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Introduction

Isimsoftware Archiver(‘Isimsoftware’)isabasic,easy-to-usedocumentmanagementsystem. Youcan alsouse
Isimsoftwareasaregulardatabase. Thedatabaseiscustomdesignedbytheuser. Isimsoftware uses the Microsoft Access
compatible database format (Jet ADODB). A Microsoft Access license iSNOT required. Isimsoftware isideal forsimple
single-table, smalltomediumsizedatabases(upto aboutonemillionrecords), storedlocallyoronanetwork. Asthe
databaseoutgrowsthe Isimsoftware size limits, data can easily be transferred to larger database systems with simple
export options.

Databasesystemscanbecomplex. Tokeeplsimsoftwaresimple,eachdatabaseisreferencedbya XML file. The XML
file containsthe pathtothe database file, the connection information, the associated table name and all the user
preferences. The database is always opened via the XML file. The XML fileisautomaticallycreatedbythesystemwhen
thedatabaseiscreatedwiththe Isimsoftware Archiver’s own database creation tool. Updates and preferences are
specified in Setup. To create the XML file for other databases, please read XML section below.

When testing and using the system live, always make sure that the databases are safely backed up.
Requirements

IsimsoftwarerequiresMicrosoft Framework4.0or later. Ifyouhavearecentmodel PC,youarelikely tohavethe
requiredframework; otherwise, the Microsoft Framework isfreely downloadable from the Microsoft website.

Trial Version

Thetrial versiondisplaysasmall ‘Demoversion’ nag message; otherwiseitisfully functional. You may usethetrial
versionfor 30 days. Studentsand non-business users may use thetrial version permanently. For business use, after 30
days you must purchasing a license or un-install the program. Inexpensive single-user, site and enterprise licenses
can be purchased from Isimsoftware Sin. Please go to the Help menu for the web link.



Thetrial versionisfully functional butdisplaysanagscreenatrandom. When you purchasea license, you receive a key
that converts the downloaded trial version to a licensed version. Enter the license key inthe Help -> Register menu
and restart the program.

Whenyou purchasealicense youreceiveanunlock key. Theunlock key, entered inthe Help -> Register menu, converts
thedemoversiontoalicensedversion;the Demonag messageisthen nolongerdisplayed. Eachuser (user Id) mustenter
the key oncewhenusingthe programforthe firsttime. Ifyouhavealarge number of usersonacomputer, and entering
thekey foreachuser isinconvenientthereisan optionto make the key universal for all userson the computer. For
instructions, please contact technical support.

XML file

The databaseisalwaysopenedviathe XML file. The XML fileisautomatically created by the systemwhenthe
databaseiscreatedwiththe Isimsoftware Archiver’sowndatabasecreationtool, andyoucanignorethissection.
Updatesand preferencesarespecifiedinSetup. Ifthe databasewasnotcreatedwiththelsimsoftware Archivertool,
youneedtocreatethe XML filebefore the database can be opened.

Generally, you do not need to go through this procedure, and you can ignore this section, if
the database was created with the Isimsoftware Archivers own database creation tool.

Proceduretocreatethe XML file (required beforeyouuse adatabase forthefirsttime):

1. Openthelsimsoftwareprogramandselectthe Setupmenu, then ‘ Advanced options’, then ‘Create blank
XML file’.
Readthemessageandclickon‘Yes’.Inthe‘Open’dialogselectthe.mdbfile.Press ‘Open’ button.
In the ‘Fix connection string” window, keep the default connection string. Enter the Table name of the
database that you are about to open. Press ‘Save’ button.

4. The‘Save’filedialogappears. Givethe XML fileaname.Normally,usethesamebase name as the
database name. Press ‘Save’ button.

5. Inthelsimsoftware‘Open’ menu,select‘Selectandopendatabase’. Selectthe XML filethat you just
created.



6. Oncethedatabaseisopen, select Setup menu/Setup (current database). Specify or changethe ‘Primary key’
andthe ‘Docfield’. Note, the primary key ismandatory; the Doc field is required only if you use document
imaging.

Tutorial

The basic program is best demonstrated by running a tutorial session.

