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1. Introduction to the OpenKM Document
Management System

OpenKM is a tool for the administration of documents and records generated within a
company to improve access to the corporate environment and control the unnecessary
duplication of information.

OpenKM provides a solution for

Control the growing volume of information to be handled.

End the diversification of information storage sources.

Prevent duplication of information.

Obtain valid information through document version control.

Reduce the time and resources used in locating information.

Avoid the leak of knowledge or the illicit access of users, thus complying with the
obligations established in the LOPD (Data Protection Law) and the RGPD of the EU.
e Restrict access to information by unauthorized users.

Valuable and relevant information can be found in less time through the OpenKM System to
solve problems and make decisions. OpenKM helps improve corporate processes,
integrating everyday tasks (and interrelated tasks) in a single tool and allowing the
organization's different departments controlled and supervised access to information.

This course shows all the functionalities useful for an end-user of OpenKM used as a
document management system. The provision of available functionalities is linked to the
profile assigned to each user. Profiles are managed from the administration panel.

1.2. System access and user interface

Access to the System is done through the web browser using the URL that corresponds to
your OpenKM installation. In this access screen, you must enter the username (login) and
the password that the teacher has provided. You can also select the language you want.

¥y openkm

2 User
a Password

Language English v

Fig.1
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When accessing the interface, we can find different sections and options within the System
that we will explain in more detail below.

1.2. Work areas

DASHBOARD | BROWSER | SEARCH TASKS EMAIL METADATA

Templates

Fig. 2

The OpenKM document management system is organized into several work areas: Board,
Explorer, Search Engine, Task Manager, Mail, and Metadata. At the points, we have access
to more options: Email accounts, Reports, Templates, and other extra features that may be
part of the document management system configuration.

Concerning the Templates, namely that in OpenKM new documents, folder structures, and
records can be created based on models saved in said section. In this way, users can create
new content, respecting the controlled creation of new nodes, to which more attributes can
be added, such as keywords, categories, or group properties, linked to the templates.

The administrator can make the area most used by the user appear by default. We will start

by analyzing the Explorer area, the work area in which users tend to carry out most of the
tasks related to document management.

1.2.1 Dashboard

The Dashboard area shows a synthesized view of everything that happens in OpenKM. The
user will see the indicators of their activity at the individual and group level linked to their
user profile in OpenKM.
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Q> | DASHBOARD| BROWSER SEARCH TASKS EMAL METADATA £ R oisTRATOR -
Locked documents N Last modified documents N Workflow - Pending tasks v
c
¥ Locked records A v Last created documents N v Workflow - Pending pooled tasks >
* Locked folders N v Last created folders Y Assigned tasks &
Locked electronic mails N Last created records B <7
Edited documents NV Last created documents notes NV
Last downloaded documents N v Last created folders notes AV
Subscribed documents By &2 Last created records notes N v
Subscribed folders 8y <2 Last created mals notes N

Subscribed records

N v
Electronic mails A v
Attachments A v

Below, we outline the most common activity indicators

Locked documents ~ %

Displays the list of blocked documents. In this status, documents cannot be edited in any
way.

Locked records A Vv

Displays the list of blocked electronic records. In this state, records cannot be edited in any
way.

Locked folders N Vv

Displays the list of locked folders. In state, folders cannot be edited in any way.

Locked electronic mails N Vv

Displays the list of blocked emails. In status, e-mails cannot be edited in any way.
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Edited documents A Vv

Displays the list of documents in the edit state. In this status, the documents are locked for
the rest of the users who do not participate in the editing of the file.

Last downloaded documents N Vv

This indicator informs about the latest files downloaded from OpenKM

Subscribed documents N Vv

Displays the list of documents on which the user has used the subscription functionality.

Subscribed folders N Vv

Displays the list of documents on which the user uses the subscription functionality.

Subscribed records N Vv

Displays the list of electronic records on which the user uses the subscription functionality.

Electronic mails A VvV

Display the latest emails in OpenKM

Attachments N Vv

Displays the list of files attached to emails in OpenKM.

Last modified documents N Vv

Shows the list of the latest documents published in OpenKM
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Last created documents N Vv

Displays the list of the latest documents created in the system

Last created folders N Vv

Displays the list of the latest folders created in OpenKM

Last created records A Vv

Displays the list of the latest electronic records created in the system

Last created documents notes NV

Displays the list of the latest annotations added to documents

Last created mails notes N Vv

Displays the list of the latest annotations added to folders

Last created records notes N Vv

Displays the list of the latest annotations added to electronic records

Last created mails notes N Vv

Displays the list of the latest annotations added to emails
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¢y openkm

Workflow - Pending tasks v

Displays the list of workflows assigned to the user in pending status

Workflow - Pending pooled tasks v

Displays the list of workflows in pending status that have not been assigned to a specific
user

Assigned tasks v

Displays the list of tasks registered in the OpenKM Task Manager assigned to the user
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1.2.2 Browser Area

When accessing the System, the explorer area is displayed with different well-defined
sections: Work Areas, Information Sections, Toolbars, Document Browser, and Properties

Panel, in addition to the information of the user who is connected at that moment.

¢ WORK AREAS QUICK SEARCH IS

EEE < d CAoi R SeAT & woaens @ owl & sl | SECTIONS OF INFORMATION
Back, forward buttons and path indicator in repository

<4——  Toolbars

Fig. 3

Video tutorial: https://academy.openkm.com/mod/resource/view.php?id=440
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1.2.2.1 Contextual Menu

Clicking with the right mouse button on content in the taxonomy, we will see the drop-down
menus with their different options. If a menu option is grayed out, this option is not available.

/" Edit

& Lock

¥ Download document
|Z Download as PDF

i) save document as PDF ) Lock

£ Exportto ZIP 2 Export to ZIP
A Rename A Rename
0O
[ Gopy 10 copy
= Move
= Move

M Add bookmark
M Add bookmark

¥ Delete
B Purce ¥ Delete
e T Purge Notification * @ Add subscription
Notification v Cryptography * > Sendlink
Cryptography v Notification v More * > Send document attachment
More N More b &) Generate download link
More ¥ [*] OCR data capture
& Sign document
€ Stamp
Notification ' © PDFE-Tools
Cryptography * O+ Encrypt document © start workflow
More 4 I Web page import
Fig. 4: context menus
N —
#/ - Edit a document & - Purge
5 Block o. Add subscription service
¥ .
— — Download a document = - Send link
@a Download a document as a pdf = Send attached document
B—) Save a document as a pdf o—) Generate download link
N - Export contents in ZIP format O-r_) Encrypt document
- Rename
0 E—» data capture (OCR)
SN Copy u
» - sign a document
- Move
n 3 - stamp a document
- Add a bookmark P
i — Delete " - PDF Toolkit
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11



¢y openkm

°—> Start workflow _ AN Import web page

1.2.3 Toolbars

The Toolbar is made up of buttons with the main functions that the user will use most
frequently. Like the menu bar, buttons are occasionally grayed out, meaning they are
unavailable.

| @/eja]O](»](n]o]| W] :

Fig. 5: Toolbars

Detail of the functions according to their icons:

e # LEdit a document e A Rename
) ﬁ -Block ° o, Copy
. ¥ —-Download a document ° », Move
° @—>Download document in o« M Add bookmark
PDF format O
° - Start workflow

. —
—Export in ZIP format e U SDelete

Points give access to more features, which are available from context menus.

—>Add document
—>Create folder

—>Add record
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—>Create from template
—>Compose email

—>Upload encrypted document

maGo home
—>Refresh
—>Quick search

E—)Empty Trash

1.2.4 Meaning of each work area

Workspaces allow you to switch between searching and listing folders and documents.

