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1 Login

To log into the data room, visit https://app.docurex.com. Enter the client name, your login

name and your password. Click afterwards on ,sign on®.

EN DE IT
docurex’
LOGIN INFORMATION
Customer
Username
Please enter your login data. Afterwards dick on
the 'Login' button.
Password
docurex Imprint

In case the ,authentication™ module is active, you will be asked to enter your verification code.
More information about ,Verification": Administration, General Settings , 2, Verification"

If the module “disclaimer” is active, you will be forwarded to “Disclaimer”

More Information about , Disclaimer": Administration, General Settings - Disclaimer

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-7-


https://app.docurex.com/

docurex’

1.1 Reset password

If you have forgotten your password, you can generate a new one. Go to login under ,Forgot
your password"

LOGIN INFORMATION
Customer
Username
Please enter your login data. Afterwards dick on
the ‘Login’ button.
Password

FORGOT YOUR PASSWORD?

[Keleil/]

You can now request a new password.

FORGOT PASSWORD INFORMATION

Customer

Username If you forgot your password, you can order a link.
If you don’t know your login/customer/email
address either, please contact your administrator.

Email from your profile

REQUEST EMAIL

BACK TO LOGIN
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2 Menu and Action Bar

docurex ﬁ Dashboard i Documents * Users &Groups ® ouA E Reports % Administration

. #» Upload file 0 Create [# Rename o Info ¥ Notification EIf Download J Favorite # Aska question iFoIder rights B File rights

2.1 Tab

ﬁ Dashboard i Documents 1 Users &Groups ® oar E Reports }& Administration

Above you can see the tab bar, where you can click through and change in to the different

areas.

2.2 More Options

0% o624eMe /48eTE R - ™ O s9min
2-1 from

left: Display for available memory, export form, user settings, support request, Log-out, logout timer

2.2.1 Display for available memory

The free available disk space is displayed on the top right corner of the menu.

06248 ME / 4.82 TB - ™ O s9min
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2.2.2 Memory usage

If you click on the memory usage indicator, you will be prompted with a detailed overview
containing documents, preview PDF 's and cache memory usage.

Chvarview pace Lsa

Space type Space usz

Documents 246.41 ME
Fraview pdfs 6.286 ME
Cache 379.73 KB
Total used 253.64 MB

2.2.3 Data export form

To request an export of your data room, click the highlighted icon. This action can only be
performed by an admin.

0% 96248 MBE /4.85 TB

2.2.4 User settings

Change your personal user settings by clicking on your username in the menu bar.

Hint: Administrators will be displayed with a red background.

| £
0% 96248 MB / 4.88 TE M Q  59min
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General settings:

You can:

Change preferred language

Adjust menu items

Adjust document view

Order of usernames

Change highlighting of unread documents

E-mail notifications from the Q&A module

o v A W=

General settings

Settings
I@ General settings Language: English
L User preferences
- Menu items: O Show menu items as texts
+- Download docusync (O show menu items as icons

2L Contact list @ Show icons and texts of the menu items

& vour Onetlick-download links ) ) .
Document view: @ View details
B Docurex user manual (German) (D) small Icon View
O lcon View
Mame sort: @ Last name, first name

O First name, last name

Unread: If active, all unread documznts (not download or viewed) wil be highlighted

Q& email notification: [ ] Activate or deactivate email notifications for new guestions and answers
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User preferences:

You can:
1. Change e-mail address

2. Add/change phone number

3. Change password

Settings User preferences

@ General settings Login name Handbuch

IL User preferences

= Surname, first name: Handbuch, Handbuch
- Download docusync
M contact list Emazil address: vanessahoerner@bitenc.com
Your Onellick-download links . S eone e
& “ Mobile number: +41258954580

E] Docurex user manual (German)
Current password:

Maw password: min. & characters
Re-enter password: Show passwords

AP token:

Download Docusync

Download , docusync", supported operating systems Windows 7,8 and 10.

Settings

Download do

@ General settings

docusync

A User preferences docusync is an application to securely import folder structures and files into the docures3 data room.
_ docusync maps folder and document structures identically in your docurex3 data room.
M contact list In order to install, Windows 7/8/10 is reguired.

& Your OneClick-download links Download docusync

E] Docurex user manual (German)
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Contact list:

Manage your contacts with their respective names and e-mail.

Save the contact while clicking ,,save", at the bottom of the side, after you confirmed with ok.

Contact list

Settings

@ Genesal settings First name Last name Email address

AL user preferences Max Mustermann example@email.de

<+ Download docu SYNC

Contact list

19 Your OneClick-download links

E| Docurex user manual (German)]

User manual:

Download the user manual:

User manual

& General settings
Docuplus user manual

Here you can download the user manual.
P ,
« Download docusync

Benutzerhandbuch herunterladen (deutsch) Download user manual (english)
A Contacts

ick- r i Scarica il manuale utente (italiano)
E] User manual

L User preferences

Manage download links:

Here you can manage your own download links.

vnload links

Settings

@ General settings Link One time  Expiration date Email address File name

L User preferences http:/fdev.docurex3.... Mo 2020-08-18 23:5%:589 geldschi/deleted Dokumentl.ixt Yes

+* Download docusync http://dev.docurex3.... No 2020-08-18 23:53:59  geldschi/deleted loremipsum.txt Yes
httpy/fdevidocurax3.... Mo 2020-08-18 23:53:58  geldscht/deleted Test2.txt Yes

& Your Oneclick-download links http:/fdev.docurex3....  Yes 2019-08-18 23:59:59  geldscht/deleted Muster.docx No
http:y/fdevidocurax3d... Yes 2019-08-18 23:5%:58  geldscht/deleted Dokumentl.txt No
http:/fdev.docurex3.... Yes 2019-08-18 23:5%:59 geldschi/deleted loremipsum.txt No
http:/fdevidocurex3.... Yes 2019-08-18 23:53:58  geldschi/deleted Test.ixt No -
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Here you have an overview of the files for which you have created download links.
- You have the link that can be copied with a double click
- You can see whether the link can be called up once or more
- You see the expiration date of the link
- You can see the e-mail address to which the link was sent
- You have the name of the file

- You can see immediately whether the link is still valid or not

Here you also have the option of making links that have already expired valid again by

changing the date (click on the date and adjust it).

Your OneClick-download links

Link One time  Expiration date Email address File name Valid
http://dev.docurex3....  Yes 2019-08-18 23:59:59| geldscht/deleted  Muster.docx No
httpe//dev.docurexd...  Yes 2019-08-18 23:59:59  geldschi/deleted  Dokumentl.txt Neo

If the date is still valid and you want a link to be available not only once but more often, you
must remove the tick from "One time". You can do this by clicking on "Yes" and removing the
checkmark. Then click on "Save" and the link can be called up as often as you like.

Your OneClick-download links Your OneClick-download links

Link One time Link One time
http://dev.docurexs.... http://dev.docurexs.... |:|
I —————————————————————————————————————————————————————————————————————————————————
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2.2.5 Support request

Click the highlighted icon to start/fill a support request. Only possible if the support module is

active and your user has the permission to send a support request.

25364 MB /488TB

Use the form to start a support request. Additionally you are able to set up a timely limited

external support access.

Address

Biteno GmbH |Breitscheidstr. 65 [T0176 Stuttgart |Deutschland | Tel.: +49 (0) 711 4889 085 |Fax: +49 (0) 711 4889 029 |E-
mail: suppert@docurex.com

Question: Arial v

Call back:

Support access:

=

Read more about the topic "Support” under "Administration”, “General Settings” - Support

and under: Administrator, General Settings > Support-User.
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2.2.6 Logout

Logout using the logout icon.

0% Obytes/5000G8 K admin & | () | | 55 min

You will be automatically redirected to the logout page.

EN DE IT
You have been successfully logged out

lIIHEHIl lIiHHH%HHHIHHiH!I'

docurex’

docurex | Imprint

From here you can go back to the login page or take part in our customer survey.

2.2.7 Logout timer

Due to security reasons, you will be logged out automatically after one hour inactivity. At the

top right corner of the menu you will be valid before you are logged out.

0% Obytes/5000G8 K admin & ()
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The action strip is located underneath the menu bar.

docurex i Documents L Llsers mellrﬁ - naa % Reports )ﬁ’ Administration

. @ Upload file 0‘ Create o Into  E¥3 Notification I tavorite P Aska question il—older rights ﬂ File rights .' (A Categories

While a document is selected, the action strip will display all actions which are available to you

at the given time.

Hint: The same list of actions is also available via the right click context menu.

— @rHandbuch 1

il Ordner 1 =
# Upload file

0 Create

B Ordner 3 @ Rename

IC) copy

** Move

ﬂ Delete
0 Info

B Motification

W Orclner 2

7Tl rrm

EE Download

A Favorite

3 Copy folder link
i Copy folder rights
iFCﬂdEF rights

E File rights

B CsA Categories
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3 Dashboard

On the Dashboard you will find all newly uploaded documents since the last logout or the last
24 hours, depending on your rights.

docurex & pashboard il Documents L Users Q8 Groups D Q8A B Reports

¥ Administration 0%

9248 MB /48876 A - O | sami

Newly uploaded documents in the last 24 hours

Newly uploaded documents since the last logout

Documentname

MusterNeu.docx

Documentpath

Handbuch/Ordner 1/Crdner 1.1

2021-04-19 10:5%:32 -

MusterNeu.docx

Handbuch/Ordner 1/Ordner 1.1

Uploaded on Documentname Documentpath Uploaded on
Handbuch_DE_- 3.3.11.doc Handbuch/Ordner 1/Crdner 1.1 2021-04-19 10:59:28 - Handbuch_DE_- 3.3.11.doc Handbuch/Qrdner 1/Ordner 1.1 2021-04-19 10:59:28
Muster.docx Handbuch/Ordner 1/0rdner 1.1 2021-04-19 10:59:31 - Muster.docx Handbuch/Ordner 1/Ordner 1.1 2021-04-19 10:59:31

2021-04-19 10:3%:32

In addition, the new users and groups of the last 24 hours are shown.

Newly created users in the last 24 hours

Newly created groups in the last 24 hours

First name

Last Name

Login name

Email address

Created on

Group name A brief deseription of the group Created on

Test Benutzer test.user test@user.com 2021-04-19 11:00:28 - New Group Newly created group 2021-04-19 11:01:08 -

In addition, you get an overview of the new open and answered questions. In addition, which
answers are waiting for your approval.

Newly questions in the last 24 hours

n waiting for approval in the last 24 hours

Question Asked by asked on Object Question Answeredby  Answeredon  Object Answer of question

Handbuch Handbuch 2021-04-19 11:09:25 - Test Question/Frage Answerl! 2021-04-191...

Toct Mo

Answered guestions in the last 24 hours

Question Answeredby  Answered on Object Answer of question

Test Question/Frage Answer!! 2021-04-19 1.
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3.1 Help Side

There is also a link to the Docurex Help Center on the Dashboard.

docurex” ## L i@ AL a1 ® H ¥ 0% 8317 MB /488 TB g-m " | semin

Simply click on "Help" and you will automatically be taken to our Help Center.

q Customers

To use the customers management for your data room you need the module "Administration
customer for VDR".

To get to your customers management, click on "Customers" in the menu.

L Users

ﬁ Dashboard 1 Customers i Documents

There you will find all the customers you have created.

docurex' ﬁ Dashboard 1 Customers i Documents L Users &Groups ® 034 % Reports }{' Administration

0 New customer [C) Copy customer [# Edit customer

Name of the customer Created by: Email address contact | Occupied storage space Available disk space
x HB Test 2022-07-26 15146  Handbuch Handbuch  Handbuch test test@mail.com 0 bytes 5.00 GB
b 3 Mandant Neu 2022-07-2615:51  Handbuch Handbuch  Handbuch musterman test@mail.com 0 bytes 300,00 GB

4.1 Create Customer

To create a new customer, select the "New customer" function in the toolbar.
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A window will then open in which you can make the appropriate settings.

Create a new customer

Create a new customer

Initial administrator account

Last Name *: min. 3 charactel

First name *: min. 3 charactel

Email address *: name@example.com

min. 3 charactel

Login name *:

Password min. 8 charactel

Repest password * :

Send email with account data to the user

Sales information

Responsible sales representative * .o abh Handbuch

Comment:

P assigned modules

» available modules

W adminlight

L Wl

‘ Authentication

‘ Disclaimer

‘ docuCompare

‘ Download folders as zip-file
‘ Download link

‘ Email notification for new documents
‘ Email templates

‘ File preview

‘ Files count for folder

‘ Folder/file search

‘ full text indexation

‘ Metadata for files

‘ Numbering

‘ Password administration
¥ ama

‘ Reports

‘ Sending documents to your own email address
‘ Support

‘ Unpack .zip-files

W Unload personal logo

First, fill in the initial administrator account data for the new customer.

Initial administrator account

Last Mame *

First name *;

Email address *;

Login name *:

Password *

Repeat password *:

min. 3 characters

min. 3 characters

nameg exampile.com

min. 3 characters

min. & characters

Send email with account data to the user
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Afterwards, you can enter a person responsible for the data room and leave a comment about
the customer.

Gales information

Responsible sales representative * b0 b Handbuch

Comment: |
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Next come are the data room-specific specifications.
Here you can assign the name of the new customer, define the size and activate it.

Data room information:

Mame of the customer = : min. 3 characters
Country *: Germany -
Language *: German -
Theme *: -
Domain * @ -
Maximum number of users *: 1 =
Active: D
Test data space: D
Data space begins: -mm-dd hh:mm H
Diata space expires on: -mm-dd hh:mm i
Size of the data space in GB: []
Awailable space in GB: ] =
Unlimited space: D
Finally, you can add customer-specific information.
Customer specific details
Customer name * : min. 3 characters
Customer contact * min. 3 characters
Email address contact * name@example.com
Company number:
Lease number:
_______________________________________________________________________________________________________________________________________________________________________________________________
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Now you can select from all available modules which ones should be used in the customer. To
do this, assign the available modules in the Assigned modules area.

Bl 1# assigned modules W available modules

Adminlight

AP

Authentication

Disclaimer

docuCompare

Download folders as zip-file
Download link

Email netification for new documents
Email templates

Fila preview

Files count for folder

Folder/file search

full text indexation

Metadata for files

Mumbering

Password administration

Q&

Reports

Sending documents to your own email address
Support

Unpack .zip-files

L R R R R R R R AR % JF 2 JF g R a% ¥ 4

Upload personal logo

Save Abort

4.2 Edit Customer

To edit the customer, select the customer and click "Edit customer" in the toolbar.
Alternatively, you can also double-click on the customer.

0 New customer o Delete customer  [[) Copy customer  [# Edit customer

HE Test 2022-07-26 15:46 Handbuch Handbuch

1 Mandant Neu 2022-07-26 15:51 Handbuch Handbuch
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Then the editing window will open and you can make your changes.