Startuplsimsoftware. Themainwindow of Isimsoftware opensontherightside ofthescreen. The window isplaced
ontheright edge so that files associated with the document management system can be viewed onthe leftside. Inthe top
row of the window you will see the main menu buttons: Open, Search, Archive, Setup, Options, Help. Click on
‘Open’ and select ‘Tutorial database’. (Forlicensed versions, the Tutorial canbefoundinthe Helpmenu). Aftera
coupleof seconds, the‘Search’windowopens. ‘Search’isthefunctionthatyouwillusemostoftenanditis thus the
default window.

Thetutorial database isbuilt merely for demonstration purposes. The field namesandtypes make little practical sense.
There are different types of fields, so that you can experiment and get a feel for the capabilities of the system.

For the tutorial, we want to do some indexing first. Click on the ‘Archive’ menu button.

Forthemoment, letususe Isimsoftware asaplaindatabase, notadocumentimaging system, sowe willignore the field
called ‘DOC’; the Docfieldis used for documentimaging and normally will holds the path to the image file
referenced by the record.

Inthe Archivewindowmakeafewrandomentries. Fornumber-basedfieldsyoucanonly enter number characters,
also decimal separators in case of decimal numbers, and the minus character. For True/False fields use the
checkbox. There are many posting shortcuts, such as repeatingthe previousentry, date picker, database lookup, etc. The
tutorialhasonedefault entry. InSetupyoucanspecify user preferences, suchasdefaultentries, masks, patterns,
dropdown lists, etc. You can also specify certain fields that require the data to be entered twice for the purpose of
validation. We will coverthese further downinthe userguide.



Afewentrieshavealready beenentered inthetutorial. Aftereach completedrecord, clickon the ‘OK insert” button.
Make afewmore entries, sothatwe haveagoodbase todemonstrate the search function.

Now, letusindex animage file for documentimaging. Click on “View file’ button and selecta graphicsfile. Wewant
theimagetoopenintheintegratedimageviewer,so, forthisdemo, selecta TIFFfileorany othergraphicsfile (butnot
aPDFfileforthistutorial). Theimage opens intheintegratedimageviewerontheleftsideofthewindow. Ifyou
checkedthe ‘Viewer: Systemdefault’,theimagewouldopeninyourspecified Systemdefaultimageviewer. PDFfiles
would openinthe Adobe viewer. Observe how the file path isautomatically posted tothe DOC field. Youcanofcourse
make database entrieswithoutopeninganimagefile, butfordocument imaging, itis strongly recommended that you
openthe image file before you do the indexing.

Completetheotherfieldsand pressthe ‘OK insert’ button. Ifyou use Isimsoftware for document imaging, the
image file must be opened before you do the indexing.

Havingindexedafewrecords, letusnowrunasearch. Clickonthe ‘Search’ menubutton. The Searchwindowopens.
TheuseoftheSearchwindowisfairlysimple. Tryafewsearches:select the field nameandthe operationfromthe
dropdownlists, typeinthe criteria. Ifyouwanttosee all the records, type the percent character (%) in the Criteria field.
Press Search. The string (text) fields are defaulted to ‘START WITH”). This operator returns all the field values that start
with the criteriatextyouentered; itwill saveyousometimeenteringthefull searchtext. Youcanenter uptofourcriteria,
oryoucan enter justone. Some field namesare already defaulted, and you canselectotherfield namesinthedropdown
list. Ifyouuse justonecriteria, youcanenteriton anyofthelines, youneednotfillthemfromthetopdown. Pressthe
Searchbuttonandthe matching recordsare displayed inthe table below. You canwiden or move the columns, and
changethesort. Theextensive Searchoptionsarecoveredinthe ‘Search’ sectionofthisuser guide.

Iffor some reason the tutorial iscorrupted and nolonger works, do the following: 1. Delete the two Tutorial filesin
¢\Users/[USER]\AppData\Roaming\InformatikApps\Isimsoftwarelet folder. 2. Go to the Program (x86)\ Isimsoftware
Sin\Isimsoftware Archiverfolder;copythetwo Tutorial files(.mdband.xml)andplacethembackinthe
c\Users/[USER]\AppData\Roaming\Informatik Apps\IsimsoftwareJet folder.