DASHBOARD BROWSER SEARCH TASKS EMAIL METADATA | ADMINISTRATION

Fig.5
There are four tabs to allow the four working modes:

e Board: Mode to access the workflow, the view of user documents, the general view
of documents, and the news push service, among other features.

e Explorer: Mode to complete the main tasks with folders, records, and their

documents (create, add, move, download, etc.).

Search: Mode to search for documents.

Tasks: task manager to manage events.

Email: file mode and email management

Metadata: way to work with the group properties of the contents housed in the

document manager.

e Administration: Administration Utilities; only available for users with "okmAdmin"
privileges.

1.2.5 Route

The path permanently indicates your location within the folder tree.

" okmroot / EDX / admin / Docs from

Fig 6
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1.2.6 Taxonomy (folder tree)

First, there is the Folder Tree or also called Taxonomy. This shows a view of the repository
layout grouped by folders. There are several types of folders symbolized by the following
icons:

° - Folder. It may contain subfolders.

° ., The folder is read-only. May contain subfolders.
. O You are subscribed to the folder.

° - - You are subscribed to the folder is read-only.

1.2.7 Document’s Browser

The document browser allows you to view the list of documents and folders available in a
specific tree node (Taxonomy).

@ pocument @ Foler @ Record @ Emai

Show 15 v | records Press enter to filter

Name + size Author Date

AutoCAD Administrator 2018-08-27 12:59:32

Automation Administrator 2015-02-13 10:59:52

Digital Signature Administrator 2020-08-20 13:41:29

Documents ta compare Administrator 2016-02-03 09:31:58

EDX Administrator 2021-03-02 18:16:33

Expiration Administrator 2021-09-17 11:06:10

Mails Administrator 2015-12-06 17:41:30

OMR Administrator 2015-12-01 16:3474

Record Administrator 20151201 16:4312

Relations Administrator 2015-12-01 16:57:31

Workflow Administrator 2020-05-05 09:25:08

Zone OCR Administrator 2015-02-13 121839

doc-signer Administrator 2020-03-27 13:59:54

metadata-in-browser Administrator 2021-04-20 17:27:50 v
Showing 1 to 15 of 19 records B v s

Fig.7

We can decide the number of results we display per page

Show | 15 W orecords

Fig.8

The Filter Button shows the Document, Folder, Record, Email buttons, which allows us to
discriminate by type of content in the taxonomy.
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@0 Document @D rolder @D Record @0 Email
Fig.9

The History Button FEiaSEiiT shows the routes we have navigated during the session.
We can also decide how we preview the contents of the taxonomy.

F
|III By default

Il Consulting metadata sample

Fig.10
If we do nothing, the contents appear as a list (by default). However, we can also see them

and the possible metadata assigned to them (Consulting metadata sample).

Name 4 Size Author Date

J~ company-profile-sample.pdf 776.1 KB Administrator 2021-04-2017:28:45 I company | I pdf I

Fig.11

There is also the option to see the thumbnails of the content hosted in the path of the
repository that we are consulting.

(~)(8) (2] (=)(a] (=] (] (=] (] (8] ®
@ Document @ Folder Record @ Email
arm | e
Press enter to fiter

Show | 15 v records

- company-profile-sample.pdf J-| emai-newsletter.pdf

E-Mail Newsletter

Administrator 776.1 KB Administrator 37.6 KB

[@] gree_presentation.ppt (5] invoice-template.xls

OpenKM
y ¥

Showing 10 6 of 6 records n

Fig.12

1.2.7 Properties panel

On the right, the properties of documents, folders, emails, and records are detailed with the
general properties and specific properties related to the documents defined by the user
(document parameterization).

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com
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Motes Security Metadata History Preview

References

Fig.13

Options available for folders, records, and emails:

Properties tab

Grades

Security tab

Relationships tab

Activity log

Workflow

Property group tab (metadata)

Options available for documents:

Properties tab

Grades

Security tab

History (version control)
Preview tab

Relationships tab

activity log

workflow

Extracted Text tab

Property group tab (metadata)

¢y openkm

Relations Workflow Signatures

1.3. Basic and specific operations with documents and folders

This section will show different operations through specific video tutorials for each task or
management.

1.3.1 Explorer and management of folders and documents

Icon for Operation:

Available in

Vertical Toolbar of the Explorer Area.

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com
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Create folder

Path
fokmiroot/metadata-in-browser

Name

Step into created node

@ ) Off
—
Fig14

Tutorial video: https://youtu.be/t4AFr2LbvWM
(Press the shift key when clicking this link to generate a new window)
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1.3.2 File upload

Available in

Vertical Toolbar of the explorer area

(] DASHBOARD |BROWSER | SEARCH TASKS EMAIL METADATA : R oisTRATOR -
" «§ TAxoNomy  PeRYE Y am \

L]
€ Back v > Forward v okm:root
[»](m](n] : ® ) Increment major version @D Auto update
@ Document @ Folder Record @ Email | corevcsen® __§ __ awewewsuses ) s ]
LRSI o hisrony

Show = 15 v records Press enter to filter
Name 4 Size Author Date =
AutoCAD Administrator 2018-08-27 12:59:32
Automation Administrator 2015-02-13 10:59:52 > E
Digital Signature Administrator 2020-08-20 13:41:29 < i
Documents to compare Administrator 2016-02-03 09:31:58 :
EDX Administrator 2021-03-02 18:16:33
Expiration Administrator 2021-09-17 11:05:10
ais P — 2015120617410 Drag files here
OMR Administrator 2015-12-01 16:34:14
Record Administrator 2015-12-01 16:43:12
Relations Administrator 2015-12-01 16:57:31
Workflow Administrator 2020-05-05 09:25:08
Zone OCR Administrator 20150213 121839
doc-signer Administrator 20200327 135954
metadata-in-browser Administrator 2021-04-20 17:27:50 L

Showing 1 to 15 of 18 records [ ETe

e et P B o e e T

Fig15

By clicking on the "Add document" button, the System automatically enables the area where
the user can drag the contents of their computer's desktop into OpenKM. They can be files,
but they can also be folders. In the upper part of the drag zone, we can use the buttons
"Insertion of documents" "Insertion of folders"; these buttons give the option of selecting the
contents to upload to the document manager.

Q Increment major version @D Auto update
ADD NEW DOCUMENTS [ ADD NEW FOLDERS CLEAN X CLOSE %

Name Path Size Speed Progress

J-| facturel.pdf / okmroot/ FOLDER 127.5KB 127.8KB/seg [ |

| Facture?.pdf / okmroot/ FOLDER 95KB 9.7KB/seg [ |

)~ Facture3.pdf / okmroot/ FOLDER 255KB 257KB/seg [ |

Fig16

We can see what content we have uploaded, the name, the path they are hosted, the size,
speed, and % of progress. When we have finished the incorporation of new content, we can
click on the "Close" button.
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The "Increase major version" button gives us the possibility, as its name indicates, to
increase the versioning of the incorporated file. It offers the opportunity of working with the
documentation in different versions: 1.0, 1.1, but also 2.0, 2.1, etc.

Tutorial video: grabado youtube o academy?

