
iPortalDoc

Document Management System

iPortalMais, Soluções de Engenharia para Internet e Redes



2



Contents

1 iPortalDoc 7
1.1 What is iPortalDoc? . . . . . . . . . . . . . . . . . . . . . . . 7

1.1.1 Users Management . . . . . . . . . . . . . . . . . . . . 8
1.2 iPortalDoc’s Features . . . . . . . . . . . . . . . . . . . . . . . 9
1.3 iPortalDoc interfaces . . . . . . . . . . . . . . . . . . . . . . . 11

1.3.1 Web Access Interface . . . . . . . . . . . . . . . . . . . 12
1.3.2 File system interface . . . . . . . . . . . . . . . . . . . 17
1.3.3 Electronic mail interface . . . . . . . . . . . . . . . . . 21

2 iPortalDoc Functionalities 27
2.1 Menu Document . . . . . . . . . . . . . . . . . . . . . . . . . 27

2.1.1 Open . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28
2.1.2 Introduce . . . . . . . . . . . . . . . . . . . . . . . . . 28
2.1.3 Forward . . . . . . . . . . . . . . . . . . . . . . . . . . 31
2.1.4 Stamp . . . . . . . . . . . . . . . . . . . . . . . . . . . 33
2.1.5 Remove . . . . . . . . . . . . . . . . . . . . . . . . . . 33
2.1.6 Link Docs . . . . . . . . . . . . . . . . . . . . . . . . . 34
2.1.7 Digitalise . . . . . . . . . . . . . . . . . . . . . . . . . 34
2.1.8 Update Rev. . . . . . . . . . . . . . . . . . . . . . . . . 34
2.1.9 Edit Info . . . . . . . . . . . . . . . . . . . . . . . . . . 36
2.1.10 Associate . . . . . . . . . . . . . . . . . . . . . . . . . 36
2.1.11 Link . . . . . . . . . . . . . . . . . . . . . . . . . . . . 37
2.1.12 Move . . . . . . . . . . . . . . . . . . . . . . . . . . . . 39
2.1.13 Permissions . . . . . . . . . . . . . . . . . . . . . . . . 39
2.1.14 Move Docs . . . . . . . . . . . . . . . . . . . . . . . . . 39
2.1.15 Cancel the Workflow . . . . . . . . . . . . . . . . . . . 40
2.1.16 Assoc. Doc. . . . . . . . . . . . . . . . . . . . . . . . . 40
2.1.17 Doc. Info . . . . . . . . . . . . . . . . . . . . . . . . . 40

3



4 CONTENTS

2.1.18 Assoc. Mails . . . . . . . . . . . . . . . . . . . . . . . . 40
2.1.19 Revisions . . . . . . . . . . . . . . . . . . . . . . . . . 40
2.1.20 Doc. Workflow . . . . . . . . . . . . . . . . . . . . . . 42
2.1.21 Doc. Actions . . . . . . . . . . . . . . . . . . . . . . . 42

2.2 Menu Definitions . . . . . . . . . . . . . . . . . . . . . . . . . 42
2.2.1 Users . . . . . . . . . . . . . . . . . . . . . . . . . . . . 43
2.2.2 Profile . . . . . . . . . . . . . . . . . . . . . . . . . . . 44
2.2.3 Entities . . . . . . . . . . . . . . . . . . . . . . . . . . 45
2.2.4 Subjects . . . . . . . . . . . . . . . . . . . . . . . . . . 47
2.2.5 Cost Centre . . . . . . . . . . . . . . . . . . . . . . . . 48
2.2.6 Cost Sub-centre . . . . . . . . . . . . . . . . . . . . . . 48
2.2.7 Network . . . . . . . . . . . . . . . . . . . . . . . . . . 48
2.2.8 Doc. Types . . . . . . . . . . . . . . . . . . . . . . . . 49
2.2.9 PDF Templates . . . . . . . . . . . . . . . . . . . . . . 50
2.2.10 Macros . . . . . . . . . . . . . . . . . . . . . . . . . . . 50
2.2.11 Order Docs . . . . . . . . . . . . . . . . . . . . . . . . 51
2.2.12 Management of +info . . . . . . . . . . . . . . . . . . . 52

2.3 Menu Workflow . . . . . . . . . . . . . . . . . . . . . . . . . . 52
2.3.1 Create . . . . . . . . . . . . . . . . . . . . . . . . . . . 52
2.3.2 Instantiate . . . . . . . . . . . . . . . . . . . . . . . . . 57
2.3.3 Configure . . . . . . . . . . . . . . . . . . . . . . . . . 57
2.3.4 Remove . . . . . . . . . . . . . . . . . . . . . . . . . . 59
2.3.5 Insert Actions . . . . . . . . . . . . . . . . . . . . . . . 59
2.3.6 Modify T.F. (Transition Funtion) . . . . . . . . . . . . 59
2.3.7 View T.F. . . . . . . . . . . . . . . . . . . . . . . . . . 59
2.3.8 Exec. Time . . . . . . . . . . . . . . . . . . . . . . . . 59
2.3.9 Assoc. Doc. Type . . . . . . . . . . . . . . . . . . . . . 60

2.4 Menu Directory . . . . . . . . . . . . . . . . . . . . . . . . . . 60
2.4.1 Modify . . . . . . . . . . . . . . . . . . . . . . . . . . . 60
2.4.2 Create . . . . . . . . . . . . . . . . . . . . . . . . . . . 60
2.4.3 Remove . . . . . . . . . . . . . . . . . . . . . . . . . . 61
2.4.4 Move . . . . . . . . . . . . . . . . . . . . . . . . . . . . 61
2.4.5 User Assoc. . . . . . . . . . . . . . . . . . . . . . . . . 62
2.4.6 User.DocType.Assoc. . . . . . . . . . . . . . . . . . . . 62
2.4.7 User.Work.Assoc. . . . . . . . . . . . . . . . . . . . . . 62
2.4.8 Assoc.User.Macro . . . . . . . . . . . . . . . . . . . . . 62
2.4.9 Info . . . . . . . . . . . . . . . . . . . . . . . . . . . . 62
2.4.10 List of actions . . . . . . . . . . . . . . . . . . . . . . . 64



CONTENTS 5

2.4.11 Actions by user . . . . . . . . . . . . . . . . . . . . . . 64
2.5 Menu Session . . . . . . . . . . . . . . . . . . . . . . . . . . . 64

2.5.1 Configuration Interface . . . . . . . . . . . . . . . . . . 65
2.5.2 Build Global FS . . . . . . . . . . . . . . . . . . . . . . 65
2.5.3 Build Global mailFS . . . . . . . . . . . . . . . . . . . 65
2.5.4 Build filesystem . . . . . . . . . . . . . . . . . . . . . . 65
2.5.5 Build mailFS . . . . . . . . . . . . . . . . . . . . . . . 65
2.5.6 Actions . . . . . . . . . . . . . . . . . . . . . . . . . . 65
2.5.7 Calendar . . . . . . . . . . . . . . . . . . . . . . . . . . 66
2.5.8 Change Password . . . . . . . . . . . . . . . . . . . . . 66
2.5.9 Change Acronym . . . . . . . . . . . . . . . . . . . . . 67
2.5.10 Logout . . . . . . . . . . . . . . . . . . . . . . . . . . . 67

3 iPortalDoc User Guide 69
3.1 Creation of a Sections hierarchy . . . . . . . . . . . . . . . . . 69
3.2 Attribution of users to a Section . . . . . . . . . . . . . . . . . 70
3.3 Workflows Configuration . . . . . . . . . . . . . . . . . . . . . 72
3.4 Attribution of Workflows to Users in the Sections . . . . . . . 74
3.5 Document introduction . . . . . . . . . . . . . . . . . . . . . . 74

3.5.1 Introduction of documents via Samba . . . . . . . . . . 76
3.5.2 Introduction of documents via WEB . . . . . . . . . . 76

3.6 Documents Classification . . . . . . . . . . . . . . . . . . . . 77
3.7 Select Document . . . . . . . . . . . . . . . . . . . . . . . . . 79
3.8 Document References . . . . . . . . . . . . . . . . . . . . . . . 80

3.8.1 Link Documents to Sections . . . . . . . . . . . . . . . 80
3.8.2 Attributed Codes . . . . . . . . . . . . . . . . . . . . . 80
3.8.3 Associated Entity . . . . . . . . . . . . . . . . . . . . . 82
3.8.4 Keywords . . . . . . . . . . . . . . . . . . . . . . . . . 82
3.8.5 Association between documents . . . . . . . . . . . . . 82

3.9 Permissions related to a document . . . . . . . . . . . . . . . . 83
3.9.1 Active Workflow . . . . . . . . . . . . . . . . . . . . . 84
3.9.2 Completed . . . . . . . . . . . . . . . . . . . . . . . . . 84

3.10 Creation of Templates . . . . . . . . . . . . . . . . . . . . . . 85
3.10.1 Templates Edition Menus . . . . . . . . . . . . . . . . 85
3.10.2 Changing formatting . . . . . . . . . . . . . . . . . . . 86
3.10.3 Creation of Reports . . . . . . . . . . . . . . . . . . . . 87

3.11 Calendar . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 87
3.11.1 Menu Go to . . . . . . . . . . . . . . . . . . . . . . . . 88



6 CONTENTS

3.11.2 Menu Admin . . . . . . . . . . . . . . . . . . . . . . . 88
3.11.3 Menu All . . . . . . . . . . . . . . . . . . . . . . . . . 90

3.12 Actions to execute by the User . . . . . . . . . . . . . . . . . . 90



Chapter 1

iPortalDoc

The present manual is directed to all users who have to work daily
with iPortalDoc. You don’t have to be an expert in computers to work with
iPortalDoc, for iPortalDoc, due to the nature of its functionalities, is designed
to be inserted in any type of institution, as well as to be intuitively used and
easily learned. However, and besides its easy working, the user should have
a short training directed to iPortalDoc functionalities.

