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Introduction

Treeno Electronic Document Management (EDM) allows your organization to store its imported
documents in one central location while controlling who has access to them. Treeno’s highly
customizable filing structures make searching for the information you need fast and easy. A wide range
of documents and file types are supported, including scanned files, Microsoft® Office® documents,
PDFs, emails, faxes, and rich media files such as video and audio files. Treeno’s browser-based
interface allows you to access information without needing to install anything on your desktop. Now you
can get to the exact information you need—precisely when you needit.

Treeno's industry-standard SSL security ensures that all information is encrypted during transmission.
This provides the same level of security used by the world's largest banks. Treeno also protects access
to your organization’s information by employing a comprehensive security model based on user and
group permissions. All documents and actions within the system are fully audited.

Treeno EDM offers deployment options to fit the specific needs of organizations across a wide
spectrum of industries, including engineering, automotive, insurance, legal, finance, real estate,
education, healthcare, manufacturing, and municipality. These deployment options include:

¢ Treeno Document Server - The Treeno Document Server is installed on your local server and
can run in a multi-tiered environment that supports thousands of users and store billions of
documents. So, if your company has its own IT staff, maintains its own servers, and likes the
idea of having its data on-site, the Treeno Document Server is right for you.

¢ Treeno Software-as-a-Service (SaaS) — Treeno SaaS offers all the functionality of the Treeno
Document Server and is used by some of the largest businesses in the world, including banks
and financial services corporations. If you want Treeno to maintain all your organization’s
backups, upgrades, and other IT needs in a SAS70 Type ll-compliant data center, the SaaS
offering is a good fit for you.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information.



About This Guide

This guide is intended for individuals who will be using Treeno EDM to perform their daily tasks.
It provides information about the following major topics:

¢ Navigating Treeno EDM
¢  Working with the Dashboard

¢ Using the Inbox

¢ Managing the Document Center
¢ Annotating Files
¢ Managing Workflow Tasks

e Using the Treeno Document Binder

About Treeno

Established in 2002 and located in Portsmouth, NH, Treeno Software has grown to become a leader in
the Enterprise Document Management (EDM) industry. Treeno Software was the industry’s first to
embrace cloud computing with the Treeno EDM Cloud (SaaS) and to provide web-based solutions
offering secure global mobile access. Treeno Software’s mission is to provide our customers with efficient
workflow operations and measurable return on investment (ROI) through the use of our secure, reliable,
and easy-to-use web based EDM software solution.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 7



Navigating Treeno EDM

This section is designed to familiarize you with the Treeno EDM workspace. It covers the following topics:
e Logging in to Treeno EDM
e Changing your password
e Navigating the Treeno EDM workspace
e Searching for information

e Logging out of Treeno

Logging in to Treeno EDM

1. Open your browser and enter the address for your Treeno EDM server.

The Treeno start page opens. This page is divided into two panes. The left pane displays links to
information, such user guides, manuals, articles or to request support. If you are using the in-house
Treeno Document Server, this information is configured by your organization. If you are using Treeno
Saa$, Treeno customizes the information that is displayed. The right pane lets you log in to your
Treeno account.

Enter your username and password.
3. Click the Login button.

Note: Contact your IT representative if you do not know your Treeno login credentials.

Changing Your Password

1. On the Treeno start page, click your username link in the top-right corner.

@ Einder (0) Welcome jessica2 Logout
system Search Doc Type Search E
I

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 8
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2. The Treeno Administration page opens. The ability to change your will be

located on the home page

L% TREENO =

SOFTWARE

3 Manage Cabinets @ My account

1l Manage Barcodes <
Username jessicaz

Email jcharpentier@treenosoftware.com

Change Password

Current password
New password

Re-enter password

3. Enter your new password and then confirm this password.

4. Click Change.
5. To log out of the Admin page, click your username to the upper right-hand side of the page.

Jessica Demo ¥ & jessica?

U

4i*|'u'|3.r account

= Logout

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 9
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Navigating the Treeno EDM Workspace

The Treeno EDM workspace consists of five tabs, each of which is designed to help you search for,
retrieve, process, and annotate files quickly and efficiently. Click a tab to access different Treeno
document management tools.

TREENO

SOFTWARE | Dashboard Document Center | Inbox | Workflow Tasks Search Results
Cabinet List

import (0 Folders O Files)
Account Payable {17 Folders 28 Files)
Employee Record (3 Folders 4 Files)
Human Resource (4 Folders 7 Files)
Publishing (0 Folders O Files)
reserved words (0 Folders O Files)
Student Records (7 Folders 11 Files)

e Dashboard — Provides you with quick access to your workflow tasks, cabinets, and available
database space. Users can configure the layout and content of their own dashboards.

¢ Document Center — Displays the folders in a selected cabinet. Using the tools on the Document
Center tab, you can upload new files to a folder or a document type within a folder, open and
annotate a file, modify a file’s index values, print a folder barcode, and process workflow tasks.

¢ Inbox — Displays the files in your Treeno inbox as well as additional user inboxes that you have
access to. From your inbox, you can index files, which involves selecting the cabinet, folder, and
document type where you want to store the file and entering the appropriate index values.

e Workflow Tasks — Lists your workflow items that are waiting to be processed. You can open
each file and perform the necessary workflow action before routing the file to the next node in the
workflow.

e Search Results — Displays the folders and files that match your system search.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 10



Accessing Administration

The Administration area is used to configure Treeno EDM for your organization. Generally, only system
and department administrators have access to the Administration tools. Most users only need to access
this area to change their password (see page 8).

To access Administration, click the Administration link if you have Admin access or your
Username link, if you do not have Admin access, in the top-right corner of the Treeno EDM
window.

Changing Your Department

If you have access to multiple departments in your organization, the Department field at the top of the
Treeno EDM window will be displayed as a drop-down list. You can change the department whose
cabinets and folders you want to view at any time.

Welcome Jessica Demo ¥ | Logout

Performing System Searches

You can perform a full-text search across the entire Treeno system. This allows you to quickly find a
folder or file in any of the cabinets you have access to. Treeno searches cabinet index fields, document
type index fields, and OCR’d text to find the items that match your search criteria. The results of your
search are displayed on the Search Results tab. You can then click a folder or file in the search results to
go directly to it on the Document Center tab.

You can perform a system search from anywhere within Treeno EDM.

1. Inthe System Search field, enter all or some of the text you want to find.

2. Click the Search Ebutton.

The Search Results tab opens and displays the folders and files that begin with or match your search
value. The following information is provided for each item:

e Type - File or Folder

e Last Updated — Date and time the item was last modified.

e Cabinet — Cabinet where the item is currently located.

e Folder- The folder location and any indexed values associated to the folder.

e Info — The type of file. Not applicable to folders.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 11
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e Full Text Content — The text where your search value was found. For files, this is the OCR’d
text. For folders, this is the cabinet index values.

3. Click a folder or file to open it on the Document Center tab.

Note: To refresh the cabinet view on the Document Center tab, click the Clear Search button.

Performing Doc Type Searches

The Doc Type Search function allows for the ability to search for files within all document types that have
been indexed within the Treeno system. This search allows for more of a targeted search when looking for a
specific file. When performing a search for a document type and an index within the corresponding cabinet,
the search results will provide a list of any applicable files. You can then click a file in the search results to
go directly to it on the Document Center tab.

An Export Grid to Excel option is also provided, allowing you to create a report of all listed files from search
results.

1. Click the Doc Type Search link located at the top right-hand side of the page. You will be directed to
the Document Type Search page.

Welcome jessical | Jessica Demo ¥ |Logout

' I Mo T
reter Searrh Do

SYELE SEAFCT
Ei —

5]

2. Click the List of Document Types drop-down, associated index fields will display.

3. Select a Document Type.

4. If the document type is listed in more than one cabinet, select the appropriate cabinet from the Filter
by Cabinet drop-down.

TREENO

SOFTWARE Dashboard Document Center
Document Type Search
List of Document Types Filtar by Cabinet v

Search

Export Grid to Excel

|
5. To narrow the search, you can add values into the index fields listed.

6. Click Search. All document type indexes, and a list of associated files will display. Note that the
index field allows for additional filtering

7. Click the file in the search results. You will be directed to the file within the Document Center tab.

8. If needed, click the Export Grid to Excel button to export to excel.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 12
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Logging out of Treeno

When you are finished working in Treeno, you should log out of the application. Your organization may

have a limited number of licenses, so logging out of the application when you are finished makes that
license available for another user.

To end your Treeno EDM session, click the Logout link in the top-right corner of the window.

Welcome jessical | Jessica Demo v L_:g@t Administration

Systemn Search Doc Typa Searc

=== 1

FY
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Working with the Dashboard

The dashboard is your central location for getting quick access to your workflow tasks, cabinets, and
available database space. Clicking a cabinet in the Cabinet List, for example, automatically opens that
cabinet on the Document Center tab, allowing you to view and work with its folders. Similarly, clicking an
item in Workflow Tasks brings you directly to that file so you can perform a workflow-related task that

has been assigned to you.

You can configure the layout, columns, and content of your dashboard to meet your individual needs. The
settings you choose are automatically saved.