Database



Isimsoftware uses the Microsoft Access format database (Jet ADODB). A Microsoft Access license is NOT required.

The database fields can be of text, numeric, date or True/False data types. The sizes of the text fields can be set, the
numeric fields can be whole number (up to 9999999999) or decimal numbers. With Isimsoftware, the tables
can have up to 50 fields.

Adatabase creationtoolisavailableinthe Setupmenu. Themandatoryfields, suchastheld field,arecreated
automatically. A‘DOC’fieldfordocumentimagingisalsoadded (unlessyou optout). Itisrecommendedthatyou
createthe database with this Isimsoftware tool. Isimsoftware databases have one tableeach.

EachdatabasehasitsXML referencefile. TheXMLfileholdstheconnectionstring, tablename andvariouspreferences.
Thedatabase mustalwayshbeopenedviathe XML file. The XML fileis created automatically when the database is
created.

If later you needtoaddafield, or change the field size, options areavailable in Options-> Custom operations.
Thereareseveral reasonswhyadatabase mayfailtoopenanddisplayanerrormessage:

o Ifyoumovethedatabase(.mdb)file,therelated XML filewillshowanincorrectlinkto thedatabase.
Correctthelinkwiththe ‘Fixconnectionstring’ optioninSetup-> Advanced options.

o Ifyouaccidentallydeletean XML fileorifitbecomescorrupted, youmustcreateablank XML file via the
Setup -> Advancedoptions.

The Setup has options to change the default order of the columns (fields) displayed in the searchresulttable, so
importantfieldscanbe movedtothefront. Also, Setup hasanoptionto specify which field should be defaulted in
the Query dropdown list.

The posting of records is made easy with options such as: default entries, patterns, masks, dropdown lists, database
lookups, date picker, repeat entries, double validation entries.

XML File

All databases (exceptthetutorial) are opened viaan XML file. The XML fileisthe entry tothe database. The XML file
contains the connection string, table name, and all user preferences for



thedatabasetable. IfyoubuiltthedatabasetablewiththeIsimsoftware’sownutility,the XML file will have been
createdautomatically.

The XML filecontainsmanyoftheuserpreferencesrelatingtothedatabase. Thesepreferences arespecifiedinSetup. To
accessSetup,openthedatabasethenclickontheSetupmenubutton. The only way to openthe XML filein Setup isby
firstopening the database. If you cannot open thedatabase, themostlikelyreasonisthattheconnectionstringisincorrect,
perhapshecause you moved or renamed the database. Correctthe connection string withthe ‘Fix

The XML filenameshould have the same base name asthe database file, butmay be locatedin a different folder.

Ifyouaccidentally deletean XML file orifitbecomescorrupted, youcancreateablank XML file via the Setup ->
Advancedoptions.

Ifyoumove orrename the database, make surethatthe connection stringinthe XML file shows thecorrectpathtothe
databasefile. Toverifyorcorrect, usethe ‘Fix connectionstring’ inSetup
-> Advanced options.

Search

Searchisthemostoftenusedfunction. Thetutorial databasehasonlyafewentriessoyouwill wantto add somerecords
tofully testand appreciate the features of the Search window.

Once you have opened adatabase, click onthe Search menu button. The Search window is generally opened by default
automatically when you select the database. In the Searchwindow youcanspecifyuptofour (4)criteria, each
queryingthesamefieldordifferentfields:

ISEXACTLY:
Records that exactly match the text, number, or date of the criterion

IS NOT:
Records that do not match the exact criterion, text, number, or date

MORE THAN / EQUAL.:
Records where the numbers and dates are higher than (or same as) the criterion

LESS THAN / EQUAL.:
Records where the numbers and dates are lower than (or same as) the criterion

INCLUDES:



Records that include the criterion string. It can be a word in a phrase, or string of characters in a word.

STARTS WITH:
Records that start with the criterion string (a prefix)

STARTS NOT WITH:
Records that do not start with the criterion string (a prefix)

IS NULL.:
Records where the specified field is blank (null)

Forthe BETWEENoperator, use both the ‘More Than’ and ‘Less Than’ operators. When using

the ISNULLoperator, leave the criteria field blank.