For that reason, this manual has been structured and conceived for the
final iPortalDoc user, and it is a simple guide which shall guide the user along
the functionalities of the menus, as well as the creation of the processes.

1.1 What is iPortalDoc?

iPortalDoc is a Workflow and Document Management System for com-
panies and institutions, that allows its users to manage the flow of documents,
as well as, simply, to proceed to their archival for posterior management. For
its good working, it’s vital that it is well organised. This Document Manage-
ment System faces digital information as a replacement for paper and not as
an adjacent technology. iPortalDoc does not work alone, that is, iPortalDoc
works in collaboration with another system, the IPBrick system. iPortalDoc
activity starts in IPBrick, for it’s here that the insertion and management
of iPortalDoc users is made, as well as of the groups to which they belong.
It’s also there that the registers of Entities are created, and the respective
contacts with whom the institutions interact, and which are also necessary
during the activity in iPortalDoc.
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8 CHAPTER 1. IPORTALDOC

1.1.1 Users Management

The only profile capable of performing this task is the system admin-
istrator. For that, the administrator has to accede to https://ipbrick, where
his validation shall be asked.

Figure 1.1: Validation in IPBrick

After validation, a screen appears which shows IPBrick definitions by
default. The administrator shall have to accede to IPBrick.I division on the
left side of the screen and accede to the Users Management function. If there
are already users in IPBrick, a list with the users’ names shall be presented
as in Figure 1.2, if there are no users in the system, nothing will appear.

On the right side of that same screen appears the option Insert, on
which the administrator shall have to click to insert the users. There, a
form shall appear, as the one in Figure 1.3, to insert the users’ data. This
operation may be repeated as many times as necessary.

However, it’s important not to forget that at the end it’s necessary to
make Apply Configurations, so that the users may be definitely admitted as
system users, as in Figure 1.4.

Next, there is a similar process for the creation and management of
groups. For that end, we accede to the menu User Groups in IPBrick.I
division. If there are groups, these are presented on the central part of the
screen, and the insertion of more groups is possible by clicking the button
Insert.
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Figure 1.2: Insert users in IPBrick

However, the users which have just been inserted in IPBrick, shall not
immediately appear in iPortalDoc, and they cannot accede it. The admission
of new users in iPortalDoc is an operation that shall have to be done in the
iPortalDoc itself. This functionality shall be presented ahead in Chapter 2.
As for the removal of users, it shall also be made in iPortalDoc.

1.2 iPortalDoc’s Features

A good implementation of iPortalDoc means to have a series of benefits
for the activity of organisation. Among them we can detach:

• use facility, reduced training: as it was already mentioned, iPortal-
Doc does not need substantial computer knowledge, a little orientation
and practice are enough for a good use of iPortalDoc;

• integrated in the users’ working environment: this system allows
the integration of any type of document in any format;
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Figure 1.3: Users Form

• safety in the access and actions about documents: iPortalDoc
is a system that gives safety guarantees, through the attribution of
several profiles and respective permissions;

• reduction of the information on paper and control of processes
through the use of workflow: this system allows a drastic reduction
of paper documents, through the digitalisation of documents;

• communication easiness: this system allows the exchange of infor-
mation between people and / or the interested departments through a
digital via in a quick and safe process, avoiding a communication sys-
tem external to iPortalDoc (ex: telephone, oral communication, etc.).

After analysing the general characteristics of iPortalDoc, we shall ex-
plore the three main interaction interfaces that this system’s architecture
provides.
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Figure 1.4: Validate Users

1.3 iPortalDoc interfaces

All access interfaces are based in communication interfaces supported
in standard protocols (HTTP, SMB, and SMTP). iPortalDoc presents three
access interfaces which allow the user-system interaction:

• WEB access through a web browser;

• SMB access (network partitions) through a file manager;

• Electronic mail access through a mail reader.

So, as iPortalDoc is supported by Internet protocols, this may be ac-
ceded from any type of workstations: Windows, Mackintosh, UNIX, Palms,
etc.

In short, the user may accede to/visualize his documents through:

• a web browser (ex: Internet Explorer)

• a file manager (ex: Windows Explorer)
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This type of approach for the conception of iPortalDoc allows the users
the visualization of documents not only in the interior of the company (In-
tranet) but also from the exterior (Internet).

1.3.1 Web Access Interface

This is the most powerful interface, as it allows all types of operations on
documents, workflow management, insertion of templates, etc. The graphic
WEB access interface is divided into four types of areas which enable the
interaction with the documents, as in Figure 1.5:

1. Navigation area in document hierarchy (left side area);

2. Visualization area of the documents from a certain section of the doc-
ument management hierarchy (in the middle);

3. Search engine (superior right area);

4. Toolbar (above the documents visualization area).

Figure 1.5: iPortalDoc navigation areas
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Navigation area in document hierarchy

The navigation area in document hierarchy is on the left side of the
WEB browser and allows the user to select the system’s document manage-
ment part (Figure 1.6) where he wants to execute queries or alterations, that
is, select a section to interact with. This area also allows the user to see the
sections and respective documents simultaneously, if his profile allows it.

Figure 1.6: Hierarchy of documents

Documents visualization area

The central WEB browser area, on the right side of document hierarchy,
is the documents visualization area of iPortalDoc. In this area, Figure 1.7,
the user sees a list of the documents which are in the section that he has
selected in document hierarchy. In these lists the user accedes to or hides
the summaries and descriptions of documents, selects and reads documents,
and can also accede to other type of information.
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Figure 1.7: Visualization of documents titles and respective summaries

The user can also interact with the system in this area. That is, acced-
ing to the menus and respective options, one can enter and manipulate the
objects of the system, for example:

• manipulation of documents;

• creation of workflow (document flows);

• manipulation of sections;

• users and profiles management;

• etc.

Besides this main browser window, where the major part of the in-
teraction with the system occurs, when it’s necessary to see information
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simultaneously, additional navigation windows are launched to, for instance,
query information about the document selected (associated document flows,
etc.), see the actions to execute, etc.

Toolbar

In the WEB browser, above the central documents visualization area,
is the toolbar, as you can see in figure 1.8.

Figure 1.8: Menus for manipulation and configuration of: documents, workflow,

etc.

The toolbar has got five essential “Menus”.

Note: However, you have to take into account the users’ profile,
that is, the number and type of menus, as well as the respective
menus options; they may vary according to the user and respective
profile. Permissions and profiles shall be further explained. So, you
can accede to a series of functionalities from each menu:

• Menu Document - manipulate objects the document type and accede
to associated information: document attributes, associated documents,
revisions, document flow, actions to execute on documents, etc;

• Menu Definitions - accede to the definitions of the system regarding
profiles, users, groups, types of entities, entities and contacts; creation
of new types of documents and templates;

• Menu Workflow - manipulate document flows, instantiating the avail-
able factory flows and configuring them for a further use;

• Menu Directory - manipulate objects the section type (or directory)
that compose the document hierarchy. Here you can associate users to
these sections with certain use profiles and this way associate document
flows to users in the appropriate sections
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• Menu Session - accede to and configure the information of the session
in progress, to see the user’s information in the system, see the pendent
actions and accede to personal agenda.

Search

The iPortalDoc search engine allows an easy and fast search of the
documents without the need to explore all sections and documents.

Figure 1.9: Documents Search in the web interface

In a first stage, the user may select the section where he intends to
execute the search, or simply let the search engine explore all sections
when activating the main section. While doing the search, the search
engine explores not only the section, but also the subsections and files from
each one of them. After search, when the list of results is being executed,
you should have to take into account the users’ permissions, for the list shall
only contain the documents to which the users have permissions. The second
phase shall be the execution of the search, which can be made in two ways:

• Quick search (QS);

• Advanced search (AS).

In quick search you shall submit the word which best characterizes the
document. In other words, the word that best characterizes the documents is
placed in the search box. In the search result appears a list of the documents
which have been classified with the submitted word. By default, the submit-
ted keywords are searched in the keywords of the documents. There, a bar
appears above the list of results, where you can see the documents where the
word occurs in titles, summaries, descriptions and authors (Figure 1.10).

The advanced search is more complex, because you can do a bigger
filtration of the search by crossing information and avoiding undesired in-
formation, for example: search the documents of the iPortalMais supplier
introduced in iPortalDoc in January 2002 by the user Francisco. Acceding
to this option, the user can accede to a form (Figure 1.11) where he can
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Figure 1.10: Search results of a document.

search by: entity (supplier, client, etc), type of document, workflow, docu-
ment introduction date in iPortalDoc, etc.

1.3.2 File system interface

Besides the WEB interface, there is a SMB interface (access to par-
titions) created to offer a quick access to the documents, for the access to
the documents through network file systems is faster than WEB accesses.
This file management is made in the Intranet. Visual aspect of this access is
familiar to the majority of users, as you can see in Figure 1.12.

The Document Management System creates a network partition with
the documents that the user may accede in iPortalDoc, according to the
permissions of the WEB interface. In this interface, on the left side of the
screen, you can accede to the document hierarchy such as the WEB interface
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Figure 1.11: Advanced search form

hierarchy. This interface facilitates the copy of large quantities of documents
and enables a friendly visualization to the users familiarised with this type
of environment.

The system creates automatically two single folders (network parti-
tions). These folders have two types and have different functions:

• Insertion - it’s the folder where we put the documents coming from
outside the system, for example, via digitalisation, associating them to
the respective workflows (Figure 1.13);

• Access - in this folder it’s represented the document hierarchy of iPor-
talDoc to which the user may accede to through his permissions (Figure
1.13).