(Press the shift key when clicking this link to generate a new window)

1.3.3 Editing and downloading files
Operation icon:

Available in ¢

e Horizontal Toolbar of the Explorer area

1.3.3.1 OpenKM Live Edit

To edit a document in OpenKM, select the file and click on the Edit feature available in the
horizontal toolba

B | allt|@|allz]o] +[n] o 8]l : =) Fropelies  Moles  Metadele  History  Freview  Relalions  Wordlow  Signatures  References
CHaIGRT
............
= 2R T - :
Name B5TWard J0CUMENT A0y
. itulo princip
Hame size Authar Medified . AT 5 2509 1 e o dut documents
‘i ~| Wormatrea_de_mairic Administreior w401 609 " 2
ersion
> J5| Ooenkid Brochure - Espanl - £ adminismstor 202401 10 Troa R —
olficedecurent sodpocessingrl decament [}
a = | TEST FORM paf .7 MY AdminizrEtor 20240116 011148 >
5 Stze OB 3 KE
= ] b=) Test word cocument doc Bl82KE Administrator 20240116 01 L2 56 4
] e T A g Autth !
anming 1 — p—
o Created 202 v it Lyl
c
Q Greated from Plantilla Docamentas Word OKM2024,docx semplate
B Modified 202407115 01 0254 by Admiistratcy
Status.
Parent frakar: ot FOLDER:
Title
Description
Subscribed ®

Subscribad usars

Keywords OpenkM % Design 2024 *

Catagorias Categary exampla %

bt dema )02 apenkmclanst ooy ek brerer

penKM includes the OKM Live Edit, which opens the file in edit format with the
corresponding application (in the MS Word example). With OpenKM Live Edit the document
is protected against overwriting (that's why it's locked)
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A HOME Iq; OKMLiveEdit — O x pPcuments E-MAIL @ TRASH
& Back v [Fie Status
 fokmoot/FOLDERTest word document docx. )
‘7‘ ‘;‘ @ & Properties ~ Notes  Metadata  History  Preview  Relations  Workflow  Signatures  References
—— ChatGPT
Show |15 v Press enterto filter
© Name Test word document.docx
Titulo principal
Modified o
o uuip 20d24410-45ae-4092-b157-2083707celof
trator 2024-01-16 00:06:09 5
Version 11
() JE) OpenkM Brochure - Espafiol - 1.5MB Administrator 2024-01-16 00:06:10 Type application/vnd.openxmiformats-
Espafia.pdf document
> Q
[ ] () J=| TESTFORMpdf 147 M8 Administrator 2024-01-1601:11:46 size s083 ke
3 o 4
| L] Author Administrator
#scpenion
Showing 110 4 of 4 records - Created 2024-01-16 01:02:55 by Administrator

Created from Plantilla Documentos Word OKM2024.docx template

s jencia  Revisar  Vista yuda  Openl Q
' Modified 2024-01-16 01:02:56 by Administrator
nasocee | aseocec AaBl (2] N
Normal | 1Sinespa..  TTitulo 1 a Edicion | Complementos Status [Edited on 2024-01-16 01:23:10 by Administrator
Title
T’t I . . I Description
itulo principa p..
del documento subered vers

The user can save the changes they make as they work on the file. Such changes will be
detected by the system.

#p OKMLiveEdit - m| X

File Status

Sokm oot FOLDER/Test word document docx

When the user wants to save the new version of the document, he must close the file and
click on the green OKMLiveEdit sales button. If you click on the Refresh button

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com

20



¢ openkm

nowledgeManagement

DASHBOARD | BROWSER SEARCH TASKS EMAIL METADATA i

A HOME & CATEGORES | [ TEMPLATES | & MY DOCUMENTS E-MAIL i TRAS

€& Back ~ > Forward ~ ‘N / okmroot / FOLDER
z)[2)|a]| 2] (@] (a][2}{C][=](m][0]| u][e] : @
FILTER PREVIEW
Show | 15w | records Press enter to filter
Name “+ Size Author Modified

| Mormativa_de_matricula_master_julio_2.. 312.0KB Administrator 2024-01-16 00:06:09

J~| OpenKM Brochure - Espafiol - Espafia pdf 1.5 MB Administrator 2024-01-16 00:06:10
L ] J-| TEST FORM.pdf 14.7 MB Administrator 2024-01-16 01:11:46 »
L] E’l_] Test word document.docx 101.6 KB Administrator 2024-01-16 01:28:52 <
Showing 1 to 4 of 4 records n

C Refresh

You will see the new version of the document saved. And the document's status will return to
its Active status.
To learn more about OpenKM Live Edit, go to the documentation

1.3.3.2 Microsoft Addin

Open the document with MS Word. Among the menus on the toolbar, you'll find the OpenKM
MsAddin for Word.

(2 Edit

Openkht

Titulo principal
del documento
Subtitulo principal
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In Configuration we can check if the connection with OpenKM is correct

R ¥ S S S U T E— T Y VS W ¥ S ST ST W S S PO e S

fi Configuration X
Language English V
ser manager
Password = -
Host Successful < tom/openkm/
Add me

o Connection established
Find by

(oo i | [T

Test connection...

If you want to edit a document, click on the Edit button

L Configuration |%Importimage
|} Upload & Help ~
| Edit 5

Openki

Automatically, a pop-up window will open in which we can select the context and within it,
the file we want to edit.
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G Search — O e

[Taxonomy v Search folder Search document Edit Bt

E+£= okmiroot Name Author Version Date

:g m:m&:ﬂin f® J=| | OpenkM Brochur... manager 11 16/01/2024 22:4...
% Categories » =
4= Documents to compare
= EDX

- Edit

{7 Expiration

El-= FOLDER

- Mails

(= OMR

= Record

= Relations

-{= Reports

=% Repository Reports
L= Slgnature

= Stamp

= Workflow

{2 Zone OCR

--{z=- metadatain-browser
% time-control

This editing option allows you to access other OpenKM features such as keywords,
categories, notes, and even metadata.

P Buscar ~

| s [Motsert [z ] & W pa- | 2

.
2 Reemplozr

aasbcee assbccc AaBl AaBb( AaBbC aaebce aasbeed |FAG | A3 L aosbcene aasbcenc Aasncm(}f
Thomal TSmeps. Titol TTio2 TTtuo3 TTod TThuoS | TTtuo | TSubthulo Eofessl s Enfaiint.. <

Peart o Copnrtormato | X S - @ x x[A-2-A-|=H & E & oo | Comptementos
€ OpenkM «
Properties Notes Relations
= I —
Name Plantilla Documentos \Word OKM2024.docx
Title é
Folder Jokm:rootFOLDER
Size 2083KB V4 [ ] L]
- Titulo principal
Language Inglés
Created 1610172024 17:02:39 by Manager
Modified 16/01/2024 17:09:36 by Manager

el s del documento

Subscribed  No.
Historysize  16M8

= — Subtitulo principal
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Title 4
1 Titulo principal
Created 16/01/2024 17:02:39 by Manager

Modified  1601/2024 17:09:36 by Manager

S s del documento

Subscribed  No.

Historysize  16ME

- —- Subtitulo principal

Subscriptors

Otherwise, we will click on the cancel button.
This option also protects edit jobs from overwriting. But there is an option that allows
simultaneous editing.

For more information on OpenKM MS Addins, go to the documentation

1.3.3.4 Online Editor

With OpenKM's Online Editor, several users can edit a file synchronically, while viewing the
changes made by the collaborator.

To do this, you need to open the document in edit mode.
Automatically, the file will open within the editor, hosted on OpenKM.

QP OASHEOMD ROWSER SEARCH TASKS EMAL METADATA 1 .
m Increment major version ) Plantilla Documentos Word OKM2024.docx : =
I’ = H © @ File Home Insert Layout References  Review  Format  Help Plantilla Documentos Word OKM2024.docx |
& Cut  f  Monterrat v o AN EETEE O % oeauitsyie Text sody Tifl@ <\t Headin ['—J!nsertTabli...' 2
paste cooy AT USX, X227 A == Q- Default Style ~ Text Body Title subtitle Headingt | [aal *#=t Q) L Find & Replace..
X 12 s [ B R R R IR R D G N .
Title v} A A
L o . ~ Character &
Titulo principal e
del documento IU-5 A A A
‘ : - A AV . X2 X,
Subtitulo principal A A & XX
~ Paragraph =
E <
R L —
Spacing: Indent:
= e
L |o.85cm = ‘onoem
I5
Page1of4 333 words, 2,141 characters | Insert  Standard selection ¥ B @ - 1% v +

To allow another user to edit at the same time. The user responsible for editing clicks on the
"share edition" button. This button generates a link that gives direct access to the document,
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which will open in edit mode. From that moment on, both users will see the other connected
and see the changes inserted by the other.

