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Ulti-Cabinet

Overview

The Ulti-Cabinet product is a Web based, user friendly, easy to use, document repository, designed to replace
the current physical filing cabinet. It's Web based nature enables secured storing, sharing and downloading of
documents via a local, wide or public network connection. The product has a variety of cost cutting capabilities

such as:
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Product Features
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Drastic reduction in paper usage.

Reduction in clerical help for filing.

Reduction in printer consumables and printer
wear.

Significant improvement in document security.
Improvement in document sharing.

Increase efficiency in document handling.

/ 2YLX SGS ! RYAYyAAGNY G2
Create public and private electronic cabinets

Create users and groups: login, password,
language settings
Upload documents using several different
methods:
0 Email attachment
0 Print using Windows print driver
0 Upload document from your own
desktop
0 Faxinto the Cabinet
0 Scan document from network or local scanner
0 Shared directory on the network

Download documents in several ways
0 Email single or multiple documents
Download single or multiple documents
Fax single or multiple documents.
Print single or multiple documents to any configured network printer.
Download document(s) into desktop.

O O O O O

XML SDK to integrate with existing application software.

9 Simple or Advanced document search query capability using several categories.



Elegant and user friendly user interface with flip page technology.

Table of content, including rapid document display feature.

Online document notes view/add.

Complete document audit trail.

Internal document encryption.

loAfAGE G2 ONBIGS RAFTFSNBYG OFGSaA2NASAE RIEGEOI
Remote FTP documents backup based on schedule
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The Ulti-Cabinet product is a Web server based product coupled with Microsoft SQL server which allows an
unlimited database size.
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m Invoice form (1/1) PO(11) PO Receipts (2/2) Sample )
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** User Interface - Screenshot **

Enterprise Capabilities
9 Ability to view/access any virtual cabinet server within the wide area network.
9 Access any virtual cabinet server from Blackberry capable device.
9 Language based on user settings.



Admin Controls

Creating Users

The 'User Administration' section allows you to add, edit, or delete
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the simple user information form. Once a user has been added it lextec

will appear under the users list. To edit a user click edit, modify the Susan Mazar
available properties then click 'Update’.
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Creating Groups

Organize your users in Groups (ex: Accounting, Management, Employees). To create a group, enter the new
group name and click 'Add'. Once the group is added, you can manage the users within a group by selecting
'Members'.

1 wu “
Location: E»

Security Levels

Security levels are used to manage user restrictions of documents.
Some documents may require more protection than others and may
only be available to administrators while other documents may be

available to the entire department. Security levels can be Mew Level: ISpeciaI

customized by adding or deleting levels.

E ’@’ Security Levels
Location: »

Departments

Departments are the top tier of document organization and are ordered in the following form: Departments »
Cabinets » Folders » Documents. Cabinets are organized by departments and users belong to a specific
department. Users can see cabinets in other departments but by default they see the cabinets in the
department they belong to. To add a department, select 'Admin » Departments' then click 'Add New
Department' and follow the on screen instructions.

N
"! Departments
Location: » - _

Public Cabinets

Public cabinets are designed to be accessible by everyone. To create

a new public cabinet click 'Add New Cabinet’, fill in the fields then o

click 'Add'. The new cabinet is added to the list of Public cabinets. IF'L'h'”':D2
From here you can edit, add folders, or delete the cabinet. To add a
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Public Cabinets

Private Cabinets

Private cabinets are designed only to be accessible by the user who

created it by default. This is useful for keeping important personal

documents that you want protected from everyone else. Follow the v Cab

4 YS JdzZA RS dzy RSNJ Wt dzof A O / | 6 A IF'mateCah- g G2
cabinets, folders, and files. You can share a private cabinet by

clicking 'Share Cabinet' nextto the O 6 A yafsdis@léct the users

you wish to share with then click 'Add Selected'.
B o
Location: »

Default Forms

When creating a folder in either a Public or Private cabinet you can assign a default form. A form is used to
specify certain values in a document such as an invoice number which can be used for querying documents. (Ex:
You have an Invoice folder and you assign the 'invoice form' as its default form. You can now store important
values in the invoices you import.)