Information about the data room ‘ Adminlight
W an
Created on: 2022-07-26 15:51 ‘ Authantication
‘ Disclaimer
Created by: Handbuch, Handbuch
‘ docuCompare
Created from: Handbuch ‘ Download folders as zip-file
‘ Download link
Used space: 0 bytes W Email notification for new documents
‘ Email templates
Total size documents: 0 bytes ‘
File preview
Utilization of the recycle bin: 0 bytes W Files count for folder
‘ Folder/file search
Last Activity: - ‘ full text indexation
‘ Metadata for files
‘ Numbering
Sales information W Password administration
¥ aaa
Responsible sales representative * o g0, b Lonanon
. - - W Reports
‘ Sending documents ta your own email address
Comment:
‘ Suppart

‘ Unpack .zip-files

W unload personal loco ht

[ S | Reset|

4.3 Copy customer

To copy a customer, select the customer to be copied and click on "Copy customer" in the
toolbar.

0 New customer o' Delete customer EI Copy customer [# Edit customer

HE Test 2022-0 Handbuch Handbuch

1 Mandant Meu 2022-07-26 1551 Handbuch Handbuch

Then a window opens in which you can assign the new customer name. You can also adopt
some settings of the customer to be copied.

The initial administrator access of the customer to be copied is also the initial administrator
access of the new customer.
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4.4 Delete customer

Only inactive customers can be deleted. To do this, edit an active customer and remove the
check mark next to "Active".

Maximum number of users *; 10

Active |

You can see that the customer is inactive by the color of the status icon.

Name of the customer T

—> X HE Test

Active o

Inactive > 1 Mandant Neu

Then you can select the customer and click the "Delete customer" action in the toolbar to
delete your customer.
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5 Documents

Select ,Documents" within the menu to get to the document view.

Users Groups ®» ona Reports A Adminiztration
»

The displayed columns are width adjustable and can also be hidden completely. Any changes

to the columns will be persisted for your user automatically.

_I MName Size Created on Created by Document type| Pages | @ I

— @Handbuch 1 = [okument] bt 11.23 K8  2019-03-01 12:05 Fandbuch Handbuch - 3 ®
i Ordner 2 E loremipsum txt 13548 KB 2019-07-19 10:10 Fandbuch Handbuch = 0 ®
8 Ordner 2 1 = Test.xt 791 KB 2019-07-19 10:10 Fandbuch Handbuch - 2 ®
i Urdner 3 3

5.1 Folder functions

5.1.1 Create folder

#£» Upload file | € Create B info 25 Noufication | Favorite #® Ask a question anlder rights ﬂ Flle rights [l Q&A Catego

To create a folder hit “create” and provide a name for the folder.

Create folder

Enter the desired folder name, which will be insert in folder
Handbuch

E:-cample-ﬂ

|:| Create folder free of rights m
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5.1.2 Rename folder

€ Create ([# Rename |[[) Copy [ Move

Select the folder you want to rename, click "Rename” on the action strip or in the right click

context menu and enter the new name in the popup window.

Rename folder

Mew folder name

Fculder-h

“revame | s
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5.1.3 Copy folder

€ Create [# Rename [[) Copy ¥ Move

Select the folder you want to copy, click "Copy” on the action strip or in the right click context
menu. Select the target folder, in which to copy the selected one, in the folder tree shown in

the popup window. You may select the option to copy the folder with all its containing files.

Copy folder

Select the destination to copy the folder ‘Ordner 1" to:

— @rHandbuch
il Ordner 1
il Ordner 2

i Ordner 3
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5.1.4 Move folder

[l_j Copy [ Move ml Delete o Info EXEd Notification

Select the folder you want to move, click *"Move” on the action strip or in the right click context

menu. Select the target folder, in which to move the selected one, in the folder tree shown in

the popup window.

Move folder

Select the destination to mowve the folder "Ordner 1' to:

— WrHandbuch
8 Ordner 1
@ Ordner 2

il Ordner 32

N
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5.1.5 Delete folder

[l_j Copy [ Move m Delete B Info EXE Notification

Select the folder you want to delete, click “"Delete” on the action strip or in the right click

context menu. Confirm to delete the folder.

Hint: In case, the recycle bin is activated, the data will be moved into the recycle bin.

Otherwise it will be deleted irreversible.

5.1.6 Folder informations

l.T:I Copy [ Move m Delete o Info B Notification

Select the folder you want to get informations about, click “Info” on the action strip or in the
right click context menu. In the opening popup window the folder informations will be

displayed. (The same function is also available for deleted folders in the recycle bin).

Information

Folder name Handbuch D
Folder path Handbuch D
Mumber of subfolders 3 DO
Mumber of files E] 0
Created on 2019-03-01 11:55:58 D
Created by system, system D
Size 44.33 MB D
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Folder structure

The folder structure will be displayed with the option to download the structure as an excel file.

Information

Folder name Handbuch
Folder path Handbuch
Mumber of subfolders 3
Mumber of files 1
Created on 2013-03-01 11:55:58
Created by system, system
Size 13.22 MB

Show folder structure

Total size
If you click ,total size"™ a new window will be displayed and shows the total size of the folder.
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5.1.7 Folder Notifications

If you want to get notifications about new downloaded folders, select requested folder and click

on the action strip “Notification”.

o Info | B¥4 Notification J| Favorite @ Ask a question

You can activate/deactivate notifications and select interval to receive Notifications.

To get settings for subfolders, select the required case in the check box.

Email notification

Email notification for new Documents.

Choose a time interval for notifications of the folder
Handbuch here,

Or adjust the present settings.

Active: [:]

Transmission

time:
every 10 minutes

] Apply to all subft Every hour
Every 2 hours

Every 4 hours I

Once a day

Every week
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5.1.8 Download folder

ElZ Download I Favorite .;E? Copy folder link i‘Cnpy folder rights

To download a folder, select the folder und click "Download” on the action strip.
If the folder is too big and the download could take a little longer, you will get a message that

the folder can be downloaded under the tab "Zips created for folders / documents".

ol

*

b d

Preparing the zip needs more time, Please wait and look in the zip download tab for the
actual status and download it there, when its finished

You can download the folder afterwards.

You now receive informations about all available documents and total size of the file.

You can zip the entire folder with all its files and subfolders afterwards.

5.1.9 Folder permissions

-

é‘ Copy folder link i.Cbpy foldar rights ‘-_‘Folder rights E Fila rights [l Q&A Categories

To set folder permissions, select the folder and click “Folder rights” in the action strip.
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Effective user rights of "Ordner 1"

User name (Login name) 1 E MmO 0+ M £ =
Admin, Admin (3dmin) W W W W W W
Handbuch, Handbuch (Handbuch) W W W W W W W
Mustermann, Max (max) v v v

Back to edit rights

Select for the actions the checkbox to de-/activate the actions.

To adopt the settings to all subfolders, you can mark ,Apply to all subfolders".
Hint: By holding the cursor on the icon symbol, you will see the name of the action.
Please note, to save ,User rights" in the checkbox, the changes will be adopted. Hint: Should

you set no changes in the permissions, and only select “"Apply to all subfolders”, you have to

save “Effective group rights” in the checkbox.

To get informations about user rights, click “Effective user rights” and you get a list of persons

and their permissions of the folder.
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Manage folder permissions of "Ordner 1°

Group name /S MO AMZT O A @ A
Administratoren v W W W W W W
Renutzer v | v
test ==

2 E- AT B SN | Apply to all subfolders m m

Effective user rights of "Handbuch"®

User name (Login name) EmO s DM & =
Adrmin, Admin {admin) AR Y Y AT AT AR AR ST TS
Handbuch, Handbuch (Handbuch) L R N R
Mustermann, Max (max) v, v, v
test, test (test) "

——

Hint: Should you set no changes in the permissions and only select “"Apply to all subfolders”
you have to save group permissions in the checkbox.
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5.1.10 Copy folder permissions

- -
@Cnpyfnldnrlink -.Cnpyfnldnrrighfs Bl Folder rights

On the tab above you can copy folder rights.

Manage folder permissions of "Ordner 1"

Group name S B e @z De oam e Ul dEBE
Bocnutzer i | v

test | ]

Apply to all subfolders

Use on existing filas

The Illustration shows, that permissions of ,Ordnerl™ are copied to all selected files. You can
also select several files and you can also pass on all permissions to all subfolders.
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5.1.11 File permissions

" —
Bl Folder rights E Filec rights | [l Q&A Catcgorics

To set permissions for groups of all files of a folder, select the file and click “File rights” on the

action strip.

Manage folder permissions of "Ordner 1"

Group name S B e @z D oa@ & 11 AEB =
Beonutzer v | w, i

test v

Apply to all subfolders

Lse on existing files

You see the assigned permissions for every group. Select the checkbox of an action to
activate/deactivate it for the selected group. To recusivley inherit those action to every
subfolder select the checkbox “Apply to all subfolders”. To inherit the actions to all existing

files click the checkbox “use on existing files.”
Hint: By holding the cursor above the icon of a symbol, you can see the name of the action.

Remember to check the checkbox “save group permissions/rights, otherwise the permissions

won 't be saved.
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Hint: In case you want to inherit your changes to the subfolders and existing files, just select
the appropriate checkboxes and ,Save Group Permissiones".
To display the access rights of a file, click on ,effective user rights" and a list of users with

there file access rights will be shown.

Manage folder permissions of "Ordner 1°

Group name s B @z O ol §0 AB D
N T T R
Bonutzer ~ vl ~7

test v W

Apply to all subfolders

/| Use on existing files

Effective user nghts of "Ordner 1°

User name (Login name) E R @ D oald & 11 AEB &
Admin, Admin (admin) v VYV
Handbuch, Handbuch (Ha... v v Y
Mustermann, Max (max) v v v

Back to edit rights m
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5.1.12 Lock Folder

This offers administrators the option of locking a subfolder in the Dataroom and thus preparing
it for a partial export.

To do this, click on "Lock folder" in the action bar.

docurex & oshbosrd il Documents L Users 3N Groups ¥ Qan E Reports & Administration

| P OZDODPHO=TA®Saanda

1- o Lock folder

MName Size Pages
= W huster GmbH 2 E 1-muster-dokument.pdf 19.74 MB
8 1-muster-Ordner 2 E 2-muster-dokument.pdf 19.74 MB
+ i 2-muster-Ordner 1
i 4-muster-Ordner 13
Action "Lock folder" also appears in the context menu.
=]
— WrMuster GmbH 1
— Wr1-muster-Ordner :
_ » Upload file
+ B 2-ruster-Crdi © Create
+ B 3-muster-Crd (@ Rename
D Copy
= Maove
ﬁ Delete
'ﬂ nfo
i M otification
X Download
A Favorite
® /sl question
& Copy folder link
iR Copy folder rights
ii Folder rights
a rie rights
il QR4 Catecories
* I@ Lock falder I
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You can unlock these folders at any time and the folder will be available again with all of

its files and rights.

O

— WrHandbuch2 -

@ rolder 2 - Z

& Untero e - 3
Unterg @ Unlock folder
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5.2 File operations

5.2.1 File upload

#® Upload file o Crecatc o Info

To upload documents into a folder, select the file and click into the action stripe ,Upload file", a

window pops up, click ,Add file®. You can now download documents.

@ Target folder 'Handbuch’

+ Add file

MName Size Status Documrent type  Info

Current File Total: 0 bytes/0 bytes - 0]
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If the document already exists, you can either create a new version of the document,
Rename the document or skip the document. (The prerequisite for this is that the

Versioning is activated). If a file is locked, a new version cannot be created.

If a document with the same content already exists in the data room

you will get a yellow information message. You can jump directly to this document by clicking
on the arrow behind this message. This is only an information and didn't

affects the upload or the creation of new versions.

@ @

Upload document

& Target folder 'Handbuch’

=+ Add document =~ #® Upload X Clear selection ~ - A
I S T L [ S I S
Muster.docx 13.22 MB File with same content exists
VERSION 1.docx 11.21 kB Queued Create new version
Skip document
Rename document
Mumber of documents: 2 Current Document: Total: 100 % 13.22 MB/13.23 MB - G
o

You can also select multiple files and delete them from the upload area. To do this, simply tick

the checkboxes of the corresponding documents.

If you have the modul "metadata” you can add metadata before the upload. More Informations

under: Administration > Dokument Settings and Administration - Metatag Settings.

Hint: After the upload you cannot look to the preview. The documents will first converted.

More about “Document view” under Datafunction = Preview.
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Tagging while uploading files

Tags can also be added while uploading documents. For more information on Tags, see
"Tagging files".

These steps must be followed:
- Select one or more documents to upload

- In the upload window, select the documents that should get Tags and select
"Assign tag" in the tooolbar

Upload document

@ Target folder ‘tes3

=+ Add document &% Upload Cance X Clearselection ¥ = Add metadata | = Assigntag X
Document type Status Message
v Lorem1 (1).pdf 65.21 KB Queued
v Lorem2 (1).pdf 65.21 KB Queued
2
Number of documents: 2 Current Document: Total: 0% 0 bytes/13042 KB - 0]

- a window opens in which already existing Tags can be selected and added

- You can also create new Tags here

Tag name €

Tags:
tag 2

tag3 .

test

test 123
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- Then press save

The Tags will now be added to the corresponding documents and they will appear in the upload
window in the "Tags" column.

Upload document

@ Target folder ‘tes3"

4+ Add document * Upload Cance X Clear selection v 4+ A - n tag D ent tag
Document type Status
Lorem1 (1).pdf 63.21 KB test, tag3 Queued
Lorem2 (1).pdf 65.21 KB test, tag3 Queued
2
Number of documents: 2 Current Document: Total: 0% 0 bytes/130.42 KB - 0]

These Tags are now automatically set to the document when the file is uploaded.

If you have accidentally assigned a Tag to a file that should not have one, select the file and
click on "Delete document tag" in the action bar.

However, this is only possible if the file has not yet been uploaded.

Upload document Q
@ Target folder ‘tes3'

X Clearselection ¥ = Add metadata - X Delete document tag
D N e L R S
Lorem1 (1).pdf 63.21 KB test, tag3 Queued
I ~"  Lorem2 (1).pdf 65.21 KB test, tag3 Queued I
»
Number of documents: 2 Current Document: Total: 0% 0 bytes/130.42 KB - 0]
-_________________________________________________________________________________________________________________________
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5.2.2 File download

£» Download | (& Rcnamc (D) Copy

To download a file, select file and click ,Download™ on the action strip.

This action can be used for several documents at the same time.

5.2.3 Rename file

#» Download| (# Rename [ Copy

To rename a file, select file and click "Rename” on the action strip. A window will be displayed,
you can now set the new file name.

Rename file

Enter the desired filename

Muster.docxl

Hint: Please note, not to remove the file extension, otherwise the file will be unusable after
downloading.
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5.2.4 Copy file

#» Download (& Renamc | [ Copy

To copy a file, select file and click “"Copy” on the actions strip. A window will be displayed
afterwards.