TREENO < Binder (0) Welcome Jess\caD’emo : v |Logout Administration

SOFTWARE | Dashboard | DocumentCenter | Inbox [ WorkliowTasks [  Search Resuits &Y DocTyee search

Dashboard Configuration |

Cabinet List A X || Workflow Tasks A X
import (0 Folders O Files) —— Date _ Nod
Priority Notes Date Due S, . Department Cabinet Folder Tab/Document  Workflow
Account Payable (5 Folders 8 Files) Notified Nan
Employee Record (28 Folders 2 Files) Senc
8/21/2019 canr
e (e 0 D) 0 8/21/2019 1:11:57  Jessica Demo  Test 7/16/2013  NA ;:?:Pg:m"f Rest
New 2 (3 Folders O Files) oM with
Publishing (0 Folders O Files) o
Student Records (6 Folders 5 Files) I Jessica
7/11/2019 — Authorat -
Test (3 Folders 1 Files) [ Click on the row to open its documents view || | 4 7/11/2019 124831  Jessica Demo 100 Treeno  Authorization o
i Employee ¢ Physical Therapy ~ Approval
TPA Employee (3 Folders 6 Files) TILECTE
TRE100
TPA Employer (2 Folders O Files)
. 7/10/2019 Add
Training Docs (1 Folders 3 Files)
4 7/10/2019 1237:50  JessicaDemo  CTPIOYee Jessica 200y, Jesstest1  stud
Training GTK (1 Folders 1 Files) oM Record  2-15-2019 info
05/18/2019 <
Vendor Back File (3 Folders 33 Files) q v
Total: (58 Folders 59 Files)
License Usage A X
Users Allowed s
Users Logged On: 1
Users Remaining 4
treenosupport32s

Configuring the Dashboard

1. Click the Dashboard tab.
2. Click the Dashboard Configuration button.

The configuration options are displayed:

[ Dashboard Configuration ]

Select Layout: Three Column (&) -
Select Widget: Todo List -

Select Column: Column 1 - Add Widget

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 14



3. Select the column layout for your dashboard. You can choose to display your content in one, two,
three, or four columns.

4. Select the content (widget) you want to display in a column.

5. Select which column you want the widget to display in. For example, if you selected a three-column
layout for your dashboard, you could display your Cabinet List in Column 1.

6. Click Add Widget.

7. Repeat steps 3 — 6 for each additional widget you want to display.

Widget Type...

What does it display?

Available Space

This widget will display in a pie chart the amount of storage space that is allocated
to your department as well as the amount of space used.

Cabinet List

This widget displays a clickable list of all the cabinets that you have access to. You
can click anywhere on the line to go directly to the cabinet in the document Center.
Note if you do not have access to a particular cabinet, then you will not see it listed
here.

Inbox View

This widget displays the contents of your Treeno inbox. It will show the number of
Folders and Files as well as the names of the files that are in your inbox. If you
click on a file name it will bring you to your inbox so you can work with the file.

The Date field is the date the file was uploaded, The Size field is the size of the file
in bytes.

Workflow Tasks

The Workflow Task widget displays any workflow tasks that are assigned to you. If
you click on any of the lines, it will bring you to location of that task so that you can
process the workflow.

User Open ltems

User Open ltems shows graphically the number of items in each users inbox.

License Usage

This widget is available to Department Administrators only. It shows the number of
concurrent users that are allowed to log into Treeno at the same time, the number
of users that are logged on, as well as the number of available users. It also
displays the Treeno usernames of users that are currently logged in. These
usernames are clickable, if you want to force a user to logout to free a spot for a
user to login, click the link and it will allow you to log that user off.

Note: The Dashboard Configuration options are no longer displayed once you leave the Dashboard tab. If
you later decide to modify your dashboard, simply click the Dashboard Configuration button again.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 15
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Using the Inbox

Your Treeno inbox contains files that have been assigned to you and are waiting to be added to the
Treeno system. Typically, these files originated as paper documents that were scanned and sent directly
to your inbox using Treeno File Monitor or Treeno Legacy Integrator. Some of these files may have also
been reassigned to you from another user’s inbox.

In addition to viewing your own inbox, you can view other user inboxes if the appropriate permissions
have been granted to you in Administration.

The Inbox tab in Treeno EDM consists of the following areas:
¢ Toolbar — Provides options for renaming, uploading and deleting inbox folders and files.
e Top pane — Displays all documents that have been assigned to you.

e Middle pane — Provides the Cabinet drop-down. When a cabinet is select, all folders will
display below.

e Bottom pane — Lets you quickly index selected files into the appropriate document type.

¢ Right pane — Displays or where you can open the selected file.

TREENO G

SOFTWARE [ Dashboard | DocumentGenter | Inbox || WorkflowTasks | Search Resuts

jessical (5] | Upload | Move To v || Delete Selected || Rename | | Select View Action ¥

01101008319368_1_6210_po purp.pdf
fo— Date —

7 1.6210_PO purppdf 1/10/2020 10:08:26 AM 17969

7 1.6208_BOLG paif 1/10/2020 10:08:26 AM 70855
7 16181 _Invoice 2pdf 1/10/2020 100826 AM 19719

Purchase Order

Select a Cabinet

No records to display. Quantity Description Unit Price

v Select Workflow

File Document

Subtotal

Sales Tax

Shipping & Handling

Total Due

Due upon receipt

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 16




Inbox Toolbar

The toolbar on the Inbox tab provides options for managing your inbox folders and uploading files.

Click This... To do This...
e Refreash the inbox.
Upload Upload files to inbox.

Move To - Select another user’s inbox within in the department to move document to.

Delete Selected Delete selected file from inbox.

Rename Rename selected file from inbox.

Select View Action v Save the current view or Delete the current view.

Renaming Files

You can change the name of a file in your inbox.

1. Select the file you want to rename.

2. Click the Rename button from the Toolbar. A renaming modal window will open.

3. Enter the new file name and click OK.

Moving Files

With appropriate permissions, you can move a file from your inbox into another user’s inbox, or to
the public inbox were another user can view or index the file.

1. Select the file from the inbox.
2. Click the Move To drop down icon in the Toolbar.

3. Select a user’s inbox from the drop-down.

Deleting Files
You can delete an inbox file.

1. Select the file you want to delete.
2. Click the Delete Selected button in the Toolbar. A delete confirmation modal window will open.

3. Click Yes to confirm the deletion.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 17
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Uploading Files to an Inbox

You can upload or add files directly to your inbox view. If you are uploading a file to another user’s
inbox, that user will see the file when he or she logs in to Treeno and opens the inbox.

1. Select the user’s inbox from the inbox drown-down list where you want to upload files.

TREENO

SOFTWARE | Dashboard Document Center | Inbo | Workflow Tasks Search Results
. —

qlessiceﬂ ‘2 F_&.u Upload || Move To ... ¥ || Delete Selected || Rename || Select View Action v

2. Click the Upload button. The Upload box will display.

Upload

Source file(s):
| Select fle

Submit
Upload status:

3. Click Select File to navigate to and select the files you want to upload. You can upload multiple files at
onetime.

4. Click the Open button.
A green icon next to the file name indicates when it is ready to be uploaded to Treeno.
5. Click the Submit button.

The file is added to the selected location.

Indexing Files in the Inbox

When you index a file in Treeno, you add it to a selected cabinet and enter information from the file in the
cabinet’s index fields. If a folder doesn’t already exist for the file, a new one is created. If a folder does
exist and is organized by document type, you must complete two additional steps: (1) select the
document type for the file, and (2) populate those index fields using information from the file. Users can
then search on the cabinet and document type index values to retrieve the file.

The indexing area is located in the lower half of the Inbox tab.
1. In the Select a Cabinet drop-down list, select the cabinet where you want to add
the file. The cabinet’s folders are displayed.
2. Do one of the following to add the file to a cabinet folder:

e To add the file to an existing folder: Click the Show Search button.
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Purchase Order
L] ss7s 9654
) 55788 55988
| ] 44578

Enter your search criteria to find the folder and click the "¢ Filter Button. The folders that
meet your criteria are displayed in the search results. Click the folder where you want to
store the file. For more information on searching in Treeno, see page 24.

Note: Click the Clear Search button to once again display all the folders in the cabinet

and hide the search criteria fields.

e To add the file to a new folder: Click the Add Folder button.

Account Payable
Po Request Purchase Order
L] ss78 9654
) 55788 55988
| ]| 44578

The Edit Form window opens. Complete the cabinet index fields and click Insert. The
folder you created is displayed in the folder grid. Click the folder to open it.
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3. Click the File Document button.
treenosupport325 v | Upload | Move To ...

v || Delete Selected || Rename | Select View Action v

Name Date Files/Size
@ 7" Treeno Software.html 8/22/2019 11:25:50 AM 86057
4 »
e -
Account Payable v N

Show Search | | Clear Search | Add Folder | Fit Columns To Screen

Page size: |10 + | E][zl ’T of1E]El1toSof5

Po Request Purchase Order Invoice Number Vendor Name Invoice Date

\_\] 8878 9654 5 Test vendor 8/2/2019

L] 55788 55988 24588 8/1/2018

) 44578 :
] 1

—_—m -
No Document Types for this Cabinet v [ Main ‘ : -
( File Document

4. Do one of the following to add the file to a Document Type:

To add the file to an existing document type in the folder: Click the appropriate tab
in the folder, and then click the Add Document button. The Edit Form window
opens. Complete the required index fields for the document type and click Insert.

Add Document Type v ‘ Authorization ‘

Show Search | Clear Search |

Creation Date

M
by
8/21/2019 2:17:36 PM

To add the file to a new document type: In the Add Document Type drop-down
list, select the document type. The document type is added as a tab in the folder.
If the document type has been assigned index fields, the Edit Form window opens.
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Complete the required index fields for the document type and click Update. If the
document type does not use index fields, proceed to step.

F‘dd Document Type ¥ I Evaluation A
Add Document | Show Search | | Clear

5. Click Inset. The file is uploaded to Treeno in the cabinet, folder, and document type you
specified.

6. Repeat steps 1-5 for each additional file you want to process.

7. If there are no associated document types for the folder, select the file and then click the File
Document button.

Note: You can minimize and maximize windowpanes by clicking the arrow and the top of each
section.
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Managing the Document Center

Most of your time in Treeno EDM will be spent working with the Document Center tab. This is where you
will find a list of cabinet folders and the files and document types that are contained in those folders.

This section covers the following topics:

Navigating the Document Center tab

Understanding cabinets, folders, and document types
Searching within a cabinet

Customizing your cabinet view

Working with folders

Working with files and document types

Navigating the Document Center Tab

When you select a cabinet, its folders are displayed in the upper part of the Document Center tab. Using
the Folder Action options, you can create, modify, delete, and export folders. Folders are displayed in a

grid format, with each column header representing a cabinet index field. This grid can be customized by
displaying or hiding columns as well as sorting and grouping folder data (see page 28).