Email Notifications

With email notifications you can track the activity of documents within a folder. To setup an email to receive
notifications select a public or private cabinet, click 'Folders', then click 'Email Notifications'. Enter the email
address in the field then click 'Add'. When documents come in and out this folder, a notification will be sent to
the email address. Multiple email addresses can be added to receive notification.

Categories
Use categories to organize your contacts. (Ex: Employees, Distributors, Suppliers). To add a category, fill in the
category name and click 'Add new'. Once contacts are assigned to a category, click 'View' next to a category to
see all contacts for that category. To add a contact, in the viewing contacts screen, click 'New Contact’, fill in the
fields then click 'Submit'.

l‘ Categories
Location: »

Audit Tralil

An audit trail allows you to track the activity of documents flowing in/out of the cabinet. You can filter the
results by selecting a particular user, date range, type of document, or action.

Q\L Audit Trail
Location: E» 3



Changing your Password
To change your password, simply enter your new password in the

first field thenre-i & LIS A (i iKS aS02yR | "OLIR G
6. AR

Location: » I

Preferences

This section allows you to manage the preferences of your site. Here you can define the default cabinet,
language, category/contact, email subject, and email body. The email subject and body are displayed on emails
when sending documents out.

R, 7
Location: »

Download Print Driver

Install the print driver to expand the capabilities of inserting documents. Click on 'Download Print Driver' under
the 'Admin' tab to download, then run the easy 1 minute installation. Once the driver is installed, find out how
to insert documents in the 'Print' section under 'Inserting Documents'.

‘ Download Print Driver

Download Ulti -Client -
Manage Ulti-Cabinet with the Ulti-Client application. Click on 'Download — (x_p_;\ T p;f_:u) B
Ulti-Client' under the 'Admin' tab to download. *Make sure you enter the :
site key after installing the application (ex: NEXTECH). Site: |Ne:-:teu:h BI &

‘ Download Ulti-Client .
Location: E» L—’_ User name: |[H0H |

Paszword: |'" . |

User Controls Femenmber e

Log into LIti-Cahinet

[cancer ][ togm ]

Inserting Documents

Change site 1L
You can insert documents using five different methods: :
f Upload:¢ 2 dzLJ 2+ R | R2OdzySyid RANBOGTE & TNEY‘taB,zNJ 02 YL

specify the cabinet, folder, and category you want to file under and complete all other required fields
tKkSy Of A0] (GKS W' LI 2FIRQ odzilizy o
9 Print: To print a document to the cabinet you first need to install the Ulti-Cabinet Printer Driver. Once
thedriverisavailabf S dza S GKS &Gl yYRINR WCAfS B tNAYyIQ 2LIAZ
the Ulti-Cabinet printer. Login using your User Name and Password, fill in the required fields, then click
Wh1Q G2 LINAYyG G2 GKS OFoAySiao
9 Email: You can insert a document by attaching it to an email and sending it to a specific email address
assigned to an ulti-cabinet installation. To specify where you want to file the document, in the subject
line, specify the following using this format:



department;cabinet;folder(mandatory parameters) or..
department;cabinet;folder;title;id;category_nameadditional optional parameters)
(using a semicolon between parameters).

1 Fax:Use any fax machine to fax documents to the cabinet. The cabinet will have its own specified fax
number for receiving the faxes/documents.

 ScanTo import scanned documents into the cabinet, first

select the 'Scan' tab %@ then place your documents into Press the scan button on the
i . scanner to scan a document,
the scanner and hit the scan button on the machine. Your then click refresh.

documents will be scanned into a 'shared folder' which has
been specified in the system administrator control panel.

9 Directory SharingDisplay documents in a shared directory across the local area network.

T XML APIAn application programming interface that enables the product to receive documents
generated from mission critical application software residing anywhere in the world.

Downloading Documents

S . A A o
You can download documents using four different methods availabledzy RS NJ U KS W{ S y. 526yt 21

z

f Email:{ SYR R20dzySyiéa G2 2yS 2NJ Y2NB SYIFAf | 002dzy/i
EYFAf QO
0 You have the option to consolidate documents into 1 PDF, compress them into a Zip file,

QX

Request Read Receipt, and Flag as important.
f Fax:Send documents to any fax machine by fillingoutthefax ¥ 2 NY (G KSy Of A0l Ay 3 W{ S\
Print: Use the print form to print a range of documents to any available printer.
f  Download:Use the download option to select a range of documents to store directly onto the dz& S NI &
computer.