Copy file

Select the destination to copy the file ‘Muster.docx’ to:

— @ Handbuch
i Ordner 1
i Ordner 2

il Ordner 3

“copy | s

Select the destination, in which the file should be copied.

This action can be used at the same time for several documents.
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5.2.5 Move file

(D) Copy (= Move nﬂﬁ Delete ) Info

To move a file, select the file and go to ,Move”.

Move file

Select the destination to move the file "Muster.docx’ to:

- @ Handbuch
i Ordner 1
il Ordner 2

il Ordner 3

e | o

Select the destination for the file to move.

This action can be used at the same time for several documents.
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5.2.6 Delete file

(D) Copy (= Move nnﬂ Delete ) Info

To delete a file, select the file and click “Delete”.

In case, the recycle bin is activated, the data will be moved into the recycle bin. Otherwise it
will be deleted irrevocable.

Delete file

Are you sure you want to delete the file(s) "Muster.docx’?

“peicte | cone

This action can be used at the same time for several documents.
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5.2.7 File informations

(D) Copy [ Move nuﬂ Delete . € Info

For data information, choose your data and click ,, Information™ in the action strip.

Information %]
Document type Microsoft Word 2003-Decument (docx) 0
Document name WERSION 1.docx O
Size 11.2 KB 0
Uploaded on 2022-10-10 09:48:14 0O
Document path Handbuch/VERSION 1.docx 0D
Uploaded by Handbuch, Handbuch 0O
Tags: word-datei *

A window pops-up afterwards.
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Is the modul "metadata” activated, you can set document types and Metadata. To do this,
switch to the "Document type" tab.

Information X
Document type: rental contract &
contract type: land
Maming convention: rental contract_land_VERSION 1.docx -

More Informations under: Administration - Document type Settings and Administrations ->
Metatags-Settings.
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5.2.8 Tagging files

Set group rights

To use adding Tags to files you must first set the "View Tags" and "Edit Tags" group rights in
the group rights.

Permissions

[ ] view group rights
[ edit group rights
[ ] view report rights
[ ] edit report rights
|:| View folder rights
[ edit folder rights
|:| View file rights

[ ] edit file rights

|:| View file metadata
|:| Edit file metadata
[ ] Q& edit object categories
View Tags

Edit Tags
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File Information

Here you can assign the already existing Tags or create new ones.
To assign existing Tags, simply select the corresponding Tags from the drop-down menu.

To create a new Tgas, click in the field, enter the name of the new Tag and confirm with the
"Enter" key. The new Tag will be automatically created and assigned to the document.

Information

Document type Microsoft Word 2003-Document (docx) (]
Document name VERSION 1.docx D
Size 11.2KB [n]
Uploaded on 2022-10-10 14:30:17 D
Document path Handbuch2/Folder 2/VERSION 1.dacx D
Uploaded by Handbuch, Handbuch D
Tags: |

test

test 1
Document type: - -

Naming canvention:

Here you can see already assigned Tags of the document.

To delete them, just click the "x" at the end of the Tag and the Tag will be deleted from the
document.

Information
Document type Micrasoft Word 2003-Document (docx) (m]
Document name VERSION 2.docx D
Size 11.2Ke D
Uplcaded on 2022-06-01 10:34:45 D
Tags test, test 1 D
Document path Handbuch2/Folder 2/VERSION 2.docx (]
Uploaded by Handbuch, Handbuch D
Tags: test X test1 X
Document type: - -

Namina convention:

| Fimsh |
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5.2.9 Lock file

Files can only be locked when versioning is active.

To lock a file you have to select a file and choose the action "Lock/Unlock file". To unlock a file
perform the same action.

B
O info & Create download link 4 Send (email) | Favorite [ Lock/unlock file & Copy file link

. i » Handbuch

E-: Muster.docx
E{ Musterdeu.docx

" B Handbuch_DE - 3.3.11.doc

If a file has been locked, no new version of this file can be uploaded.

You can recognize locked files by the mark in the back of the document list.

DI NN Y N ocrin 0 o)

E Muster.docx 13.22 MB 354 2020-10-28 11:47 Handbuch Handb...
E< MusterNeu.docx 13.22 MBE 354 2020-10-28 11:47 Handbuch Handb... 2
E Handbuch_DE_- 3.3.11.deoc 17.94 MB 115 2019-10-29 14:00 Handbuch Handb... 1

not Locked locked
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5.2.10 Document history

If versioning is active, you can also view the document history in the information area oft he
file. You can preview or download any previous version.

Information

General information

File name MusterMeu.docx D
Size 13.22 MB (]
Uploaded on 2020-10-28 11:47:03 O
File path Handbuch,/MusterMeu.docx D
Uploaded by Handbuch, Handbuch DO

Document type:

Information

General information | Document history

Document name Created on Created by Size Version =
Musterneu.docx 2020-10-28 11:47 Handbuch Handbuch 13.22 MB 2 @ B
MusterNeu.docx 2019-10-29 13:33 Handbuch Handbuch 12.22 MBE 1 @&
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5.2.11 Create download link

43P Preview 6? Create download link ‘ﬂ Send (email)

To create a download link, click ,Create download link”.

Add the contact details, or choose an existing contact of your contact list and choose the link

expiring date. You can set also, how often the link can be used.

You can also choose whether you want to pack all files as a zip file so only one link is sent for
all selected files.

You can also choose whether the latest version should always be available for download or the

currently selected one.
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Download link{s)

Here you can create download links from the file(s) “Muster.docx, MusterNeu.docx”. With this links the file(s) can be downloaded
directly without a login.
COptionally you could send the links to your contacts by email.

Expires™ 2020-11-29

Link type*: (®) Link is usable just one time
O Link can be used multiple times

Pack all files as zip: |:|

Document version: @ Always use the latest version of the document

O Always use the following versions of the documents:
Version 3 of Muster.docx
Version 2 of MusterMNeu.docx

Choose the recipients from your contacts:

You can edit the contact list in your user settings under '‘Contacts’,

You can also send to a new contact.

Email: name@example.com

Send Download link

Hint: Several contacts can be selected of your contacts.
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5.2.12 Send file by email

4% preview 1.? Crecate download link ‘ﬂ Send (email)

To send a file to your e-mail address, select file and click "Send (email) in the action strip

A window will be displayed with an overview of files to send.

Send files to your own email Q X

You can send the selected documents to your saved email address. The documents are packed into
a zip archive.

Please note:

The maximum size of an email attachment varies, depending on the provider and is max. 50 ME.
If they exceed these, the email may not arrive. You should not send more than 10 MB.

Email address: vanessa.hoerner@biteno.com

1 files 13.22 MB

Muster.docx 13.22 MB

This action can be used at the same time for several documents.

Hint: Documents over 50 MB can not be sent.
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5.2.13 Unzip File

If you load a zip file into your data room, you can also unpack it in the data room, provided
you have the corresponding module.

To do this, select the zip file and click on "Unzip" in the action bar.

. # Rename € Info 7 Send (email) Unzip | | Favorite 9 Aska question ¢ Copy file link a File rights

i » Handbuch » 3 Ordner3 3 1 Unterordner 3.1 » 1 Unterordner 3.2

— WrHandbuch ] E Dokumente.zip
+ i 1 Orcner 1 3
i 2 Ordner 2 7
— @3 Ordner 3 4

ra

— @1 Unterordner 3.1

+ B 1 Unterordner 3.2 1

A window opens in which you can select the Target folder.

The documents and folders to be unpacked are listed and you can select what should happen
to existing documents.

Unzip the document Q
You can unzip the zip-Archive Dokumente.zip and load the complete content {all documents and subfolders) into the folder stated below.
Target folder //Handbuch/3 Ordner 3/1 Unterordner 3.1/1 Unterordner 3.2'
— WrHandbuch
+ i 1 Ordner 1
i 2 Ordner 2
— (@3 Ordner 2
— @1 Unterordner 3.1

+ i 1 Unterordner 3.2

Documents and folders to be unzipped:

D S S P I

15 Documents 15.86 MB 10.16 MB 2022-11-29

= Folder "test123"

Brief.pdf 3.16 MB 472.26 KB 2022-11-24 1442
Der Publicist.pdf 10.93 MB 8.00 MB 2022-11-24 1442
Disclaimer_de_v20220525140923.pdf 26.00 KB 23.30 KB 2022-11-24 1442 v

@ Rename document, if already existing

{0 create a new document version if it already exists Feirer

O Ignare document if already existing
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Now click ,Start unzipping"®.

The folder with the corresponding documents will now be created at the location you selected
before and the documents will be stored there.

Search i » Handbuch » 3 Ordner3 > 1U dner3.1 » 1U dner 3.2 ¥ 1 Meuer Unterordner 3.3 » 1 Neuer Unterordner 3.4

o I S ™

Brief.pdf 316 MB 4

+ il 1 Ordner 1 Der Publicist.pdf 10.93 MB 24

i 2 Ordner 2 Disclaimer_de v20220525140923.pdf 26.0 KB 1
— @3 Ordner 3 Disclaimer_de_v20221118085715.pdf 26.0 KB 1
— [@ 1 Unterordner 3.1 Disclaimer_en_v20220525140923.pdf 26.0 KB 1
— @1 Unterordner 3.2 Disclaimer_en_v20221118085715.pdf 26.0 KB 1
— @1 Neuer Unterordner 3.2 Lorem1 (1).pdf 65.2 KB 15

— @1 Meuer Unterordner 2.4 Lorem2 (1).pdf 63.2KB 15

i 2 test 123 Report_documentlist_20221013135052.xlsx 6.5 KB 3
Report_documentlist_20221013135348.xlsx 6.7 KB 3
difuBericht1996.pdf 1.45 MB 24
file-9-1-1-2.pdf 10.5 KB 13
test - Kopie (2) - Kopie.txt 4 bytes 1

E
E
E
E
E
E
E
i 1 Never Unterordner 3.5 B Report 2022-09-14 (2).xlsx 53K8 7
B
B
e
e
E

wasserzeichen.PNG 59.1 KB 1
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5.2.14 File permissions

@ Ask a question & Copy file link _ jg File rights

To set group permissions for files, select file and click “File rights” on the action strip.

Manage permissions of file "Muster.docx”

Group name s B2z O o011 AdEBE=
administratoren I I

Benuizer v il i
test

Testl

Group A

Group B

Permissions for every group are shown.

Select the permission for the group by activating/deactivating the checkbox.
Hint: By holding the cursor on the icon symbol, you will see the name of the action.

To obtain access information, click on "Effrctive user rights" and you will receive a list of people
and their rights to this file.

Effective user rights of "Muster.docx”

User name (Login name) i = &= = s &l ABE=

Admin, Admin {admin) L A A Y Y Y Y T R R Y R

Handbuch, Handbuch (Handbu... «, & ' ' ' ' ' ' ' « ' «

Mustermann, Max (max) v, o, .

Back to editrights
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5.2.15 File preview

Is the icon ,eye" displayed on the right side in the document list, a preview of the file is

available.
_ Name Size Created on Created by Document type Pages @
— WWrHandbuch 1 .,: Dokument1.txt 11.25 KB 2019-07-19 10:21 Handbuch Handbuch 3
B Ordner t 3 “: loremipsum.txt 11643 MB  2019-07-19 10:21 Handbuch Handbuch Q
i Ordner2 1 3 Test.txt 791KB 2019-07-19 10:22 Handbuch Handbuch - 2 @
B Ordner 3 3
Is the icon “eye” not displayed”, no preview is available.
_ Name Size Created on Created by Document type Pages @
— @WHandbuch 1 .; Dokumenti.txt 11.25KB  2019-07-19 10:21 Handbuch Handbuch - 3 ®
B Ordner 1 3 .,: loremipsum.txt 11643 MB  2019-07-19 10:21 Handbuch Handbuch - = E
M Ordner 2 1 “: Test.txt T91KE 2019-07-1910:22 Handbuch Handbuch - 2 ®
B Ordner 3 3

A preview will be displayed after the uploading. It takes several minutes.

The preview is possible for following file endings:

e pdf e pps e png e html

e doc e ppsX e jpg e htm

e docx e ppt e jpeg o rtf

e xls e pptx o gif o txt

e Xxlsx e msg o tiff e eml
e bmp

To view a file, click in the action strip ,Preview", alternative you can make a double click on the

file.
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5.2.16 Secure Viewer

To secure a document, with the module ,Secure Viewer" you can show an individual
watermark. The watermark will be visible in the preview.

TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST h

Page 1 of 2 O umoocdrehen C &  150% a

Bookmark “

To create a water mark, go to “"Administration, General Settings > Watermark
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Additional protection for the document preview:

- It is prevented that the preview can be printed out
- The preview is hidden when you exit the browser window

- The preview cannot be printed (not even with "Ctrl + P")

Preview of "Test.txt’

Please click to show preview again

Page 1 of 2 D um9o°drehen C Q  150% Q
oo | o
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5.2.17 Compare files

Compare filesWith the module ,DocuCompare™ you will have the possibility, to watch and

compare two files at the same time. Select therefore the file and click in the action strip
“Compare files.”

#» Download () Copy [ Move [ﬂ] Delete (& Create download link 4 Send (email) | 1] Compare files

[ | Handbuch Ordner 3
MName
— @rHandbuch 1 /] E Testixt
i Drcner 1 3 ol E Dokument1.txt
i Ordner 2 1
i Ordner 3 3

Page 1 of3  75%

Test.ixt

Dokument1.bxt

Page 1 of 2 D um9ocdrehen C Q  75% Q Page | 1 Q  75% Q

Add watermark to share filesTo download a file and the Secure Viewer is activated, the file will
be saved automatically as pdf with a watermark.

The same happens, if you sent a document to your e-mail address.
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5.2.18 Watermark when downloading and sending to your own email

To get the original documents, you have to select on the file permissions ,Manage permissions
of the file ,Test.txt".

Manage permissions of file "Test.tet”

Group name B @@z OrmeMld & 11 A B =
Administratoren viv VY VW
Benutzer v ! v
test
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5.3 Search

Click “Search” on the tab.

Search

— @ Handbuch 1
il Ordner 1 3
Bl Ordner 2 1
i Ordner 3 3

You can search for folder names and/or documents. If you have the module “"Meta-Data”, you
can search for meta informations or Document contents.
Additionally you can filter for document features.

You can limit the search results to a folder, its subfolders, all folders or the recycle bin.

Objects to search
Folder name

You can also save your searches. To do this, after
D Document name

you have selected all the options you need, click

D Meta information on the "Save" button.
D Document contents
Save search
Search places MName
O Search only in current folder test]

O Search in current folder and

@ Search in all folders

You can give the search setting its own name and save
O Recycle bin it.

ETE TN TN
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|5 Mame Faolc

53 ]I0AES

Chjects to search
Document name

Document contents
Folder name
|:| Meta information

Search places

O Search only in current folder

O Search in current folder and
subfolders

@ Search in all folders

@] Recycle bin

BTN T TN

The search is saved under favorites and bookmarks.
Double-click on the name to get the search you have saved. Right-clicking on the name opens
the context menu and you can delete the search.