To accede to these folders, the following steps are necessary:
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Figure 1.12: Visualization of the user’s partition in the document management

system

• in the Windows operating system, accede to the Windows Explorer
(My computer);

• Menu Tools, option map network drive;

• There appears a dialog box where you put the unit to which you want to
accede to: unit Z, and the folder which you want to accede to: Insertion
folder or Access folder. You shall put the folder domain followed by /
and the folder name (Access or Insertion) where the system asks the
folder which you want to accede to.

Has it has already been mentioned, the Insertion folder allows the in-
troduction of documents in iPortalDoc and consequently it places them in
the respective document management flow (Figure 1.14). The workflow fold-
ers are automatically created from the moment the workflows are activated.
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Figure 1.13: Folders: Access and Insertion

However, the documents inserted there do not permanently stay in these
folders, for the system searches these folders “looking for” new documents,
and when it finds them, it “passes” them into the access folder and thus to
the hierarchy of iPortalDoc.

When the document is introduced this way, it’s convenient that the first
action is To Classify, because when the document arrives to iPortalDoc, as
it has already been associated to the respective workflow, it is immediately
directed to the person responsible for the first action. A document inserted
this way shall have a different aspect from the remaining folders when it
appears in document hierarchy, and the icon itself is different.

In this situation, in document hierarchy, both in the WEB interface
and the File Manager interface, the document appears in a directory which
corresponds to its workflow (Figure 1.15), and that directory is composed by
sub-folders which correspond to the year, month and day of introduction of
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Figure 1.14: Insertion folder with the iPortalDoc workflow folders

the document in the system. The document shall be found in the sub-folder
corresponding to the day of introduction

1.3.3 Electronic mail interface

The user can also communicate with the document management system
through the electronic mail service. Whenever the user has an action to
execute in document manager, when the workflow is activated, it will send
an e-mail (see figure 1.16) to the owner of the action with a link which will
allow him to accede the action he has to execute. Afterwards, if the action
has not yet been executed, the system shall send another e-mail to warn
the owner of the action that he has an action to execute and that it should
have already been executed. On the day the term of the action ends, the
system shall send again a notice to the owner of the action. If the term of
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Figure 1.15: Document hierarchy at the moment of introducing the documents

via Insertion folder

the action expires, and the action has not been executed, the system shall
send an e-mail to the Co-ordinator of the section and to the Administrator
the following day. It should be taken into account that the frequency of the
actions depends on the term established to execute each action.

Besides this actions execution notification, the electronic mail interface,
along with the WEB interface, allows the user to associate documents to e-
mails. This functionality is useful to the user in order to have always a quick
and organised access to the documents, the e-mails and workflow associated
to them, as in figure 1.18.



1.3. IPORTALDOC INTERFACES 23

Figure 1.16: Visualization of an iPortalDoc e-mail directed to a user

Through the WEB interface, as long as using iPortalDoc mail server,
when selecting a document and acceding to the info option, you can accede
to e-mails associated to the document selected, as in Figure 1.17.

To accede to the Electronic Mail interface it’s necessary that each user
possesses two e-mail accounts:

• The normal user account - this account is automatically created
by IPBrick, when the users are inserted. This account is the type:
username user@domain.com. With this account the user is notified
about the actions he has to execute in iPortalDoc.

• The special iPortalDoc account - this account is automatically
created when the user first accedes to iPortalDoc, that is why the first
entry is longer, and it’s the type: Dbdocusername@domain*.com.
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Figure 1.17: Visualization of e-mails associated to a document.

With this account the user accedes to the Access folder where he can
see the hierarchy such as the WEB interface and respective documents.

*This domain is the company’s domain. Consequently, the domain varies ac-
cording to the company. In the case of iPortalMais it would be, for example:
user@iportalmais.pt.
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Figure 1.18: Visualisation of e-mails associated to documents in the Access folder
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Chapter 2

iPortalDoc Functionalities

The toolbar is divided into five distinct menus, as you can see in figure
2.1. Each menu option regards iPortalDoc functionality.

Figure 2.1: Toolbar

2.1 Menu Document

If you accede to the menu without selecting a document, you shall only
find available the functionalities Insert, Remove (with or without search),
Link docs and Move Docs. In order that all options (represented in figure
2.2) can be available in this menu, it is necessary that a previous selection
of the document is made. To select a certain document, it is necessary to
click the image presented in the central frame, which is on the left side of the
title. Whenever a document is selected, the colour of the title is presented
differently from the remaining documents. The menu Document is divided
into two distinct parts, one related to the actions which can be executed on
the document, and the other, related to the information and record of the
document in question.

27
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Figure 2.2: Menu Document

2.1.1 Open

When acceding to this option, the user visualizes the last revision of
the document. Depending on the extension of the inserted file, it shall be
open with the corresponding application, in other words, if the file has the
extension .xls, it shall be presented to the user through the Excel application,
in case the user is working in a station with the operating system Windows.

2.1.2 Introduce

Whenever the user intends to insert a new document in iPortalDoc, he
shall have to accede to this option of the menu. A form like the one in figure
2.3 shall appear in the central frame, where the following fields are required:

• Doc. Type, when a type of document is attributed, a code is au-
tomatically generated for the document in question. By default, the
“Non-defined” type is selected. To create a new type of document,
the user should select the functionality Doc. Types in the Menu
Definitions;
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Figure 2.3: Menu Document
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• Workflow, in this pop list the user shall have to choose the workflow
that the document to insert shall follow. The user shall always have to
have a workflow associated to the section, and for that he shall have to
accede to menu Workflow and instantiate the workflow, then select
the option configure and, finally, open the option User.Work.Assoc.
from the menu Directory. The instantiation and configuration of the
workflow can only be executed by a user with the profile Super User;

• Title, it corresponds to the title with which the document shall be
listed in the central frame;

• File is the field where the user loads the document into the system.
This field has to be filled for the majority of workflows. However, some
types of workflows do not demand it.

Besides the required fields, other fields help to complement a document
description:

• Entity Type, where the user selects the activity branch to which
the document is associated. After choosing the type of entity, the
field Entity shall appear where the entity is specified inside the type
previously selected. It’s important to say that the entities are inserted
in IPBrick; in iPortalDoc only the entities previously set in the system
are selected.

• Subject. In this option it’s possible to insert the subject mentioned by
the document to be introduced. To insert a new subject in the subjects
list, go to the menu Definitions and select the field Subjects.

• Order. Through this functionality, the user may specify the order by
which the document shall appear inside the section it shall be intro-
duced in. A low number (1, for example) shall place the document on
the top of the list of documents presented in this section. The docu-
ments assortment method may be configured through the functionality
Order Docs, in menu Definitions.

• Revision. In this field, the user may define the document edition
number. The default number is 1.

• Value. Through this option, the user may define a value for the doc-
ument introduced, as for example, the monetary value of a proposal.
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• Created on: it’s the space where you can place the date when the
document was created.

• Summary and Description are fields where the user may expose the
content of the document, and, as a rule, the summary is shorter than
description. Both fields may or may not appear when the document
is listed, depending on the preference of the user who introduces the
document.

• Physical storage is the text box where the user should refer the lo-
cation where the material format of the document is (for example, the
location in the archive of a paper document).

• Keywords is the field destined to the words that better describe the
document and that may be useful to find the document in searches by
keywords.

2.1.3 Forward

Whenever a user has permissions about a certain document, he may
direct it to another entity. For that, all he has to do is to select the document
and, next, one of the three functionalities Forward, depending on the destiny
to where he intends to send the document. In any of the options the user
may insert a message and a post-it, and the message shall be registered in the
document Workflow, and the post-it shall not. Besides that, he may define
which users shall accede to the document. As it was already mentioned, the
different forward options contain specific properties according to the purpose
of the document. Next, each option shall be explained:

Forward Doc.

When choosing this option, the user selects the user(s) to whom he
intends to forward the document (figure 2.4). The selected users shall be
notified through an e-mail with a link to the document.

Forward to Ext.

The user may forward the document to the exterior, he shall only have
to select option Forward to Ext. and put the email(s) from the selected
entity in the box Forward to (figure 2.5).
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Figure 2.4: Forward a Document

Figure 2.5: Forward to the Exterior

Forward w/ pending action

Through this option, besides the email that the user may receive due
to the forward of the document (sending the email is optional and defined at
the time of forward), an action is also added to the list of his pending actions.
However, this action does not influence the document workflow. The time
available to execute this action may be determined through the functionality
Action Time Limit, represented in the following figure:

Figure 2.6: Definition of the action time limit
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2.1.4 Stamp

When acceding to this option, the user should have previously selected
the section where he intends to insert the stamped document. iPortalDoc
creates a sequential stamp which shall be copied to each file introduced in the
system. Afterwards, an action to digitise the document shall be launched,
and then it’s associated to the respective type of document and workflow so
that it can be introduced.

2.1.5 Remove

Whenever you want to eliminate documents from the system, you should
use the Remove functionality. For a document to be erased from iPortalDoc,
it should forcibly happen at the Final State of its Workflow, and the user
shall have to have permissions which allow him to execute this operation.
This functionality is divided into two options:

Remove without search

Through this option you can remove all documents in the section where
the user is and consequent subsections. The documents shall appear disposed
by hierarchy, and the user shall only have to select the documents to eliminate
or choose to remove all documents from that section through the upper right
corner option Select all.

Figure 2.7: Remove without search
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Remove with search

When selecting this option, the user is able to search the document
he intends to remove, and it’s possible to specify the directory where the
document is, as well as the type of document, the workflow or the author of
the information (see figure 2.8). Next, a table similar to the one in figure 2.7
shall appear and there the documents corresponding to the specificities the
user determined in search can be removed.

2.1.6 Link Docs

This option allows the creation of a copy of the document to add in other
sections. When selecting this functionality, the user shall have to choose first
the document(s) he wants to connect and, next, mark the section or sections
where he wants to copy the documents to.