Q) DASHBOARD BROWSER SEARCH TASKS EMAIL METADATA }

) Plantilla Documentos Word OKM2024.docx
I’ = Ho File Home Insert Layout References Review Format Help  Plantilla Documentos Word OKM2024.docx |
2 Xt f Momsermmni.v 2 v N A SETZZ (L[ ocnusyle  Tensody Title B insert Table... ¥ je)
paste Bycopy A BEBU 5 X, X2 #- A~ B- = 9 Default Style Text Body Title JEE QD Fmd&Rep[a
\‘\I\‘I7I 1 41 5 8 9 12 0 131 \16\L17\1\
Subtitle v| Ao A
Character 5
OpenKM e -
Because information matters B[I|U-5 A A A
A-s. A AV . X2 X,
Paragraph
E *
== S -
Spacing: Indent
0.00 cm = 0.00 cm
Page10f4 3words, 27 characters  Insert  Standard selection v g 2users - B @ - 100%~v +

The user responsible for editing is in charge of saving or not saving the new version of the
document.

For more information about the Online Editor, go to the documentation

Tutorial video: https://youtu.be/psSP3qeKh94 ?feature=shared
(Press the shift key when clicking this link to generate a new window)

1.3.4 Assigning keywords, categories, and metadata to a document

In the Properties Panel of the Document Properties tab, you can add and modify keywords.
To optimize the indexing and future search of information in the document management
system, it is necessary to add keywords that describe and identify the stored file.

Although metadata is superior to keywords in the DMS parameterization by metadata (group
properties), more straightforward installations, tend not to use metadata, and keywords in
these environments are a good substitute.

The insertion of categories also helps to improve navigation through the repository, using the
assignment of this attribute to the contents. (We can add keywords, categories, and
metadata also to folders, records, and emails).

Adding or removing keywords or categories does not change the version of the document.
And these attributes can be added voluntarily by users or be part of automatisms.

Automatism is an Open KM functionality that allows implementation within the document

management system, a business process defined by the succession of actions carried out
on a content (insertion of keywords, assignment of categories, metadata groups, etc.). In this

25



¢y openkm

way, the system guides the user in fulfilling these conditions, which the archive must comply
with to guarantee correct document management within the entity.

1.3.4.1 How to assign keywords

To assign keywords to a document, in the properties tab of the document properties panel,
you will find the option

Keywords

Clicking on the + button opens a pop-up window where we can insert the keyword, clicking
on the "Add" button

Add keyword

Keyword

OpenkM

You can add as many keywords as you want. If you want to delete a keyword, click on the
red cross

1.3.4.2 How to assign categories

To assign categories to a document, in the properties tab of the document properties panel,
you will find the option

Categories

Clicking on the + button opens a pop-up window where you can select the category you
want to add
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Add category
Search Navigation
marketing n
Path
/okm:categories/Department/Marketing @]
Showing 1to 1 of 1 records

CANCEL

If we know what the category is called, we can use the search engine. We can also use the
browser:

Add category

Search Navigation

O

/ okm:categories / Department

Path

Board

Human resources

IT

Management

Marketing

Oty © 0|00

Secretary

Showing 1 to & of 6 records

H

DD CANCEL

To see how to create categories (see Categories section)

Categories Marketing X

Categories section

The categories section allows us to conceptually navigate the repository. For example: the
taxonomy can be sorted in alphabetical order, but in successive folders and subfolders you
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can store files that share certain characteristics: departmental mapping, document type,
geographical mapping

To create a new category we select the

#A HOME & TAXONOMY B

& Back v+ > Forward ~ ‘T |/ okmcategories

*ew

Create folder |E| RO |i|

FILTER
In the pop-up window, enter the name of the new category

Create folder

Path
/okm:categories

Name
Category example

Step into created node

Off

CREATE CANCEL

By clicking on the "Create" button we see how the new category is added to the list of
available categories
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A HOME n-é TAXONOMY A CATEGORIES I—n TEMPLATES - MY DOCUMENTS E-MAIL B TRASH

& Back v > Forward v I |/ okmcategories
sllal[+] (@] [al[a][o][=](n] o][u] : ®
- Furen
Show 15 v | records Press enter to filter
Name # Size Author Modified
B Category example Administrator 2024-01-16 00:29:38
B Department Administrator 2015-02-1310:15:45
B Document type Administrator 2015-02-1310:09:00
B Region Administrator 2015-02-1310:07:23
Showing 1 to 4 of 4 records n

Templates section

In OpenKM you can save preset layouts of documents, folder structures, emails, and
electronic records

To create a new template, for example, a document template, in the templates section, click
on the "add document" option

EMAIL

BROWSER METADATA

SEARCH TASKS

MY | gy CATEGORIES MJUENEE=IM 2 Y DOCUMENTS E-MAIL # TRASH

4‘ / okmiermmplates / docurmnents

DASHBOARD

A HOME & TAX
& Back ~ > Forward

(+](m}[{o0](u][e] : ]
FILTER PREVIEW
Show 15 v | records Press enter to filter
Name “ Size Author Modified
[ Plan de Proyecto.doc 516.0KB Administrator 2021-02-1210:28:30
J~| WF Procedures.pdf 1.5MB Administrator 2023-02-28 17:55:32
[ "] @ | empty_content.html 0 Bytes Administrator 2019-04-06 12:45:47
@ | text-template.html 387 Bytes Administrator 2023-03-20 10:52:06
L ] J~| tpl_2.pdf 21.4 KB Administrator 2019-04-06 12:49:32
E‘P wf-template.odt 697.9KB Administrator 2020-05-0509:23:15
Showing 1 to 6 of 6 records n
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The drag & drop option will appear, but you'll also have the option to select the document
from your computer's document browser.

N R ——— ..

B08I0I0BAR000EE ® e Increment major version @D Auto update
G vy 400 NEW DOCUNENTS B 40D NEW FOLDERS B cuo ctose
Show 15 v records Press enter to filter
Name Path size Speed Progress
Name 4 size Author Modified
@) Plantilla Documentos Word OKM2024.docx / okm:templates/ documents 8083KB 5324 K8 /seq (NEEN &
B [# Plan de Proyecto.doc 5160K8 Administrator 2021-02-12 1028:30
) Plantilla Documentos Word 8083K8 Administrator 2024-0116 0036:01
> OKM2024.docx
| 3
a J51 WF Procedures.pdf 1.5M8 Administrator 2023-02:2817:56:32
= . B
ﬂ’ | ] @) empty_contenthtm| 0Bytes Administrator 2019-04-06 12:45:47
c @) texttemplate.ntm! 387 Bytes Administrator 2023-03-20 1055206
Q ] ) tpl2pdf 21.4K8 Administrator 2019-04-06 12:49:32
B & whtemplate.odt 697.9K8 Administrator 2020-05-05 092315
Showing 1107 of 7 records n

Templates can feature more attributes such as keywords, notes, categories, or metadata. A
metadata is a piece of data that provides information about another piece of data. In general,
metadata is presented in the form of metadata groups (also called Group Properties) that
bring together different metadata formats (such as select, insert, calendar, etc.) depending
on the design of the metadata group.