Mame Mame

test test
X Delete search
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5.3.1 Search for Tags

> docurex®

Of course, you can also search for Tags. To do this, you only need to check the "File tags" box

in the Objects to search box.

]

Ohbjects to search

|:| Document name
[] pocument cantents
File tags

D Falder name

|:| Meta information

Search places

O Search only in current folder
(I tes3)

O Search in current folder and
subfolders ﬁ tes3)

@ Search in all folders

O Recycle bin

All files containing this Tag will appear in the search result.

C | DI

Objects to search

[Joocument name E test - Kopie.txt Test/tes3
[ ] Document contents E test - Kopie(1).txt Test/tes3

|| Folder name
[ meta information

Search places

(O search only in current folder
(i tes3)

@ Search in current folder and
subfolders ﬁ tes3)

O Search in all folders

O Recycle bin

Biteno GmbH

Geschaftsfihrer Matthias Béhmichen
BreitscheidstraBe 65

70176 Stuttgart

Telefon: +49 (0) 711/48 89-020
Telefax: +49 (0) 711/48 89-029
www.biteno.com
info@biteno.com
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tag 2, tag3 4 bytes

test, tag3 4 bytes
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5.4 Recycle bin

To use the recycle bin, click ,recycle bin®

— @Handbuch 1
i Ordner 1 3
i Ordner 2 1
i Ordner 3 3

Recycle bin

5.4.1 Empty recycle bin

Is the folder ,Recycle bin“ selected, you can click in the action strip ,Empty recycle bin®. All
elements will be deleted permanently.

f=—
. [ Empty recycle bin

Search

i Recycle bin

E Dokument1.txt

Recycle bin

I

— @ Recycle bin =¥ loremipsum.txt

il Ordner 1.1
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5.4.2 Restore folder/file

To restore a folder/file, select the folder/file and go in the action strip to ,restoring to..". A

window pops up, where you can select, in which register the folder/file should be restored.

Restore document ‘loremipsum.txt’ to:

— @ Handbuch

i Ordner 1

Ordner 2

Ordner 3

The recycle bin shows the deletion date of documents and files.

. [ Restoringto... X Delete

B N
Recycle bin =¥ Dokument1.txt 2019-07-19 10:20 11.25 KB 2019-07-19 10:20 Handbuch Handbuch

= [W@rRecycle bin E loremipsum.txt 2019-07-19 10:20 11643 MB  2019-07-19 10:20 Handbuch Handbuch

File information shows, who deleted the file.
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Folder name Ordner 1.1 ]
Folder path recycleBin/Ordner 1.1 ]
Number of subfolders 0 D
Number of files 3 D
Deleted on 2019-06-14 09%:43:12 D
Deleted by Handbuch, Handbuch ]
Created on 2013-03-01 11:57:53 D)
Created by Handbuch, Handbuch ]
Size 1546 KB 0

Show folder structure m

5.4.3 Display the deletion date

The recycle bin shows the deletion date of documents and files.

. [ Restoring to... X Delete

o N
Recycle bin = Dokument1.txt 2019-07-19 10:20 11.25 KB 2019-07-19 10:20 Handbuch Handbuch

— [@rRecycle bin :e: loremipsum.txt 2019-07-19 10:20 11643 MB  2019-07-12 10:20 Handbuch Handbuch

The folder and file information also shows who deleted the folder / file.
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Folder Information:

Information

Folder name Ordner 1.1 ]
Folder path recycleBin/Ordner 1.1 ]
Number of subfolders 0 ]
Number of files 3 ]
Deleted on 2013-06-14 09:43:12 ]
Deleted by Handbuch, Handbuch ]
Created on 2019-03-01 11:57:53 ]
Created by Handbuch, Handbuch ]
Size 1546 KB i}

Show folder structure m

File Information:

Document type Text (bxt) D
Document name Dokument.txt D
Size 113 KB [n]
Uploaded on 2019-07-19 10:20:21 D
Deleted by Handbuch, Handbuch ﬂ
L!!mm on iR o e e
Document path Recycle bin/Dokument1.txt m
Uploaded by Handbuch, Handbuch O

Document type:

Maming convention:

You can also rename or delete the created zip.

The files are automatically deleted after their availability has expired
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5.4.4 Delete

To delete a folder/file, select folder/file und click ,Delete" in the action strip. A window pops up

to confirm the deletion. The folder/file will be deleted irreversible.

. ® Restoring to... | ¥ Delete

|| Recycle bin Ordner 1.1
Name Deleted on Size
B mseenme  msen
- ﬁRecycle bin B 0okument.txt 2019-06-14 09:43 11.25 KB
8 ordner 1.1 E Test.bet 2019-06-14 09:42 7.91 KB

5.5 My Downloads

Search
Folders

Recycle bin

My Downloads

All
CDocuments

Folders

Here you will find all downloads of the last 3 days.
It is listed:

- as the created zip file is called

- how many folders and documents are in it

- the size of the file

- the date when everything was created

- the corresponding folder path

- the status of the zip process and until when the download is available.
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> docurex®

When the status is "Done", you can select the appropriate file and download it.

[ ] &% Download | # Rename [f] Delete

Zipped folders and files

MName Folder and files in zip Size Created on + Folder path Status
Recycle bin Handbuch200420210702.zip 5 Folders, 14 documents 205.37 MB  2021-04-20 07:02 Handbuch Done
Handbuch190420210922.7ip 1 Folders, 3 documents 4438 MB  2021-04-19 09:22 Handbuch Done
s eseERoToss | Sfdeslldesmets @SN RNGESTD e e
Documents
Folders

5.6 Copy file link

@ Ask a question 6)’ Copy file link E File rights

If you have selected the document click ,Copy file link™ and it will be filed in the clipboard. You
can copy it directly from the info-box.

N
Y B Testuxt 791KB 2019-07-19 10:22 Handbuch Handb... - 2 @

Copy text

Text "http://dev.docurex3.com/documents?fileld=27" was copied to

clipboard
I —————————————————————————————————————————————————————————————————————————————————
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5.7 Create favorites

-ﬂ Send (email) I Favorite | f} Ask a question

You can mark files and folders as favorites.

Select the required folder/file und click ,create favorite".

Name

Test.txt

You can assign a name for the document and add to favorites.

Document type Pages @

ndb... - 3 =
ndb.. - - ®
ndb.. - : @

On the right hand side of the browser window you can see the tab ,Favorites"™. On click it

shows the saved favorites sorted by files and folders.
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5.8 Create bookmark

If you open the preview, you can create a bookmark.

Preview of ‘loremipsum.txt’

Page 1 of 39 O rotategor C Q  100% 0]

Bookmark Ok

The bookmark will be saved in the tab ,bookmark®. With double click of the bookmark you will

get to the labelled register.

. ® M somin

Q
Q
= .
3 loremipsum.txt-13
:
:ument type Pages ® =
3 ®
- 0
2 ®
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6 Metadata

You can add metadate to your documents during or after the uploading. Therefore there are

documents types and metatags. Metagtags can be assigned to document types.
Metatags exists for: Document type und Document type name.

Document type name:

Standard se

Document type settings (German)

Metatag Settings Active:

Document type settings

Norument type name: rental contract

Document type description: Document type for lease

i

Fosition in naming convention: 1

Meta tags: contract type » -

Contract date:

Aligemeine Einstellungen Metatag Einstellung (Deutsch)
Metatag Einstellungen Aktiv:

L 2 Vertragstyp

Name des Metatags: Vertragsdatum

Beschreibung des Metatags: Datum des Vertragsabschlusses

Position bei Namenskonvension: 4 -
Pflichtfeld:

Feldart des Metatags: Datumsfeld v
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> docurex®

And following document types:

ype settings (German)

Active:
Document type settings
Norument type name: rental contract
|
Document type description: Document type for lease

L1

Fosition in naming convention: 1

Meta tags: contract type * -

Read more under Administration - Metatag Settings und Administration »Document type

settings.
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6.1 Add while uploading
If you upload a file, you can add metadata to uploading the file.

Upload file X,

[~} st folder 'Ordner 3'

4 Add file #% Upload X Delete ~ 4+ Add metadata
il
Name Size Status Document type  Info
New.pdf 0 bytes Queued
Current File: Total: MaM bytes/0 bytes - @

A window pops up, where you can choose the document type as well as meta tags.

Add metadata (%,

Documen type: rental contract

contract tvpe: House

Maming convention: rental contract_House_MNew.pdf

Add metadata
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6.2 Add after uploading

Select the required file and click “Information” in the action strip. You can select the document

type and metadata.

Document type: rental contract <>
contract type: land
MNaming convention: rental contract_land_VERSION 1.docx -

~Naming convention™ shows, who the file name is adapted. If you do not need the adaptation,

click the cross.

I Naming convention: rental contract_land_VERSICN 1.docx - I
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7 User

To get to user administration click on the tab ,Users"

docurex’

il Documents | K Users |38 Groups @ Q&A % Reports @A Administration

7.1 Create user

+) Create user nﬂﬂ Delete user 1 Test user E Export user list

To create a new user click in the action strip ,Create user".

You can now create the user.

Last Name:

Mustermann

First name:

Max

Email address:

max@mustermann.com

If you have the module “Authentication”, you can set the “Authentication type”. You can also

add the mobile number of the user.

Werification type:
Off

Mobile number:

+41258954580

More Informations about Authentication under: Administration, General Settings—>

Authentication.
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Enter the login name and password for the user. We recommend to generate a password

automatically.

Login name:

max

Password:

min. 8 characters generate

Re-enter password:

Show password

Send email with account data to the user

Active
Active since:
yyyy-mm-dd hh:mm
Active until:
yyyy-mm-dd hh:mm
Language:
German

[[] Q&A email notification

To activate the user, click in the checkbox “Active”. You can set the period of time for the

activity of the user. Also select the language for the user.
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You can add groups to the user on the right hand side of the user data input field.

A Assigned Groups

2R\ Benutzer 238 Administratoren
AL test

To assign a group drag it into the assigned groups field or double click it.

Hint: A user without a group has no right at all for the data room. Only with a least one
assigned group an user is able to log in.
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7.2 Import LDAP user

To import users via LDAP, you must have configured LDAP correctly and completely in the
administration area.

To import users, click Import LDAP Users in the toolbar.

"‘1 Create user (+06) ﬂ Import LDAP user

A window will open with a list of all users you can import.

Select LDAP user
First name Last Mame Email address

Bart Stoppel support@bitenc.com
Hans Miller support@bitenc.com
Max Musterman support@bitenc.com

Select a user from the list and click on "Adopt user".

Afterwards the user creation window opens, only with the difference that the data of the user
are already taken over. You only have to assign him to a group, activate him and check the
access data to be sent by e-mail.

If a user was created via LDAP, it will be displayed with a different status icon than
conventionally created users.

admin Admin Admin admin.admin@admin.com
.L Handbuch Handbuch  Handbuch test@user.com
max [l @ Mustermann  max@mustermann.com

max.musterman  Max Musterman support@hbitenc.com
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7.3 Edit user

To edit a user, click on the user in the user list and select "Edit user" in the toolbar.
Alternatively, you can double click on the user.

You can change any previously set configuration of the user.

Benutzerdaten ) & Assigned Groups AR Available Groups
Last Name: AR test AR Administratoren
test Q8 Benutzer
M8 Group A
First name: 248 Group e
b ARe Test1

Email address:

testiest@test.com

Verification type:

Off

Mobile number:

Login name:

test

Note.: When you edit a user, it remains the same user. Only the data will be changed, for
example, if you change the login name or last name. You can also enable and disable Q&A

emall notification for the user.

Hint: Due to security reasons, users of the group ,administrators™ can only be deleted if the

users are also in the group ,administrators®.
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7.4 Delete user

+4 Create user m Delete user 1 Test user E Export user list

To delete a user, select the user and click ,Delete user".

A window to confirm the deletion will be pop up.

7.5 Test user

This action is only available for administrators.

+4 Create user m Delete user 1 Test user E Export user list

To test a user, select the required user and click , Test user®.

The dataroom will be loaded new and the Administrator ,slips®™ in the role of the selected user.

So you can check the permissions of the user.

docurex il pokumente # QA X maxHandbuch) =]  s9min

&9 Datei hochladen ) Info B} Herunterladen | Favorit erstellen @ Frage stellen & Ordner-Link kopieren

= @rHandbuch Name GroBe Erstellt am Ersteller Seiten ®

f
i Ordner 1 3 E Dokument1.txt 11.25KB  19.07.2019 10:21 Handbuch Handb.. 3 ®
B Ordner 2 1 E loremipsum.txt 11643 MB  19.07.2019 10:21 Handbuch Handb... »
i Ordner 3 3 E Test.txt 791KB  19.07.2019 10:22 Handbuch Handb... 2 @

In this test scenario the group ,Test" of the user ,max.mustermann® only has the permission

for the ,document view". The group is allowed to upload documents for the selected file.

1 max(Handbuch) P-4 E 58 min
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7.6 Unlock users

If a user entered the wrong login credentials several times, the user will automatically be

locked. The locked users icon is marked with a different color.

"'..l Create user ﬁ Delete user 1 Test user

Users (4/15) T

Enter a search term

1 Handbuch, Handbuch (Handbuch)

Mustermann, Max (max)

L test tast (test)

To unlock a user, select the locked user and click “"Unlock user” in the action strip. The user will

be unlocked and gets a temporary password as/by e-mail.

"1 Create user (3/13) m Delete user 1. Test user ﬂ Unlock user Ef Edit user

Email address +

Status Login name First name  Last

1. admin Admi Admin admin.admin@admin.com
I max I M ax Mustermann  max@mustermann.com
1 fest test test testiest@test.com
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7.7 Export user list

-
"'.L Create uzer  [[]] Delete user 1 Test uzer a Unlock user Eﬁ Export user list

You can download the displayed user list as an excel-file. Click “"Export user list” in the action

strip.

The excel shows following columns:
- First name
- Last name
- Login Name
- E-Mail-address
- Mobile number
- Active
- Active since
- Active until
- Language
- Created on
- Created from

- Group name
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8 GROUPS

To get to groups administration, click into the tab ,,Groups".

i Nocuments L Users A48 Groups - oA % Reports

8.1 Predefined groups for Q&A2

If you have the QA2 module, you have 5 predefined default groups configured and integrated
in the workflow templates.

Created on: T Description
A

Number of Users | Maximum file size for upload

Administratoren 2022-05-31 1601 Administratoren mit vollem Zugriff und speziellen exklusiven Rechten 2 500.00 MB
F) (3 Benutzer 2022-05-31 1601 Mormale Benutzer ohne Verwaltungs- und Reportrechten 1 500.00 MB
F) (3 Admin 2022-10-10 0817  Administratoren 1 0 bytes
F) (3 Answer question 2022-10-10 08:17  Diese Gruppe kann Fragen beatworten ] 0 bytes
F) (3 Ask question 2022-10-10 0817  Dies Gruppe kann Fragen stellen ] 0 bytes
ne Verifier 2022-10-1008:17  der prift antworten 0 0 bytes
e Distributor 2022-10-10 08:17  der verteilt fragen 0 0 bytes

In addition to the administrators and users group, you also have the groups "Admin", "Answer
questions", "Ask questions", "Verifier" and "Distributor". The configuration of these groups
cannot be edited. You can only change the name, their description and the assigned users.
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8.2 Create groups
To create a new group click on the action strip ,Create a group®.