=

Using Queries

Queries are used to request information from the database. More simply, it is the search feature within the

cabinet that allows you to retrieve specific documents. Quick queries can be made in the top-left pane, in the
YaSINOKQ FASERD ¢eLIS ye 1Seg2NR GKIFIG Aa NBfIFIGSR (2
your search by using advanced queriesz  Of A 01 2y G(KS W!I RglIyOSRQ tAy|l ySEI
to specify your query range by date, cabinet, security level, etc.

Query Mode

Query mode is another powerful method for locating and browsing documents. Once you switch to query mode
the right pane becomes its own query screen in which you could query documents using various properties and
browse them in a non-flash (non-animated) format. To use the query function, use the follow options:

.
Location:

9 Select a cabinet, folder, and contact (optional).



9 Select a Form if you wish to query specific fields within a form (invoice) such as the Invoice #.

0 When aform is selected, User Defined Fields will
User-defined fields:

appear below. Here you can set a range for the

search criteria. The logic is as follows: (Field1 or

Field2 _and_ Field3 or Field4). Use the various

operators to narrow your search (LIKE, NOT LIKE, =,

<>, etc.) l Customer PO vl LIKE -
Enter the Document ID or Title.

lCDntainer# vl LIKE -

Select a date range to help narrow the results.
Specify the owner of the document(s).

=A =4 =4 =4

Enter a keyword that may be helpful in your search.
Saving Queries

You have the option to save a query to eliminate having to repeat query entries. Enter the query name in the
W{l @S 1jdzSNE | aQ FASETtR YR Al @Attt Fdziz2YlFIGAOIT (&
¢2 dzaS | &l @SR [[dzZSNEX Of A01 W{I @SR hazpMHsSaQ I i

Navigation Features

Left Pane
1 Browse:¢t KS oNRg¢gaS TSI GdzNB A &

tab and it is also displayed under the functions within

0KS WwW{Sy Ifiuetfa Thé bolvsR f@ature works as SRl
a standard tree menu and it allows you to drill through the

iew document
View,/&dd Motes
Edit document
Delete document
iew Audit Trail
Adgess: Privade
Date:11/14/2007
Owner:max
Contact: TCC
Security Lewvel:3

folders and files within the cabinet.
0 Site:This specifies the location (site) where Ulti-

Cabinet is installed. (ex: you may have one site in

Florida and have another in California)

0 Cabinet:This specifies a particular cabinet within a
site. (ex: Marketing, Accounting, Warehouse)

0 CategoryThis specifies the category within a
cabinet. (ex: For the Accounting cabinet you may
have Invoices, Statements, Contracts)

0 Contact:This specifies the contact for a category.
(Ex: For the Invoices category you may want to filter a particular company (contact). Your list
would be like the following: Company1, Company2, Company3, etc.)

A To change contacts, click change under the contact name then select a new contact
from the window that appears.

[N
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View DocumentDrill through the tree menu then click on a documenttitt S G KSy &St SO0 W+ A

520dzySy i Qo

View/Add Notes:2 A G K | R20dzySyid &St SOGSR Ay (KS GNBS YSy

enterthenotS Ay GKS FASER FyR Of AO01 W! RRQO®

Edit Documentz2 A G K | R20dzYSyid aSt SOGSR Ay G(KS GNBS YSyd

many options such as the document Owner, Cabinet, Folder, Form, Category, ID, Title, Description,

Expiration Date, Modifiers, and Security Level. Once you are satisfied witi K & 2 dzZNJ OKIl y3Sa O
Y

~—h

A 2 4 oA x

Delete Document2 A G K | R20dzySyid aSt SOGSR Ayyii®® G4NBS

>
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Right Pane

1

Table of Contents (TOG):KS ¢h/ Aa F@FAt+rofS GKNRBAdAK GKS We¢l o
right pane. The TOC displays document information for each document within the cabinet/folder. Click

on a document in the TOC to flip to that document/page.