Thefourcriteriaareseparatedbythe logical AND/OR operator. ‘AND’ isthe defaultoperator. The operator
‘AND” has precedence over the ‘OR’ operator. Intheexample

Al OR A2 AND A3

the order of execution is
Al OR (A2 AND A3).

Ifyouwanttoretrieveallrecords(practicalonlyfortesting),typethe %’ characterintheCriteria field (must be a text
field, not a number or date field).

Ifyouwantto enteryour own SQL search statement, for aspecial requirement, type an explanation character in the
first Criteria field and press the Search button. An input box will appear where you can enter the SQL
statement.

When all criteria are specified, press the ‘Search’, button. All matched records are displayed in the search result table.
There are several options to re-arrange the results:

Bydefault,thecolumnsaredisplayedintheorderofthefieldsinthe databasestructure, i.e.the way you set up the
database. In Setupyou can select which fields shouldbe inthefirst four positions (Row lineup). For one-offre-
positioning, you canalso drag the column headerstoa different location.



By default,therecordsare listedintheorderofthe primarykey. InSetupyou canspecifywhich field should be used
for the sorting (the ‘Order’ field).

Bydefaultthesortingorderis‘ascending’. Youcanreversethesortingbyclickingonthecolumn header. InSetup, when
specifyingthe primary sorting column, you canaddthe DESCkeyword for a default descending sort, for example
‘MyDate DESC’.

If you use Isimsoftware as a document management system, (as opposed to a simple reference databasewithout
images,) selectarecordandclickonthe ‘Viewfile’ button. Iftherecordhasa valid entry in the file path field (the field
typically named DOC), the file will be opened by the applicationthatassociated withthe file’sextension. Ifthefileis
notimmediately found, the systemwill look for itunder eachdrive letter. You can also substitute the pathin Setup. For
moreinformationaboutthe DOCfield, pleasereadthe ‘ Create Database’ and ‘ Setup’ sectionsin this user guide.

Toseethedataofaselectedrowintabulated form, withfieldlabels, clickonthe ‘Detail” button. With this option you
canalso copy the data detail to the clipboard.

Tocopythedataofcellstotheclipboard, selectthecellandpressCTRL+C, thestandard Windows Copy shortcut. To
select several cells, hold down the CTRL key while selecting the cells. Toselect all cells of arow (or several rows),
clickonthe leftmost cell.

Toprocesstheassociatedfile(thefile pathinthe DOC column)inotherapplications, clickon the ‘Apps’button. The
Applicationsneedtobesetup; see‘Linked Applications’ sectioninthis user guide.

You can also edit and delete records. See Edit Records and Delete Records sections below.
Archiving, Indexing

The database consists of records, also called rows. The records are posted to the database with the * Archive’ option.
Clickonthe‘Archive’ menubutton. The Archive windowopens. Allfields (also called columns) are listed vertically
inthe orderinwhichthey were placed whenthe databasewascreated. Theprimarykeyisnotlistedbecauseitiscreated
automaticallybythe system and it cannot be edited.



Ifyour databaseisfordocumentarchival, click onthe ‘Open file’ buttonto openthe file thatyou wishtoindex. TheDOC
fieldispopulatedautomatically. Alwaysopenthefilefirst, beforeyoufill the other fields.

There are several shortcuts to aid the posting of the records:

Torepeattheentryofthepreviouslypostedrecordinthecurrentsession, clickonthe ‘Repeat previous record’
button, or use the shortcut CTRL+S)

To post a date, click on the ‘Date picker’ button, and select the date.

Ifyouhavecreatedadropdownlistforafield(createdinSetup),thedropdownlistappears automaticallywhenyou
enterthefield. Iftheentryisnot ‘blocked’ (seeSetup),youcanmanually change the dropdown entry.

Youmay wanttodefault someentries. Defaultentriescanbesetupin Setup. Iftheentryisnot ‘blocked’ (see Setup),
you can manually change the default entry.

Fromanyfieldyoucangotoalookupdatabase. Clickon‘Options+Shortcuts’ buttonand select Lookup database or
use the CTRL+L shortcut. Data from the lookup database can then be imported tothe currentfield. See separate
section on Lookup Database inthisuser guide.