0 Craata a group G Dalata group [E Copy group

Group name:

Test

Description:

test grup

Active

Maximum file size for upload
(] 500 MB

Filter query for the LDAP group/node

Enter the group name and description.

Select the checkbox ,active®, to activate the group. You can choose the max. file size for the
Upload.

If you have the LDAP module, you can also store and test the filter query for the LDAP
group/node here.

Now you can see in detail which permissions the group should get.

Hint: Take your time to watch the list:
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Rights allocation Collapse all
[ ] Documents
|:| WView
|:| Search

[] Recycle Bin
[ view recycle bin
[] Delete from recycle bin

[] Restare fram recycle bin

[] User
[ List
|:| View
[ edit
|:| Create
|:| Delete
[ ] support
[ ] support User

[] Group
[ List
|:| WView
[] edit
|:| Create
|:| Delete

[] Administration
|:| WView
[] edit
|:| Create
|:| Delete
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On the right side in the group settings you can assign in the group the users.

m Assigned User 1 Available users

Mustermann, Max (max) ;8 Admin, Admin {admin)
1 Benutzer, Test (test.user) 1 Benutzer, Neu {(nBenutzer)
[H Musterman, Max (max.musterman) ;8 Handbuch, Handbuch {Handbuch

1 new, user (new)

A test, test ftest)

Drag the required user/or alternatively double click in the left field ,,Assigned user".

Hint: A User without a group assignment has no permissions for the dataroom. The user can

just login and only in the own user settings.

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-92-



docurex’

8.3 Edit groups

To edit a group, click the desired group in the group list.
Then select the "Edit group" option in the toolbar. Alternatively, you can also double-click on

the group you want to edit.

0 Create a group o Delete group () Copy group (£ Edit Group dFoIder rights B File rights dgroup access

Administratoren 2019-03-01 11:55  Administratoren mit vollem Zugriff und speziellen exklusiven Rechten 500.00 MB
m Benutzer 2019-03-01 11:55 MNormale Benutzer ohne Verwaltungs- und Reportrechten 3 500.00 MB
7 Group A 2019-08-16 1440  test group A 1 720.00 MB
7 Group B 2019-08-16 1440  testgroup B 0 720.00 MB

Then a window opens in which you can edit the group. Once you have made all the changes,

save them.
Edit group

Group data AR Assigned User A Available users

Created on Mustermann, Max (max) b Admin, Admin {admin)
2019-03-01 11:55:58 A senutzer, Test (test.usen) A Benutzer, Neu (nBenutzer)

¥ Musterman, Max (max.musterman) A Handbuch, Handbuch (Handbuch

Group name: A new, user (new)

Benutzer -'. test, test (test)

Description:

MNormale Benutzer ohne Verwaltungs- 1

v Active

Maximum file size for upload (MB)

[ 2000 e
Rights allocation B:;m
+ Documents
Recycle Bin
v User
Group M

3
[ save Jf eset Jf Abort |

For security reasons, you cannot remove permissions from the Administrators group. This

group can also be edited only by users who belong to this group.
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8.4 Delete groups

0 Craeate a group e Dalata group [E Copy group

To delete a group, select it in the group list and click “Delete group” in the action strip.

To confirm the deletion a window will be pop up.

8.5 Copy groups

To copy a group, select it in the grouplist and click “"Copy group” in the action strip.

O’ Dealate group [E Copy group iiFaldc-r rights

Now you have following possibilties to copy the group:

e with all users

e with all rights

e with all report rights

e with all file and folders rights

e with Q&A category rights

The group test will be copied with the group data only. You can add the rights and users below

Group name: test_Copy
with all users: |:|
with all rights: ]
with all report rights: ]
with all file and folders rights: ]
with Q& category rights: ]

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-94-



> docurex®

8.6 Edit Folder rights

Edit folder permissionsTo edit folder permissions click in tab menu bar into ,Folder rights".

[E| Copy group iiFoldnr rights E File rights

Folder and (default) file ights of group “test"

Ordner

d

1] =
<) m

(]

O » = » I = =

H N BN EE R B

il Ordner 1 L] OO 00000004
i Ordner 2 L] OO 00000004
i Ordner 3 ] MO OO O0OOO O

N N
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8.7 Edit File rights
To edit file permissions click in tab menu bar into ,File rights®.

You can edit the permissions for all files in a group.

il E
-aFoIdor rights B File rights D group accact

Default file ights of group “test"

Ordner 1 i ¢ @ v 0O =~ » @O & 1 A = B
— @ Handbuch [ N ey I B 0 O B B I
i Ordner 1 [] N I I I I B B O
i Ordner 2 L] N T I o A I B B I O B B N
i Ordner 3 [] N I I I I B B O

BN
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8.8 Groups access

— -]
-EFoIdﬂr rights E Fila rights fd group accass

To get a group access for groups, click ,group access" in the tab.

You can set, which other group can watch the marked group or delete it.

Rights other groups on group “test"

@
,
X

Group name

<]
N
N

Testl

[<]
<]
[<]

BN N
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9 Q&A

With the ,Q&A"™ module user are able to ask questions about files and folders. You can organize

them into categories and define to which folder, and therefore files, groups are allowed to ask

questions about.

Our Examples:

»Group A" and ,Group B", with following permissions:

Edit group

Group name:

Group A

Description:

test group A

Active

Maximum file size for upload

00

Rights allocation

Edit group

Group name:

Group B

Description:

test group B

Active

Maximurn file size for upload

720 3 MB |

720 & MB

Collapse all Rights allocation

Documents

Documents

Collapse all

View Wiew
Search Search
[] Recycle Bin [] Recycle Bin
] user [ user
[] Group [] Group
[] Administration L] Administration
[ oz [+
Q&A
[¥] view questions [+] view questions
Create guastion Create guestion
D Approve D Approve
[ create answer [ create answer

I:‘ Permissions

|:| Docusync

[ permissions

|:| Docusync
D Reports |:| Reports
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Our Examples:

Category ,Leases, ,Purchase agreements", “"Lease agreements”.

To create categories: under Administration > Q&A Settings.

Leases:

Q&A Administration

Active: |:|

Mame: Leases

Description: Category for leases
Approval is required:

Category for this folders (extends to all subfolders, if not expanded)

— WrHandbuch
i Ordner 1
W Ordner 2 " v
M Ordner 3 " v

Edit rights of category per group

Graup ez ® /S ©Q
Administratoren ' ' ' '
Benutzer ! !
Group A =™
Group B ’ ’
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Purchase agreements:

Q&A Administration

Active:

MName: Purchase agreements
Description: Category for purchase contracts
Approval is required:

Category for this folders (extends to all subfolders, if not expanded)

— @rHandbuch
il Ordner 1 o
i Ordner 2 o
M Ordner 3 ol

Edit rights of category per group

Group =z ® /S ©
Administratoren
Benutzer O O
Group A
Group B O O
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Lease agreement:

Q&A Administration

Active:

Name: lease agreement
Description: Category for lease contracts
Approval is required:

Category for this folders (extends to all subfolders, if not expanded)

— @rHandbuch

il Ordner 1

LY

il Ordner 2

i Ordner 3

Edit rights of category per group

Group z ® /S
Administratoren
Benutzer D D
Group A l:‘ l:‘
Group B
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Explanation:

e Group A works with leases and purchase agreements, therefore assigned to category

,Lease agreement™ and , Purchase agreement".

e Group B works with leases- and purchase agreements, therefore assigned in the

category “Leases” and “Leases agreements".

e User of the group ,Administrators™ have all permissions, e.g.. are allowed to release

questions and answers.

e Leases are in Stuttgart and Nidrnberg, and therefore are not assigned in the folder ,1-
Koln™.

e Purchase agreements are in all three locations, therefore the category is assigned in the
folder ,1-KoéIn", ,,2-Nirnberg"™ und , 3-Stuttgart".

e Lease agreements are in Nirnberg, therefore is the category just assigned to the folder
»3-Stuttgart®.

A user in the Group A can ask a question to the folder “3-Stuttgart” with the category

“Leases”, but no question in the category “Purchase agreements”.

Users of the Group A only ask a question, User of the Group B cannot watch the question.
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9.1 Ask question
You may change the visibility of a question in the window ,Ask question®. In case you don 't

want other groups members to see your question, then select , private question®. You can also
set the priority and add it to a category.

Ask question

Private:
Priority™: high
Category™ Leases

Question text™:

Arial ¥

How do | ask to lease?

" haa | Goncat |
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9.1.1 General questions

To ask a question, click in the menu bar in the tab ,Q&A” and click “Answer”.

docur'ex il Documents  J Users 3R Groups D Q&u

Own questions

Cpen questions

Answered questions

Answear

Answer questions
Approve answer

Approved answers

9.1.2 Folder questions

To ask a question concerning a folder, click in the menu on the tab ,Documents and choose

the required folder. Click in the action strip “Ask a question.”

. @ Upload file o Create [# Rename l|_j Copy [ Move m Delate o Info ¥ Notification EE Download I Favorite | Azk a question

Search i Handbuch Ordner 1
Name

o kyment it

|

i Ordner 1 = |oremipsum.ixt

i Ordrer 2 1 o Tocttit

i Urdrer 3 3
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9.1.3 File questions

To ask a question about a file, click in the tab ,Documents" and click on the action strip ,,Ask a
question™.

. @ Duwnluad [# Rename l|_j Copy [ Move m Delele o Infu 4 Preview ‘()‘ Create downluad link ‘ﬂ Send (email) I Favurite | P Ak a yueslivn

— @rHandbuch 1 = olument].txt
8 Ordner 1 2 l‘/ E loremipsum.txt I
i Ordner 2 1 = Toct iyt

i Ordner 3 3

9.2 View questions

9.2.1 Open questions

To watch open questions, click in the menu bar on the tab ,,Q&A", click on ,Open questions".

@ Documents Users Groups Q&A Raports S Administration
docurex = i AR Gows M B rer %

0 Ask a question

Cwn questions M. Question

I Open questions I 1

Test Frange

Answered questions

Anszwer gquestions

Approve answer

Approved answers
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You can also edit your own questions and leave a comment.

&) Ask a question [# Edit question = Create comment

=

_ Meue Frage 2
Answered questions |

To leave a comment, select the corresponding question and click on "Comment".

on "Comment". A window will open where you can leave your comment.

Create comment

Question

Neue Frage 2

Comments

Comment on this question

Comment visible by: all

@ This field cannot be empty
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9.2.2 Answer questions

To view ,answered questions" select the tab ,Q&A" and select ,,answered questions". You will
see all publish/releases questions of your group.

0 Ask a question

Own questions MNr. Question

Open guestions

Test Frage

Answered guestions

Answer I Answer (show) I

Answer questions

Approve answer

APPI'G‘."EG answers

0 Ask a question

Own guestions I

Question
Open questions 1 Test Frage
Answered guestions
Answer Answer (hide)

Answer questions

Test Antwort
Approve answer

Approved answers

Hint: Questions, which answers were declined, can be answered once again.

0 Ask a question 0 Create answer

Own questions Nr. Question

Open questions

Is the Document available?
Answered questions

Answer (show)
Answer questions

Approve answer

Approved answers
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A window pops-up. You can enter your answer there.

Create answer

Question

Is the Document available?

Answer from Handbuch Handbuch, 2019-08-16 15:05:18

Mot Sure

Refuse byHandbuch Handbuch, 2019-08-16 15:05:55
not correct

Arial ¥ S

It's available |

raa | et |
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9.4 Publish answer
To publish an answer, select in the menu tab "Q&A"™ and click ,,Approve answer". All answered

questions will be displayed, which you can release. Select the answer you want to release and

click in the action strip “"Approve”.

Own questions INr. Question

Open questions 3 Is the Document available?

Answered juestions

Answer Answer (hide)
Answer guestions Handbuch Handbuch (16.08.2019 15:07:15):
It's availzble,

Approve answer

Handbuch Handbuch (16.08.2019 15:05:18):
Mot Sure

Approved answers

Refuse byHandbuch Handbuch (16.08.2019 15:05:55):
not correct

A window will be pop up, where a can approve or refuse the answers.

If you refuse an answer, you have to specify the reason for.

r approve

Question

Is the Document available?

Answer from Handbuch Handbuch, 201¢ 16 15:07:15

It's available.

Answer from Handbuch Handbuch, 2019-08-16 15:05:18

O answer approved

@ Refuse answer (with reason)

Arial v A
[ s |
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10 Q&A 2.0

The Q&A 2.0 area is located in the same place as the normal Q&A.

How to configure a workflow that will be applied to this area you can see under Q&A Workflows
in the administration area.

10.1 Ask questions and distribute

You can limit the visibility of the question in the "Ask question" window. If you want

e.g., that other group members cannot see the question, then select the Private question”
checkbox.

You can also specify a priority and select the category.

Ask question

Private: O

Priority™: narmal

Category™ Standard category

Question text*:

new Question

[ reo | oo |

When you have asked a question, it automatically lands in the next state defined in the
workflow. In this case now in the distribution phase.

Own questions Number| Question

Open questions 1

. new Question
Answered guestions

Answer

Answer

Finalized
I Distributor I

Reviewsr
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Here you can then edit, forward or create a comment to the question depending on the
previously set permissions.

If you forward the question, you will get a selection window in which state you can

forward the question. This also depends on how you have configured your workflow.

Edit/redirect quetion

Question text:

new Question

-Answer- by 'Standard categony’

redirect to™: ﬁ

-Answer- by "Standard category’

10.2 Answer and check question

If the question is forwarded from the distribution to the answering phase, it will appear under
the the "Answer" item.

a Ask a question [# Edit question [ Redirect question [# Editanswers = Create comment 0 Create answer

Own questions Number| Question I

COpen questions 1

) new Question
Answered guestions

Answer

Answer

Finalized
Distributor

Reviewer

Here, depending on the set permissions, there is the possibility to edit the question,

forward the question, create an answer, edit an answer or add a comment.
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When you create an answer, you can also move the question to the next possible state in the
same step.

Create answer

new Question

Comments

My answer

redirect to: -Reviewer- by 'Standard category’

*
|

Answer to new Question

Add Cancel

The question with the corresponding answer now lands in the previously selected state.

In this case, in the "Reviewer" phase.