2.1.7 Digitalise

This operation is integrated with the file management interface, in so
far as the introduction of documents (such as faxes and letters) with the
functionality Digitalise is made through the insertion folder which associates
the documents to the respective workflows. The scanner is programmed to
digitalise and send images to the Digital Center (share folder). Whenever a
user intends to introduce a document in the system through digitalisation, he
shall have to accede to the option Digitalise in the Menu Document and
select the Workflow to which he intends the Digital Center folder to point
to.

2.1.8 Update Rev.

When selecting this option, the user may update the file associated
to the document, attaching a new one. To enhance that, when a new file
associated to the document is presented, the file previously presented does
not disappear, it stays associated to the history of the document and it can be
seen when acceding to Revisions, in the menu Document. Besides, in the
document it’s also possible to change its code (if that is allowed), its value,
its elaboration date, its description and physical location. When a update of



2.1. MENU DOCUMENT 35

Figure 2.8: Remove with search
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the document occurs, its edition number changes, and that number can be
configured by the user at the updating moment.

The document update is only possible in three situations:

• If the document is at the Final State of its workflow;

• If the document workflow has began but no action has been executed;

• If there is a specific action in the workflow that orders the document
update.

2.1.9 Edit Info

When acceding to this functionality, the user can modify the informa-
tion concerning the document, such as title, associated entity, value, sum-
mary, description, physical location and keywords. Besides that, the type of
document and code may also be modified, if there are permissions concern-
ing that matter. The only information that cannot be changed concerns the
document, its edition and the associated file (to execute the edition of the
document and/or insert a new file, choose option Update Rev.).

The alteration of document information is only possible in the same
situations indicated in the functionality Update Rev..

2.1.10 Associate

The user shall resort to this functionality if he intends to relate two
or more documents. This association may be one-way or two-way, and the
user only has to select the type of relation on the right side of the documents
list (see figure 2.9). The user can only see the sections and documents to
which he has the permission. There are two functionalities which allow the
association of documents:

Associate without search

In the option Associate without search appears the section and
the subsections that allow the association of documents. To associate the
document previously selected, just click the checkboxes presented in this list
and click the Associate Documents button.
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Figure 2.9: Associate documents

Associate with search

The option Associate with search allows a previous selection, so that
only the documents corresponding to the characteristics indicated by the user
may appear. This type of search avoids the search of documents through the
hierarchy.

2.1.11 Link

A document existing in a certain section may be connected to another
section. When the user accedes to this option, a list of all sections to which
the user has permission is presented in the central frame. To add the docu-
ment to another section, just click the intended section checkbox (se figure
2.10). To execute this action it’s important that the user has writing permis-
sion in the destiny folder. If the user intends to change the document folder,
he shall select the Move functionality.
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Figure 2.10: Link Documents to different Sections
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2.1.12 Move

When acceding to this functionality the user shall previously select the
document he intends to move, and present writing permissions in the destiny
folder. The user may see the folders hierarchy in the central frame, and there
select the directory where he wants to move the document to. If he intends
to execute a copy of the document in another folder, he shall select the Link
functionality.

2.1.13 Permissions

To accede to this option, the user needs a Co-ordinator or Super User
profile in the section, as this functionality enables the alteration of the per-
missions attributed on the section where he is and on the selected document
(see figure 2.11). It’s only possible to change permissions of the users which
have a profile inferior to the Co-ordinator profile and if the selected document
is at its Final State.

Figure 2.11: Users’ permissions

2.1.14 Move Docs

In this functionality, a list of all documents in the section where the
user is shall appear in the central frame. There, the user may select the
documents he wants to move and, after clicking the Select Sections button,
select the section to which he intends to move the document(s).
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2.1.15 Cancel the Workflow

When the user selects a document which is not at its final state and
accedes to the menu Document, this option is visible. Its purpose is to
cancel the flow the document should have to go through, routing it immedi-
ately to its Final State. For more information about workflows, see section
2.3 - Menu Workflow of this manual.

2.1.16 Assoc. Doc.

When acceding to this option, a window is presented, in which all
documents associated to the selected document are listed. To associate
documents, select one of the following functionalities: Associate without
search or Associate with search.

2.1.17 Doc. Info

A list of all Meta-information concerning the selected document is pre-
sented in a window (figure 2.12).

2.1.18 Assoc. Mails

When acceding to this functionality, the user can accede to the e-mails
associated to the document selected. To associate e-mails to a document, the
user has to include in the title or in the body of the e-mail that he intends to
send the reference concerning the document, through a code of the document
itself. For example: ref<ND 586/2004>.

2.1.19 Revisions

In this functionality the user can accede to the different document re-
visions, including data and files concerning each one of the editions. There
are two types of editions, one concerning the introduction of the Workflow
and another one which belongs to the workflow. When a revision is updated
during the workflow, this action does not begin a new workflow. On the
other hand, if the document is at its Final State, a new workflow is initiated.
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Figure 2.12: Information about a document
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2.1.20 Doc. Workflow

In this option, the user can visualise which steps of the workflow the
document has already gone through. Besides that, the user can also accede to
the history of workflows to which a document has previously been subjected
to.

2.1.21 Doc. Actions

In this option, the user can visualise the actions he needs to execute in
the document selected, if there are any.

2.2 Menu Definitions

Figure 2.13: Menu Definitions

Except for the option Entities, to which most users may accede to,
this menu can only be acceded by users with a Super User profile, with the
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functionalities presented in figure 2.13, and which shall be described next.

2.2.1 Users

This option can only be managed by a user with a Super User profile.
A list of the existing users is presented when acceding to this functionality.
See figure 2.14. From there the user can execute two types of operations:

• Consult the users’ data - it’s only necessary to click the user in the
list presented.

• Manage the users - Associate the users in IPBrick to iPortalDoc, so
that these can interact with the system.

Figure 2.14: Association of users to iPortalDoc

Therefor you have to click the Management separator on the upper
right side and, afterwards, select the users of the box LDAP Users into
the box iPortalDoc Users (figure 2.14) and, finally, press the Insert
button. To remove users, you only have to do the inverse operation.
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The number of users that can be associated to iPortalDoc depends on
the number of licences attributed.

2.2.2 Profile

After the user has executed the authentication in the system, several
functionalities are given to him, depending on the permissions associated to
the profile that he has attributed to each section. In this area the profiles
can be created or modified to complement the ones that iPortalDoc brings,
which are already pre-configured (figure 2.15). However, only a Super User
has permission to do that. Some profiles and their permissions shall be next
presented.

Figure 2.15: Profiles

• Super User – a Super User is a user to which a profile is given with
total permission over all functionalities of the system. The Super User
can, among others, configure and change the workflows, create, remove,
change groups of users; introduce, change or remove data from a user
of the system; create, remove or change profiles.

• Co-ordinator – a user with a profile that allows him to execute all
functionalities in a certain section (create, change, remove documents/sections),
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is referred to as the Co-ordinator of that section. The co-ordinator can
associate profiles and workflows to users, in a section co-ordinated by
him. A user with that profile can visualize all documents, apart from
his state in the Workflow.

• Sub-coordinator – a user with this profile has permission to execute
all functionalities, except deleting sections. A Sub-coordinator can as-
sociate profiles and workflows, in the section he co-ordinates.

• Absolute Reader – a user with this profile may read all documents
in the system, even if he cannot interfere. However, he cannot create,
change or remove documents or sections.

• Reader – the user who can only read documents and sections. He
can also see all information corresponding to the several documents,
namely, the workflow, revisions, associated documents and possible ac-
tions that he may execute in this document.

• Editor – besides the permissions associated to a Reader, he can also
insert documents.

• Navigator – can only see the sections, but cannot create nor delete.
He has no action on the documents.

2.2.3 Entities

When acceding to this option of the menu, depending on the type of
profile associated to the entities that the user has associated to him, it may
or may not have the management option. In case he has no Super User
profile, the user can only visualize the inserted data. In a first stage, to
introduce entities it’s necessary to insert types of entities. The types of enti-
ties are categories in which the user shall organize the entities related to his
organization. The entities are managed in IPContacts and here are defined
the profiles associated to the respective entities. Apart from the profile at-
tributed to the user in iPortalDoc, the IPContacts interface is available for
any user (figure 2.16). However, the access to these data is only allowed if
the user presents a valid profile in IPContacts.
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Figure 2.16: Management of Entities in IPContacts

Insert Types of Entities

To insert types of entities, select the functionality Entities in menu
Definitions, and a new window appears. The available entities appear in
the central frame. Afterwards, the user shall select the option Insert and
proceed to the Insertion of Types of Entities. In the description, the user
shall write the name to give to the Type of Entity and only after select the
option insert.

Change or Remove Type of Entities

The user may always remove or change a created Type of Entity, se-
lecting the intended Type of Entity in the option Info.
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Insert Entities

After creating the Types of Entities, the user can introduce the enti-
ties and the contacts. To execute this operation, the user should select the
functionality Entities Management in the Menu Definitions of IPBrick
and continue the option Insert. After all intended fields are filled, the user
should click the Insert button.

Contacts

Contacts are the people who belong to the entities related to the
organization. So that the user can add a contact to an entity, he shall have
to select the intended Entity. Still in the same frame, the user can select the
option Contacts and then the option Insert, fulfilling the data concerning
the contacts and then clicking the Insert button.

2.2.4 Subjects

This functionality allows the user to create, change or remove types of
subjects attributed to the documents (figure 2.17). This operation may only
be managed by the Super User or the Co-ordinator in each section.

Figure 2.17: Insertion of Subjects
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To create a type of subject, you should add description and initials and,
when desired, observations to the subject. To change or remove subjects, the
user shall have to select the option List Subjects on the upper right side of
the central frame. There the list of the existing subjects shall appear. Click
the subject in question to remove or change the subject.