Document management

IfyouuseIsimsoftwarefordocumentmanagement,thelistoffieldsalsoincludesafieldthatby defaultiscalled
‘DOC’. TheDOCfieldholdsthepathtoafileinthedocumentmanagement system. Toaddarecordtothe document
managementsystem, pressthe ‘View file’ buttonand selectthefile. The DOCfieldisthenpopulatedautomatically.Press
‘Nextfile’ buttontoopenthe next file in the samefolder.

IfthedocumentisaTifffile,bydefaulttheimagewill openintheintegratedviewer. Theviewer isvery basicbutit
operatesasasingleinstance sothatyouwill notneedtoclosethe viewer before you openthe nextfile. Ifyouun-check
the ‘Viewer: Integrated’ checkbox, thefilewill openinthesystemdefaultapplicationthatisassociated withthe
extensionnameofthefile.

Non-Tiff files are always opened with the default system application. See separate ‘Integrated Image Viewer’
section below.
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Third-party viewersare notintegrated and will cause some awkwardness. Most third-party programs starta new
instance each time you openafile. Youneedto close the third-party viewersfromtimetotime. The Adobe Readercan
alsobeclosedwithashortcutinthe ‘Options

+ Shortcuts’.

Many of the options can be accessed viathe ‘Options + Shortcuts’ button. Ifyou useathird- partyviewer,including
the AdobeReader, youmustsetthefocusback onthe Archivewindow (i.e. click onthe Archive window), before
you can use the shortcuts.

Ifyoudobatchindexing, itisrecommendedthatyou place thefilesina ‘Pending’ folderthat has a “[[P]]’prefix.

Example: Youareindexingabatch of documentsand you wantthe documentstoend up in the C:\Archive\Docs folder.
Before indexing, you place the batch of documents in a folder called C:\Archive\[[P]]Docs, the ‘pending’ folder Asyou
index, you call and open the document from that pending folder. When you save the index, the document is
automatically movedfromthe C:\Archive \[[P]]Docs to the C:\Archive\Docs folder. With this method you always
know what documents have not yet been indexed.

Edit Records

There are two methods to edit an existing record.

Ifyoujustneedtoeditafield,runasearchtolocatetherecord. Selectthe cellthatyouwishto edit. Click onthe “Edit’
buttonandselect ‘Editcell’. Changethe value and confirm.

Tochangeseveralfieldsofarecord,runasearchtolocatetherecord. Selecttherow. Clickon the‘Archive’menu
button. The Archivewindowopens. Clickonthe Options+Shortcuts’ button andselect ‘Open by primary key’.
Changethe dataand pressthe ‘Update’ button.

Delete Records

Runasearchandlocatetherecord. Selecttherecord(s)thatyouwishtodelete; selecttherow byclickingontheleftcell.
Clickonthe‘Edit’buttonandselect ‘Deleterecord’. Confirm.
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Forcautionaryreasons,thereisalimitof50recordsthatcanbedeletedinonecommand.

Forbulkdeletionsyoucanusethe ‘Customoptions’ inthe ‘Options’ menu. The functionrequires SQL knowledge. Try
it, but make sure that your databaseis safely backed up beforeyourunit.

Setup

InSetupyou canchoose many user preferencesforthedisplay of searchresultsand for record indexing. Touse Setup,
youmustfirstopenthe database. Ifyoucannotopenthe database, the most likely reasonisthat the connectionstring is
incorrect, perhaps because you moved or renamedthe database. Correctthe connectionstringwiththe ‘Fix connection
string” optionin Setup->Advancedoptions. Ifthe XML fileismissing (ifyouaccidentally deleted thefileorifitis
corrupted, or lost), you must create a blank XML file via the Setup -> Advanced options.

The preferences settings for record indexing are:

Pattern: Youmay want the data of some fields to match a certain pattern. The Pattern option follows the general
‘LIKE’ rules of programming, using placeholders and wildcard characters, and this manual covers just the basics. The
“# placeholder stands for a single digit (0-9), the *?” placeholder stands for a single alphanumeric character (0-9, A-
Z). The “** asterisk stands for one, or several, or nocharacters.

