ED4FAADZ ntd

D PDF Adobe Acr... O 47 KB 2E04F5287 ntd

D 1 List PDF Adobe Acr... 0 929 KB Good Horter 2ED4F46FE ntd 12

D 1 Offer SPF 0 21KB Good korent 2E04F5F63ntd 67765
D 1 Invoice PDF Adobe Acr... O 3376 KB Y¥Y Gorts 2EQ4CEBSC ntd 0ggg

4| [0 3

Folders: 0 Files 7

4

%

In order to delete selected documents from theefolse Delete command from Edit

menu use Delete button from context me|,_x|( delete button) or use key from
keyboard (Del). Program will ask you again if yoe aure to remove the documents.

You will see the following dialog window.

Delete item |

Are wou-sure you want to delete selected itemis)y

Yes o o] |

If you are sure click Yes, if not, click No.
If you have chosen Yes selected documents wilebeowed.
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- ="
Tertus Document Viewer EM

Document  Edit View  Tools Send Help

=| 2| x|E Ex| BIE

1 Document Types ‘

m_|

Lol Tastins Sandiea e ¥ i
| Type | Fomat | Pages | Size | Description | Mame | Filename

| Party 1

1| [ r

Folders: O; Files 0

Sorting documents

We can sort the documents by clicking on the heatlehosen column. The example
of descending sorting by Type you can see below.

ﬂ Tertus Document Viewer Elﬂu‘

Document Edit View Tools Send Help

B TDV Service 30112013
O Tertus Test Service
) Documents

) Photos

| Format | Pages | Size | Description | Mame | Filename | Party 1

SPF 0 21KB Good leorent 2EDADD7B4rtd 67765
PDF Adobe Acr... 0 923 KB Good Horter ZEDADDTBIntd 12
PDF Adobe Acr 0 367 KB Formular Erw ZEDADDTAT ntd
PDF Adobe Acr... 0 3376 KB ¥y Gorts 2E0ADD7ESrtd  goog

j EXE 0 5762 KB 2EDADIIEC ntd

j PDF Adobe Aer... 0 42 KB 2EDADADE ntd

j DOC Microseft .. 0 I2KB 2EDADCH21 ntd

j DOC Microseft .. 0 27KB 2E0ADCD7D.ntd

] DOC Microsoft 0 129 KB ZE0ADDODC ntd

j PDF Adobe Acr... 0 42 KB 2EDADDTBOntd

| 1 3

Folders: 0; Files 10

The example of ascending sorting by Size you carbséow.
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Tertus Document Viewer E@Ig

Document Edit View Tools Send Help

| Pages | Size | Description | MName | Filename | Party 1
[} 5762 KB 2EDADSSEC ntd

PDF Adobe Acr... 0 3376 KB Y Gorts 2E0ADD7BS.rtd  ggag

FDF Adobe Acr... 0 929 KB Good Horter 2E0ADD7B1.ntd 12

PDF Adobe Acr.. 0 367 KB Formular Erw 2EDADDTAT nitd
[ DOC Microsoft ... 0 123 KB 2E0ADDODC ntd
N PDF Adobe Acr.. 0 42 KB 2E0ADADB.ntd

Wi PDF Adobe Acr.. O 42KB 2E0ADD7B0.d i

J DOC Microsoft ... 0 32 KB 2E0ADCS21.ntd
] DOC Microsoft ... 0 27KB 2E0ADCDTD ntd
[ 1 Offer SPF 0 21KB Good korent 2E0ADD7B4ntd 67765
4| T +

Folders: 0; Files 10

Navigating from the level of files and folder tregoreviews

Depending on the document type you will have aipdigyg to make several actions.
Two of the possibilities are visible below. In casel want to open document not just
have a preview of it you should do that by clickimgce on selected file or clicking
with right button of mouse and opening the listasks visible below.

[[R] Tertus Document Viewer k=] B -

Document Edit View Tools Send Help

" fmagdalena,_kapusta@yahoo comLeTelefon kortaidowys | FORMTEXT 692 6|
specializacia* | FORMTEXT  TPodyplomowe - job-coachingLeRok studidwe ! FORN

=

dyspozycyjnosc *#Czy jestes dyspozycyjny/a w ponizszych temminach w godzinach pop

szkoleniach w ramach Programu Action Plan dia studenta?e«16-17 Marca 2013l FO
AN|Ews

ki
akywnost studencka | zawodowa*Dzialtasz w jakimé Kole Naukowym, Organizacji s
lczym sig zajmuje sie ta organizacia oraz jaka jest Twoja rola #e !l FORMTEXT 1L