2.2.5 Cost Centre

This functionality (as well as the Cost Sub-centre and Network func-
tionalities) may be activated in the menu Session and selecting the option
Configuration Interface. There, click the option Aux. Fields and ac-
tivate the desired functionality. As normal, the companies are divided into
different sections, each with its specific expenses. So, the documents related
to the costs of a certain area of the organization (for example, invoices) may
be classified through this option. When acceding to this option, the user
shall first see a list of the cost centres already added, and he can add more if
he clicks the option Insert cost centre located on the upper right side of the
screen. There, the user shall indicate a name and a code for the cost centre
and, if he intends, a description.

2.2.6 Cost Sub-centre

This functionality is activated as the option Cost Centre (previously
described). Besides, the purpose of this option is similar to the one of the
option Cost Centre, despite allowing a more specific classification of the
document, because it enables the insertion of a cost sub-centre associated to
a cost centre previously introduced.

2.2.7 Network

The Network functionality appears as a possible document classifier,
enabling the specification of the document taking into account the project
to which it’s associated in a company. In order to activate this option,
the user should have to go to menu Session, and then choose the option
Configuration Interface, and click the section Aux. Fields. There, the
user can select this option and configure the format of the code that shall be
generated.
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2.2.8 Doc. Types

The type of document is an information that shall appear whenever
the user introduces a document. It’s an important functionality to define
the Types of Documents introduced in the Document Management System.
Acceding to the functionality Doc. Types, the user can create, change or
remove types of documents (figure 2.18).

Figure 2.18: Document Types Management

In the Doc. Types screen, the option New Type appears in the field
Document Types by default. It’s the option indicated in case the user wants
to create a new type of document. In that situation, indicate a description,
the initials, a code and a template to associate to the type of document. To
enhance that, in that functionality the document type code can be shaped
by the user, just by selecting the option Codes Management. The type of
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document is an information that shall be asked whenever a document is
introduced in the Document Management System.

2.2.9 PDF Templates

In this functionality the user can change, delete or create pdf format
models. These templates concern the graphic aspect of the document and to
generate these models it’s necessary an associated document type.

Figure 2.19: PDF Templates

When acceding to this option, a list of the already created pdf templates
shall appear (figure 2.19). To modify aspects of a certain template, the user
should first click the desired template with the mouse. Next, he can change
the template name and save the changes, clicking the Modify Name button, or
delete the template when selecting the option Remove. To make alterations
in a template structure, choose the option Edit on the upper right side of
the screen.

If the user wants to create a new template, he should select the option
Template on the upper right side, indicate the name he wants and, afterwards,
proceed to its elaboration. This functionality is described in detail in the
third chapter of this manual.

2.2.10 Macros

The creation of macros is to help the user when he wants to introduce
new documents. So, instead of fulfilling a long form each time he inserts
a form, he can create macros that define the type of entity, the title, the
workflow and even the title of the documents (figure 2.20), and so a user
shall have a shorter form to fulfil or perhaps he shall not need a form for the
introduction of documents.
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Figure 2.20: Definition of Macro

When selecting the option Macros, the user shall find a list of the
existing macros. To modify the name or erase a macro, he only has to select
the macro he wants and, then, click the button Modify (after attribution of
the name) or Remove. If he wants to change the parameters of a macro,
after selecting it he should click the option Define macro and proceed to
modifications. To associate a user to a macro, go to menu Directory and
select the functionality Assoc.User.Macro.

2.2.11 Order Docs

The user can ordain documents through this functionality. This order
is made by section, it can be ascending or descending and follow several
criteria. This functionality is available to all users despite their profile.
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2.2.12 Management of +info

The option +info is visible in a list of documents of a certain section,
on the right side of the document. If the user stops the mouse on that
area, data concerning that document shall appear. With the functionality
management of +info the user can configure if the informative box shall
or shall not be visualised, and which parameters concerning the documents
should appear (figure 2.21).

2.3 Menu Workflow

The Document Management System shall work through the Workflow,
it shall conduct the documents to the people indicated where you can see
the actions to execute on the document. Only the users with a Super User
profile may accede to this menu (figure 2.22).

2.3.1 Create

iPortalDoc has got several workflow templates. However, through the
creation of Workflows functionality (Create), the client may create new
workflows or change the existing ones. With this functionality the user ac-
cedes to a list with all workflows, after clicking one of the workflows, this
may execute the visualization of its diagram, selecting the link Edit on the
upper right side of iPortalDoc central frame.

Only the Workflows, that haven’t yet been instantiated, allow the ex-
ecution of alterations in the diagrams. For all others with instances, the
edition interface is merely informative.

To create a new workflow, after acceding to the functionality Create
of the menu Workflow, the user shall have to click the link Edit on the
upper right side of iPortalDoc central frame. In the form presented, the user
shall introduce a description for the workflow and define if it allows or not the
introduction of a document without executing the upload of a file (this option
is not selected by default). The possibility of introducing a document in the
system without attaching a file allows the use of the information generated
at the moment of introduction of the document, in the file to be developed
and afterwards attached to the document. An example is the introduction
of a document the Proposal type, whose code generated (Pr 24/2004) by
iPortalDoc is afterwards used in the file content to send to the client and to
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Figure 2.21: +info Management



54 CHAPTER 2. IPORTALDOC FUNCTIONALITIES

Figure 2.22: Menu Workflow

be attached to the document. This option is very useful when the user wants
to introduce registers about a certain matter or when he wants to introduce
documents along the workflow.

After introducing the Workflow, the access to its editions is possible
through the link Edit presented on the upper right side of iPortalDoc cen-
tral frame. The edition interface and workflow diagram are presented in a
new window. In this window is a toolbar with more or less menus/options,
according to the selected elements of the diagram:

• Menu States

– Insert: always active;

– Change: active if a state is selected;

– Remove: active if a state is selected;

• Menu Actions

– Insert: active if a state is selected;

– Change: active if an action is selected;

– Remove: active if an action is selected;
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• Menu Transition F.

– Insert: active if a state with action is selected;

– Change: active if a transition function is selected;

– Remove: active if a transition function is selected;

The following symbols have been attributed to several elements of the
workflow:

• Black ball and associated trace: represents the introduction of the
document;

• Circle: state;

• Square: action;

• Trace: transition function;

Due to the fact that the iPortalDoc workflows are based in state ma-
chines, before initiating the conception of a workflow the user shall have to
structure it, so that the diagram shall obey the following rules:

• Transition functions always go out through the inferior part of the state
and go in through the superior part;

• There cannot be two transition functions in series (one after the other)
between two states;

• There cannot be more than a final state;

• An action can only have two possible results;

• Only the final state has no actions associated to it, all other states
have to have actions associated to them, because the transition between
states depends directly on their results.

In order that the diagram is understandable, all transition functions
that execute return connections shall have to be placed on the left, and the
ones that execute states advance connections shall be on the right. This way,
the lines intersection risk is reduced.
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Introduction of States When selecting this option from the menu States,
the user can accede to the status data introduction form:

• State description;

• X coordinate and Y coordinate where the state drawn in the diagram
shall be.

Introduction of actions In the window there are several fields that should
be fulfilled the following way:

• Link “Define Code for Action”, shows a list of the codes available in
iPortalDoc in a new window, allowing the user to select the one he
thinks is the most adequate to the type of action he is creating;

• Description of the action;

• Posterior Attribution:

– Yes, it implies that the action may be manually attributed, in
other words, the person who executed the action of the previous
state is the one that decides who shall execute the action, or au-
tomatically, and in this case, the system sends the action to the
author of the document so that he might choose the user who shall
execute the action;

– No, when the workflow is being configured is necessary to attribute
the execution of the action to a certain user.

• Results of the action:

– Result concerning the logic True value (ex.: Approved, for an
Approve action);

– Result concerning the logic False value (ex.: Unapproved, for an
Approve action);;

– Operator by default is the operation, by logic value, which is at-
tributed by default to the T.F. when another action of that kind
is introduced in the workflows configuration area.
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Introduction of Transition Functions In the present window there are
several fields that should be fulfilled the following way:

• Next State, to be active whenever this Transition is executed;

• Y and X coordinates where the transition function symbol should be
drawn;

• Exit from the Current State, indication necessary for the construction
of the diagram;

• Exit from the Transition Function, indication necessary for the con-
struction of the diagram;

• Result of the action which cancels the Transition Function.

The final aspect of a workflow may be more or less complex. The figure
2.23 shows the example of a valid workflow.

2.3.2 Instantiate

The Instantiation phase happens after editing the Workflow. To accede
to this functionality the user should select the option Instantiate in menu
Workflow. A workflow template may act as a basis for several workflows, in
other words, it can be instantiated several times. Through this functionality
it’s possible to use the same workflow, adapting it to each Department of
the company, for example a Fax type workflow may be instantiated with de-
scriptions “Technical Department Fax” and “Commercial Department Fax”,
enabling the distribution of faxes to several points of the company. The
workflows should be configured for the most appropriated users in each de-
partment, and the service does not need to be centralised in one or two people
in all company.

2.3.3 Configure

The workflow should be configured after being instantiated, in other
words, the Super User may attribute users to the different actions of a work-
flow. The user should select the option active so that the Workflow can be
initiated. Besides the Workflow configuration, the user can configure the
workflows, like Insert actions, Change Transition and the Execution Time.
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Figure 2.23: Example of a Workflow
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The alteration of the attributed people is allowed in this function, even in
the case where the workflow is being used. This functionality has also an
option which maintains the permissions of the flow, only when the workflow
is finished, for that end the user should select the option Permissions in the
central frame of the Configure functionality.

2.3.4 Remove

A workflow can be removed as soon as it’s not being used by any doc-
ument.