TREENO Select a cabinet from the drop-down
SOFTWARJE Dashboard | Document Center Inbox | Warkflow Tasks | Search Results |

¥
@ Account Payable ¥ || (Standard view) ¥ || Save a View || Manage Views

Show Search | Clear Search | Add Folder | Select a Folder Action v | Toggle Column Width |
Po Request Purchase Order Invoice Number Vendor Name Invoice Date
Y

o

Cn Hold
Folders within the cabinet
Mew
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When you select a folder, the bottom half of the Document Center tab displays the folder’s files
(documents, images, email messages, etc.).

TREENO

SOFTWARE | Dashboard | DocumentCenter | inbox [ Workilow Tasks [ Search Resuits |

g inder (0) | Welco

@ Account Payable ¥ || (Standard view) ¥ || Save a View || Manage Views |

Show Search | Clear Search | Add Folder | Select a Folder Action

v | Toggle Column Width

Po Request Purchase Order Invoice Number Vendor Name Invoice Date Check Number :
] OnHod
[_:] New
& (M New 22544 588 Smithly 9/8/2019 2555 |
(20 111 new, Removea 55887 112 Sporting Cutlet 09/03/2019 225 |
S I mew 215 7663 ABC Warehouse 08/10/2018 2258
| arsfis 5584 Sporting Outlet 09/12/2019 |
1 wew 8s78 5367 ABC Warehouse 07/15/2018 2252 |
G 1 New 225 7663 ABC Warehouse 09/10/2019 2258 |
(1) pencing 15445 225477 ABC Warshouse 11/22/2018 11477 |
3 1M New 55088 24588 Sporting Cutlet 8172018 225 |
(3 1l on hota 887 4458 ABC Warehouse 08/15/2019 2258
(0 111 new, Removed 55887 112 Sporting Outlet 00/03/2019 25
P L lata Dlos o0 o0 cti dlat 121201 11

—
Add Document Type ¥ | [ Bajance Sheet X | Email K | P— | Purchase Order Request X

Receipts A

Select a File Action v | Upload Files | Show Search | Clear Search | Select View Action ¥

Page size: o) + E Page:| 1 | of 1 »

File Name

Creation Date

Creator

Size

No records te display.

Most folders will display a series of tabs across the top, which represent the different types of
documents contained in the folder. For example, a folder in an Accounts Payable cabinet might display
tabs for the following document types: Invoices, Purchase Orders, Balance Sheets, and Receipts.

Each Tab represents a different document type

Add Document Type ¥

Balance Sheet & | Email & | Invoice & | Purchase Order Request & ‘ Main |

Select a File Action v

Upload Files | Show Search | Clear Search | Select View Action

File Name

Creation Date

¢ T El+@

Invaice 1.pdf

File Added to the Invoice
document type

10/11/2019 9:51:00 AM

To improve your searching capabilities, some document types may have unique index fields assigned to
them. These index fields are displayed as column headers below the tabs. When you add a file to a tab,
you are prompted to enter values for each of the index fields

Note: If a document type has not been assigned unique index fields, the following column headers are
displayed by default: File Name, Creation Date, Creator, Size.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information.
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Understanding Cabinets, Folders, and Document
Types in Treeno EDM

Cabinets are the basic storage units within Treeno EDM. Cabinets contain folders and files just as they do
in the physical world.

Your organization’s cabinets have been configured to mirror your current filing practices. For example,
your organization might have the following cabinets: Accounts Payable, Accounts Receivable, Human
Resources, and Purchase Orders.

Note: Cabinet access is permission based on role and/or responsibility within the company. Someone
who works in Accounts Payable, for instance, most likely will not have access to a Human Resources

cabinet. Your dashboard can be configured (see page 13) to display a list of all the cabinets you have
access to.

Each cabinet is identified by a unique set of index fields that describe the information it contains. A
Human Resources cabinet, for example, typically contains employee records, so it may have the following
index fields: Last name, First name, Date of hire, and Department.

Index fields are displayed as column headers for the cabinet on the Document Center tab (as shown
below)

5 [Human Resource v |[(Standard view) ¥ || Save a View || Manage Views

Show Search | [Clear Search| Add Folder || Select a Folder Action v| Toggle Column Width

| Last Name First Name Date Of Hire Department |
=Y Wyman L 2005-05-08 Administration

[]| Rogers H 1998-06-05 Records

L] ,,,,, £ 2008-01-29 Quality Contro!

[Ee] Smith c 2011-02-08 Production

When you created a new folder and complete the index fields, Treeno creates a new folder for
documents to be placed and displays it in the cabinet. When you view the cabinet, you can see a list of
all the folders it contains. Typically, each folder contains a single file, but you can add an unlimited
number of files to the same folder. Doing so, however, decreases your search capabilities since all the
files in the folder will be identified by a single set of index fields belonging to that folder. If you find that

you need to add several different types of documents to a single folder, you can take advantage of
Treeno’s document type functionality.
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Document Types allows you to organize the documents and make them searchable within the associated
folder and within Treeno’s Doc Type Search feature. See page 38.

Human Resources

Francis Peacock Melissa Hunter Samuel Mirer

» Application » Application * Application
* Resume * Resume * Resume
*W-4 o W-4 L eW-4

*|-9 *|-9 *|-9

* Benefits * Benefits * Benefits

You may have found that using tabs in your physical folders helps you to organize your files more
effectively. For example, a Human Resources cabinet contains a separate folder for each employee in the
organization. These folders contain different documents related to the employee, such as an application,
resume, W-4, -9, and benefits information, as shown below:

Rather than storing these files at the root level of the employee folder, which may be cumbersome if you
have dozens of documents for each employee, you can add tabs to the folder that represent each
document type. When you group files according to document type, you provide visual organization to a
folder and help other users find the files they need more readily. In the following image of an employee
folder, five tabs represent the different document types in the folder: Application, Benefits, 1-9, Resume,
and W-4.

Each tab represents a different document type

Add DocumentType"‘ Application & | Benefits & | A | Resume X | Wa K ‘

Select a File Action ¥ | Upload Files | Show Search | Clear Search | Select View Action ¥

File Name Creation Date

& 7. - W Resume for LWyman.pdf 9/13/2019 1:14:52 PM

File added to the Resume
document type
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Searching within a Cabinet

You can search for folders within a cabinet using the cabinet’s index fields as search criteria.

1. Click the Show Search button to display the search fields at the top of the cabinet.

QV;TREENO

SOFTWARE| Doshboard | DocumentCenter | nbox | Workflow Tasks [ Search Resuits |

g Human Resource ¥ || (Standard view) ¥ || Save a View || Manage Views
Ehow Search I Clear Search | Add Folder | Select a Folder Action ¥ | Toggle Column Width

Last Name First Name Date Of Hire Department
Y Wyman L 2005-05-08 Administration
[:] Rogers H 1998-06-05 Records
[] Jones E 2008-01-29 Quality Control
[:] Smith = 2011-02-08 Production

2. Each search field corresponds with an index field for the cabinet. In one of the search fields, enter all

or a part of the value you want to search by.

VL TREENO

SOFTWARE[ Dashboad | DocumentCenter | inbox | WorkflowTesks | Search Resuits |

Binder ) |\

g Human Resource ¥ || (Standard view) ¥ ‘ Save a View || Manage Views |

L LER:EEL N | Clear Search | Add Folder || Select a Folder Action v | Toggle Column Width

Last Name First Name Date Of Hire Department

84 8 &l |
- Tm——

Wyman L 2005-05-08 iministratios
8| TemEs H 1998-06-05 Records
[’_']] Jones £ 2008-01-29 Quality Control
) I smith c 2011-02-08 Production
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3. Click the Filter “"button and select the appropriate filter operator. The following table describes the

most commonly used operation.

Select this operator...

To search for...

NoFilter No Filters will be applied when
performing a search.
Contains Folders whose index field contains the

DoesNotContain

StartsWith

EndsWith

EqualTo

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information.

value you entered. For example, if you
are searching by vendor and you enter
“sol”, your search results might return
Solar Solutions, Dover Solid Waste
Management, and Elm Street Gasoline.

Folders whose index field does NOT
contains the value you entered. For
example, if you are searching by vendor
and you enter “sol”, your search results
will NOT return Solar Solutions, Dover

Folders whose index field starts with the
value you entered. For example, if you
are searching by vendor and you enter
“Sol”, your search results might return
Solar Solutions and Solander Electrical.

Folders whose index fields end with the
value you entered. For example, if you
are searching by vendor and you enter
“field”, your search might return
Smithfield and Meadowfield.

Folders whose index field contains the
exact value you entered. For example, if
you are searching by vendor and you
enter “Solar Solutions”, only those folders
with that exact vendor name are
displayed.
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GreaterThan

LessThan

Greater Than or Equal To

Less Than or Equal To

Between

NotBetween

IsBlank

NotlsBlank

Folders whose index field contains a
value that is greater than the value you
entered. For example, you could search
for invoices greater than $500. If an
invoice is exactly $500, it will not be
displayed in the search results, however.

Folders whose index field contains a
value that is less than the value you
entered.

Folders whose index field contains a
value that is greater than or equal to the
value you entered. For example, you
could search for invoices that are $500 or
more. In this case, an invoice that is
exactly $500 will be displayed in the
search results along with the higher
amount invoices.

Folders whose index field contains a
value that is less than or equal to the
value you entered.

Folders whose index values are
between a range. For example, you
could search between the years of

Folders whose index values that are
not between a range.

Folders with any index that contains
a blank value.

Folders with any index that does not
contain a blank value.

The folders that match your search criteria are displayed. Click a folder to select it and display its
files in the lower pane. You can also click the following buttons (If your permission setup allows):

e Start Workflow — Triggers a selected workflow for the folder (see page 74).

¢ Process Workflow — Lets you perform a workflow-related task for the folder (see page 74).

o Edit — Lets you change the folder’s index values (see page 35).

e Delete — Deletes the folder from the cabinet.