0 Ask a question [# Edit question [ Redirect question [# Edit answers

= Create comment 9 Create answer

Own questions Number| Question |

Open questions 1

) new Question
Answered guestions

Answer ride)

Answer

Handbuch Handbuch (03.06.2022 07:05:17):
Finalized

Distributor /
I Reviewer I

Answer to new question
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Depending on your permissions, you can edit the question, forward it or edit the answer.
You can also create a New answer if necessary. The Reviewer phase is meant

to check the completeness and correctness of the questions and answers before they are
finally closed.

If all the information are correct, the question can be forwarded to the next state.
Here it depends on what was previously configured in the active workflow.

In this case into the last phase "Finalized".

Edit/redirect quetion

Question text:

new Question

redirect to® -Finalized- by 'Standard category’

= T

10.3 Finalized questions

All questions that have been completed end up in this section.

0 Ask a question E Redirect question

Own questions Question

Open questions 1

. new Question
Answered guestions

Answer hide)

Answer Handbuch Handbuch (03.06.2022 07:05:17):
Finalized | / Answer to new question

Distributar

Reviewer

If a transition from Finalized to Reviewer has been configured, the question can be reset from
this state back to the previous state, and correct any errors in

the answer or the question can be checked again.
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10.4 Comment questions

You can also create comments on questions if you are authorized.

To do this, simply click on the question and select the "Create comment" option in the toolbar.

0 Ask a question [# Edit question [ Redirect question [# Editanswers = Create comment 0 Create answer

A window will open where you can leave your comment.

If there is a comment to the question, it will be displayed below the question. Simply click on
"Show comments".

The comment will now be displayed next to the question.

@ Handbuch Handbuch (10.10.2022 13:31:47):
| new Question andbuch Handbuc
new comment

Answer (show) Hide comments

You can also delete comments that you have created yourself. Just click on the delete icon at
the end of the comment.

You can also edit your own comments.

Click on the pencil icon at the end of the comment and a window will open where you can edit
and save the comment.
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11 Q&A Search

To use the search, click on the "Search" tab.

Search

Search

Frage

Own questions

Open questions

Chkjects to s=arch

Questions
Answers
Comments

Answered guestions

—
Answer guestions
Approve answer

Approved answers

You can search here in questions, answers or in the comments.

The search result is divided into the areas to be searched. All results who founded are
highlighted in colour.

= 1 results for “Answer"

Frage
12 Answered que.. Standard Kateg..  normal 2021-05-14 11:12  Handbuch Handbuch Administratoren
Objects to search Neue Frage 3
Questions
Answers Answer (show)
| Comments.
= 3 results for "Questions”
m m 1 Answered que... Standard Kateg...  normal 2019-04-18 03:08  Handbuch Handbuch Administrataren
Test Frage
Answer (show)
Open questions
Answered questions ) Open questions Standard Kateg.. normal  2021-05-14 11:12  Handbuch Handbuch  Administrataren
Neue Frage 1
Answering / Clearing
Answer questions
10 Open questions Standard Kateg..  normal 2021-05-14 11:12  Handbuch Handbuch Administratoren
Approve answer Neue Frage 2
Approved answers
Answer (show)
= 1 results for "Comments™
4 Open questions Standard Kateg...  normal 2021-04-19 11:08  Handbuch Handbuch Administrataren
Test Question/Frage

Answer (show) Show comments

Tip: The search is available for both Q&A and Q&A 2.0.
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12 Reports

Docaments Users Groups Q8LA Reports /A Administration
*

To get to reports, select the menu tab “Reports”

12.1 User protocol
To get to the user protocol, click on the tab ,Protocol®

The following options are available:

e Users - all or single
e Groups - all or single
e Protocol action - all actions or single (f.ex. download documents)

e Period - from and until

Users:

All

Groups:

all

Protocol action:

All

Period of time

Date from:

Date until:

¥ L
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Under ,Show" the protocol will be displayed.

Protocol Users

Users: Handbuch,
All Handbuch,
Handbuch,
Groups:
Handbuch,
All

Handbuch,

Protocel action:

Handbuch,

All

Handbuch,

Period of time

Date from:
Handbuch,

Handbuch,

Date until: Handbuch,

Handbuch,

Handbuch,

Handbuch,

Handbuch,

Handbuch,

, Handbuch (Handbuch)

, Handbuch (Handbuch)

Handbuct (Handbuch)

, Handbuch (Handbuch)

Handbuct (Handbuch)
Handbuct (Handbuch)
Handbuck (Handbuch)

Handbuct (Handbuch)

, Handbuch (Handbuch)
, Handbuck (Handbuch)

, Handbuch (Handbuch)

Handbuct (Handbuch)
Handbuct (Handbuch)
Handbuch (Handbuch)

Handbuct (Handbuch)

Protocal action

Write answer for question 3"

Question "3" rejected

Write answer for guestion "3*

New question "3" asked in category "Standard Kategorie"
Question "1" approved

Created language in administration setting "ga"

Created language in administration setting "ga"

Modified gz in administration settings

Created language in administration setting "ga"

User logged in

User logged out

User "Max Mustermann" has been modified (Login: max)
Created language German in administration setting "DOCTYPE"
Created language German in administration setting "METATAG"

Page 3 of document "Dokument1.txt” from folder "Handbuch/Ordner 3 viewed in secure preview

2019-08-16 15:07
2019-08-16 15:05
2019-08-16 15:05
2019-08-16 15:03
2019-08-16 15:01
2019-08-16 14:54
2019-08-16 14:47
2019-08-16 14:45
2019-08-16 14:45
2019-08-16 14:04
2019-08-16 14:03
2019-08-16 14:03
2019-08-16 13:50
2019-08-16 13:45

2019-08-16 13:33

Biteno GmbH

Geschaftsfihrer Matthias Béhmichen
BreitscheidstraBe 65

70176 Stuttgart

Telefon: +49 (0) 711/48 89-020
Telefax: +49 (0) 711/48 89-029
www.biteno.com
info@biteno.com

-117-

Handelsregister: Stuttgart HRB 24696
USTID: DE 236111740
Steuernummer: 99060 / 04718
Biteno ist Mitglied der Creditreform



12.2 Disclaimer

docurex’

To get to the Disclaimer Report, click ,Disclaimer® within the menu.

The following filter options are available:

e Create by -User

e Period of time - from and until

e Results per page

By clicking on "Show", depending on the selected filter options, all confirmed disclaimers are

displayed with the name of the user, the version, language and confirmation date.

Create by

Users:

All,

Groups:

All

Period of time

Date from:

yyyy-mm-dd

Date until:

yyyy-mm-dd

Results per page:
1000

Users

Handbuch, Handbuch (Handbuch)
Handbuch, Handbuch (Handbuch)
Handbuch, Handbuch (Handbuch)

Handbuch, Handbuch (Handbuch)

Version Language
2020-06-25 16:32:55  German
0000-00-00 00:00:00 German
no version English

no version German

Date

2020-06-25 16:33

2020-06-25 16:32

2019-08-16 15:31

2019-03-01 12:08
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12.3 Document activity

To get to the document activity, click on the tab "Document activity".

The following filter options are available here:

e Activity from -filter by groups

e Activity period - date from and to

Disclaimer

Document activity

Document activity of

Groups:

All

Time period for document activity

Date from:

ad

Date until:

By clicking on "Show", depending on the selected filter options, the document activity will be
displayed.

Document activity

Document activity of

Groups:

All

Time period for document activity

Date from:

Date until:
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12.4 Documentlist
To get to the documentlist, click "Reports documents” within the menu.
The following options are available:

e Create by -User

e Period of time - from and until

e Size in MB - Size from and Size until

e Preview PDF - whether a file has a preview or not

e Search locations - select folder in which to search

by: . . . . . .
Create by With click on “Pick documentlist”, the document list will be

displayed.
Period of time
Date from:

Date until:

Size in MB

Size from:

A number

Size until:

A number

Preview Pdf

@ show all files

O with preview pdf
O without preview pdf

Search places

Pick documentlist
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12.5 Permissions to documents and folders

To get to the permissions to documents and folders click on the tab "Permissions". Here you
can select either a specific group or all available groups.

User
Disclaimer
Document activity

Documents

Groups:

All

By clicking on "Show", the permissions are displayed, depending on the selected filter options.

[ cowmane e Jer _______________________|alelelzolelelilslnlaaln [=0]e]
Administratoren Folder Handbuch2 v ¥ v vV VY VY Y VY VY v v v
Administratoren Folder Handbuch2/Folder 2 v ¥ ¥V ¥ ¥ ¥ Vv ¥V ¥ Vv ¥ v ¥ v v ¥
Administratoren Documents Handbuch2/Folder 2/VERSION 2.dacx v ¥ v vV VY VY Y VY VY
m Administratoren Documents Handbuch2/Folder 2/VERSION 22 - Kopie.docx v ¥ ¥V ¥ ¥ ¥ Vv ¥V ¥ Vv ¥ v ¥
Groups: Administratoren Folder Handbuch2/Unterordner 1 v ¥ v vV VY Y VYV v v v
All Administratoren Documents Handbuch2/Unterordner 1/VERSION 1 (1).docx v ¥V VvV VY VY VY YV
Administratoren Documents Handbuch2/Unterordner 1/VERSION 22 - Kopie.docx v ¥ v vV VY Y VYV
“ Administratoren Documents Handbuch2/Unterordner 1/VERSION 3.docx v ¥V VvV VY VY VY YV
Benutzer Folder Handbuch2 v v v v
Benutzer Folder Handbuch2/Folder 2 v v v '
Benutzer Documents Handbuch2/Folder 2/VERSION 2.dacx v v
Benutzer Documents Handbuch2/Folder 2/VERSION 22 - Kopie.docx v v
Benutzer Folder Handbuch2/Unterordner 1 v v v v
Benutzer Documents Handbuch2/Unterordner 1/VERSION 1 (1).docx v v
Benutzer Documents Handbuch2/Unterordner 1/VERSION 22 - Kopie.docx v v
genutzer Documents Handbuch2/Unterordner 1/VERSION 2.docx v v

Here you have a corresponding overview of all rights (both on file and folder). Here you can
see which group has which rights to which folders/files.
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12.6 Q&A Report

To get to the Q&A Report, select ,Q&A Report" within the menu.
Following filter options are available:

e Asked between (Date from and until)

Protocol

Reports documents

Asked on

Date from:

Date until:

Find questions

12.7 Export Report

You can download all the logs displayed as an Excel file. To do this, click on "Export report" in
the action bar.

E» Export report
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13 Administration

To get to Administration select "Administration” in the menu.

il Documents K Users 2R& Groups @ O&A % Reports | 3% Administration

13.1 General settings
To get to General settings, click on the tab “General Settings”

Standard settings

ﬁa Watermark
ﬂﬂ Themes

ﬁa Disclaimer

ﬁa Password Policy
ﬁa Authentication
£, support

ﬁ'ﬂ Support User

ﬁq Versioning
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13.1.1 Watermarks

To adjust the watermark, select “Watermark”.

Standard settings

ﬂb Watermark
ﬂ'ﬂ Themes

ﬂa Disclaimer

ﬁa Password Policy

ﬁa Authentication
¥, support
ﬂa Support User

ﬂ'ﬁ, Versioning

You can adjust the watermark in the user languages german, english or italian.
There is a "Preview" button so that you can have the configured watermark placed on a sample

document.

Text position: Redo every line v € Date
N € Name
Text weight: 19 5
€ Email
Text visibility: 03 < <o
Watermark text: {name}{date}
Lorem ipsum D

Sit amet, consectetur adipiscing elit. Pellentesque fringilla cursus eros. Aenean tempus nibh
lectus, et elementum metus feugiat nec. Ut non leo porttitor, venenatis enim at, porta urna.
DusklednvallEipsum bl fiths findbus, \wtutputate/ purus ornare. Ut eu venenatis ipsum. Cras
at dapibus libero, at viverra urna. Class aptent taciti sociosqu ad litora torquent per conubia
nostra, per inceptos himenagos, Yestibulum. vel mauris id sem efficitur consequat quis nen
sapien. Mauris ultrices metus cursus risus pellentesque iaculis quis ut felis. Morbi elementum

velit in gravida rutrum

N :
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13.1.2 Themes

To upload an individual logo, click “Themes”.

Qa Watermark

'ﬂ‘., Themes

Q‘a Disclaimer

ﬁa Authentication
Qa Password Policy
'ﬁu Support

L3, support User

Upload now the logo.

Themes Settings

Active: |:|

Tip: The 4: 1 aspect ratio is best suited for an ideal representation of your logo
The formats png and jpg / jpeq are supported.
The logo may not exceed 16MB.

Company logo: I

Logo preview will shown on the left side, to activate the logo, click "Save”.

el £ il Documents L Users A8 Groups #D QEA E Reports x’ Administration

Standard settings Themes Settings
Q}_‘ Watermark Active: []

_ Tip: The 4: 1 gspect ratio is best suited for an ideal representation of your logo
a‘u Disclaimer The formats png and jpg / jpeg are supported.

The logo may not exceed 16ME.
a'r_‘ Authentication

(]
M
[in}
=
&)
i
1
i
=
]
g
I
=
T
£
B

Company logo:
a'r_‘ Password Policy

ﬂ'.;. Support

a'r_‘ Support User
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Also, you can customize your data room with your own colors.

Background color for title bars,
action toolbar, table headers and . 003143
buttons, text color for service

toolbar:
Edge color: fdbg12
Background color for main frame, dedede

tabs and service toolbar:

Background color for content R
areas:

Text color for content: . 000000
Text color in title bars, action R

toolbar and buttons:

Motice: The system needs about 5 minutes to process the entered values. Afterwards, docuplus® is displayed according to the individual settings and colors,

To do this, simply change the preset colors to the colors of your company. When you have

entered your colors and uploaded the logo, set the design to Active and save it.

13.1.3 Disclaimer

If you want to show a disclaimer to the users, you can set the disclaimer as follows: User text

in german, english or italian, also you can activate or deactivate the disclaimer.

ﬁ'ﬂ Watermark

ﬁ'ﬁ Themes

ﬁ'ﬂ Disclaimer

‘l}q Authentication
ﬁ'ﬂ Password Policy
ﬁu Support

ﬁ'ﬂ Support User
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Please confirm the disclaimer

| read the disclaimer an accept it

Also you can select, if the disclaimer should be displayed
- each Log in

- first Registration

- after Changes
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13.1.4 Authentication

To improve the security of your dataroom, you can activate in ,User settings" Authentication
for every user. The user receive after login a cade via e-mail or sms. The code must be insert

to get into the dataroom.

ﬁ'ﬂ Watermark
'ﬁ., Themes

ﬁ‘ﬂ Disclaimer

‘n‘ﬂ Authentication

ﬁb Password Policy
‘a‘ﬂ Support

ﬁ‘ﬂ Support User

You will shortly receive an email or an SMS with the verification code, which you must enter in the text field

Enter verification code: 123456

Verify the verification code Send a new verification code
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To globaly de-/activate the verification click onto ,Authentication™. You may also add your own
text, don 't forget to add the placeholder ,{Code}". The text can be added in german, english

or italian.