2.3.5 Insert Actions

To insert an action in a state, the user has to specify which workflow
and the state to which it belongs. The added actions will be the copies of an
action that already exists, in other words, they shall have the same Action
Code, Execution Time and Result. After insertion, the user shall reconfigure
the workflow, in other words, attribute a user to the action created. When
an action is inserted, the transition function between states is automatically
changed, so the user should confirm if this transition is the one he intends.

2.3.6 Modify T.F. (Transition Funtion)

The transition function between states of a certain Workflow may be
changed whenever the Super User needs it; however this action has to be
carefully executed, once the good operation of the Workflow depends on it.

2.3.7 View T.F.

As previously mentioned, the transition functions alteration is a matter
that requires some attention, and for that end an interface has been devel-
oped in which the user can easily visualize how the transition functions were
defined between states of a Workflow.

2.3.8 Exec. Time

An interface was implemented where the deadlines for each workflow
can be determined, because it’s important that actions are executed within



60 CHAPTER 2. IPORTALDOC FUNCTIONALITIES

well defined deadlines and so that everything may work properly in a com-
pany. Whenever there is only a week missing for the deadline of a certain
action to end, the user responsible for it shall be informed by e-mail, and
this situation shall be repeated on the day that the deadline ends. Despite
the notifications, if the user does not execute the action on the following day
after the end of the deadline, the Super User shall be notified of that fact by
e-mail. The Execution Time functionality allows the configuration of the
time that each user has to execute the action. By default, the user has 30
days to execute the action. However, this option can be changed. The Super
User may give a certain term that is only valid on weekdays.

2.3.9 Assoc. Doc. Type

This functionality allows the association of a certain document to a
workflow. This association is only used in the automatic introduction of
documents via share of insertion, in other words, through the workflows
introduction folders. This way, if the workflow is associated to a type of
document, it will be automatically classified.

2.4 Menu Directory

To accede to all functionalities in this menu (figure 2.24) the user has
to have at least a Sub-coordinator profile.

2.4.1 Modify

After inserting a certain directory its data may be changed, and to do
that just accede to this option in the menu.

2.4.2 Create

The creation procedure of a new Directory/Section needs a previous
selection of the Section. In this insert the one you wish to create. To select
a Section just click its name, presented in the sections hierarchy, on the left
side frame of the screen. When it is selected, the name appears in a different
colour, similar to the documents. To create folders, the user should accede
to menu Directory and choose the option Create. In the central frame
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Figure 2.24: Menu Directory

the user finds a group of fields to fulfil in function of the folder he is creating.
Besides the name, the type and the description of the directory, the user may
define the order of the folder inside the directory.

2.4.3 Remove

Whenever a Section is removed, all data related to it are eliminated
from the manager, namely, subsections, documents, associated users and
respective workflows. To remove a section, the user has to be Super User or
Co-ordinator in the same section.

2.4.4 Move

This functionality can only be acceded by the users with writing per-
missions in the destiny folder. This way, the user shall select the directory
where he intends to move the folder previously selected. To move folders,
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the user has to be a Super User or Co-ordinator in the destiny folder.

2.4.5 User Assoc.

This functionality allows associating users to the section selected. To
enhance that, the same user may have distinct profiles, depending on the
section, in other words, a user can be Co-ordinator in a section and Reader
in another section. The fact that the profiles are attributed in the existing
sections allows managing the documents in those sections. To create profiles,
choose the option Profile in the menu Definitions.

2.4.6 User.DocType.Assoc.

This functionality allows associating the users to the types of documents
created in the functionality Doc. Types of menu Definitions (figure 2.25).
To create a new type of document accede to the option Doc. Types, in
menu Definitions.

2.4.7 User.Work.Assoc.

In the Sections, each user can have several workflows associated, or
none, depending on his functions in that section (figure2.26). To create a
workflow, accede to menu Workflow and choose option Conceive.

2.4.8 Assoc.User.Macro

The created macros can be associated to a user through this function-
ality. This way, macros already associated can also be disassociated.

2.4.9 Info

This functionality is accessible to all users which may visualise this
Directory/Section. Here they may find information concerning the directory
and the profile attributed to each user.
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Figure 2.25: Association of users to Types of Documents

Figure 2.26: Association of Users to a Workflow
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2.4.10 List of actions

This functionality is accessible only for the users with a Super User
or Co-ordinator profile. When acceding to this functionality, the users may
visualize all actions to execute according to their profile. This way, a user
with a Super User profile may visualize all actions to execute by sections of
the hierarchy and respective owners. As for the Co-ordinator, he can only
visualize actions from the sections where he is a Co-ordinator.

2.4.11 Actions by user

This functionality allows executing searches concerning the users and
respective actions to execute. When executing a search, select only the user
you want to search, where all actions to execute return. You can also execute
a search by action, where all users with the selected action appear. Searches
executed with this functionality need a previous selection of a section in the
hierarchy.

2.5 Menu Session

Figure 2.27: Menu Session
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All functionalities in this Menu (figure 2.27) are available to all
users, whatever their profile may be.

2.5.1 Configuration Interface

The user with a Super User profile can configure the interface in this
option, where he can make changes, among others, in the logotype, modules,
document data, printing or calendar.

2.5.2 Build Global FS

This functionality allows rebuilding all Virtual File System hierarchy,
in other words, the hierarchy acceded via Windows Explorer, if that is the
Operating System used by the clients.

2.5.3 Build Global mailFS

In this functionality the user rebuilds the hierarchy of the associated
e-mails for all users.

2.5.4 Build filesystem

This functionality executes the global reconstruction of the User Area
in the Filesystem, it rebuilds the file system from the area of the user which
started the session in iPortalDoc.

2.5.5 Build mailFS

This option allows the reconstruction of the associated mails hierarchy
from the user which started the session in iPortalDoc.

2.5.6 Actions

In this menu option the list of all actions that the user has to execute
(figure 2.28) is presented in a new window.
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Figure 2.28: List of Actions to execute

2.5.7 Calendar

In the Calendar, a series of actions are allowed to the users through the
links in the upper right side of the window presented. This functionality is
described in Chapter 3.

2.5.8 Change Password

This option allows the user to change his data, namely his password
and e-mail, if it’s configured to do that.
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2.5.9 Change Acronym

In this functionality the user can change or attribute initials to the
user’s name.

2.5.10 Logout

In this option the user ends his session in iPortalDoc.
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Chapter 3

iPortalDoc User Guide

In order to have the best use of iPortalDoc and all its functionalities, the
users responsible for its Administration should execute a series of previous
operations, such as:

• Elaboration of the Sections/Directories hierarchy;

• Attribution of users and respective profiles, in the distinct Sections;

• Instantiation and Configuration of the Workflows to use;

• Attribution of workflows to the different users in each Section.

From the point of view of iPortalMais, the best option should be the
recreation of the company’s normal working, in other words, to organize
iPortalDoc according to the company’s daily activity. Thus, the several users’
comprehension and adaptation to the system shall be easier.

3.1 Creation of a Sections hierarchy

The different sections and subsections in the document hierarchy on
the left side of the browser, through the folders explorer or even through e-
mail should reflect the departments/sections of a company. The documents
related to the sections shall be inside them.

To create a section, the user should select the option Create of the
menu Directory presented in the toolbar above the central documents ex-
position area. After selecting this option, the user shall see an interface in

69



70 CHAPTER 3. IPORTALDOC USER GUIDE

the central frame where he shall introduce the directory name, select the
directory type, a brief description and the order.

The directory type selection shall only report the choice of the icon/image
preceding the name of the folder. As for the directory order, this shall vary
between 1 and 200. If the user always maintains the same order, the subsec-
tions shall be alphabetically organized. The options Remove and Modify,
also in menu Directory, allow deleting the section or changing any type of
information inserted.

To build a hierarchy, the user should select the Section in which he
wants to create Subsections. To execute this operation, the user should click
the name in the intended Section in the list presented on the left side of the
screen and execute the steps previously described. Whenever a section is
selected, it shall have a different colour from the remaining sections, in this
case, the green colour.

After the initial hierarchy construction phase, all users with permissions
to create subsections, in a certain directory, may do it.

When a section is created, the profiles and workflows associated to the
users of the superior Section are transferred to this one. However, these
options can also be modified, in other words, the profiles and workflows asso-
ciated to the Section do not have to be necessarily the same of the superior
Section. These questions should be in accordance to the organisation’s needs.

3.2 Attribution of users to a Section

A user with a Super User profile or a iPortalDoc administrator may
introduce users through the presented interface, after selecting the option
Users in menu Definitions, in Management. To do that, the users should
be previously introduced in IPBrick, as described in Chapter 1, thus, pre-
senting themselves as LDAP users.

To introduce a user in iPortalDoc, select the option Users in menu
Definitions. When clicking this option, the users already associated to
iPortalDoc shall appear, in case there are any. On the right side we have
the option Management, which shall direct us to the screen where two boxes
shall appear: one with the LDAP users and another one with iPortalDoc
users. To insert a new user in iPortalDoc, just select it in the LDAP users’
box and press the button insert. With this operation, a new user already
selected in IPBrick shall be a user in iPortalDoc.
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Figure 3.1: List of iPortalDoc users

Figure 3.2: Introduction of users in iPortalDoc
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In the same way, in IPBrick one may associate users to different Groups
(for example: technical, commercial, account department, etc.).

Each iPortalDoc user should be associated to each Section with the
profile most adequate to his function in that same Section. iPortalDoc has got
some pre-configured profiles, as it was previously mentioned in paragraph
2.2.2 in the previous chapter, however, many others can be created, if the
administrators wish it. As we have seen, each profile is associated to different
permissions, both in Sections and documents.

To associate a user to a section, the Co-ordinator of that section shall
select it, and then accede to the menu Directory and click the option
User Assoc.. In this interface, the Co-ordinator should select the user and
proceed to the attribution of the profile he thinks is the best, the opposite
operation is also available, in other words, the disassociation of users, as it
was described in the previous chapter.