4. To clear the search results and return to the cabinet, click the Clear Search button.
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5. To hide the search criteria fields, click the Hide Search button.

Customizing Your Cabinet View

You can customize your view of a cabinet by doing the following:

e Sorting folders in ascending or descending order

¢ Displaying and hiding columns

e Toggle Colum Width

e Grouping folders

The column headings that are displayed represent the cabinet’s index fields. You can save your
configurations using the Save Folder View option (see page 30).

Sorting Folders

You can reorder the folders in a cabinet by sorting columns in ascending or descending order.

1. Click the name on a column header. Each click toggles the sort order between ascending and
descending order. You can also right-click a column header name and click Sort Ascending or Sort

Descending.

A column that has been sorted is highlighted. An arrow on the column header indicates the direction
of the sort. In the following example, the Vendor column has been sorted in descending order (Z to
A). Note that the Amount column has not been sorted, so the column header is not highlighted.

@ Account Payable ¥ || (Standard view) ¥ || Save a View || Manage Views

Show Search | Clear Search | Add Folder | Selzct a Folder Action

v | Toggle Column Width |

Po Request Purchase MG Invoice Number
| Pending - 5584
[%] Complete, New 002 002
[J - 225 7663
§ New 225 7663

d
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2. Toreturn to the default folder display, right-click any column header and click Clear Sorting.

@ Account Payable v || (Standard view) ¥ || Save a View || Manage Views

Show Search |  Clear Search | Add Folder | Select a Folder Action v | Toggle Column Width |
_ Po Request Purchase Order -[ Sort Ascending ] umber

l___] Pending Sort Descending

[___] Complete, New 002 Clear Sorting

= Group By

d New 225

— Ungroup

l-__] New 225 Columns ]

< On hold 887 Filter »

o [l New 8878 5587

Displaying and Hiding Columns

You can customize your cabinet view by displaying and hiding columns. The cabinet’s index fields
determine which columns are available for you to select from. Several default columns are also available
to display or hide:

DoclD - Treeno’s internal identifier for the folder.

Location — The location of the file on the Treeno server.

Deleted — System variable. Always set to 0.

TimeStamp — The date and time the folder was created.
RowNumber -Displays the number of the row.

WorkflowRow — Displays or hides the Start/Process Workflow button.
Edit — Displays or hides the Edit link.

DeleteRow — Displays or hides the Delete link.

To display or hide columns

Right-click a column header, point to Columns, and then select the check box next toeach
column you want to show. To hide a column, clear the check box.

Toggle Column Width
If the cabinet’s index fields extend out beyond the view of the page, you can use the Toggle Column
Width feature to format the indexes into a compressed state allowing for you to see more index fields
on the view page.
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Before clicking Toggle Column Width

) | Account Payable || (Standard view) | Save a View || Manage Views |
Show Search | [ClearSeareh| Add Folder || Select a Folder Acion N Pagesize: [50 -] [0][«] Paee[1 | of 1o ][n] temsito1af11
Po Request Purchase Order Inveice Number Vendlor Name Invsice Date Cheek Number Status Publish

@ Pending 584 Sporting Outlet 091272019 Closed Start Workflow Edit Delets
@ Complete, New 002 002 Sporting outlet 124172018 118 Edit Delet
@ New 25 7663 ABC Warehouse 091072019 2258 ongoing Start Workflow Edit Delete
Q New 25 7663 ABC Warehouse 094102019 258 New Start Workflow Edit Delet
(22 11l on v es7 4158 ABC Warehouse 0841572019 2258 Edit Delet
[j New 8878 5587 ABC Warehouse 07/15/2018 2254 Pending Start Workflow Edit Delete
Ea Pending 15445 225477 ABC Warehouse 1172272018 1477 New [ start Workfiow | Edit Delet
After clicking Toggle Column Width

) | AccountPayable v || (Standard view) v | Save a View || Manage Views |

Show Search | [ClearSearch| Add Folder || Select a Folder Action v Page 50 v (W] Paoe1 [ of 1 ][W] temsTtoTiof 11

Po Request i Status Publish

@ Pending sses Sporting Outlet 09/12/2019 Closed Start Workflow Edit Delete 7]
(2 1111 complete, New 002 002 Sporting outlet 121172018 118 Edit Delet

22 1 wew 25 7663 ABC Warehouse 00/10/2019 258 ongoing Start Workflow

@ New 25 7663 ABC Warehouse 09/10/2019 2258 New Start Workflow Edit Delete

@ On hold 887 4158 ABC Warehouse 08/15/2019 2258 Edit Delete

[j New 8878 35587 ABC Warehouse 07/15/2018 2254 Pending Start Workflow Edit Delete

@ Pending 15445 25477 ABC Warehouse 11722/2018 1477 New Start Workflow Edit Delete

Grouping Folders

You can organize the folders in a cabinet by grouping them together by column. In an Accounts Payable
cabinet, for example, you could group folders by vendor name. The name of the column you are grouping
by is displayed at the top of the folder list. Each group of folders is then displayed in alphabetical order. In
the following image, you can see folder groups for ABC Warehouse and Sporting Outlet.

You can also nest groups to further customize your view of the data. In the Accounts Payable cabinet, for
example, you could group folders by vendor and then by amount within each vendor:

To group folders
1. Right-click the column header you want to use for organizing your folders, and then click Group By.

The folders are grouped by the column header you right-click.

5 | Account Payable v || (Standard view) v || Save a View || Manage Views |
Show Search | | Clear Seareh | Add Folder || Select a Folder Action * | Toggle Column Width Page s
Po Request Purchase Order Invoice Number Vendor Name : : . Check Number Status
- Sort Ascending
d Pending s584 Sporting Qutlet <ot Descending Closed
[‘j Complete, New 002 002 Sporting outlet Clear Sorting 118
[;_] New 225 7663 ABC GRupty 2258 ongeing
- Ungroup
e New 225 7663 ABC Warehouse 2258 New
- Columns ’
[‘]] On hold 887 1438 ABC Warehouse Fiter N 2238
| New 8878 5587 ABC Warehouse 0771572018 254 Pending
. L
2. To expand or collapse a grouped row, click the greater than arrow or drop-down arrow |- tothe
left of the row.
5 Account Payable | (Standard view) ¥ || Save a View | | Manage Views |
Show Search | Clear Search | Add Folder | Select a Folder Action v | Toggle Column Width Page siz.
5 Po Request Purchase Order Invoice Number Vendor Name Invoice Date Check Number Status
> invoice number: 002
hd invoice number: 112
@[:] New, Remaved 55887 12 Sparting Outlet 09/03/2019 225
@ New, Removed 53887 12 Sporting Cutlet 09/03/2019 225 Pending

> invoice number: 225477
»  invoice number: 24588
»  invoice number: 4458
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3. To create nested groups, right-click another column header and click Group By again.

3 ‘Accoum Payable v H(Slandard view) ¥ H Save a View || Manage Views ‘

Show Search | [Clear Search | Add Folder || Select a Folder Action v | Toggle Column Width
> Po Request Purchase Ord - Number Vendor Name Invoice Date Check Number Status
|___Sort Ascending ]
> invoice number: 002 ot O "
- ort Descending
~  invoice number: 112 .
Clear Sorting
New, Removed 55887 — Sporting Qutlet 09/03/2019 225
Q T ooer
@ New, Removed 55887 Ungroup Sporting Outlet 09/03/2019 225 Pending
invoice number: 225477 Columns N
invoice number: 24588 Filter N
invoice number: 4458

invoice number: 44588

invoice number: 5584

invoice number: 5587

viv v v v|v|w

invoice number: 7663

4. To remove a grouping, right-click a column header in the group and click Ungroup.

) | Account Payable || (Standard view) ¥ || Save a View || Manage Views |

Show Search | Clear Search | Add Folder ” Select a Folder Action v ‘ Toggle Column Width |
> Po Request Purchase Ord Number Vendor Name Invoice Date Check Number Status
Sort Ascending
¥ invoice number: 002
T Sort Descending
~  invoice number: 112
Clear Sorting
New, Removed 35887 Sporting Outlet 09/03/2019 225
Group By
New, Removed sssa €| Ungroup ] Sporting Cutlet 09/03/2019 235 Pending
invoice number: 225477 Columns 3
invoice number: 24588 Filter N
invoice number: 4458

invoice number: 44588

invoice number: 5584

invoice number: 5587

v v |vv| v v|v

invoice number: 7663

Saving Your Folder View

After you have customized your folder view by sorting, grouping, and selecting which columns to display,
you can save your changes. The next time you log in to Treeno and open the Document Center tab, your
customizations will be maintained.

1. To save a folder view, click the Save a View button.

sf;'IS'REENO

OFTWARE Dashboard Document Center | Inbox | Workflow Tasks I Search Resuits ‘
5 v '(Standard view) ¥ I Save a View j| Manage Views ‘
Show Search | [Clear Search| Add Folder | Select a Folder Action v | Toggle Column Width |

Descripts

&
3
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2. A Save View modal window will open. The text field is defaulted to New view (number) and the field
is editable to change the save view title.

(=) save View X

Save the current view as:

Save Cancel

3. Click Save to save changed.
(=] save View X

Save the current view as:

2018 Vie] ]

8%9% Cancel

B

Click Cancel to close the modal window with no saved changes.
5. You will see that within the Save Folder View drop-down, the created saved view title has been
applied.

‘\VfTREENO

SOFTWARE | Dashboard | Document Center | Inbox | Workilow Tasks | Search Results |

5 v 2013 View Save a View | Manage Views |

Show Search | f 1

Clear Search | Add Fc trd wew] r Action v | Toggle Column Width |
Description

Continue to add the folder views as needed. The views will continue to be added to the Save Folder
View drop-down.