R
| Type | Format |@ | Size | Description | Name | Filename | Party 1
j EXE 0 5762 KB 2EDADS38C ntd
j PDF Adobe Acr.. O 42 KB 2EDADADE 1 ntd
j DOC Microsoft .. D 32 KB 2EQADCS21 ntd
% DOC Microsoft .. O 27 KB 2EDADCD7D ntd
j 1 Invoice PDF Adobe Acr... Open Fomular Erw 2EQADD7AT ntd
j PDF Adobe Acr... Z2ECADDTEBO rtd
[ 1 Lt PDF Adobe Acr... Properties Good Horter 2E0ADD7BIntd 12
j 1 Offer SPF Copy Good korert 2E0ADD7B4ntd 67765
j 71 Invoice POF Adobe Acr... Cut Wy Gorts 2EDADD7BS ntd ggag
Delete

Decapsulate

i 1t +

Folders: 0, Files 10
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Selected document will open automatically in deidgprogram.

Also by clicking the list of tasks you can set pedpes of the file, copy it, cut and
paste or delete. You can also decapsulate the file.

Similar possibility to act with the files and docents you have from the level of

folders. You can Copy, Cut and delete or also pabktae folders or documents.

; @_ Tertus Document Viewer l = | E ij:
b Docurnent  Edit Vi ls Send Help
\ 3 = e}
=P || @iz _
E IB Services TDV licence =]
1 -39 Documert Types 4EBB75FEDEFO4E33
[\ TDV Service 30112013 B6084EBE75F8D6FO4E33C50877F256E39B53A665E 108601141 101EF26 18FF408C

[ 1B Tertus Test Service
1
: | [

Type ‘ Pages | Size ‘ Description | Name | Filename | Party 1
IS F2) Documents

) Photos

) Private
i D 8 E-mail copy MSG Microseft ... O 24 KB 20131122 Test emai 1 2DCZATTEE ntd
1 [ 9 Cther docs TKT Tent file ] 1KB 2013 TOV Licence 2DC290805ntd ~ AEON
=
2
i
L

4] . il [
R’ | Folders: 3; Files 2
.

In case of scanned documents, which will be autmalst send to tif type of the file,
you have a possibilities to set e.g.: visibility thie document within the page and

rotation. In the picture below you can see the ulefsettings.

57



- E— =M
Tertus Document Viewer E@lﬂ

Document  Edit View Tools Send Help

=P éﬁllﬁ!xi wi[

Services Mame | Type I Size | Description I *
-1 Documert Types ] TIKE (N
----- .@ﬂ TOY Service 30112013 j E7E2 KB -
B Tertus Test Service j 42K 1
g| ([ 2KB L
B 27KB
17 129 KB
i E Documents = % ':3 EE -
Ej Private ) =
lllll |—| = - |Faluurs. 0; Files 12

@ Zoom
Fit to width

Mo scaling
i n ag ® Fit to height

Fine Quality 180 I
] -] el <] 1ef2 ] s[4 ) »

@ Mo rotation

v Whaole page
Magnesium chiloride liquid 32% 90
270

4

If you need to change the view of the document shabe settings you wish. The

example you can see in the picture below:

' 3 bl
Tertus Document Viewer @Elg

Document Edit View Tools Send Help
E|@|E|P| 3§|-|E"|IX| 0|2
Sennces Name | Type | Size I Description | -
-0 Document Types A0 T3KB i
----- B TDV Service 30112013 __‘I 5762 KE E
----- B Tertus Test Service B 12 KB 3
g [ 32 KB
[ 27 KB
O 129 KB
7] Documents E _];| ‘E 55 -
_____ ﬁi.."gq?:;me - |Fo|:lera:€';Fi|e.s 12
Mo scaling =
cdnit Zoom = g‘ T
e D
% | @ Fittowidth o =
£ < i
i £L Fit to height gz
z G =3
2 2 Whole page o
| .
‘E “: Mo rotaticn =
: e 20 2
: g
3 180 <
T &
% 270 &
i =}
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Sending documents via E-mail

You have a possibility to send selected documeat esmail and you have two

possibilities to do that:

* by using Send Mail command from Send menu

* by clicking Send button from context mer__@_;Send button)

1 El Tertus Document Viewer

L= [ B o]

ola| [ .8 x|EeE

Document  Edit  View Tools Help

}i Send Mail

Services
i Documert Types
TDV Service
Tertus Test Service
) Documents
Folder 123
) Photos

-0 ¥CR

- Private

LA Tastinn Sandea
Type i Fomat ] Fages

{Size ][‘ iption

i Name

l »

&

] Filename { Farty 1

MSG Microsoft 1]
FDF Adobe Acr (1]
PDF Adobe Acr...