3.3 Workflows Configuration

In menu Workflow, in the option Create, iPortalDoc enables a series
of workflows. However, these workflows do not have to be necessarily used,
new ones can be created or even change the existing ones. Either they are
created (option Create), or modified (option Edit, after selecting the Work-
flow you want to change), it’s necessary to understand that in order to use
them, they have to be instantiated and activated. For that end, accede to
menu Workflow and select the respective option.

To create a new Workflow, select the option Create which shall re-
port you to a new screen, in which you should choose the name (fill in the
description box) that best illustrates that Workflow.

After giving it a name, it should be edited through the option Edit.
When clicking this option, a new window appears, in which the states cor-
responding to the needs of a certain Workflow shall be introduced (figure
3.4).

Afterwards, select state by state and attribute the action corresponding
to that state, possible results and posterior attribution.

Finally, the user responsible for the creation of the Workflow should in-
sert the Transition Functions between each state, and so creation and edition
of the Workflow is concluded.

After the instantiation of a workflow, it should be configured through
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Figure 3.3: Workflows Creation

Figure 3.4: Workflow Edition
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the option Configure from the same menu, inn other words, users should
be attributed to the distinct actions of that workflow.

A Workflow template may be instantiated several times, as soon as
distinct descriptions are given to it. In the limit, all sections may work
with the same workflow templates, and each flow is configured for the users
associated to the section it is aimed for. On the other hand, the global use
of a certain workflow is also possible. Configuration and use of a certain
workflow only depends on the company’s own internal policies.

As iPortalDoc aims the execution of tasks in pre-established execution
times, each Workflow State has a 30 days execution interval by default. If
the user wants to change it, he shall accede to option Exec. Time, from
the menu we are working.

3.4 Attribution of Workflows to Users in the

Sections

The associated users probably need to use different workflows in each
section, and for that reason its Co-ordinator shall associate the workflows
necessary to the functions of each user. This association is necessary, be-
cause it’s not possible to insert a document in a section without selecting a
workflow.

To associate workflows to users in a Section, the Co-ordinator has to
select the Section and then accede to option User.Work.Assoc., from the
menu Directory. When acceding to this functionality, an interface is pre-
sented in the central frame, in which the user should be selected and the
workflow(s) to attribute should be chosen. Workflows could be disassociated
in the same way.

3.5 Document introduction

iPortalDoc has two ways of inserting documents:

• Via Samba (SMB protocol);

• Via Web (HTTP protocol);

So that a user can introduce documents via Web, he needs to have a
profile with permission to do that and an associated workflow in the section
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Figure 3.5: Workflow Configuration
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where he wants to execute that action. Chapter ”3.5.2” - ”Introduction of
documents via Web” explains it better.

3.5.1 Introduction of documents via Samba

iPortalDoc has a directory, acceded through Windows Explorer, if that
is the Operating system used, that is divided into sub-directories, one for each
existing documental flow (see figure 3.6). The user may directly introduce
a file in a sub-directory via SMB, associating the file to the corresponding
documental flow. This action is only allowed through the Insertion folder of
Windows Explorer.

It’s used a program that executes a sample of the files in the areas
minute by minute, analysing the alteration in its size. If between two con-
secutive samples the size of the file stays unchanged, it implies that the
transference of the file is concluded, and it’s automatically introduced in
iPortalDoc. The document generated shall be identified by the document
flow with the name of the file and it shall be conducted through the different
phases of the associated document flow. The document shall be organized in
a document flow/year/month/day structure, to facilitate the identification
of the documents automatically inserted.

3.5.2 Introduction of documents via WEB

When the user selects the operation Insert from the menu Docu-
ment, he accedes to a interface which allows him the introduction of a doc-
ument. Always make sure that you are working in the section you
want, the section shall appear selected in green. When a document
is introduced via Web, the user may insert a series of information that may
help to catalogue and to differentiate a document from another one, besides
the selection of workflow it shall explore. Some fields only have as a goal
to catalogue the document and, thus, facilitate its subsequent retrieval, such
as keywords, description and summary. However, there are required filling
fields for the introduction of a document: title, type of document and the
workflow to use. If it’s not intended to introduce a document based on a
template created, it’s also necessary to indicate the location of the file in the
option with that same name.



3.6. DOCUMENTS CLASSIFICATION 77

Figure 3.6: Sections Hierarchy – Document introduced Via SMB

3.6 Documents Classification

A document in the Document Management System should be duly
classified, so that it may be easily found through the search engine (search).
In the introduction, alteration or update of a document the respective forms
have got a group of fields which correspond exactly to the group of attributes
the document may have in the system.

A correct connection of the documents to the sections (Through the
Introduction of documents, or when they have already been introduced,
through the Connection of Documents to section), with the correct asso-
ciations of documents (for example, proposal to adjudication, order to in-
voice, etc.), allied to the correct filling of the available attributes, allows the
document to be correctly classified in the system.
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Principal documents classification means:

• Keywords - Allows the identification of documents through a defined
group of keywords pursuant to the company’s policies.

• Entity - Allows associating the documents to a certain entity.

• Document Type - Allows the identification of documents of a certain
type.

• Workflow - allows the classification of documents by a defined flow
type.

When this process is executed, the user can easily find the document
through the Quick Search engine (QS) or, when the search is restrained,
through the Advanced Search engine (AS). In quick search, the search is
first executed by keywords, then placing the search by titles, summaries,
descriptions and authors. In advanced search, you can specify the options
to search a document: type of entity, entity, subject, type of document,
workflows and workflow state, author, introduction and elaboration dates,
document code, with occurrence of words in titles, summaries, descriptions,
keywords and authors.

Example of the classification of a document inserted via WEB If
a Fax is received from Client “X”, whose addressee is “Engineer Y”, with
the subject Adjudication of a hardware proposal, the document should be
introduced in the section concerning the Faxes from Client “X” or in a general
Fax section and classified as:

• Entity Type: Clients (already defined in the system through the option
Types of Entities in menu Definitions).

• Entity: X (already defined in the system through the option Entities
in menu Definitions).

• Contact: Eng. Y

• Document Type: Fax

• Workflow: Fax (if this is the name of the workflow used for the docu-
ment)



3.7. SELECT DOCUMENT 79

• Title: Hardware adjudication

• File: execute the fax upload

• Summary: adjudication of the hardware proposal

• Description: (it could have a more detailed information of the docu-
ment, for example, a short description of the material)

• Physical storage: Folder2/2004 (it corresponds to the document paper
archive, if any)

• Keywords:

adjudication

hardware

After introducing the document, it shall be associated to the respective
proposal through the Associate functionality.

Example of the classification of a document inserted via Samba
Suppose that the situation is similar to the one previously described, except
for the fact that the fax is now automatically introduced in the system. In this
case, the document shall stay in the section Fax/year/month/day (structure
automatically created by the system). The classification of this document
shall have to be executed through the functionality Change Info, in the Menu
Document. After classifying the document, it shall be associated to the
respective proposal through the “Associate Documents” functionality with
or without search, which can be acceded to through the Menu Document. If
there is a section for Client “X”, the document shall be connected there.

3.7 Select Document

To select a document, the user should click the image presented on the
left side of the title (figure 3.7), in the list presented in the central frame
of iPortalDoc. Whenever a document is selected, its title appears with a
different colour and the image before the title is also different. As previously
mentioned in paragraph 2.1 from the previous chapter, most functionalities
from the menu Document need a selected document. You can only select
one document at the time.



80 CHAPTER 3. IPORTALDOC USER GUIDE

Figure 3.7: Example of a document selection

3.8 Document References

Each document inserted in iPortalDoc is referred through the:

• section in which it was introduced, and to which it was afterwards
connected;

• code (automatically) attributed at the moment of insertion, depending
on the type of document chosen by the user;

• entity associated to the document;

• keywords inserted by the user;

• association of other documents.

3.8.1 Link Documents to Sections

A document may be connected to other Sections after reaching the final
state of the workflow associated to it. To accede to this functionality, the user
should select the option Link (and not Link Docs.) from menu Document
and in the interface in the central frame select the box on the left side of
the Section name where he intends to connect the document, in other words,
select the section to which he intends to send the document. The sections,
where the document is already connected, are presented in a different colour
in this interface.

3.8.2 Attributed Codes

Whenever a document is inserted, a code is given to it, which is gen-
erated and is unique, but it depends on the type of Document that the user
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has selected. The document code includes the initials defined for each Type
of Document, the year in which it was inserted and the number of documents
for that Type, in the year in question. The documents inserted via Samba
are given a code that corresponds to the name of the workflow with which
these have been inserted. To create new Types of Documents, the Super
User should accede to the option Doc. Types in menu Definitions, and
it’s necessary to give a name which is not being used to the new type of
document (fill the Description box), choose the initials, attribute a template
to the new type of document or choose a document of direct introduction.

Figure 3.8: Creation of a Document Type
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3.8.3 Associated Entity

When introducing a document, the user can associate an entity, for
example, a fax from entity x. The management or introduction of entities is
made, aside, by IPBrick, in contacts. For that, the option Entities in menu
Definitions should be selected. This operation shall open a new window
that allows visualizing the entities alphabetically, filtrating or seeing them
all. It also allows introducing new entities, through the option Insert. These
steps are duly explained in Chapter I in the Users Management section.

3.8.4 Keywords

When introducing a document via Web, the user has a field named
Keywords, in which he should write the words through which he can after-
wards easily search the document. One should choose words which easily
identify the document, for its subsequent retrieval. The redundancy of key-
words between documents should be avoided so that the search of documents
may be faster and more efficient, in other words, there should not be many
documents with the same keywords. To search a document, the user should
write the word to search in the text box on the upper right side of the screen.
During this operation, all documents of the selected section and for which
the user has reading permission shall be examined, searching for a sequence
of characters in the document keywords that correspond to the user’s search.
The user can also use Advanced Search. This functionality is acceded through
the link on the upper right side from the Search window. Advanced Search
allows the user to execute his search in several fields.