To access any of the saved folder views, click the Save Folder View drop-down and select the
appropriate option.
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% TREENO

SOFTWARE | Dashboard | Document Center | Inbox | Workflow Tasks | Search Results |

3 Chandler Tests ¥ | Vendor Party Plus View 'l“ .Save a View. || Manage Views |

Show Search | i rch (Zsut:g“’:i;i"iaw} v Toggle Column Width |
Deseripti 2019 View

= Client Smith View

ﬂ | | Virtual Viewer upgrade project fi Client Jones View

5 [2017 View

Q |11l v Enosis Test Vendor Party Plus View

:IJ | | Signix test transactions

Q | | Treeno Viewer test documents

The Manage Views button allows for a saved folder view to be renamed or deleted.

1. To access, click the Manage Views button.
A Manage Views modal window will open with a list of saved folder views.

E Manage Views X

View Options

2018 View Rename Delete |
2019 View Rename Delete

Client Smith View Rename Delete

Client Jones View Rename Delete

2017 View Rename Delete

Vendor Party Plus View Rename Delete -

2. Torename an existing save view name, click Rename.
A Rename View modal window will open. The name field is editable, allowing the user to change the
save folder view name.

3. Click Rename to change the saved view name.
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4. Click Cancel to close the modal window with no saved changes.

Client Smithly View

2018 View

2019 View

Client Smith View

Client Jones View

2017 View

Vendor Party Plus View

6. A warning message will appear. If you wish to delete the saved view, click OK.
7. Click Cancel to close the warning message with no saved changes.
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Working with Folders

The upper part of the Document Center tab displays the folders that are stored in a selected cabinet.
Several options are available to help you manage these folders. In addition to opening a folder and
viewing its content, you can create new folders, edit folder index values, delete folders, and export

folders.

For information on assigning folders to workflows, see “Managing Workflow Tasks” on page 67.

Opening Folders

When you select a cabinet, its folders are displayed in the upper area of the Document Center tab. Click a
folder to open it and view its files. If the number of folders exceeds your current page size, use the arrow
buttons to move through the additional pages. You can also adjust the page size to display more or fewer

folders at one time.

By default, folders are displayed 50 per a page. You can manage how many folders you wish to see per a
page and navigate through the folder pages by the following:

Click to move to
the first page in

the list.

Fage #.

Click to

move to the
last page in

the list.

Page size: |50 =

E] F'age:| 1

&

-

Select the number
if folders to display
at one time.

Click to move to
the previously
displayed page.

0:1[]@ ttems 110 8 of 8

Click to move
the the next

page.

Total number of
folders in the
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Creating New Folders

Each time you scan or upload a file into Treeno, you must select the folder where you want to store the
file. If a folder doesn'’t already exist, you can create a new one and enter its cabinet specific index values.
Users can then search on those values to later locate the folder and retrieve its files.

1. Select the cabinet where you want to create a new folder.

g Accounts Payable ¥ Select a cabinet to open.

Show Search || Clear Search Add Folder

Clickto create a new
folderin the cabinet.

2. Click the Add Folder button.

The Edit Form window opens.

.S
Edit Form
last_name
first_name:
date_of_hire: [
department:
[ Insert ] [ Cancel

3. Enter values for the folder’s index fields and click Insert.

The folder is displayed at the top of the list in the cabinet.

Editing Folder Index Values

You can change the values that have been entered into a folder’s index fields. Users can then search for
and retrieve the folder using the new index values.

1. Select the cabinet that contains the folder you want to edit.
2. Next to the appropriate folder, click the Edit link.

The Edit Form window opens.
3. Modify the folder’s index values, as needed.

4. Click Update.

Deleting Folders

With the appropriate permissions, you can delete a folder from a cabinet.

Caution! When you delete a folder, you are also deleting all the files it contains.
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1. Click the Delete link next to the folder you want to delete.

2. Click OK to confirm the deletion.

Folders Actions

The Select Folder Action drop-down list contains additional actions to be performed on a folder within
Treeno. Below is guide to these actions and their function.

Folder Action

Function

Export to Excel

Creates an excel document that will include a list of
all folders for selected cabinet and the
corresponding index values.

Export Folder Data

Downloads a zip file of the folder selected and
adds to your Treeno inbox. The zip file can be
locally extracted and opened containing all folder
information and files within the folder.

Publish Selected

With the appropriate permissions, users can
manually publish the entire folder to the publishing
portal.

Duplicate Folder Indices

Will create a duplicate folder with all associated
and completed indices. Note: when Edit Form
open, please be sure to check the” Allow creation
of duplicate folder” checkbox.

Duplicate Folder Indices, Files and Tabs

Will create a duplicate folder with all associated
and completed indices, files and document types.
Note: when Edit Form open, please be sure to
check the” Allow creation of duplicate folder”
checkbox.

Print Barcode

Will open a modal window allowing you to print the
barcode for the selected folder.
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Working with Files and Document Types

Treeno supports all file types, though you will probably most often work with TIF and PDF files. When you
open a folder in a cabinet, the lower part of the Document Center tab displays the files that are stored in
that folder. If the folder is empty, you can add new files to it. You can also organize the files in a folder by
adding document type tabs with their own unique index fields. Document types enable you to find a
specific file more quickly, especially when you have many versions of the same document (for example,
as an insurance policy is amended, each iteration of the document can be easily located and retrieved).

In addition to viewing the files in a folder, you can download, move, copy, version, and print barcodes for
files. Using the Virtual Viewer, you can also annotate files.

Viewing Files

When you select a cabinet and click a folder, the files that are stored in that folder are displayed in the
lower part of the Document Center tab, as shown below:

) |Human Resource v | (Standard view) v || Save a View || Manage Views |

Show Search | [Clear Search| Add Folder || Select a Folder Action » | Toggle Column Width
Last Name First Name Date Of Hire Department
| Wyman ) | 2005-05-08 Administration
L__]J Rogers H 1998-06-05 Records
L]j Jones 3 2008-01-20 Quality Cantrol
= Smith c 2011-02-08 Production
Add Document Type ¥ | [ application X[ Benefits % [ 19X [ Resume X [ wa & |
Select a File Action v | Upload Files | Show Search | | Clear Search || Select View Action * Page size: | ) = E Page:[7 | of 13
File Name Creation Date Creator Size
& 72 [8 Resume for L Wymanodf 9/13/2019 1:14:52 PM treencsupportdzs 32KE
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Most folders contain tabs that organize the files into different document types. These tabs are displayed
across the top of the viewing area. Click a tab to view the files it contains.

Each tab represents a different

Add Document Type ¥ | | application & | Benefits A | 9 X Resume X | W4 K |
document type
Select a File Action v | Upload Files | Show Search | NCIGar SEareht | Select View Action ¥ |

File Name Creation Date
& T B @8® Resume for LwWymanpdf 9/13/2019 1:14:52 PM
\ File added to the
Resume document type

If a document type has its own index fields, specific data has been entered for each of the files that have
been added to that document type.

To view a file, click the arrow to the left of the index values that describe the file you are looking for. The
row expands and displays the name of the uploaded file:

Add Document Type ¥ || application & | Benefits K | 19 X | Resume X | w4 X

Add Document | Show Search | Clear Search |

Effective Date Plan Type

@ 0/12/2019 Health

Select a File Action v | Upload Files | Show Search | Clear search | Select View Acfion

File Name

& -1 ___ * 2019 Heath Insurbnce Eledi@

After you find the file you want to work with, you can do the following:
e Point to the file to view its thumbnail in the preview pane on the right.
e Click the file to annotate it in the Virtual Viewer (see page 55).

e Select the check box to the left of the file and select a file action from the drop-down list (see the
following sections).
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Adding Document Type Tabs

Your Treeno administrator defines the document type(s) that are available to add to a folder.

Note: By default, all folders have a default tab called Main.

1. In the Add Document Type drop-down list, select the document type you want to add.

2. If the document type you selected has been configured with index fields, The Edit Form window
opens and displays the index fields that must be completed.

3. Enter or select the appropriate index values and click Update.

Add Document Type

Add Document Type
Application

Benefits File Name Creation Date
19
Resume
w4

| Main |

Ipload Files | Show Search | Clear Search | Select View Action ¥

Removing Document Type Tabs

If you have the required permissions, you can remove a document type tab from a folder. The document
type is not deleted from the system; it remains available to add back to the current folder or to other
folders in the cabinet. Removing the Document Type Tab deletes all the files in that folder that are
associated with the Document Type Tab. If a red “X” is not displayed on a tab, you do not have
permission to remove document types from a folder.

1. Click the red “X” on the tab.

| Application A Benefits A 9 & Resume & W-4 A

2. Click Yes to confirm the deletion.

Uploading Files

Files can be uploaded to Treeno from a local or network drive. There are two ways to upload files,
depending on whether the document type has been assigned unique index fields.

Note: You can also add files to Treeno by printing a barcode and scanning the files to that location.
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Adding Files to a Document Type without Index Fields
1. Click the document type tab where you want to add afile.

2. Click the Upload Files button.

Add Document Type ¥ Application & Benefits A Resume A Wd A
Select a File Action * | Upload Files | Show Search | Clear Search || Sslect View Action »

The Upload window opens.

(5]

Upload
Source file(s):
| | Select file |

| Submit |
Upload status:

3. Click the Select File button.
4. Navigate to and select the files you want to upload. You can upload multiple files at one time.
5. Click the Open button.
A green icon next to the file name indicates when it is ready to be uploaded to Treeno.
6. Click Submit.
The file is displayed on the document type tab.

Adding Files to a Document Type with Index Fields
1. Click the document type tab where you want to add afile.

2. Click the Add Document button.

Add Document Type ¥ | Application & Resume & Wd A
Add Document | Show Search | Clear Search

The Edit Form window opens and displays the index fields that must be completed for the document
type.
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3. Enter or select the appropriate values and click Update.

Edit Form

Effective Date: (9/12/2019)

Plan Type: Dental

Allow creation of duplicate folder.

Update | | Cancel

A row is created for the file you are about to add. The row displays the index values you entered.

Add Document Type ¥ | appiication & | Benefis K | Resume & | wa & |

Add Document | Show Search | Clear Search |

Pagesize: | All ¥

E]E Page:,T of 1 E]E]\tems1(:ﬂ of 1

Effective Date Plan Type

Creation Date

| onzn2019 Dental

10/11/2019 2:28:19 PM

Start Workflow Edit

Delete

Click the Upload Files button.