@ Plan de Proyecto.doc 516.0KB Administrator 2021-02-12 10:28:30 .
Version 10
i#] Plantilla Documentos Word 808.3KB Administrator 2024-01-16 00:36:01 T
ype application/vnd.openxmliformats-
0KM2024.docx :
> officedocument.wordprocessingml.document
J~| WF Procedures.pdf 1.5MB Administrator 2023-02-28 17:55:32 Size 8083 KB
B @ | empty_content.html| 0 Bytes Administrator 2019-04-06 12:45:47 ~ Author Administrator
@ | text-template. html 387 Bytes Administrator 2023-03-20 10:52:06 Created 2024-01-16 00:36:01 by Administrator
B K| tpl_2.pdf 21.4KB Administrator 2019-04-06 12:49:32 Modified 2024-01-16 00:36:01 by Administrater
& witemplate.odt 697.9 KB Administrator 2020-05-05 09:23:15 Status Active
Showing 1107 of 7 records n Parent fokm:templates/documents
Title
Description
Subscribed x

Subscribed users

Keywords OpenkM X Design_2024 X

Categories Category example X

The process for creating folder, email, and electronic record structures is similar
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DASHBOARD | BROWSER SEARCH TASKS EMAIL METADATA &

#A HOME n-e TAXOMNOWMY it CATEGORIES r‘ TEMPLATES

& Back + = Forward ~ ‘P / okmitemplates / folders

SICHEEHRILICILE

Create folder

Create folder

Path
/okm:templates/folders

MName

Folder Template example

Step into created node

Off
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A HOME «§ TAXONOMY Y s | = E e
& Back v > Forward v A
7 E‘ il (@ @‘ E‘ @‘ E| E‘ E‘ E‘ : = Properties ~ Notes  Security ~ Metadata  History  Relations  Workflow
FILTER D HISTORY. Name Business case
Show | 15 v records Press enter to filter
uuip be390f3e-0d19-4919-9be5-ac3507b22f7c
Name # Size Author Modified
Version 10
[ Business case Administrator 2019-04-24 19:00:47
Parent Jokm:templates/folders
Dacs from Administrator 2021-03-09 12:15:30
Author Administrator
Docs to Administrator 2021-03-09 12:15:40 >
Created 2019-04-24 19:00:47 by Administrator
Employee Administrator 2019-04-06 125552 < Descriti
escription
Folder Template example Administrator 20240116 00:45:43 St 5
ubscribe
Project Administrator 2019-04-06 12:54:01 Subscribed users
Showing 110 6 of 6 records - po—
Categories
Related tasks
URL https://demo30: 1 d19-4919-9be5-

ac3507b22f7¢

O Get content information

To create new content based on templates, click on the "create from template" option

EMAIL METADATA

®

FILTER 4D HISTORY

Show 15 v | records Press enter to filter

Name # Size Author Modified
Administrator 2019-04-24 19:00:47
Create from template

Docs from Administrator = 2021-03-0912:15:30
Docsto Administrator 2021-03-09 12:15:40
Employee Administrator 2019-04-06 12:55:52
Folder Template example Administrator 2024-01-16 00:45:43
Project Administrator 2019-04-06 12:54:01

Showing 1 to 6 of 6 records n

A new workspace dedicated to the Templates menu opens
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Templates

o

Taxonomy v () Folder () Record

Search Navigation

O

/ okm:root

Path
AutcCAD
Automnation
Categories
Documents to compare
EDX
Edit
Expiration
| FOLDER

Mails

O C/® o0 6 O C 0O 0 O

OMR

Showing 1 1o 10 of 20 records

&)
z
o
-8
-
o
2

ACCEPT CANCEL

in which we can select the context in which we are going to create the new node (document,
folder, email, electronic record) and the path within the context.

You'll also have the option to rename the content

DASHBOARD BROWSI SEARC EMAIL METADATA | TEMPLATES @

Destination /okm:root/FOLDER # Edit

Name

X Test word document m

Copy related information

@ categories @D Notes @D Keywords

and create it with the categories, keywords, template notes.

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com

33



¢ openkm

nowledgeManagement

DASHBOARD BROWSER SEARCH TASKS EMAIL METADATA | TEMPLATES 3

Created (1) .
fg'l /okm:root/FOLDER/Test word document.docx
X Destination /okm:root/FOLDER # Edit
Type @D Document Folder Record
Press enter to filter
Name

[#] Plan de Proyecto.doc

Fg] Plantilla Documentos Word OKM2024 docx

DASHBOARD |BROWSER | SEARCH TASKS EMAIL METADATA

€& Back v > For +~ 4/ okmroot / FOLDER
(7)(=)(a)(x](@](a][=])(o][+|(n][e][u][] : & Properties  Notes  Security ~ Metadata  History  Preview
o STEeET e References ChatGPT
- Show 15 v records Press enter to filter
s Name Test word document.docx
Name # Size Author Modified
l_ uuiD 2bd24410-45ae-4092-b157-2c83707celcf
/~| Normativa_de_matricula_master_julio_2.. 312.0 KB Administrator 2024-01-16 00:06:09 ~
r‘ Version 1
s JZ| OpenKM Brochure - Espafiol - Espafia.pdf 1.5MB Administrator 2024-01-16 00:06:10 Type application/und openxmiformats-
- : officedocument wordprocessingml.document
8 = i) Test word document.docx 8083 KB Administrator 2024-01-16 01:02:56 >
Size 808.3 KB
= Showing 110 3 of 3 records
? |.
n1 Author Administrator
c Created 2024-01-16 01:02:55 by Administrator
Created from Plantilla Documentos Word OKM2024.(
a Modified 2024-01-16 01:02:56 by Administrator
Status Active
Parent /okmiroot/FOLDER
Title
Description
Subscribed X

Subscribed users

Keywords OpenkM X Design_2024 X

Category example X

Forms can be saved in templates. They are documents to which metadata is added, so that
when a user selects that file, during the process of creating the new file, based on that
template, the system will offer the fields for its completion

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com

34



¢ openkm

nowledgeManagement

Created (1) ~ tpl2.pdf

g a1y 1] der -+ e a8 n|>»

@) /okm:root/FOLDER/Test word document.docx

Destination /okm:root/FOLDER # Edit

Type @ Document Folder Record
n Sample template form

Press enter to filter

[#] Plan de Proyecto.doc Birth Date l:l

) Plantilla Documentos Word OKM2024 docx

N

L) WF Procedures. pdf
@) empty_content html
@) texttemplate ntml

/- tpl-2pdf

& whtemplate.odt

SEARCH TASKS EMAIL METADATA | TEMPLATES @

Created (1) A
l"g] /okmroot/FOLDER/Test word document.docx

Name TEST FORM.pdf

Destination /okm:root/FOLDER # Edit

Name John Doe 2
Birth Date [ 1968-01-30 X

Language Java

4
x
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DASHBOARD | BROWSER | SEARCH TASKS EMAIL METADATA %

# HOME RNl & coccoxes | R TMRLATES | 2 wYDOCUMENTS | @ AL § TRas

€ Back = > Forvarg =
(21>} (8) (2] (=] (a) (2] (0] (=] (n) (0} (8] (=] : B Popertes  Notes  Securty

777777777777 HE References ChatGPT
(&N} a ™Y 1 det — |4+ TBmafioautomitico v a N > + Add metadata group  # Edit W Delete
& Name John Doe
[

Birth Date 1968-01-30
> Sample template form |
> Language Java

e
- g
c
]

Tutorial video: https://youtu.be/EY2G4 Jgros
(Press the shift key when clicking this link to generate a new window)

1.3.5 How to lock, subscribe, restore or delete a document

Remove

Operation Icon:
Available in
e Horizontal Toolbar of the Explorer Area.

Select the node you want and click the "Delete" icon. The application will always ask for your
confirmation for this option.

Confirmation

Do you really want to delete this document “facturel.pdf™

DELETE CAMCEL

Fig25
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When the document or folder has been deleted, it can be recovered from the Trash.