3.8.5 Association between documents

A document can be associated to other document, for example, an
invoice should be associated to a proposal. To accede to option Associate
without search in menu Document, the document selected has to be
finalised, in other words, at its final workflow state. As we have already seen
in the previous chapter, it’s possible to associate with or without search.
In the interface presented in the central frame of iPortalDoc (figure 3.9),
select the box on the left side of the document to associate, and if the users
with reading permissions in that document may see the document selected,
the Bi-directional relation should be attributed, and for that just click the
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corresponding box.

Figure 3.9: Documents Association

3.9 Permissions related to a document

A document has got two distinct phases of permissions on itself, at-
tributed to the users:
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• During the workflow;

• After the end of the workflow.

3.9.1 Active Workflow

During workflow only the users intervening in that process have per-
missions on the document, besides the Super Users and the Section Co-
ordinators. Each time a new workflow action is activated, the user who shall
execute it has permissions on the document.

Sometimes a user without permissions to accede to a document needs
them during workflow. To attribute permissions in the conditions previously
mentioned, it’s necessary to forward the document in question, through the
option Forward Doc. in menu Document. This action can be executed
by any user with permissions on the document and it shall be registered in
the workflow record.

During workflow, whenever a user has to execute a action, he is notified
through an e-mail sent by iPortalDoc.

The workflow record and associated information may be acceded to
through option Workflow Doc. in menu Document or in +info when
the document is selected. In the presented window there are several links
on the upper right corner to accede to the number of revisions, associated
documents, editions and other type of information regarding the selected
document.

3.9.2 Completed

Permissions associated to users, regarding a document completed, de-
pend on the profiles each user has associated in the section where he intends
to visualize the document. However, it’s possible to change the specific per-
missions for a certain document inside a section. Thus, a user with a profile
different from a Co-ordinator or a Super User can stop seeing a document,
despite the fact that his profile has permissions to do it. To execute a op-
eration like the one previously described, the Section Co-ordinator should
accede to the option Permissions from the menu Document, with the re-
spective document selected, attributing or removing permissions to a certain
user, then clicking submit.
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A description of all permissions attributed to the users associated to
the section shall be presented in the central frame. When clicking the link on
the upper right corner of the frame, Docs Permissions, you can visualize
the permissions concerning the document selected, and it’s possible to change
it. In this interface, the users with Super User and Co-ordinators profiles
area signalled with the letters A and C respectively (these users’ permissions
cannot be changed ).

3.10 Creation of Templates

Whenever the organisation needs justify it, it’is possible to create pdf
models, which may be very useful, for example, for meeting minutes, invoices,
faxes, among others. These templates are mainly related to the graphic
aspect of the document, so iPortalDoc offers the possibility to introduce
different types of fields (editor, box, formulas, steady image, pre-inserted or
steady text), as well as tables, pop lists or others.

To create a pdf template select the option pdf Template in menu
Definitions. A list of all templates shall appear in the central frame. To
create a new model select the option Template, introduce a name and click
Insert Template and, finally, Edit. To change or simply consult an existing
template, select it and choose the option Edit. In both cases, a new window
appears where the template shall be elaborated. Then, the Templates edition
functionalities shall be detailed.

3.10.1 Templates Edition Menus

The first option in Menu Fields, Editor, allows the user to create a text box,
and to choose the number of lines available for the text edition.

The option Box is different from the previous element because the text
area is limited to a line, and it’s useful for small amounts of information.

The third option, Formula, enables the execution of mathematical
calculations, using the data from the boxes.

The fixed image field is useful if the user intends to insert an image
in the document.

The pre-inserted element allows gathering the existing data in IP-
Contacts concerning a certain entity, as well as the automatic generation
from the responsible for the elaboration of the document, elaboration date,
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code or document title. For example, if the user intends that the address of
a certain entity appears in a template, he only has to select that option and
choose the variable Entidade - Address.

The last option in Menu Fields, fixed text, is used to place inalterable
text in the template, which shall appear whenever a new document is created.

If you want to insert a table in the document, select the menu with
that name. First, when selecting the option items, it’s necessary to choose
the name for the table and only then the fields and the table columns shall
be asked.

The creation of a pop list allows the creation of a field that conjugates
several variables, and the creator of the document can only choose one of
the options. There are two types of pop list, in the first, when the template
is created, the user shall have to insert all possible variables. In the second
there is a group of pre-inserted variables.

The Menu Others allows the introduction of headers and footers, para-
graphs and fields aligning.

The Menu Template allows to preview the document and/or form.
When the document is completed, it should be generated through the op-
tion Generate. Before generating, the beginning and the end of the para-
graphs/headers/aligning should be carefully seen, for all options opened,
should be closed. To generate a template it’s necessary that this has a type
of document associated. As we have seen, for that purpose select the option
Doc. Types in menu Definitions and insert a new type of document with a
new description and initials and select the template created in the Template
of automatic generation option. Thus, a document based in the intended
model shall be created when a new document is introduced with the type of
document associated to a template.

3.10.2 Changing formatting

The alteration of a template formatting implies a slight knowledge
about XLS-FO. Thus, it’s possible to change the complete formatting of
a template, as the type of letter, colour of the letter or of the lines in a table,
etc. To accede to this functionality, after generating the template, select the
option Download in menu Template, in XSL File. Then, it shall be nec-
essary to indicate the destiny to save the file with the XSL extension, and
so, it’s possible to change it. At the end of each alteration, to update the
document, select that same option in menu Template.
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It’s only possible to visualise the alteration of formatting when a new
document is inserted.

3.10.3 Creation of Reports

To enhance the possibility to create reports based on data from the
internal or external Database, in Oracle, SQL Server, Postgres or mySQL.
This operation is possible through the option Configure external DB in
menu Template. So, to configure the database, fulfil the data concerning
the name and server port, database name, user and keyword. Thus, the
options to create the dynamic and variable Pop list appear, as well as the
dynamic table, in the menus Pop list and Table respectively. So, it shall
be possible to execute searches, through the SQL queries, consulting the
database information and, thus, creating the reports.

3.11 Calendar

When acceding to option Calendar in menu Session (figure 3.10), a
window appears and in its upper part are the following menus:

• Go to - navigation options;

• Admin - configuration options;

• All - list/search by categories;

• Year - allows the selection of the year between 2003 and 2010.

In all interfaces presented by the Calendar, depending on the state of the
scheduled events, they have the following colours:

• light blue, events with an expired date;

• blue, scheduled events, but not confirmed by all intervening parts;

• red, scheduled events, but refused by the intervening parts;

• yellow, scheduled events confirmed by all intervening parts.
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Whenever a user selects a certain event, an interface is presented and it
presents all data concerning an event, and if the user has scheduled that
event he is allowed to change or remove it. If the user is only one of the
intervening parts, and he has not yet confirmed his presence, he can do it in
that interface. When a day is selected, a view is presented with all events
scheduled for that day, in all interfaces of the Calendar. Whenever a user
receives an invitation for a certain event, it shall appear in his mail box. The
same shall happen with the user who has scheduled that event, who shall
receive the confirmation or not of the remaining intervening parts by e-mail.

3.11.1 Menu Go to

This menu offers some navigation options between My Calendar, Unapproved
Events, other user Calendar, search, introduction of events (Add new entry)
and list of appointments.

A list of all events the user has scheduled appears when you select the
option See Appointments. The list has navigation from ten to ten events,
and the events with current date are presented, or the ones close to that date,
when the user accedes to that interface. To schedule a new event, through the
option Add new entry, the user should choose first the participants, moving
them into the table on the right. After selection, he should click the button
See Calendar to schedule the hour. Then, there is an interface that allows
inserting or changing the following data: description (short and complete),
date, hour, duration, priority, access (confidential/public), category, option
send reminder, location, participants, calendar owner, options concerning
repetition and frequency. By default, each event has two hours duration,
and the user can change that time interval. Whenever an event is scheduled,
the intervening parts are notified through e-mails sent by iPortalDoc.

3.11.2 Menu Admin

The options in this menu are configuration options. So, this menu
allows configuring categories, editing or activating layers, as well as defining
the assistants and their permissions.
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Figure 3.10: iPortalDoc’s Calendar
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3.11.3 Menu All

The categories defined in option Categories in menu Admin are the
options in menu All. This menu allows, through the choice of a category,
presenting the corresponding events in that extent.

3.12 Actions to execute by the User

As it has already been mentioned, whenever the user needs to execute
an action in iPortalDoc, he is notified by e-mail. In the e-mails sent with that
purpose there is a link, so that the user may accede to the Actions window.
This window may also be acceded through the menu Session. A list of the
actions ordered according to its urgency is presented in this interface. The
actions, that should have already been executed, appear in red.

Each action listed in this window has a link that depending on the
type of action, Document or Event, accedes to different interfaces. If the
action to execute corresponds to an event, the link shall give access to the
interface Scheduling Events in the Calendar and the user can or cannot
confirm his presence in that event, as previously explained. To execute an
action concerning a document workflow, depending on the type of action to
execute, a different interface is presented. However, a text area is always
presented so that the user can write a comment concerning the action to
execute.

The access to the comment written by the user, in other words, the
visualisation of the comment of an action in the workflow record, depends on
what the user selects in the pop list presented in each action, called Access
to the Comment. Only the users belonging to the group selected can read
the comment in the record.

Whenever a user receives a notification of the need to execute an action
from the workflow, he can accede to the comments placed in the actions
executed in the previous State of the same flow.
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