English Italian Placeholders
Active: —— € security code
Content for the sending message: [ 51z v

—

Your security cods is [coda) R
Your code expires in 10 minutes
Please do not answer.

13.1.5 Password guidelines

In case you have the module ,password policy" you can change the policies yourself. Without

the module the default settings are:

e Password contains at least 8 characters

e Password includes special characters and numbers
e Password contains upper case letters

o After five retries the user will be blocked

e Users are allowed to reset their password

Standard settings

ﬁ'ﬂ Watermark
1&,,‘ Themes
ﬁ'ﬂ Disclaimer

m. Authentication

ﬁﬂ Password Policy

ﬁh Support

ﬁ'ﬂ Support User

To edit the password policy, click ,Password Policy".
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Standard settings

Password policy management

£, watermark Password strength

Qu Themes
L Password has to contain characters [Ab,..]: |:|
Qa Disclaimer
Qu Authentication Password has to contain upper case characters [4.B,..]:
_ Password has to contain lower case characters [a,b,.J:
Qq Support

O

Password has to contain numbers [1,2..] or special characters:
‘nh-_, Support User

Password has to contain numbers [1,2..]:
Password has to contain special characters:
Minimum character count (8): g
Maximum character count {100): 100
Password history

days between password changes: 0
days, maximurm duration until password must be changed: 0
days until a former password can be reused: 0
Login-attempts

failed login-attempts causing an automatic locking of the user 5
account:

Allow user to reset their own forgotten password:
For security reasons, you must change your passward:

Metatag Settings

Document type s 0 deactivates the relevant option

£
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13.1.6 Support

To edit the support settings, click ,,Support®.
To send support requests to the dataroom administrators or your department, you can change
the e-mail address of the addresser. You can also adopt the text.

QQ Watermark Active: v
Qa Themes
Qa Disclaimer

Qa Authenticztion

Address: Biteno GmbH |Breitscheidstr. 65 |[70176 Stuttgart [Germany | Phone: +43 (0) 711
4389 085 |Fax: +48 (0) 711 4889 029 |E-mail: support@docurex.com

0,, Password Policy Support email: support@docurex.com

Sender: docurex

Qa Support User
Subject: Support request from {customerMame}

Email text: Anal v B I o2

=
=
y
_I
=
1
4

Dear Support Team,

{question}

Yours Sincerely

{userFirstName} {userLastName}
{callBack}

{useremail}

IcustomerName}

Biteno GmbH
Breitscheidstr. 65 -

13.1.7 Support user
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To support you with your issue, our support team needs an access to your data room. The
access comes due a support user. To de-/activate a support user click ,Support User".
You also can set the validity of the support user.

Standard settings Support User (German)

Qa Watermark Active: O
a Thesmes
° Activate for:
Qa Disclaimer
L&, Authenticetion Active from:
Qa Password Policy Active until:
L, support

13.1.8 Document versioning

If you have the Document versioning module, you can create multiple versions of a single
document. To activate versioning, check the box and set a standard option when uploading the
documents.

Standard settings Versioning
‘Q‘u Watermark Activate versioning of documents:
‘Q‘a Themes . . .
Default option for uploads: w version of the existing document ~

Q‘., Disclaimer

Skip document

= D 1
ﬂ-., Password Policy Rename document

ﬂ'., Authentication

Mew version of the existing document

ﬂ'., Support

£+, support User

You can view the history of the documents in the info area of the relevant file.
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13.1.9 Path length limitation

To enable/disable the path length limitation please select the "Path length limitation" item.

Standard settings Path length limitation

Q'O Watermark If you activate the path length limitation, the folder structure of this data room will be reviewed and the length of the created paths (including file nameas) will be determined.
In order to activate the path length limitation, path lengths must not exceed 245 characters.

L, Themes As long as this is still the case, the limitation cannot be activated.

a_o Disclaimar This process can take a few seconds.

ﬁb Authentication

L, Password Policy Activate path length limitation for the data room: (|
£+, support

Lt support User

a‘o Versioning

If the checkbox is unchecked, it means that the path length limit is not active. If this is the
case, you cannot request exports of your dataroom.

If the checkbox is active, the maximum total length or total depth of the paths in your data
room is limited. This allows you to request exports again.

In addition, you can no longer create paths in your data room that are too long, such as by
uploading documents, creating folders or renaming them.

Activate path length limitation for the data room: ]

If you activate the path length limitation at a later time, when your folder structure already
exceeds the maximum total length, then you can display the list of all paths that are too long
and download it as an Excel file.

There are too long paths

The path is too long. The maximum length of characters is exceeded.
You can display the paths that are too long and download them as an “xlsx' file.

Show too long paths m
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Just select here in the message box on "Show too long paths" and you get a list of all paths
that are too long.

Too long paths

Folder / file path Mumber of characters to be reduced  Total length of folder / file path
Handbuch/Crdner 1/0rdner 1.1/0Ordner 1.2/Unterordner 1.3/Me... 22 267
Handbuch/Crdner 1/0rdner 1.1/Ordner 1.2/Unterordner 1.3/Me... 9 254

Dovriont pain oy | i

If you want to download this list as an Excel file click on "Download paths".

In the Excel file below you will get the total length of the paths and the number of characters
you have to shorten.

Folder / file path Number of characters to be reduced Total length of folder / file path
Handbuch/Ordner 1/Ordner 1.1/Ordner 1.2/Unterordner 1.3/Neuer Unterordner "

1.4/Ordner 2.1/Ordner 2.2/Unterordner 2.3/Neuer Unterordner von 2.3 -

2.4/Ordner 3/Unterordner 3.1/Unterordner 3.2/Neuer Unterordner 3.3/Neuer

Unterordner 3.4/Neuer Unterordner 3.5/Handbuch.pdf 22 267

Handbuch/Ordner 1/Ordner 1.1/Ordner 1.2/Unterordner 1.3/Neuer Unterordner " "

1.4/Ordner 2.1/Ordner 2.2/Unterordner 2.3/Neuer Unterordner von 2.3 -

2.4/0rdner 3/Unterordner 3.1/Unterordner 3.2/Neuer Unterordner 3.3/Neuer

Unterordner 3.4/Neuer Unterordner 3.5 9 254
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13.1.10 Automatic nhumbering

You can create an automatic numbering for your folders and files in your data room.
for your folders. To do this, click on the "Automatic numbering" item. Here you can
numbering individually.

Standard settings Automatic numbering

Qu Watermark
Q Folder numbering
s Themes
Automatic numbering of folders is done per folder level.
The entire numbering prefix is automatically placed in front of the folder name and is part of the folder name.
e.g. 5.13.123 folder name or 005-013-123 folder name.

'n'a Disclaimer

‘Q‘a Password Policy

MNumbering active for folder:
‘Q‘a Authentication
aa Support Leading zeros: ] -
T, support User Attach number from all parent folders: O
Q‘, Versioning
Separator for the folder levels (e.g. 5.13.4) . -

Q‘, Path length limitation

_ Separator between number and folder name

(default * =)=

File numbering

Automatic numbering of documents is done per folder level.
The entire numbering prefix is automatically placed before the document name and is part of the document name.
zB: 5 - <Wh> document name

Murnbering active for documents: O

L1

Leading zeros: ]

Separator between number and document name
(default * ")

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-135-



docurex’

When you save these settings, your folder appearance will change as follows
as follows:

— W Handbuch 3
— @ COrdner 1 3

— W Ordner 1.1 3

— @ Ordner 1.2 -

+ Bl Unterordner 1.3 -

W Ordner 2 4

+ B Ordner 3 4

— @Handbuch 3
— @ COrdner 1 3

— W Ordner 1.1 3

— W Crdner 1.2 -

+ B Unterordner 1.2 -
B Ordner 2 4

+ B Ordner 2 4
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Your document display will then look like this:

Test.ixt

F
-

Handbuch_DE_- 3.3.11.dec
Muster.docx

MusterNeu.docx

loremipsum.txt

F
-

Dokument1.txt

l
-

Test2.txt

F
-

1 - Testixt

=
i

2 - Handbuch_DE_- 3.3.11.doc
3 - Muster.docx

4 - MusterNeu.docx

'FRPEP FP FP

5 - loremipsum.txt

F
B

6 - Dokument1.txt

—
prt

T - Test2.txt
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Here you can store your configuration for your Active Directory and link it to Docurex (if you
have the LDA module).

Tip: for the configuration or for the information you need to enter, contact your internal IT administrator.

The settings are divided into 4 sections.

Server connection

Server connection:
Haost:

Port:

i

Please enter here the host, the port and the encryption of your active directory. Once you have

entered everything, you can test whether you can establish a connection to the corresponding
server.

Bind credentials

In this area you have to add the Bind credentials.

Bind credentials:

Credentials:

To do this, enter the distinguishedName of a user and their password.

Here you can also test the connection directly.
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User Provider

In the 3rd area you can specify the user node, this is the area from which the users are to be
loaded.

User Provider

Authentication
containers:

Extended guery: Test User Provider

You can also test this immediately.

If all tests are successful, save your entries and now you can import users via LDAP in the user
administration.

Automatic import of users from LDAP

In the 4th area you can activate the automatic synchronisation for the LDAP users. You can
also trigger the synchronisation manually using the button on the right side.

Import users from LDAP

Automatic ] Sync manually

synchronization:

You can store the filter query of the LDAP groups/nodes for synchronisation in the respective
groups in the data room.
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13.2 Metatag settings

To get to the metatag settings, click on the tab “"Metatag Settings”.

Standard settings Administr

Metatag Settings

‘ fest

13.2.1 Create new metatag

Click in the action strip “Create meta tag”.

Standard settings Administr

Metatag Settings

‘ test

Now you can set the informations and settings of the metatag.
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Standard settings

Metatag Settings Active!
Sveawgrme —

Metatag description: Metatag for contract type
Position in naming convention: 2
Mandatory field:
Meta tag field type: List
m Delete selected value
Values
House

13.2.2 Copy metatag
To copy a metatag, select the metatag from the list and click into the action strip “Copy

metatag” in the action strip.

o Add language 0 Delete language 0 Create meta tag U—j Copy meta tag

Standard settings Meta tzf Settings (German)

Metatag Settings R ctive:
| LT — ——

Metatag description: IMetatag for contract type
Position in naming convention: 2
Mandatory field:
Meta tag field type: List
m Delete selected value
Values
House
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A new meta tag pops up.

Standard settings Meta tag settings (German)

Metatag Settings Active:

W Meta tag name

Metatag description: Metatag for contract type
Position in naming convention: 2
Mandatory field:
Meta tag field type: List
m Delete selected value
Values
House

Sl e
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13.2.3 Delete metatag

To delete a metatag, select the required metatag and right click. Under the context menu you
can delete the metatag.

Standard settings

Metatag Settings Active:

‘ IMeta tag name

Meta tag settings (German)

Meta tag name:

© Delete entry cription:

W Add language

0D Copy meta tag

Position in naming conventic

13.2.4 Create language

To offer the languages german, english or Italian for your metatag, select the required
metatagd and click ,Add language" in the action strip.

o Add languanes a Ilelete languane o ( reate meta tan lT_] Copy meta tag

Now you can add Informations and settings of the metatag for the english version.

Active: v
Meta tzg name:

Metatag description:

Position In naming convention: 2

Mandatory field: v

Meta tzg field type: List

[ o oo
Values
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13.2.5 Delete language key

To delete a language entry, select meta tag, click on the tab “"English”, and click “Delete

language” in the action strip.

0 Delete language o Create metatag ([] Copy meta tag

Metatag Settings Active: v

W Meta tag name

Meta tag name:

Metatag description:

Position in naming convention: 2

Mandatory field: W

Meta tag field type: List

[ o e |
Values
.
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13.3 Document type settings
To get to the document type settings click in the tab ,Document type Settings".

docu‘rex i Documents L Users _w.Groups » oaA é Reports x Administration

0 Create document type

Standard settings Administration

Metatag Settings

Document type settings

.
B rental contract

13.3.1 Create document type

Click ,,Create document type" in the the action strip.

o Create document type

Melal s
Document type settings

Now you can set the informationes and settings for the document type.

Document 1 settings (German)

Metatag Settings Active:

cument type settings

Document type description: Document type for lease

Position in naming convention: 1

Meta tags: contract type %
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13.3.2 Copy document type

To copy a document type, select the document from your list and click in the action strip “Copy
document type”. The new document type will be displayed.

Standard settings

Document type settings (German)

Active:

Document type settings

.
BN rental contract

Document type name: rental contract

Position in naming convention: 1

Meta tags: contract type ¥

o Add language 0 Delete language o reate document type| () Copy document type

Standard settings Document typgf Citings (German)

Metatag Settings >~

Document type settings
Document type name: rental contract

Document type description: Document type for lease
Position in naming convention: 1
Meta tags: contract type *

Hint: The copied document type is added only temporarily! Adjust the input/settings and click

safe to permanently safe the document type.
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13.3.3 Delete document type

To delete a document type, select the required document type and use the right click context
menu and select "Delete document type”

e Add language o Delete language 0 Create document type () Copy document type

Standard settings

Documen ngs (German)

Metatag Settings Active:

Document type settings

Document type name: rental contract
-
Bl rental contract

Position in naming convention: 1
Meta tags: contract type %
I —————————————————————————————————————————————————————————————————————————————————
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13.3.4 Create language

To offer german, english or Italian for your document type, select the document type and click
“Add language” in the action strip.

0 Add language e Delete language 0 Create document type l.l_j Copy document type

Now you can add Informations and Setting for the english version.

Active: v
Document type name:

Document type description:

Position in naming convention: 1
Mela lags: contract type
I —————————————————————————————————————————————————————————————————————————————————
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13.3.5 Delete language

To delete a language entry, select required document type and click ,english® (or
german/italian) and click on the action strip ,Delete language".

0 Delete language 0 Create document type  [[) Copy document type

Standard settings German m [talian

Metatag Settings Active: v

Document type settings
Document type name:

.
BN rental contract

_ P pedspor

Position in naming convention: 1
Meta tags: contract type X
-_________________________________________________________________________________________________________________________
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13.4 Email settings

In case you have the module “e-mail templates” you are able to change all e-mail send by

docurex. You may adjust the footer or the e-mails or the scheduled time of delivery.

To get to the “e-mail templates” select the tab “e-mail settings”.

Active:

Document ty tings .
MName: Admininfo Account angelegt
Email settings
Action: User created -

¢ Create user

™ Download link

Sender: docurex -
= Edit user
= New files Receiver: -- executive user-- -
4 L . .
E®i Reset password Subject: Account auf app.docurex.com Mandant {customerName} erfolgreich angelegt
ﬂ’ Reset password success
Email text: Arial B I u| T T L~ T~ |® &

= Send self files
Sehr geehrte(r) FrawHerr {adminname],

Sie haben den Benutzer {userl oginName} erfolgreich angelegt.

=¥ Lock user

! Create question
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() docurex
13.4.1 Create new e-mail template

To create a new e-mail template, click on the action strip “"Create new email template.