Examples:
ABC* allows any entry stat starts with ABC
### allows an entry that has three (3) digits (0-9)

72?2 allows an entry with four (4) characters (numbers or letters) ####* allows
any entry that starts with 4 numerals

Mask: The Maskoptionforcesanentryintoaspecificformat. The Maskoptionfollowsthe general ‘Mask’
programming language, using placeholders and wildcard characters; this manual covers just the basics.

You specify a Placeholder for each individual character in the mask:
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If the entry does NOT allow for spaces, use these placeholders:

‘0’ standsforanumber(0-9) ‘L’
standsforaletter (A-Z)
‘A’ stands for an alpha-numeric character (A-Z, 0-9)

If the entry allows spaces, use these placeholders:

‘9> stands foranumber (0-9) or asingle space “?’stands
foraletter (A-Z)orasinglespace
‘a’ stands for an alpha-numeric character (A-Z, 0-9) or a single space

Usethe “>’ charactertoconvertthelettersafterthe *>’toupper-case. Examples:
(000) 000-0000 allows an entry of a telephone number, e.g. (123) 456-7890

000AAAA allows an entry that starts with three (3) digits, followed by four (4) characters (numbers or
letters).

000>AAAA as above, but the letters are rendered upper-case.

Themask foradate mustbe oneofthe following: 00/00/0000 or 00/00/00 or 00.00.0000 or 00.00.00

Double entries (for validation)

If you mark the Pattern field with the keyword ‘VERIFY” (upper-case, no quotes), the system will prompttheuserto
doubleenterthedata. Doubleentrieswillpreventerrors. Theentryis accepted only if the two data strings are
identical. Clipboard copy/paste is disabled for this purpose. The Mask is not fully operational in this mode.

Default: Anentrywill pre-fill the field with the default string. The user is free to change the entry (unless
Block isset).

Ifthe Defaultis ‘TODAY’ (upper-case, withoutthe apostrophe), the currentdate isapplied. Do not use the Mask
option for this field.

Ifthe Defaultissetto ‘REPEAT’ (upper-case, without the apostrophe), the entry isrepeated from the previous
posting (currentsession).
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The Default entry of “True’ sets the True/False checkbox to ‘True’.

Block: IftheBlockcheckboxischecked,thedefaultentry, theselecteditemfromthe dropdown, or data
from the database lookup cannot be changed.

Dropdown list: Ifadropdownlistisspecified,alistwill bedisplayed whenyouenterthe respective data field.
To specify a dropdown list, enter the list items in the Dropdown list column, separated by a vertical line (pipe
character). The list should be relatively short for good performance, although there is no real limit.

Example: Budweiser|Sam Adams|Yuengling|Carlsherg|DosEquis The options
for the search result display are:

Primary key: SQL databasesrequireone column (field)tobeaunique primarykey. Ifyou create the database
with the Isimsoftware Database creation tool, the field is automatically created, called Id. If you created your own
database, using adifferent name for the document path, select the field from the dropdown list.

DOC field name: Ifyouusethe program fordocument management, one ofthe columns (fields) must hold
the path tothe archived document. If you create the database with the Isimsoftware Database creation tool, the field
is automatically created, called DOC. If you created your own database, usingadifferentname for the document
path, selectthefieldfromthe dropdown list.

Filesubstitution, ifspecified, willsubstitutethe pathofafilenamewhenopeningitfromthe Search window. For
example an entry of ‘C:\xyz\” would tell the system to look for the C:\abc\myfile.tif in the C:\xyz folder. The
substitution string must end with the applicable directory separator character. The file substitution option is useful if you
transfer a batch of files to adifferentfolder, differentdrive, etc. Ifthe system doesnot findthe file inthe substitution
drive, itwill try to find it in the original drive.

The column used for sorting (optional): Inthe ‘Sort order’ dropdown select the name of the columnthatyou
wanttobe theusedforthe primary sort. By default, the sortingisinascending order. Ifyou prefer the sortingto bein
descending order, pick an itemwith the DESC keyword.