[ 7Book
D 1 Drawing

89 KB
14773 KB
767 KB

imporatrt docum
forecastin

Raport
Goldenline

2DE4B3720 ritd
2DE4F7578 ntd 22
2DE4BS2A5nid  goh

After using command of clicking Send button thddaing dialog window:

Send Mail 2

Insert name for document file:

|TDVdocumer|t
[ Send only link to Document

Send Cancel |

v,

You can send just link to selected document. Is taise tag the “Send only link to

Document”. In case you want to send whole docundennot tag this option. After

you click Send you will be automatically directexrhail program you are using. In

case you want to cancel action click Cancel button.
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Drag and drop function

This function gives you possibility to drag docurtsefrom place where they are
stored to chosen folders TDV, so it is an easy guidk way to place document in
archives of TDV. You can also archive emails bagiiing them directly from

Outlook to TDV. You have possibility to drag intoDV archive single

documents/mails or whole folders.

If you want to drag document/mail click on it andlding it move/drop selected
document in chosen folder. During dragging you haessibility to set properties of
the document/mail e.g. name, date, author etc.ekhenple you can see in the picture

below:

Document Properties

Basic l Keywords ] User Fields ]

Basic Properties

Document Name: ||:1.,-' pattem pdf

Document Type: | 11 Ward j

Description: |For training

Author: |;_~.|E|:| M

Ok Cancel

L A

You can change, adjust or complete properties efdticument, you are archiving.

Those are: name of the document, type, descripkieywords, users areas. In case
you do not want to continue click Cancel. In ortielaccept click OK. You will see

result of your action in the picture below.
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Tertus Document Viewer

Document  Edit  View Tools

Send Help

ol & 5L %[E] [ X| R 6 wesen uopen |

‘Se'

l

m

L
Type I Fomat | Pages I Size | Description I MName | Party 1 I Party 2
D 58 Other doc XLS Microsoft E... D 14 KB 20131212185, Zeszyt1xds
D 11 Word POF Adobe Acr.. O 13KE For training CV pattem pdf
D 03 URL address  URL 0 1KB news Onet pl

Folders: O; Files 3

Setting Drag & Drop options
In order to set your own preferences use Custooaremand from Tools menu.

Tertus Document Viewer Bl |

Document  Edit  View iTnois. Send Help

EREEEE
® = |

B TOV Service 301120

B Terus Test Service
-

- found 00D

-] Photos

-] Private

Customize

Save Layout on Exit
Font

Auto Refresh

Set Document Types File
Select Default Files Editors

=

pl

1

TEST2 Set Working Directory
| ;IJ
Type | Fomat | Pages | Size | Description | Name | Party 1 | Party 2
| D 95 Other doc L5 Microseft E.. 0 14 KB 2312712185, Zeszptlxds
D 11 Word PDF Adobe Acr... 0 13KB For training CV pattem pdf
D 03 URL address  URL 1] 1KB Tews: Onet.pl

Felders: D; Files 3

e —
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You wi

Il see the following dialog window:

r‘@ Cus

tomize LJ& )

Application Preferences ] Tool Ear] Arange Panes  Dragédrop l

[ Auto-Assign properties to encapsulated file (sinale)  paie Format |-_,n_,n_,n_,r_r-.-1r-.-1_.:|.:| HH:mm:ss

v Autc-Assign properties to encapsulated files (group)
Properties assignment

Type | Destination | Source =

Doc prop |Name ﬂ |Fi|e:Name ﬂ Add

CP

Aurto-Assign state can be changed temporarly by pressing ALT while dropping files into TOW

MName File:Man

MName Mail :Suit| = Document Type |FI|E ﬂ |55 Shasht ﬂ
Description Mail: Re User fid | j |F|Ie:Name ﬂ Add
Description File: Mot

From Mail:Fro Keywaords |FI|E!ZNEIITIE j Add

Tn Mail Tn ™
] 3 Dielete Selected

oK | Cancel |

e

In Drag&Drop Tab you have possibility to adjust thefault client package to your

needs.

You can adjust the following options:

Auto-Assign properties to encapsulated file (singlgives you possibility to
add automatically information, which comes fromiee document
properties, for single document that is added ¢hige.

Auto-Assign properties to encapsulated files (gheugives you possibility to
define if you want to assign information, which aggrfrom document
properties, for the group of documents, which we tadarchive

In ,Date Format” window exists possibility of setly date format (e.g.. yyyy
means year, MM - month, dd — day, HH — hour (HHtiime in 24-hours

format or hh for hour in 12-hours format), mm- noiies, ss — seconds.

In Type/Destination/Source Table User may spetié/gource of data.

In this

Table User have a possibility to adjusbmation which are taken from the

source file properties and added to the archived {eg. Heading: Destination Name,

Reading: Source File: Name — in case of such gstfite name, shown in TDV

archive folder will be, as default, taken from thler which we add to archive etc.)
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i @ Customize M

Application Preferences I Tool Earl Amange Panes  DUragédrop |

¥ Autc-Assign properties to encapsulated file (single) Date Fnrrnatl[] O:-MM-YY
¥ Auto-fssign properties to encapsulated files (group)

—Properties assignment
I S e—— I Source . Docprop IName LI Elle:r:.lame é Add |
v § ile:MName F.