0 Crcatc ncw cmail template lE] Copy cmail template

Now you can set the information for the new email template.

Under “Action” you can edit in which action the e-mail should be sent. Under transmission time

you can set, who should get the e-mail.

Email admr

Active:

Mame: Admin User locked
Email settings
i Create user Action: User was locked
¢ Create user info to admin Transmission time: Send emails in 20 minutes
! Download link

Sender: docurex
! Edit user
= New files Receiver: --dataroomadmin--

> o . -

i®{ Reset password Subject: Admin User locked
m’ Reset password success

Email text: - ¥
! Send self files Arial —

! Lock user

! Create question
o

E®s Create answer

® Approve question
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13.4.2 Copy e-mail template

To copy an e-mail template, select the required e-mail template from the list und click “Copy

email template” on the action strip.

() Copy email template

=notis [

Active:

MName: Zugangsdaten beim Bearbeiten
N Action: User edited
®y Create user
@ Create user info to admin Transmission time: Send email immediately

! Download link

_ - -

¢ New files Receiver: --affected account--
Reset password Subject: Wichtige Information zu lhrem Datenraum-Account auf docurex.com
ﬂ’ Reset password success
Email text: :
) Arial v

! Send self files -

" v |Sehr geshrte(r) FrauHerr {userl astName},
e Lock user

" ) Ihre Benutzerdaten im docurex Datenraum wurden geandert.
s Create guestion
i®{ Create answer IHRE NEUEN ANMELDEDATEN

™ Approve guestion
URL zum Datenraum: https://app.docurex.com/

Mandant: {customerMName}
Login: {userLoginMame}
Passwart: {userPassword}

Ihr Account steht lhnen in dem folgenden Zzitraum zur Verflgung:
Giiltig vom: {userActiveFrom}
Inaktiv ab: {userActivellntil} -
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The new email template appears.

Hint: The new email template is temporary created, adjust the informations and click save to

complete.

Metatag Settings Active:

Mame: Zugangsdaten beim Bearbeiten
N Action: User edited -
s Create user
¢ Create user info to admin Transmission time: Send email immediately -
= Download link
Sender: docurex -
i Edit user
¢ New files Receiver. --affected account-- hd
* . . - . .
W Reset password Subject: Wichtige Information zu Ihrem Datenraum-Account auf docurex.com

m’ Reset password success )
Email text Atial B I U T Ly Ty ® i

|Sehr geehrte(r) FrauHerr {userLastName},

Ihre Benutzerdaten im docurex Datenraum wurden geédndert.

! Send self files

i Lock user

! Create question

¢ Create answer IHRE NEUEN ANMMELDEDATEMN

@ Approve question

— URL zum Datenraum: https://app.docurex.com/

Mandant: {customerMName}
Login: {userLoginName}
Passwort: {userPassword}

Ihr Account steht lhnen in dem folgenden Zeitraum zur Verfigung:

Giiltig vom: {userActiveFrom}
Inaktiv ab: {userActivelntil} -
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13.4.3 Delete e-mail template

To delete an e-mail template, select the required e-mail template and select “"Delete e-mail

template” in the action strip.

Delete language o Create new email template (] Copy email template

Standard settings

Metatag Settirgs Active: v
Document ty 5

Mame: Edit user
Email settings

ion: User edited

W Create user Action
i®{ Create user info to admin Transmission time: Send email immediately
! Download link

Sender: docurex
= Edit user
= MNew files Receiver: --affected account--

+ - .

i®{ Reset password Subjoct: Impartant information to your deal room account on docurex.com
H’ Reset password success

Email text: : v
i Send selffiles Arial —_

¢ Lock user Dear Mrs./Mr. {userLastName},

™7 Creat i your user data in the docurex deal room have been edited.
reate guestion

i®i Create answer YOUR NEW DATES OF REGISTRATION

= Approve gquestion

URL to the deal room: https://app.docurex.com/index php/legin?lang=en
Client: {customerMame}

Login: (userLoginName}
Password: {userPassword}

The period spacified to access the deal room with your account is:

Valid from: {userActiveFrom}
Invalid from: {userActiveUntil}
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13.4.4 Create language entry

To offer german, english or Italian for your e-mail template, select required e-mail template

und click ,Add language" on the action strip.

0 Add language e Delete language o Create new email template lD Copy email template

Now you can set informations and settings for the English version on the e-mail template.

engiish taiizn [

Active: W

Mame: Edit user|

Action: User edited
Transmission time: Send email iImmediately
Sender, docurex

Receiver --agffected account--
Subject:

Email text: Arial v T
_______________________________________________________________________________________________________________________________________________________________________________________________
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13.4.5 Delete language

To delete a language, select required e-mail template, click on the tab “"German” and click

“delete language” in the action strip.

0 Add language o Delete language o Create new email template  [[7] Copy email template

ration (German)

Active:
Mame: Zugangsdaten beim Bearbeiten
™ Create user Action: User edited
- - admi N . .
¢ Create user info to admin Transmission time: send email immediately
2 Download link
Sender: cocurex
= Edit user
= New files Receiver: --affected account--
- -
o= Reset password Subject: Wichtige Information zu threm Datenraum-Account auf docurexcom
ﬂ’ Reset password success
Email text: Arial v

¢ Send self files

¢ Lock user Sehr gezhrte(r) Frau/Herr {userLastName},

Ihre Berutzerdaten im docurex Datenraum wurden gedndert.

¥ Create question

I®i Create answer IHRE NEUEN ANMELDEDATEN
@ Approve question

_ URL zum Datenraum: https://app. docurex com/

Mandant: {customerName}
Login: {userLoginName}
Passwort: {userPassword}

Ihr Account steht lhnen in dem folgenden Zsitraum zur Verfiigung:

Galtig vem: {userActiveFrom}
Inaktiv ab: {userActiveUntil} -
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13.5 Q&A-Settings

To get to Q&A Settings, click on the Tab "Q&A Settings”.

il Documents K Users 248 Groups @ O&A % Reports | 3% Administration

0 Create cateqory 0‘ Delete cateqory

Standard settings
Metatag Settings

Cocument ty

Email settings

C&:A settings

.' Rental contract

B Furchase contract
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13.5.1 New category

To create a new category click on the action strip "new category”.

0 Create category 0‘ Delete category

Standard settings

Metatag Settings
Cocument type settings
Email settings
W seciakategore

.' Rental contract

Bk Furchase contract

You can set informations and settings for the new category as well for every group you can
create permissions for the new category.
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Active:

Name: Leases

Description: Category for leases
Approval is reguired:

Question visabilitiy: private and public questions

private and public questions
Permissions (ask question) from _

only private questions (visible for guestioneer, not for group members)
— WrHandbuch only public questions {visible for all in guestioners groups)
+ i 1 Crdner 1
i 2 Ordner 2 |

+ i 3 Ordner 3 |

Edit rights of category per group

T —
I O Y

Benutzer
Group A
Group B
test D |:| |:| |:|
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13.5.2 Delete category

To delete a category, select your required category and click on the action strip “delete
category”

0 Create category 0’ Delete category

Standard s
Metatag S

Cocument typ

Email settings

.' Rental contract

Bk Purchase contract
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13.6 Q&A Workflow

The Q&A Workflows tab is only available if you have the Q&A 2.0 module. Otherwise the Q&A
Settings tab is located at this point.

Standard settings

Metatag Settings

Document type settings
Email settings
Q&:A workflows

i |

Here you will already find an automatically created standard workflow.

Here only the transitions, group assignments and permissions have to be created.

13.6.1 Workflow templates

There are predefined workflows that are already configured and ready to use. All that is
required is to add the users to the appropriate groups and activate the workflow.

£} Templatel

£ Template2

Predefined workflows cannot be edited or deleted. They can only be set Active or Inactive and
the category permissions on the respective folders can be changed.
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13.6.2 Create new Workflow

To create a new workflow, click on "Create new Workflow" and enter the name of your new
workflow in the input field.

Standard settings

Document type settings

Q&A Configure ‘New Workflow" workflow

£} Standard

£ Neuer Workflow

B = =

R s | i | i | i [

Distributor .- .- A Q&s workflow consists of several phases. A distinction is made between the distribution phase and
the reviewer phase.
The distributor sorts into different categories.
[ —— [ —— 9

The reviewer phase always comes after a question has been answered and checks the answer
professionally.

The new workflow is added to the list and can now be configured.

To change the workflow name or to select the workflow as Active Workflow, click "Edit
workflow". A window will open in which you can activate the workflow and change its name.

There must always be an active workflow.

Edit workflow

Active:

Mame: Mew Workflow

e | e
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Phases

In addition to the three standard phases, you can also create distributor and Reviewer phases.
The distributor sorts into different categories.

The Reviewer phase always comes after answering a question and checks the answer
professionally.

To create a new phase, click on "Create new phase".

Phases | Categories | Transitons | Assign groups |

BN

A window opens in which you can assign a name to the new phase and select the previous and
next phase.

Create new phase Create new phase

Mame of the new phase: Mame of the new phase:
Distributior Revigwear

Previous phase: Previous phase:
Ask question Answer

Mext phase: Mext phase:
Answer Finalized

e | e | e | onca |

When you have created a phase, the workflow shown updates with the new phases.

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-163-



docurex’

You can rename or delete your self-created phases any time.

To rename a phase click on the pencil icon and enter the new name.

To delete a phase click on the "x" and confirm the deletion.

N CTEEE—

B Distributor B Reviewer
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Categories
The default category is created automatically.

If you want to add more categories click on "New category".

Phases | Categories |

Categories ..

BN Standard category S X

s @

You can now specify the information and settings for the new category. All categories can be
deleted except the last one.

Active:
Mame: Mew Cateqory
Description: Description of this Categond

Permissions (ask question) from category "undefined” to folder

— WrHandbuch2
i rolder 2

i Unterordner 1

oo | e
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Transitions

In the "Transitions" area you can define the transitions of different states (combination of
phase and category) for your questions.

A state always consists of the combination of phase and category.

A transition defines the transition from one state to another state.

Phases | Categories | Transitons | Assign groups
State (from) State (to)
Ask guestion - Answer

Ask question

Standard categary

Answer

Standard category
Finalized

Mew Category
Distributor

Reviewer _

Select the desired states from the available phases and categories and save this transition.

All saved transitions are displayed in a table. These can be deleted at any time.

State (from) State (to)

=>4 Ask question-Standard category =4 Distributor-Standard category x
=4 Distributor-standard category =>4 Answer-Standard category x
=>4 Answer-Standard category =4 Reviewer-5tandard category x
=>4 Reviewer-Standard category =4 Finalized-5tandard category x
=4 Finalized-Standard category =4 Reviewer-5tandard category x
=>4 Reviewer-Standard category =>4 Answer-Standard category x
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Assigh groups

A transition must always be assigned to at least one group, which also may forward the
question from one state to another.

To do this, please select a group and the available transitions that you have created. Then click
on "New assignment".

Phases | Categories ‘ Transitons ‘ Assign groups ‘ Permissions _
Available Transitions A state transition can only be executed by a user group if it

Administratoren from 'Ask question-Standard cateq

User Groups T

from 'Ask question-Standard category' to ‘Distnbutor-Standard category’

from 'Distributor-Standard category” to *Answer-Standard category”
from 'Answer-Standard category' to 'Reviewer-5tandard category'

from 'Reviewer-standard category' to 'Finalized-Standard category’
from 'Finalized-Standard category' to "Reviewer-Standard category’

from 'Reviewer-standard category' to "Answer-5tandard category'

All created assignments are stored in a table below. In this table you can see the group and
which transitions it is authorized to use.

All assignments can be deleted at any time.

User Groups + State (from) State (to) .

28X Benutzer & Answer-Standard category & Reviewer-Standard category X
AR Benutzer & nsk question-Standard category & Distributor-Standard category x
AL Administratoren & Answer-Standard category & Reviewer-Standard category X
A administratoren & Finalized-standard category & Reviewer-Standard category x
A Administratoren & Reviewer-Standard category & Finalized-Standard category x
X scministrataren & sk nuestion-Standard cateanny & nistributar-standard cateaor X

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-167-



docurex’

Permissions

For each state (phase and category) the permissions can be defined per user group.

Phases ‘ Categories | Transitons | Assign groups ” Permissions _

€ vView questions

Ask guestion Administratoren

standard category ® (roate guestion

& Create comment

O 0O O O

P Edit question

First select a phase and a category (state), then the user group that should receive
permissions and finally assign the desired permissions by checking the respective checkboxes.

Now click on "New Right" and the permissions will be saved in the table below.

N T N L I CA A A

Ask guestion Standard categor}r .!L& Administratoren

Answer Standard category A Administratoren v v v "4 "4 ®
Finalized Standard category A administratoren v X
Distributor Standard category AL Administratoren £ W 1Y x
Reviewear Standard category 2 Administratoren v v v v v X

Here you have an overview of all set permissions.

These permissions can be overwritten by selecting the same phase, category and group as
already existing, and then assign other permissions. The table will be updated with the newly
set permissions.

Each line in this table can also be deleted.

Biteno GmbH Telefon: +49 (0) 711/48 89-020 Handelsregister: Stuttgart HRB 24696
Geschaftsfihrer Matthias Béhmichen Telefax: +49 (0) 711/48 89-029 USTID: DE 236111740
BreitscheidstraBe 65 www.biteno.com Steuernummer: 99060 / 04718
70176 Stuttgart info@biteno.com Biteno ist Mitglied der Creditreform

-168-



> docurex®

Description

Here you will find the stored description for the respective workflow.

You can easily change the description when editing the workflow.

Phases | Categories | Transitions ‘ Assign groups | Permissions I_

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempeor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eas et accusam et justo duo
dolores et ea rebum. Stet cdlita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt
ut labore et dolore magnz aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ez rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet.
Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo
dolores et ea rebum, Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet,

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliguam erat
volutpat.

Ut wisi enim ad minim veniam, guis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
conseguat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim gui blandit praesent luptatum zznl delenit augue duis dolore te feugait nulla facilisi

Nam liber tempor cum soluta nobis eleifend option congue nihil imperdiet doming id quod mazim placerat facer possim assum. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam

nonummy nibh evismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam, guis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliguip ex ea commodo
consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis,

At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dalor sit amet. Lorem ipsum delor sit amet, consetetur
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13.6.3 Copy Workflow

Each workflow can also be copied. To do this, select the workflow to be copied and then select
the "Copy workflow" option in the toolbar.

0 Create new workflow o Delete workflow ,f Edit workflow Il_j Copy workflow

A window opens in which you can specify the name of the new workflow. You can also enter a
description. (The description is optional)

Co F" :':'r WO k ﬂ oW

Do you want to copy the workflow with all configurations?

Mame: Mew Workflow_Copy

Description:

e | Cancal |

When you have filled in everything, you can save the workflow.

All configurations of the copied workflow will be transferred to the new one. You can then
adjust these if necessary.
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