Theorderinwhichthecolumnsaredisplayed (optional): IntheRow lineupfield specifythe column
ordinal numbersofthefirstfour(4) displayed columns. Thecolumnnumbersareasthey areshowninthecolumntable
inthe Setupwindow (notastheyareshowninthe Search
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window). Separate the numbers by a vertical line (pipe character). Example: 2[3|8|4. If no order is specified, the columns
arelinedupintheinherentorder, exceptthatthe ldand DOC columns will be placed last.

The order in which the files are listed in the dropdown list in the query window (optional): In
theRowlineupfieldspecifythecolumnordinalnumbersofthefirstfour (4) displayed columns. Thecolumn
numbersareasthey are showninthe columntableinthe Setupwindow (not asthey are shown inthe Search window).
Separate the numbers by avertical line (pipe character). Example: 2|3|8|4. Ifno orderisspecified, the columnsare
linedupintheinherent order, except that the 1dand DOC columns will be placed last.

Columnlineup (optional): Thisoptionreferstotheorderinwhichthefirstfourcolumnsare displayedinthe
query resulttable. Specify uptofour (4) column ordinal numbers, the first column is number 1. Separate the numbers
by a vertical line (pipe character). Example: 2|3|8|4. Ifno order isspecified, the columnsare lined up inthe inherent
order,exceptthatthe Idand DOC columns will be placedlast.

Query lineup (optional): Thisoption refersto the order inwhich the columns (fields) are listed inthe dropdown list
inthe query window. Specify upto four (4) column ordinal numbers, the firstcolumnisnumber 1. Separatethe
numbershyavertical line (pipecharacter). Anoptional asterisk suffix defaults the operator to 'INCLUDE' (instead of
'START WITH?, for text fields only). Field can be repeated. Examples: 4(3|1|2 1|2*[3|42 1|2*|2|3

User Preferences

There are five user preferences (default settings):

Last used database

Last accessed XML folder

Viewer preferences (viewer used in the Archiving and Search windows) Default filter

for opening files

Whenthe program closes, the five settingsare saved and used as defaultsinthe next session.

Copy, Paste, Clipboard

16



Alternatively, select one or more rows, columns or cells and press the standard Windows shortcut CTRL+C.

Alternatively, to copy the data of individual rows with the field names, or individual cell values, selecttherowandclick
onthe'Detail'button. Inthe Record datawindowselecttheclipboard method.

Linked Applications

If you use Isimsoftware for document imaging, you can link the archived files to specified applications.
Openthe‘Search’ optionandrunasearch. Selectarecordthathasanentryinthe DOC column. Ifthe selectedrecord
includesafile path,youcanclickonViewfile” buttonand the file opens inthe application associated with the
file’s extension name.

However, youmay wantthe fileto be senttoanother application, soyouclick onthe ‘ Apps’ button. Uptoeight(8)
applications(.exefiles)canbeenteredinthe‘Addlinkedapplications’ functioninSetup. Withthe linkedapplication
youcanalsospecifyaswitch,althoughthatis rarelyrequired. Forexample, tosendthefiletoan E-mail application,
the’ /a’ switchmay be necessary.

Thelinkedapplicationsspecificationfilesare saved separately foreachuser. The pathtothe setupfile,shouldyouwantto
copyitforotherusers,isshowninthe Linked Applicationwindow.

Database Lookup

Whenindexingrecords, you can look upadatabase anytime. Click onthe ‘Options + Shortcuts” buttonandselect
‘Lookupdatabase’ (CTRL+Lshortcut). Youarepromptedtoselectthe XML file associated with the lookup database. In
the window that opens, select the search field and enter thecriteria. Forthecriteriayouneed notenterthe completesearch
string, justtypetheleading characters.

Beforeyoucanusealookup database, youmust createan XML database specificationfilefor the lookup database. You
will find the function in Setup -> Advanced options. The only entry generallyneededisthetablename; theconnection
stringisdefaulted, butverifyandcorrectitif needed. Ifyou specifythe ‘Order by’ field in Setup, the field will be selected
asthedefaultinthe lookup window.
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Other Options

The following options are available via the ‘Options’ menu button:

Import Database

Usethisoptiontoimport datafrom other databases, spreadsheets, etc. Import readstab- delimited text files. The
data can be allocated to the various database columns. The ‘Import” window leads you through the import
process.