View DocumentSimply click on the small preview document to enlarge and view the full document.

Use the zoom in/out feature at the bottom to adjust readability. You can scroll up/down with the

scrollbars or with your mouse wheel. Click and hold your left mouse button to drag the document
F NPdzyR®d hyOS @&2dz  NB FAYAAKSR OA S@rightdcloiekh& R 2 OdzY ¢

60 TO PRGE:

document.

Page Navigationtse the left/right (<, >) arrows at the top to flip back
and forth between pages.

Collapse/Expand Left Panélick on the double left arrow (<<) on J
the top-left to collapse the Left Pane then click on the double right TRl tas T L

arrow (>>) to expand the Left Pane. wraORmEEs

View/Add Notes:ix A SgAy3d YR FTRRAYy3I y2G8a Aa F@FAflo6fS (K
the right pane. The notes on the left are for the document on left and notes on the right are for the
document on the right. Toadd anote, clickonSA G KSNJ G KS £ STFG 2N NARIKG AO2y
RSAANBR y20S8S GKSy Of A 01 W{ddpayédiriti dotegwinow.y 2 1S G A f ¢
Display ThumbnailsSelect the 'thumbnails' icon on the navigation bar to display small thumbnails of

documents in the current folder.

Troubleshooting

Reporting Issues/Comments
If you encounter an error, please use the 'Report Issues/Comments' link at the bottom of the home page.



Ulti-Client

Overview: A New Window into Ulti-Cabinet

Ulti-Client is a Windows based thin client module that can be downloaded from the Ulti-Cabinet administration
menu. Ulti-Client elegantly complements Ulti-Cabinet with user level functions that greatly enhance the product
capabilities.

Administration Tab

This menu allows the user to manage users, groups, cabinets, categories security levels, and access the audit

trail, similar to the Administration Menu in Ulti-Cabinet. Additionally the user is enabled to define specific fields

for plug in applicationsandd S NOK F OG0 A JS dzASNEP® ! yRSNI a520dzySy i ¢ NI
transfer documents from one site to another and schedule backups and replication for the entire site. Finally,

the user will also be able to manage defined forms created for installed plug ins.

Creating Forms
A form is a set of User Defined fields that are linked to a particular folder. User Defined fields give a user the
ability to specify custom document fields that can be indexed and used for querying. (Ex: invoice#)

Howto create a form:

Click (Administration > Management Menu)

{ St SOG w520dzySyid C2N¥aQ (KSy asStSOi Wb ! RRQ
Enter the form name (Ex: Invoice)

= =4 =8 A

Default XML is the xml structure for your User Defined fields. The first node is labeled as the form name
WLy @2 AfaIGwRd bii tKeSested nodes labeled as the user defined fields.
0 Example: <InvoicexInvoiceNo /><Date /%/Invoice>
T / tA01 wYhilQ
f .2dz aK2dZAZ R y2¢ &aSS WLYy@2A0SQ 2y GKS (G4NBS YSydz
 Enterthe nameoftheUsSNJ 5STAY SR FASIR WLYy@2A0Sb2Q
T 9YGSNI GKS -t K WrkLY@2A0Sb2Qd ¢KS FAGSNRE&]l OF 0
T / £tA01 wYhilQ
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Virtual Stamps

This is an innovative feature that allows you to block out certain areas of a — Invaice

document that may contain sensitive information. To apply a virtual stamp, L B Eﬁ:tira?g:nissﬁem
32 G2 ,! Iv?va\ )/7\,51 [jANJ' A2 )/ b al )/‘_I- 3s YSVY, .4 addressblock 3, lPAS 2 C
aform,rightOf A O]l UKS W+xANILdz {f f AOR YMNARARAGARAMNBOUZ2ZNE UKSY
Al YL QB8 oAYR26 gAff | LIISEND {StSOG I G4SYLIXFGST Syl
You are now in the virtual stamp creation screen. To add a stamp, click and drag your cursor over the section



you wish to block. Enter the stamp name on the top-left, enter the security settings (default is Apply to All), and
GKSYy Of A0 Wdht: 9SQ 2y GKS (G2LJ

Linked Sites
Here is where you specify the site names with their corresponding links. Go to Administration > Management
Menu,andd St SO0 W[ AY1SR {AGSaQed ¢2 IRR I aArxdasSz asSt Soi

YR GKSy OtAOl WwhiQ

Documents Tab
This tab will allow the following tasks:

Document Browse
This function enables users to look for documents based on specific criteria without the need to login to Ulti-
Cabinet. It would also allow you to log in into multiple servers as part of the Enterprise Version.