Add Document Type ¥ | [ Application & | Benefits X | Resume X [\ wid % |

Click the arrow to the left of the row to expand it.

Add Document | Show Search | | Clear Search |

Page size:

EE Page:’T omm@kemsnmnn

All *

Effective Date Plan Type Creation Date
~ I 9/12/2019 Dental 10/11/2019 2:29:19 PM Start Workflow Edit  Delete
Select a File Action v| Upload Files || Show Search | 'Clear Search || Select View Action v Page size: | o ~ E Page: ’1_ of 1] »
File Name Creator Creation Date Size

No child records to display.

The Upload window opens.

Click the Open button.

Navigate to and select the file you want to upload. You can upload multiple files at one time.

A green icon next to the file name indicates when it is ready to be uploaded to Treeno.

8. Click Submit.

The file is displayed under the row you selected.

Add Document Type ¥ | [ agpiication K| genefits X | Resume X [ wa X |

Add Document | Show Search | Clear Search |

Pagesize |All ¥

[W][«] Pao=[1 Tot1[v][n]tems 101011

Effective Date Plan Type Creation Date
v 971272019 Dental 10/11/2019 2:29:19 PM Start Workflow Edif Delete
Select  File Action v | Upload Files | Show Search | [ Clear Search || Select View Action v Pagesize: ) + BEEEEEID
‘FM_—_—-—__\ Creator Creation Date Size
¢ BB .qu Heath Insurance Electives.pdf ) treenosuppartd25 10/11/2019 2:32:50 PM 0K
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Select A File Action

The Select A File Action drop-down provides a list of functions that can be performed on a file within Treeno.
The drop-down is located on the bottom half of the Document Center page where files are displayed. Most
File Actions are permissioned based by your Treeno Administrator.

)| Account Payabie v ||standard view) v || Save a View || Manage Views

Show Search | | Clear Search| Add Folder || Select a Folder Acton v | Toggle Column Width Pagesize: [50 v| [W][«] Pagei[1 | of 1[0][W] hemsTtol6of i€

Reference Number  Vendor Number Vendor Name Furchase Order Invoice Date Amount Screen Invoice Description  Approver Status Publish WE Status L
Y 877588 0640 FGH Company. sT7a04 1172012019 87522 Hardware: Lisa Approved Start Workflow
(3 I s7ss 0621 ABC Company 7887 11/05/2019 50025 Test Jessica Penging IN PROGRESS
@ 12254 800 Smithly Warehouse 8778 0172772019 98822 Yu33 Cleaning Items Gi Completed IN PROGRESS
23 11 searss 0622 ABC Corp 2550 09/01/2019 25000 via3 i Paid INPROGRESS
Q 20877 0642 X¥Z Company 58777 08/06/2019 854220 w33 Gi Paid Start Workflo
23 1l ssszrzz 0641 Treeno Softwere &7788 05/06/2019 98500 Software upgrade Fred Paid Start Workflow
(2 ) errses 0640 FGH Company 87768 10/27/2019 65425 YUz New Sink il Paid IN PROGRESS
a 062 25D Company INPROGRESS
Q oo X0z Compary I PRoGRESS
@ o621 ABC Company IN PROGRESS
2 1 2550 0619 Treeno Software el 10/30/2019 10000 VW7 Server migration fFred On Hold IN PROGRESS
& 1l erzs 0619 Treeno Software 19665 11/06/2019 60000 Yuz2 Upgrade fFred Pending Start Workflow
e 00 Sporting Outlet 0s12/2019 09/30/2019 600,00 va2 Gloves Jessica Complete Start Workflo
X ,
Aebcmenctoe | o |

v | UploadFiles | Show Search | [Clear Search | Select View Action v Pagesize: | 5 + E Page: yT of 1]y

File Name Creator Creation Date Size

Invoice peff treenosupport325 11/21/2019 93148 AM 69 k8

Printing Barcodes

You can print a barcode to a folder or document type in Treeno. You must have access to the barcode
destination and have rights to printing barcodes. Treeno File Monitor uses this printed barcode to direct
TIFF and PDF files to the appropriate location in Treeno. Before scanning a batch of documents, you
must first scan the barcode sheet to associate the documents with the barcoded location. The File
Monitor then uploads the scanned documents directly to that location.

Note: You can also upload files from a local or network drive (see page 39).
For more information about Treeno File Monitor, refer to the Treeno File Monitor Installation
and Configuration Guide.

1. Select the cabinet and folder where you want to store scanned documents.
2. Click the appropriate document typetab.
3. Do one of the following:

o For document types without index fields: Click the drop-down for the Select a File Action list,
select Print Barcode.

¢ For document types with index fields: Expand the row whose index values correspond with a
document you are scanning. Click the drop-down for the Select a File Action list, select Print
Barcode.

Note: See “Adding Files to a Document Type with Index Fields” on page 40 to learn now to
create a new row for a document that you are adding to Treeno.

4. Click the Print button. A barcode is printed for the selected location.
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Modifying Document Type Index Values

You can change the index values for a file that you have already added to a document type.
1. Navigate to the file by selecting the appropriate cabinet, folder, and document type tab.
2. Inthe file’s designated row, click the Edit button. The Edit Form window opens.

3. Modify the index values, as needed.
4

Click Update. The Edit form window closes, and the row displays the new index values for the file.

Deleting Files

Deleted files are permanently removed from Treeno. You must have the appropriate permissions to
delete files.

Deleting Files without Document Type Index Values

1. Select the check box next to each file you want to delete. You can select multiple files.

2. Click the drop-down for the Select a File Action list, select Delete.
A delete warning modal will open.

3. Click OK to confirm the deletion.

Deleting Files with Document Type Index Values
1. Click the appropriate document type tab.
2. In the file’s designated row, click the Delete link. A delete warning modal will open.

3. Click OK to confirm the deletion.

Downloading Files

You can download a selected file in a cabinet to any location on your local or network drive. Any changes
you make to the downloaded file are not tracked. To track file modifications, use the Version option (see
page 49).

1. Select the check box next to the file you want to download.
2. Click the drop-down for the Select a File Action list, select Download.

3. Choose to open the file or save it to a designated location.

Creating PDF and ZIP Files

Selected files can be exported in PDF or ZIP format. When you choose multiple files for export a single
PDF or ZIP file is created that contains all the selected files.

1. Select the check box next to each file you want to save in PDF or ZIP format.
2. Click the drop-down for the Select a File Action list, select Create PDF or Create Zip.

3. Choose to open the PDF or ZIP file or save it to a designated location.
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Moving Files

If necessary, you can move selected files to a different folder within the same cabinet or to another
cabinet altogether.

1. Select the check box next to each file you want to move.

2. Click the drop-down for the Select a File Action list, select Move. The Move Files window

opens.
W' s - o X
5 [Account Payable +
Show Search | |[Clear Search|| Add Folder Page size: [50 ¥ EE pmh_ of 1 D@‘Hems Tto 110f 11
Po Request Purchase Order Inveice Number Vendor Name Inveice Date Check Number Status.
@ New 22544 44588 Smithly 9/8/2019 2555 New Edit
[:]] New, Removed 55887 12 Sporting Outlet 09/03/2019 225 Pending Edit
[- New 225 7663 ABC Warehouse 09/10/2019 2258 ongeing Edit
(2] pending 5584 Sporting Outlet 09/12/2019 Closed Edit
[’ New 8878 5587 ABC Warehouse 07/15/2018 2254 Pending Edit
[’ New 225 7663 ABC Warehouse 09/10/2019 2258 New Edit
[’ Pending 15445 225477 ABC Warehouse 117222018 11477 New Edit
[’ New 55088 24588 Sporting Outlet 8/1/2018 225 Closed Edit
[’ On hold 887 4458 ABC Warehouse 087152019 2258 Edit
Add Document Type ¥ ‘ Bolance Shest | Email | Invoice Purchase Order Request Receipts e
Add Document || Show Search || Clear Search | Pogesize: [10 <] [W][4] pagd 1 | oF1[b][m] items ito o1
Date Of Submission Creation Date
5/25/2019 10/11/2019 9:50:225 AM Edit

3. Inthe cabinet drop-down list, select the cabinet where you want to move thefiles.
4. Do one of the following to select a folder for the files:

e To add the files to an existing folder in the cabinet: Click the Show Search button.

Move Files

g Account Payable

Clear Search | Add Folder

Enter your search criteria to find the folder and click the Filter = button. The folders that meet
your criteria are displayed in the search results. Click the folder where you want to move the files.
For more information on searching in a cabinet, see page 24.
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Move Files

g Account Payable ¥

' Hide Search | | Clear Search | Add Folder |

Po Request Purchase Order Inveice Number Vender Name
|7 | : | [l |7

) New 22544 - 44588 Smithly

[j New, Removed 55887 112 Sporting Cutlet

() New 225 7663

ABC Warehouse

5. Select folder.

Note: Click the Clear Search button to once again display all the folders in the cabinet and hide
the search criteria fields.

To create a new folder for the files: Click the Add Folder button.

Move Files

g Account Payable v

Hide Search | Clear Search ' Add Folder

The Edit Form window opens. Complete the cabinet index fields and click Insert. The folder you
created is displayed at the top of the folder grid. Click the folder to open it.

Move Files

g Account Payable v

Hide Search | [Clear Search | Add Folder |

Po Request Purchase Order Invaice Number Vendor Name Invaice Date Check Number
7 7 (8] (8] (S |

) New 225544 12554, RrersTuckng g 10/15/2019

[:] New 22544 44588 Smithly

Click the folder you **/**' 2555

added to open

[0 New, Removed 55887 12

Sporting Outlet 09/03/2019 225

6. Do one of the following to select a document type for the files:

To add the files to an existing document type in the folder: Click the appropriate tab in the
folder, and then click the Add Document button.