Errors are posted to an error log in the C:\Users\[USER]\AppData\Roaming\InformatikApps\Isimsoftware folder

Export Database

Theoptionexportsselecteddatafromthe databasetoacomma-delimitedtextfile. Youneed some basic SQL
language knowledge. Atypical SQL string would be:

SELECT * from [myTable] WHERE [myField] LIKE ‘Inv%’

This sample command will export all records where the field myField has a content starting with ‘Inv’. Notethatall table
andcolumn namesareencapsulatedin square brackets. Followthis practice; it will avoid conflicts with SQL
reserved terms.

IfunsureabouttheSQL string,runanequivalentsearchintheSearchwindow. Clickonthe ‘Last SQL string’ link.

Alternatively, forasmallnumberofrecords,youcanexportdataviathe Windowscopy function. If, forexample,youneed
to insert a selection of rows into a spreadsheet, run a search, select the rows and press CTRL+C (the Windows copy
shortcut), thenpastethedataintothespreadsheet.

Global Editing

Globaleditingallowsyoutochangethetextofafield, intendedforadvanceduse. Testfirst,and make sure the database
is safely backed up.

Custom Operation

The custom operation optionallowsyouto runacustom SQL command. The option must only be used by personsthat
are familiar withthe SQL language; incorrectuse candestroy the database. Youwillbeabletoperform powerful
options,suchasincreasingthesizesoffields,
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addcolumns,createindexes, etc. Proceedwithcaution. Makesurethattheaffecteddatabaseis
safely backed up.

It is recommended that table names and row (field) names are encapsulated in square brackets; this prevents conflicts
with SQL reserved words.

Examples (but check SQL documentation and have good backup):

ALTER TABLE [MyTable] ALTER COLUMN [MyRow] NCHAR(100)
ALTER TABLE [MyTable] ADD [NewCol] NCHAR(100) NULL
ALTER TABLE [MyTable] DROP COLUMN [MyRow]

Integrated Image Viewer

When indexing records to the document imaging database, and when running a search, by default,theimagefiles
aredisplayedinasimpleintegrated multi-page Tiffimageviewer. Inthe Archiveand Search windows, youcanoptto
viewtheimagefilesinyourownsystemdefaulted graphics viewer, instead of the integrated viewer. The integrated
viewer runs as a ‘single instance’ sothatyoudonotneedtoclosethe viewerbefore youopenthe nextfile. The
integrated Tiffviewer doesnotsupportPDFfile; thesefilesarealwaysdisplayedinthedefault PDF viewer.

Oncetheintegratedviewerisopen, clickonthe ‘Options’ linkbuttonfortheviewingfunctions. Also, click on the
‘Help’ link button for instructions.

Theintegratedimageviewerisverybasic,intendedmainlyforviewingmulti-page Tifffilesfor document indexing.
It does not support PDFfiles.

Insteadofscrollbars, usepanning; withtheleftmousepressed, movetheimageinanydirection. Resize the window by
dragging the grip handle in the bottom-right corner.

Fordisplay options, movethe cursortothe upper-leftcorner of the imageand selectthe option. Or, select 'Options' in
the task bar.

The Zoomoptionsareactive onlyin Actual-size mode. If youzoom-inwhileinin'Fit-size' mode, the image is
displayed in Actual-size; if you zoom-out while in Width-size, the image is displayed in Fit-size.

TheRotationoptionrotatestheimage clockwise; counter-clockwiseifyoupressthe CTRL key.
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Theremay besituationswhenyouwouldlikefilestoopenedalwaysatafixedpanningoffset. Pan the image tothe
desired location, then, inthe Options menu, press ‘ Automaticimage offset’. To cancel, select the ‘Cancel image
offset’.

Resize the window by dragging the grip handle in the bottom-right corner.

Security

Aseparateversionthatlimitaccesstotheprogramonlyforregisteredusersisavailable.



under this License Agreement. Licensee agrees not to reverse assemble, reverse compile, or otherwise translate the
Software.
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