RASH
Let's go to the trash section. L '
18] [<] &
FILTER PREVIEW
Show = 15 v | records Press enter to filter
Name 4 Size Author Date Input1  Input 2

ﬁﬂ Calencario - v- 19-2021 xlsx 236 KB Administrator 2022-02-0919:19:17

- facturel pdf 127.5KB  Administrator ~ 2022-02109 19:19:17
Showing 1 to 2 of 2 records

Fig26
There we can select the node that we want to recover and click on the button.

Resture

Do you really want to restore the node "facturel.pdf™?

RESTORE CAMCEL

Fig27

The System will ask us if we want to restore the previously deleted content. In the affirmative
case, it will host it in the route in which it was before being eliminated.

This icon ¥ means the permanent removal of the selected node.

Blocking

Operation Icon:

Available in
e Horizontal Toolbar of the Explorer area.
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If you want to protect the file so that no other user can change it, you can use the Lock
function. This means that as long as the file is unlocked, no user will be able to modify it. The
System will ask you if you want to block the content.

Confirmation

Do you really want to lock the node "OpenKM Partnership Agreement
2022.doc™

ACCEPT CAMCEL
Fig28
i )

When locked, a lock icon will appear next to the selected file's name . And
in the Properties tab, the information Status will appear: Blocked on (full date) by ( user)

(a2 @|{allal(o]|=| n|s]: =) Properties  Notes  Security ~ Metadata  History
P —— 7Fmg - PREVIEW Signatures References
Show 15 v | records Press enter to filter
Name OpenKM Partnership Agreement 2022.doc
Name 4 Size Author Date Input 1 Input 2
uuip 7dbbefct-6205-4ce1-9643-c7d7625e94e8
.| Facture2.pdf 9.5KB Administrator ~ 2022-02-09 19:19:17
Version 13
J<| Facture3.pdf 255KB  Administrator ~ 2022-02-09 19:19:17 .
> Type application/msword
@ OpenKM Partnership 560.0KB  Administrator ~ 2022-02-09 19:34:29 label1 label2 )
Size 580.0KB
Agreement 2022 doc <
| facturel pdf 127.5KB  Administrator  2022-02-0919-19-17 Author Administratar
Showing 1 10 4 of 4 records Created 2022-02-09 19:22:31 by Administrator
Modified 2022-02-09 19:34:29 by Administrator
Status|
Fig29
Subscribe

In OpenKM we can subscribe to any content. Subscription service means that we will
receive notifications each time that something happens to the subscribed node. We click on
the + button next to the indicator “subcribed”. Automatically, we will see a check in blue an
our name on the list of subscribed users.

If we go to the Dashboard, we will see how the indicator Subcribed documents has been
updated.

Tutorial video: https://youtu.be/-1QxGVDfRyI
(Press the shift key when clicking this link to generate a new window)
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1.3.6 Stamping a document

When we create a document, and we do not want it to be used illegally, we use the
watermark as a security method for this information.

Its main objective is to safeguard the information contained in a specific document against
unauthorized users accessing it.

Precisely, this technique consists of inserting a message (hidden or not) inside a digital
object, a group of bits containing information about the author or intellectual owner of the
processed digital object.

Among the most characteristic properties of this type of stamping are:

e The robustness, that is, blind resistance against those modifications produced by the
everyday operations to which the files will be exposed.
Resistance to tampering.
Imperceptibility: a watermark is invisible (transparent) if the degradation it causes in
the files where it has been inserted is very difficult to appreciate
The feasibility of the System in which the watermark is embedded.

e And the low probability of error.

Stamping in OpenKM

OpenKM, within its multiple functions as a document manager, allows the stamping of
documents through the watermark. Whose main task is none other than to protect the
information from possible unauthorized modifications.

Next, we will see how this stamping process is carried out in our document management

system:

First, we will select a document in PDF or convertible to this format in our view mode in the
"Taxonomy" of OpenKM, then click on the context menu and select the More/Print menu
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* [*] OCR data capture

& Sign document

¥ PDF-Tools
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I web page import
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&

Press enter to filter

Input 1 Input 2

labell label2

OpenKM will open a new window where we can preview the document to be stamped.
We can change the background colour to improve the contrast. We can assign several types
of prints in the "administration" section for each user. They must select one of the available

stamps and apply it.
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Stamps e SHOW DEBUG
Text
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FACTURE
Image
Image
Barcode
FlouzProd Sample
FACTO PROD i
ot

Fig.31

The System allows us to preview what the file would look like with the selected stamp.
e T B E L .

Stamps| | Text v SHOW DEBUG
FACTURE Name Text
Type Text
h FowrProd Description Approved document with document name and date
FACTO )D . Text Approved
Arsaurson Layer Over content
° > T e Opacity 07
) - Q’\Q Font size 24
/Qr],b Color #FFO000
‘ = q/Qq/q/ Align Center
66(5& Rotation 40
QQKOA L : ‘ ; ExprX PAGE_CENTER
v ExprY PAGE_MIDDLE

Fig.32

If we agree, we click on the "Print" button. The System automatically takes us back to the
Explorer area, where we will see the updated version of the file next to the document
thumbnail (also updated). After this process, a new PDF file will be generated (or a new
version of the PDF file, if the selected stamp file was in another format).
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Tutorial video: https://youtu.be/DamY4mTOPPY ?feature=shared

(Press the shift key when clicking this link to generate a new window)

1.3.8 Email import

Import user emails from any email account of this by IMAP. The import is done automatically
by OpenKM every 30 minutes, depending on the configuration of the network bandwidth and
other parameters; the refresh time could be more significant than this.

The import mechanisms create a folder structure based on year, month, and day to
automatically organize imported emails.

DASHBOARD BROWSER SEARCH TASKS EMAIL METADATA |MAILACCOUNTS| : [

‘ 7 ‘ ‘ ] Info Filters Messages
+ Import
o User Active
T * From Subject Received
©
: = , " googleweb-toolkit@googlegroups. com Abridged summary of google-web- 2017-01-23 140914
oo cpsrimagmel com toolkit@googlegroups com - 3 updates in 2 topics
demo.openkm@gmail com %
google-web-toolkit@googlegroups.com Abridged summary of google-web- 2017-01-24 1406:44
N x toolkit@googlegroups com - 4 updates in 3 topics
T . googleweb-toolkit@googlegroups com Abridged summary of google-web- 2017-01-251407:57
i & toolkit@googlegroups com - 10 updates in 6 topics
demo.openkm@gmail com x
google-web-toolkit@googlegroups.com Abridged summary of google-web- 2017-01-26 140808

toolkit@googlegroups.com - 8 updates in 4 topics

Fig.33

Users with administration privileges have access to all user emails.

4% DASHBOARD | BROWSER' SEARCH TASKS EMAIL METADATA & . o

A HOME +@ TAXONO & CATEGORIES [ TEMPLATES & MYDOCUMENTS B TRASH

& Back v - Forward v 1 okmimail
B ’ ‘E‘ (@ E‘ ‘Z‘ E‘ ‘7‘ i‘ ‘? : B Properties ~ Notes  Security ~ Metadsta  History  Relations  Workflow
FIUTER Name admin
Show | 15 v | records Press enter to filter
= fok uuip ea223f2a-c752-44ca-b195-912e5234c2ee
Name Size Author Date
. Version 1.0
B admin Admin 2016-04-06 17:14:28
Parent /okmmail
board board 2015-02-20 12:03:20
> » Author Admin
cm crm 2015-10-16 17:17:02
ﬁ < Created 2016-04-06 17:14:28 by Admin
o= crmy in crmAdmin 2015-10-16 17:17:20
Description
nl
director director 2016-07-27 17:55:37
& Subscribed X
edx EDX 202103-02 18:59:13
Subscribed users
q hr Human Resources 2022-02-01 17:01:18 G
g icenter icenter 2016-08-04 17:50:11

Fig.34

Videotutorial: https://academy.openkm.com/mod/resource/view.php?id=705
Copy attached documents

Using the context menu on the document and selecting the "Copy" option, a menu will
appear to choose the destination folder and copy the attached document.
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Download attached document

Using the context menu on the document and selecting the "Download" option will download
the attached document.