Name Hle_-_NE"'”? Document Type Fle  =| |File{Creation Da vI
Name Mail: Subject | = File:File: Size
Description Mail:Receivec User fld I LI File:Madffication| = Add
Description File: Modffica.. Mail-Fram —_—
From Mail:Fram Keywords IH|EZNEIFHE Add
T Mail T 2 Mail: To =

‘ i b Delete Selected | Mail:Received | =/

PMurto-Assign state can be changed temporarly by pressing ALT while dropping files into TOW

ok | cancel |
. 4

In order to accept use Add butt(_“'dﬂ Add button). Below you will see result of

this operation.

r Customize ﬁ1

Application Preferences I Tool Earl Amange Panes Dragddrop |

¥ futo-fssign properties to encapsulated file (single) Date FDFMIDD;MM;WW
¥ fwto-fssign properties to encapsulated files (group)

—Properties assignment
Doc prop IName ;I IFiIe:FiIe Size ;I Add |

Type |Destinatiun |Suurce -

DP Name File:Nan| _

DP  Name Mal:5ul=| DocumentType  |Fle  w| 99 Otherdoc =
DP Description Mail:Re: User fid IHEf Ma ;I IMaiI:me ;I Add
DF Descrption File:Mac

UF  From MaiFro  Keywords |Mail:Subject ~| | Add

LIF To Mail Tn ™
€ | m | P Delete Selected |

Auto-Assign state can be changed temporarly by pressing ALT while dropping files into TOW

ok | cancel |

Furthermore drag & drop function lets you easilggldocuments from archive by
making copies of them (e.g. by dragging them diyem desktop). This function is
similar to decapsulation of the document.

Please note! Using this option you can drag sidgluments from the archives and
whole folder. However there is possibility to addole folder to TDV archives.

63



Add URL function

In addition to documents storage function TDV ckso e used to archive web sites
addresses. In order to use this function use Add edtnmand from Document

menu.
- = =T
E Tertus Document Viewsr | = | = 1&
Document | Edit View Tools Send Help
Mew Folder I EEI Gs Westem European j
MNew Document Type ]
New Service
Encapsule File

Add URL

Decapsule File

Open
Properties
Search...
CQuick Filter...

Go to Home Folder -
4|
Type | Format | Pages | Size | Description | Name | Party 1 | Paty 2
o) Documents

Ffound. 000

2l Photos

) Private

D 5 Other docs THT Text file 1] 1KB 2013 TODV Licence AEON

D 8 Email copy  MSG Microsoft .. 0 24 KB 20131122 Test email 1

4| [} ]

Folders: 4; Files 2

After choosing this command you will see the foliogvdialog box.

[ Add URL S|

IRL: Iw'u\"-v.onet.pl

[ Set Properties | ok | cancel |

b

Add the URL address. By clicking the button Setgerties you can additionally set

some properties of the www address, you are satzExgmple you can see below:
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F .
Document Properties g

Basic | Folder | Keywords | User Felds

—Basic Properties

Document Name: anet.pI
Document Type: |03 URL address Rl
Description: Inews|
Author: !AEQN

—Current Service and Folder
Tertus Test Service

) \Documents

oK | Cancel |

Click OK. to accept or Cancel to stop the operatigrou decide to continue, you will
see URL added to list of documents. The exampéagd find below:
Tertus Document Viewer @M

Document Edit View Tools Send Help

ol & = 2] %/ e X R[5 G Wesen Europen
' Services ;J

B TDV Service 30112013

B Tertus Test Service

Type I Famat |-i:‘ages I Size | Description I MName | Party 1
D 99 Cther doc XLS Microsoft E.. O 14 KB 20131212185, Zesoytlxs
D 03 URL address  URL 0 1KB news Onet pl

< 1

Folders: 0, Files 2

65



Refresh

If you want to refresh TDV'’s view e.g. after anytian you should use Refresh
command from menu View. Other easy way to use fitiemis to use F5 button from
keyboard.

>
Tertus Document Viewer

Document  Edit [\.rw] Tools Send Help

o4l = 2 Refresh (F5) Europsan

Services Switch Code Page (F8) 3 ;J
O Document Ty

B TDV Service| 2073 Panes

Tertus Test 5

£ Documer Columns...

Up One Lovel
) Photos
) Privats Large icons
TEST 2
Small icons
List
v | Details

| Type | Format IF‘@ | Size | Description | Name | Party 1 | Party 2 B
D 59 Otherdoc  XLS Microscft E.. O 14 KB 2013.12.1218:5...  Zeszyt1xs

D 03 URL address  URL 0 1KE news Onet pl

< I 3
Folders: [; Files 2
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