’ |

Show Search || Clear Search |

Add Document Type

Balance Sheet |
Add Document

Date OFf Submission

10/15/2019

The Edit Form window opens. Complete the required index fields for the document type and click
Insert.
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e To add the files to a new document type: In the Add Document Type drop-down list, selectthe
document type.

The document type is added as a tab in the folder. If the document type has been assigned index
fields, the Edit Form window opens. Complete the required index fields for the document type and
click Update. If the document type does not use index fields, proceed to step 6.

7. Click the Move Files button.

The files are moved to the cabinet, folder, and document type you specified.

Copying Files
You can copy selected files to another folder or cabinet.
1. Select the check box next to each file you want to move.

2. Click the drop-down for the Select a File Action list, select Copy. The Copy Files window opens.

B % - @ x
) [ accountPayabie v
Show Search | |Glear Ssarch | Add Folder Pagesz (50 | (W] Page [ ] o1 0], items 10 160t 16
Reference Number Number  Invoice D: Amount Sercen Invoice Deseription Approver Status
(] emmsee 0640 FGH Company aT74a4 1720/2019 7522 Hardvare Lisa Approved Edt
i) e77es 0821 ABC Company 7887 11/05/2019 50025 Test Jessics Pening Edit
(2] reess &00 Smithly Warchouse &778 0172772018 98822 s Cleaning Items Gl Completed Edt
(0] swamss 0622 ABC Corp 25544 09/01/2019 25000 vies Jessics Pid Edit
(] 287 0642 XVZ Company 558777 08/06/2019 854420 3 Gl Paid Edt
(2] seerm 0841 Treeno Software e77se 05/06/2018 85,00 Software upgrade Fred Pid Edit
(2 s7ses 0640 FGH Company a7788 10/27/2019 65425 vz New Sink Gl Paid Edt
= 0623 ASD Company Edit
[;_] 0622 XYZ Company Edit

Add Document Type ¥ | iain
| ‘ Copy Files

3. In the cabinet drop-down list, select the cabinet where you want to copy thefiles.
4. Do one of the following to select a folder for the files:

e To copy the files to an existing folder in the cabinet: Click the Show Search button.
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Copy Files

g Account Payable ¥

~ Show Search || Clear Search | Add Folder

Enter your search criteria to find the folder and click the Filter “i button. The folders that meet
your criteria are displayed in the search results. Click the folder where you want to copy the
files. For more information on searching in a cabinet, see page 24.

Copy Files

@ Account Payable ¥

Clear Search | Add Folder |

Reference Number Vendor Number ﬁ Purchase Order Number Invoice Date Amount
[ v [ e liml [ [ =) [

) e77ss 0621 ABC Company 7887 11/05/2019 50025

89 0521 ABC Company

Note: Click the Clear Search button to once again display all the folders in the cabinet and hide
the search criteria fields.

e To copy the files to a new folder: Click the Add Folder button.
Copy Files

g Account Fayable v

Show Search |  Clear Search || Add Folder

The Edit Form window opens. Complete the cabinet index fields and click Insert. The folder you
created is displayed at the top of the folder grid. Click the folder to open it.

Copy Files
g Account Payable ¥
Show Search | | Clear Search | Add Folder
Reference Number Vendor Number Vendor Name Purchase Order Number Inu
[J 877588 0640 FGH Company 877444 11
) &7se 0621 ABC Company 7887 1
: L
(] 12254  Clickthefolder  ggg Smithly Warehouse 8778 o1y
N you added to open
(] 544755 0622 ABC Carp 25544 09,
[ﬂ 28877 0642 XV Company 558777 08,
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Do one of the following to copy the files to a document type:

e To copy the files to an existing document type in the folder: Click the appropriate tab in the folder,
and then click the Add Document button.

Add Document Type Y|  Babincs Shest

Add Document || Show Search || Clear Search

Date Of Submission

10/15/2019

The Edit Form window opens. Complete the required index fields for the document type and click
Insert.

e To copy the files to a new document type: In the Add Document Type drop-down list, selectthe
document type.

The document type is added as a tab in the folder. If the document type has been assigned index
fields, the Edit Form window opens. Complete the required index fields for the document type and
click Update. If the document type does not use index fields, proceed to step 6.

Click the Copy Files button.

The files are copied to the cabinet, folder, and document type you specified.

Viewing the Workflow History

If a file has been assigned to a workflow, you can view a history of the actions taken on that file using the
Workflow History option. To learn more about workflows in Treeno, see page 67.

1.
2.

Select the check box next to the file whose workflow history you want to view.
Click the drop-down for the Select a File Action list, select Workflow History.

The Workflow History window opens and displays the name of the user who processed the file,
Workflow step, the date it was processed, the action that was taken, and any notes entered by the
user.

When you are finished reviewing the history, click the close control (X) to close the window.
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Viewing the OCR Layer

If your Treeno system has been configured with the optical character recognition (OCR) module, the text
in your scanned documents has been translated into a searchable electronic format. This means that you
can find a document in Treeno by entering key words or phrases that exist in the document as your
search criteria. Occasionally, the text in a scanned document is obscured, making it difficult for the OCR
engine to “read” and correctly translate the content. If you suspect this has occurred, you can view a
document’s OCR layer from the Document Center tab.

1. Select the check box next to the file whose OCR layer you want to view.
2. Click the drop-down for the Select a File Action list, select Show OCR. The OCR window opens and
displays the OCR content.

3. When you are finished viewing the content, click the close control (X) to close the window.

Versioning

Treeno’s version control feature helps manage the changes made to documents by multiple users. In
order to make changes to a document, a user must first check it out of the Treeno repository. After
modifying the document in its native application (Word, Excel, Acrobat, etc.), the user then checks it back
in to Treeno. Each time a document is checked in, Treeno creates a new version of that document so you
can track the changes that were made. At any time, you can retrieve an earlier version of the document,
enabling you to reverse any unwanted changes and control the document content.

Checking Out a Document

A document can be checked out by only one user at a time.

Note: With the appropriate permissions, you can freeze a file so that it can no longer be checked out (see
page 51). A frozen file is read only.

1. Select the check box next to the document you want to check out.
2. Click the drop-down for the Select a File Action list, selectVersion.

The Versioning window opens and displays a list of all the versions that have been created for the
document. Each new version is marked with a sequential version number, with version 1 representing
the original document.
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3. Click the Check Out button.

Versioning

File: Application_Page_02.tif

[ Check Qut ] [ Freeze File

Open Delete Version Username Date Checked-In Notes
Open Delete 2 admin 1/30/2012 1:28:04 PM Motes
Open Delete 1 admin 1772012 1:19:13 PM Motes

m

Note: If the button is grayed out, another user has already checked out the document.

4. Choose to open the document or save it in a designated location.

Note: If you check out a document in error or if you don’t want to save the changes you made, you can
click the Cancel Check Out button. The document is automatically checked back in to Treeno and a new
version is not created.

Checking in a Document

After you have made changes to a document, you can check it back in to Treeno. A new version of the
document is saved and marked with a sequential version number.

1.

2
3
4.
5
6

Select the check box next to the document you want to check in.

Click the drop-down for the Select a File Action list, select Version. The Versioning window opens.

Click the Check In button.

Click the Browse button to navigate to and select the updated document.

Click Open to return to the Versioning window.

Click OK.

A new version of the document is created and assigned the next sequential version number.

Click the Notes link to detail the changes you made to the document. Other users can then click this
link when viewing a previous version of the document.
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Freezing Files

With the appropriate permissions, you can freeze a file so that it can no longer be checked out and
modified. Only previous versions of the document can be viewed.

1.
2.
3.

Select the check box next to the document you want to checkin.

Click the drop-down for the Select a File Action list, select Version. The Versioning window opens.

Click the Freeze File button.

The Check Out button is grayed out, preventing users from modifying the document. No additional
revisions will be made until the file is unfrozen.

To unfreeze the file, click the Unfreeze File button.

The Check Out button becomes available again.

Opening a Previous Version

You can open and view a previous version of a document. Any changes you make to the document are
not saved. To save your changes and create a new version of the document, you must use the Check
Out command (see page 45).

1.
2.

4.

Select the check box next to the appropriate document.
Click the drop-down for the Select a File Action list, selectVersion.

The Versioning window opens and displays a list of versions that have been created for the
document.

Click the Open link next to the version you want to view. If users have entered notes about the
changes they made to the document, you can click the Notes link to help you determine which
version to open.

Choose to open the document or save it in a designated location.

Deleting a Previous Version

If a version of a document should no longer be maintained in your Treeno repository, you can delete it.
Only users with the appropriate permissions can delete document versions.

1.
2.
3.

Select the check box next to the appropriate document.

Click the drop-down for the Select a File Action list, select Version. The Versioning window opens.

Click the Delete link next to the version you want to remove. You are not prompted to confirm the
deletion.
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Viewing File History

The View File History feature allows you to view the historic events of the file. The window displays the

file name, action, a time stamp, notes and username.

1. Select the check box next to the file whose history you want to view.

2. Click the drop-down for the Select a File Action list, select File History. The File History window

opens and displays historical content.

File History X
Filename Action Action_time Note Username
I1r:|;3|fce Downloaded 1%25;’201 #10:37:36 treenosupport32s
Inveice Viewed 10/25/2019 10:57:21 File viewed via Thumbnailer.ashx. treenosupport32s
1.pdf AM
Invoice Applied 10/25/2019 10:57:16

. 1 325
1.pdf Annotation AM reenosuppe
Imvoice 10/25/2019 10:57:16 File versioned from parent : Invoice 1.pdf with ID
1. Created AM m treenosupport325
I1r:|;3|fce Wiewed 1%25,"201 810:57:04 treenosupporti2s
Inveice Viewed 10/25/2019 10:56:31 File viewed via Thumbnailer.ashx. treenosupport32s
1.pdf AM
Invoice 10/25/2019 10:56:28
1.pdf Created A treenosupport32s

3. When you are finished viewing the content, click the close control (X) to close the window.

Renaming Files

This function allows you to rename a file that has already been added into Treeno.