Tutorial video: https://youtu.be/A12j10nVpAg

(Press the shift key when clicking this link to generate a new window)

1.3.9 Management of notes, preview, relations, and extracted text.

At the bottom of the screen, the properties of the document or folder are detailed with
security, history, general properties, and specific aspects related to the documents defined
by the users (settings document).

1.3.9.1 Properties Panel

On the right, the properties of documents, folders, e-mails and records are detailed with the
general properties and specific properties related to documents defined by the user
(document parameterization).
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Properties Notes Security Metadata History Preview Relations

MName Plantilla Documentos Word OKM2024.docx
Titulo principal
del documento
uuID c6165145-a0a0-462b-b3ab-5aa0b72aaa00 5
Version 1.0
Type application/vnd.openxmiformats-
officedocument wordprocessingml. document Q
Size 808.3KB
Author Administrator
#y openkm
Created 2024-01-17 19:43:35 by Administrator
Modified 2024-01-17 19:43:35 by Administrator
Status Active
Parent /okm:root/FOLDER
Title
Description
Subscribed X

Subscribed users
Indexable v

Keywords
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Available options for folders, logs, and emails:

Properties Notes Metadata History Relations

Name FOLDER

uuID b650056d-224a-47a9-a32b-db14966c4b61
Version 1.0

Parent Jokmroot

Author Administrator

Created 2024-01-17 19:43:04 by Administrator
Modified 2024-01-17 19:43:04 by Administrator
Description

Subscribed X

Subscribed users
Keywords
Categories
Related tasks

URL https:.//demo302.openkmcloud.com/apenkm/kcenter/#/browser/uuid/b650056d-224a-47a9-a32b-
db14966c4bb1

@® Get content information

e Properties tab

e Notes

e Relationships tab

e Activity log

o Workflow

e Property group tab (metadata)
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Available options for documents:

Properties Notes Metadata History Preview Relations
Name OpenkKM Brochure - Espafiol - Espafia.pdf
uuiD d4af3a44-2711-4109-b623-e82fobd7d72a
Version 1.0
Type application/pdf
Size 1.5 MB
Author Administrator
Created 2024-01-17 19:43:34 by Administrator
Modified 2024-01-17 19:43:34 by Administrator
Status Active
Parent fokm:root/FOLDER
Title
Description
Subscribed X

Subscribed users

Indexable v

Keywords

e Properties Tab

e Notes

e History (version control)

e Preview tab

e Relationships tab

e Activity log

o Workflow

e Extracted Text tab

e Property Group Tab (Metadata)

Video tutorial:

e Explorer & Properties: https://academy.openkm.com/mod/resource/view.php?
id=213

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com

46



¢ openkm

nowledgeManagement

e History, Preview, and Relationships:
https://academy.openkm.com/mod/resource/view.php?id=215

The following describes each of the tabs in the properties panel of the contents saved in
OpenKM

Properties

Motes Metadata History Preview Relations
Name OpenkM Brochure - Espafiol - Espafia.pdf
uuip d4af3ad4-2711-4109-b623-eB82fabd7d72a
Version 1.0
Type application/pdf
Size 1.5 MB
Author Administrator
Created 2024-01-17 19:43:34 by Administrator
Meodified 2024-01-17 19:43:34 by Administrator
Status Active
Parent Jokmiroot/FOLDER
Title
Description
Subscribed X
Subscribed users
Indexable v
Keywords
Categories
Related tasks
URL https:/f/demo302 openkmcloud.com/openkmy/ koenter/# /browser/uuid/d4af3a44-2711-4109-b623-e82fobd7d 7 2a
Share preview @ Generate link

The Properties tab displays essential data such as:
- The name of the content
- The Universal Unique Identifier
- The version of the file
- The type of content
- Size
- The author of the content
- The date the content was created
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- the date of the last modification and the author

- The status of the file

- the path the document s in
We could also use other options such as:
-Add a title
- Add a description
-Subscribe to content: The subscription functionality is used to receive automatic
notifications whenever there is a change to the node in question. You'll also see a summary
of users who are subscribed to the content. These notifications can be received immediately
or grouped together once a day.
We can also add:

- Keywords

- Categories

- see if the content is linked to any tasks registered in the OpenKM task manager.

- we will have the option to copy the URL of the file to be able to share the content
easily with our collaborators
You can also use the option to generate a link to share the preview of the content

Notes

Properties Metadata History Praview Relations

+ Add note  Show history % pownload T Ascending order
Author: Administrator 2024-01-17 20:22:18

POSTT

In the Notes section we can add information equivalent to the classic post-it notes in
electronic format. We can edit the annotations inserted by us, but we will never be able to
find the annotations inserted by other users. At the same time, you can also see the list of
editions in the history

Metadata
Properties Notes History Praview Relations
+ Add metadata group  # Edit W Delete (I

Consulting Doc Type

Input label 1 label 1
Input label 2 |abel2

The metadata tab allows you to add group properties to your contents. Group properties
version content. We can add several metadata groups and also edit the values of the
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metadata fields. The display of metadata groups is subject to security policy, therefore,
there may be differences between the metadata groups visible to each user.

History
Properties Motes Metadata Preview Relations

B Compact = View differences

Version Author Created

Size Restore  Action
13 Administrator 2024-01-17 20:25:51 1.5MB = E
= show
2 Administrator 2024-01-17 20:25:41 1.5MB
! - * Download
Administrator 2024-01-17 20:25:37 15MB © Add comment
B Delete
1.0 Administrator 2024-01-17 19:43:34 1.5MB € Restore B

The history tab shows the full lifecycle of the document. On the History tab we see the
versions, the authors of each version, the creation dates in size of each version. At the same
time, we can restore different versions to the current one. An icon that represents the raison
d'étre of each of the versions. And access to a context menu with more functionalities: view
a version of the content, download the version, add a comment, and even delete it.

Compacting means removing previous versions of content. This action mainly serves to free
up space.

If we click on the View Differences button, OpenKM provides us with the opportunity to
compare the different versions of a file. There are 2 possibilities:
- compare the versions at the document level: in that case, if there are differences in
the body of the content, OpenKM will display those differences highlighted in red.
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Version 12% Version 1.1% @D Document Metadata Changelog [i] invoice template.xis

@ Q v 1|de2 — |+ Tamafio automatico v cCeéenIzE|»

John Hardware INVOICE oA ] INVOICE

Company Slog)

And also the possibility of comparing the different versions of a piece of content at the
metadata group level.

<

Version 1.4 jersion 1.3 ¢ Document @) Metadata Changelog -] OpenkM Brochure - Espafiol - Esg pdf
Consulting Version1.4  Consulting Version1.3
Input label 1 label 1 Input label 1 Isbel 1
Input label 2 label2 Input label 2 label2
Doc Type Version 1.4 Doc Type Version 1.3
e -

In this case, OpenKM also highlights in red the differences in value between metadata fields,
which is the raison d'étre of the content version.

Preview
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Properties Motes Metadata History Relations

al Q A |V 1|del8 —|+ Tamafio automatico K ] |‘_J.]| I £ & | »

¢ openkm

FECM-BPM Brochure

Facil Gestién Documental
Poderosa arquitectura

Allows you to preview the document, as it is. The preview can show stamps, stamps, or
watermarks

Relations

The relationships tab shows the links that content can maintain and develop within OpenKM

Create relation

Origin: Origin: /okm:root/FOLDER/OpenkM Brochure - Espafiol - Espafia.pdf

Type

Equivalent CANCEL

|z parent of
Is child of

Many to many
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Three types of relationships are contemplated

- Equivalence relationships: for example, a contract in Spanish and a contract in English.
The English version will be equivalent to the Spanish version, since both versions contain
the same information.