Import Document(S)
This function enables users to import single or multiple documents from their computer into a specified
cabinet/folder in Ulti-Cabinet. This function is really helpful when you want to load multiple electronic

documents in a batch sequence. As an additional shortcut, if you right-click a file in windows, you have the
2LI0A2Y  (-2UltiWPEbiIBeyYOR G 2

View Un-routed Faxes
This function allows the user to view and route incoming faxes to the cabinet.

Fax History

Fax History records the activity of inbound/outbound faxes and presents it in a detailed list. You have the ability
to filter by a particular fax number, fax status, user, date range, etc.

Email History

Email History records the activity of inbound/outbound emails and presents it in a detailed list. You have the
ability to filter by a particular email address, user, status, or date range.

Register Existing Barcode Add Permission Entry =
This function is helpful when the user wants to file Selected User or Group
a document with a pre-existing barcode into Ulti-
Cabinet. User must be aware that on multiple — Mlow  Deny Alow  Deny
EMMISSIONS

pages documents the barcode must exist in every Full Cortrol ] Email ]

age List = Fax 1
page. View (| Delete |

. . Update (| Print ]

Print and Register New Barcode Dowrload A Comment B
This function is for batch scanning and enables the
user to register the barcode to be used. Ulti-Client

can print the barcode on an existing printer and, once the user registers the barcode, the user can place the



batch of documents on the local scanner preceded by the printer barcode to file into a specific cabinet/folder.
This feature is very helpful to electronically archive historical documents.

Advanced Security Settings

Advanced security settings allow you to customize security policies even further by restricting access to
cabinets/folders/documents for a particular user or group. To access these settings, click Documents > Browse,

then find a cabinet, folder, or documenyou wish to work with. Right-Of A 01 A dGX GKSy Of A01 W
GAYR26 ¢Aff I LIWISFENE Of A0] GKS W{SOdNAR(ieQ (Fod CNRY
select a user or group, mark off the permission settings, 1 K Sy Q¥dh O1 Wh ]

Ulti -Scan Tab
By selecting this tab the user will be prompted to:

New Scan Job

It will open a window to the scanning menu and enable the user to select the scanner in his/her system to use
for scanning from Ulti-Client. It is important to know that the local scanner MUST work on Windows before Ulti-
Client could use it.

9 SCANThe user can select installed scanners, destination and type of scanning job from a drop down
menu.

1 SCAN TOselect between the Cabinet and an Outbound Folder as destination of the scanned
documents.

I SCAN TYPEelect between REGULAR scanning to scan individual documents into Ulti-Cabinet but they
will be prompted on each individual page. BARCODE READING NO GUIDE PAGE to batch scan with a
previously registered barcode. BARCODE READING WITH GUIDE PAGE to batch scan with a newly
registered and printed barcode page. The difference is that when batch scanning without guide, the user
will be prompted after every document is scanned. This function includes the ability to receive scanned
documents from a shared folder on the local area network. In each case the user will be prompted to
specific Ulti-Cabinet parameters such as cabinet name, folder name, and security level to assign.

T OPTION$Max, please describe)

Ulti -1d Tab

Comprises plug-ins that have been customized for different tasks in specific corporate segments.

Calibrate Scanner
Certain specialty scanners require periodic calibration; we have included the calibration process in Ulti-Client for
user convenience.

Specific Customizations
Depending on the purchase license, the user will have access to Ulti-ld modules such as:

1 Bank Edition



Hospital Edition
Human Resources
Ulti-3047
Ulti-Mailroom
Ulti-AGS
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Tools Tab
The user can also select the OPTIONS MENU and LANGUAGE of preference.

Windows Tab

Similar to WINDOWS the user can choose icon display preferences.
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