- Parent-child relationships: These are used to determine which content gives rise to other
content.

- group relationships: they are not hierarchical in nature, as in the case of parent-child
relationships; rather, all the contents are related at the same level. are part of the same
project, are related to the same task, and so on.

Video-tutorial:
e Browser & properties: https://academy.openkm.com/mod/resource/view.php?id=213
e Notes and security: https://academy.openkm.com/mod/resource/view.php?id=214
e History, preview & relationships:
https://academy.openkm.com/mod/resource/view.php?id=215

(Press the shift key when clicking this link to generate a new window)

In the Document Properties Panel, we can find the Extracted Text extension. OpenKM
extracts all the words contained in the body of the document.
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Properties Notes Security Metadata History Preview Relations Workflow

Extracted text Signatures References

1 Introduction ...
2 Create folder templates
BB MOoUIE A
4 Creatingusersin the EDX A
B B D O TN LS
My Documents 6

Upload 7

News 8

Search 9

C/ Bunyocla 13 — Palma de Mallorca — Islas Baleares — Esparia — 07004 — +34 605 074 544 — www openkm.com p.
3

1 Introduction

The Electronic Data Exchange(EDX) is an OpenKM module designed to guarantee the secure exchange of
documentation

between the organization that uses OpenKM and its clients and stakeholders. One of the modules’ advantages is
that it

allows the creation of users without consuming OpenkIM user licenses.

2 Create folder templates

In OpenkM, in the Templates section, the organization has to create folder and subfolders templates, to manage
the

documentation exchange better.

The OpenkKM instance with the Electronic Data Exchange Module will have automated folder templates configured
according to the use case you need.

Fig.37
It allows us to verify that the application has correctly analyzed all the file's content.

Text extraction is the function that allows the user to search the document for any word
found within the file.

1.3.10 Search Engine

The search option can be located on the right side of the tool window.
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Searches can be made by words contained in the files, by the name (title) of the document,
or by the type of file (MIME type).

Similarly, if you assign keywords to a document, these will serve as the search field for the
record. You can also search by property group values if they have been defined by
language, author, or date range.

It shows between 10, 20, and 30, 50, or 100 results per page.

The list of records found is sorted from highest to lowest according to their relevance.

DASHBOARD BROWSER | SEARCH | TASKS EMAIL METADATA

Basic Advanced Metadata

iE Show default View
Results Context Type
a 15 v Taxonomy v () Document Folder Record E-mail
(< Date range between
B | From B To
Name Content
User MIME type

4
4

=]

Fig.39

Tutorial video: htthttps://youtu.be/eZhpmdmnlpw?feature=shared

(Press the shift key when clicking this link to generate a new window)
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1.3.11 Task manager

The task management option allows you to create, manage and assign tasks to users or
user groups (roles). Projects, states, or typologies can be created that can be assigned to
any job. With Task Manager, you can filter by project, status, or type created by you or
assigned to you.

Each task can be associated with one or more documents, folders, emails, or records.

Description of the different icon options:

- Add

/"5 Edit

[ Delete

- Add nodes ( documents, records, folders, emails )
m—) Insert date and time (start/end)

Default view
By default, the Task Manager displays all active tasks assigned to the logged-in user in a

panel. In the upper right corner, there is a button called List Status for task list maintenance
and project list maintenance for project list maintenance.

DASHBOARD BROWSER SEARCH | TASKS| EMAIL METADATA § R -oNiSTRATOR -

Task  Notes  History
Task list Project Type Status /7 Edit W Delete

R

Active tasks v - v - v - v
Subject reunién dpto MK

E Show | 15 v records Filter n Owner Administrator
a Subject Last modified ¢ Start End Progress Status Start 2022-02-10
reunién dpto MK 2022-02-09 2022-02-10 2022-02-10 Ro% In progress Status In progress
@ reunién dpto marketing 2022-02-04 2022-02-07 2022-02-07 20% In progress Project ABC
X Showing 102 of 2 records n Type Administrative
User Manager
Notification Users EDX, Administrator
Nodes Abridged summary of contracts-requirement
URL https://demo201.openkmcloud.com/openkm/kcen
Description
https://global.gotomeeting.comy/join/ 180997085
Fig.40
Status

Each task has been assigned to some state, and users with management approvals can
maintain the status list. As a note on the following screenshot, each state can indicate which
task has finished or not. For example, in the list on the next screen, you can see the status
called "Canceled" or "Completed," which indicates that the task is not active.
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IStates list

+ Add

Name Finish
Finished v
In progress X
Not started X

CLOSE

Fig.41

Projects
Each task has been assigned to some project. Users can maintain project lists with
administration permissions. In the screenshot below, you can see a list of projects.

Active
ABC v

XYZ v

GLOSE

Fig.42
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Create a task

To create a new task, you must click on the following button & below; a form will be
displayed (note that some fields are required):

Task Notes History

/ Edit W Delete

Subject mk meeting

Owner Administrator Created 2022-02-09 20:21:02
Start 2022-02-10 End 2022-02-10

Status In progress Progress 20 %

Project ABC

Type Administrative

User Manager

Notification Users Admin, Administrator

Nodes EDX

E OpenKM Partnership Agreement 2022.doc

URL https://demo201.openkmcloud.com/openkm
fkcenter/#/tasks/4
Description
< >
Fig.43

You can add related documents, folders, emails, or records on this screen. Clicking on the

node insertion icon +

Choose node
Context Filter

Taxonomy v ‘:) Document ‘:) Folder ‘:) Record ‘:) E-mail
Search Navigation

Press enter to filter n

CANCEL

Fig.44

To complete the action, click the "Add" button.
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A user with an assigned task which is not the owner - but rather the creator - is only allowed
to modify the status, the progress of the task or add related documents, folders, emails, or

records as shown in the following screenshot:

Task Notes History

Owner

Created
Subject
Start
End
Project
Type
Status
Progress
User +&

Notification Users +&.

Nodes

Description

UPDATE

Fig.45

Filter tasks

Administrator

2022-02-09 20:21:02

mk meeting

B 2022-02-10 *  Remil
B 2022-02-10 % Remil
ABC

Administrative

In progress

20%

L1d
X

Manager X
Administrator %

Admin X

Abridged summary of contracts-requiremen

EDX X E OpenKM Partnership Agreer

CANGEL

You can filter tasks by assigned or created tasks and status or projects. You can see a task
filtered by user-created tasks on the next screen.

Task list

Active tasks

Project

Assigned tasks

Notified tasks

Closed tasks

d ¥ Start

mk meeting

Showing 1to 1 of 1 records

Fig.46

2022-02-09 2022-02-10

Type

End

2022-02-10

Status

Filter

Progress Status

20% In progress

C/ Bunyola 13 — Palma de Mallorca — Islas Baleares — Espafia — 07004 — +34 605 074 544 — www.openkm.com

58



¢y openkm

You can see the task filter by task assigned to users on the screen. The delete button only
appears if the user is the creator (owner). Otherwise, this option is not available.

Video tutorial: https://youtu.be/mk3fMo xcbs?feature=shared
(Press the shift key when clicking this link to generate a new window)

1.3.12 Reports

Execute a report

e Click on Execute reporticon.
e Fill in the fields ( when report comes with parameters ).
e Choose report output format

o PDF format.

o RTF format.

o CSV format.

videotutorial: https://academy.openkm.com/mod/resource/view.php?id=697
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