1. Select the check box next to the file you want torename.

2. Click the drop-down for the Select a File Action list, select Rename. The Rename File window.

3. Enter a new file name.

Rename File

Current File Name: document10-10-2019-131627.pdf

Enter New File Name:

OK || Cancel

4. Click the Ok button to save the change.
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Adding a Note

Add Note feature allows you to add a note to the file. The note will appear as an icon within the file tool
icons. Once applied, any user can click the Notes icon to view the notes added.

1. Select the check box next to the file you would like to add a note to.
2. Click the drop-down for the Select a File Action list, select Add Note.

The Add Notes window will Open.

[=] Add Note £ % = O X

Submit

Item

Mo records to display. E

3. Add Notes in the text field.
4. Click Submit
5. A Note icon will be added to the file’s tools.

Add Document Type Y| Invoice A

Add Document | Show Search | Clear Search

Invoice Number In

W 3545 9/

Select a File Action ¥ | Upload Files | Show Search | [ Cl

File Name

ﬁl:}'b | #® Invoice 1.pdf

| m—

6. To view the notes, click the Notes Icon. The Notes will be viewable in the Item field.
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(=] Add Note £ % = B X

Submit

Item

Created 10/25/2019 11:45:10 AM by
treenosupport325 : Please review

7. To close the window, click the X.

Binder

The Binder function allows you to gather one or more documents to be added to the Binder. For more
information of the Binder Feature, see page 77.

1. Select the check box next to the file you would like to add to the Binder. NOTE: you can select more
than one document.

2. Click the drop-down for the Select a File Action list select Binder.

Each document that is selected will be denoted in the Binder Link.

SOF'WARF‘ Dashboard | Document Center | Inbox | Workflow Tasks | Search Results |

SV TREEND [E==]
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Annotating Files

Using the Treeno Virtual Viewer, which has been integrated into your Treeno EDM product, you can
leverage the power of annotation in your uploaded files. Several tools are available that allow you to
manipulate files in order to maintain document confidentiality, meet compliance regulations, and
enhance business processes. Any modifications you make to a file are managed in an annotation layer
so that the original file content remains unaltered and securely archived in your Treeno repository. All
users can annotate a file; however, you must have permission to save your changes.

Virtual Viewer supports many file types, including Word, Excel, PDF, AFP, and TIFF. The tool’s
annotation capabilities allow you to rubber stamp, highlight, sticky note, and redact your files.
Redaction allows you to protect private information, such as social security numbers and credit card
numbers, by hiding that content in the file. Only users with the appropriate permissions will be allowed
to view the information.

You can access the Treeno Viewer from the Document Center tab or the Inbox tab in

Treeno..

Annotation Tools

The following tools are provided to help you annotate your files:

Tool Button | Tool Name Description

H Save Document Saves your modifications to the file while preserving the
original content.

Export Document Saves a file in PDF or TIFF format or maintains the format
of the original file. Annotations can be included.

I‘l g

Print Provided the ability to print your document for
Treeno Viewer.

J

Zoom In Increases the magnification of the entire image in the

viewer.

Q Zoom Out Decreases the magnification of the entire image in the
viewer.

C—‘L Rubberband Zoom Increases the magnification of a selected area in an image.

@ Fit to Window Resizes the image to fill the entire viewer window.

E:-] Fit to Height Resizes the image to fit the height of the viewer.

@ Fit to Width Resize the image to fit the width of the viewer.
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Go to First Page

Go to Previous Page

Go to Next Page
Go to Last Page
Rotate Right
Rotate Left

Picture Controls

Crop

Image Info

Lines and Shapes

Highlight Rectangle

Redaction Area

Sticky Note

Text Edit

Rubber Stamp

Arrow

Freehand

Filled Rectangle/Ellipse

Rectangle/Ellipse

Watermark

Displays the first page of a multi-page file.

Displays the previously viewed page in a multi-page file.
Displays the next page in a multi-page file.

Displays the last page of a multi-page file.

Rotates the image 90 degrees to the right.

Rotates the image 90 degrees to the left.

Can adjust brightness, contrast and Gamma.

Can crop a section of the page

Provided Document & Page Properties

Each tool lets you draw that line or shape in the image.
Filled shapes can be used to hide confidential information.

Draws a transparent rectangle in the image for highlighting
purposes.

Used for the redaction of text within the document.

Adds a “sticky note” to the image where you can enter
additional information. The note text can be searched on.

Allows for insert text in the image.

Allows the ability to apply preset text values on the file in
a stamp format. The values include, Approved,
Confidential, Denied, Initial Here, Pending, Received and
Sign Here.

Apply an arrow to highlight a location on the page.

Can write freehand on the file.

Can block out sections of text within the document. User
has options for block color.

Allows for the ability to outline text or an image within the
document.

Can be used to apply a Watermark to the document.
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Opening Files
You can open files in the Treeno Viewer from the Document Center tab or the Inbox tab.

Document Center Tab

1. Navigate to the file you want to open by selecting the appropriate cabinet and folder.

2. In the folder view (lower half of the Document Center tab), click the file to display it in the Treeno
Viewer.

3. Within the tool’s icons for the file, click the View/Annotate icon.

Add Document Type T | Invoice & | hain |

Add Document | Show Search | | Clear Search

Invoice Number

W 5545

Select a File Action ¥ | Upload Files | Show Sez

File Name

& 5", = 8® Invoice 1.pdf

i}
view / annotate

Note: You may need to navigate to the document type in the folder to find the file.

Saving and Closing Files

When you are finished annotating a file, you can save your changes by clicking the Save Document = |
button in the Treeno Viewer toolbar.

All users can annotate a file, but you must have the appropriate permissions to save your
changes. Please contact your Treeno administrator for assistance.

Note: Don’t worry about overwriting the original content of a file with your changes. Because
Treeno Viewer manages file modifications in an annotation layer, the original file remains
unaltered.

You can then close the Treeno Viewer by clicking the Close button in the top-left corner of the viewer
window.
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Exporting Files

You can export a file before or after you have annotated it. Files can be exported in PDF, TIFF, or
their original format.
1. Click the Export Document ™ button on the toolbar.

The Select Output Format window opens.
2. Select page ranges if applicable.
3. Select PDF, TIFF, or Original.

4. Select or clear Include Annotations. When this check box is cleared, all redaction is lifted from
the document and it is exported in its original format. You must have the appropriate redaction
permissions to clear this check box.

5. Select applicable redaction checkboxes.
6. Click the Export button.

7. Open or save the file in the appropriate location, as needed.

Printing Files

1. Click the Print Document == button.
The Printing Options window opens.
2. Select Print within Destination.

Select page ranges if applicable.

4. Select or clear Include Annotations. When this check box is cleared, all redaction is lifted from the
document and it is printed in its original format. You must have the appropriate redaction permissions
to clear this check box.

5. Select applicable redaction checkboxes.
6. Select Document Note if applicable.

7. Click Print.

The file is sent to your default printer.
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Zooming In and Out

You can increase or decrease the magnification of an image using the Zoom buttons.

1. Click one of the following buttons:

+

Zoom In f to increase the magnification level of the entire image. Continue clicking the button
until you reach the desired magnification level.

&

Zoom Out to decrease the magnification level of the entireimage. Continue clicking the
button until you reach the desired magnification level.
Rubberband Zoom ~ to magnify a selected area of theimage.

Magnifier . to open a magnifying window which can be dragged on the page to magnify
sections at a time.

Resizing an Image in the Viewer

Using the Fit tools, you can adjust the size of an image so that it fits the height or width of the Virtual
Viewer window. This helps you quickly zoom in or out of the image you are working with.

Fit to Window ! - Displays the entire image in the viewer.
t
Fit to Height ' * - Resizes the image to the height of the viewer.

Fit to Width - Resizes the image to the width of the viewer.
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Viewing Multi-Page Files
Some of the files you work with may consist of multiple pages. You can scroll through these pages in the
Virtual Viewer by clicking the following buttons:

e Go to First Page [4- Moves to the first page in thefile.

e Go to Previous Page 4- Moves back to the previous page in the file.

e Go to Next Page B- Moves to the next page in the file.

e Goto Last Page ®I- Moves to the last page in thefile.

Rotating Images

You can change the orientation of an image by rotating it 90 degrees to the right or left.
1. Click one of the following buttons:

¢ Rotate Right Cto rotate the image 90 degrees to theright.

¢ Rotate Left Oto rotate the image 90 degrees to theleft.

2. Continue clicking the button until you reach the desired orientation.

Picture Controls

Click the Picture Control " button to open the Picture Control window. Move the Brightness,
Contrast of Gamma sliders to change the display of the document.

Image Info

Click the Image Info 0 button to open the Document & Page Properties. This window provides
document and page information such as size and format.
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Lines and Shapes

The Treeno Viewer toolbar includes several tools for adding lines and shapes to the document you
are working with.

Line

Arrow

Freehand

NN\

B Filled Rectangle
@ Filled Ellipse

[ ] Rectangle
Ellipse

Filled shapes can be used to redact, or hide, confidential information in a document, such as a social
security number or credit card number. When the document is moved through a Treeno workflow, the
information remains secure and can only be viewed by users with the appropriate permissions.

Drawing Lines and Shapes

1. Click the appropriate button on the Treeno Viewer toolbar.
2. Click and drag in the image to draw the line or shape.

3. To modify the attributes of the line or shape (color, fill, width, text etc.), right click the
object.

4. Use the Annotation Properties window to make your changes.
5. When you are finished, click the Save Document Bloutton.

6. Click the Close button to close Treeno Viewer.
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Highlighted Rectangles

A highlighted rectangle draws attention to a selected area in a document without obscuring the text
beneath it.

Street Address

City, ST ZIP Code

Phone Enter phone | Fax Enter fax
Email | Website

1. Click the Highlight Rectangle " button on the Virtual Viewertoolbar.
2. Leftclick and drag in the image to draw the rectangle.

3. To change the color of the highlighted area, right-click the object and select the highlighter color of your
choosing.

4. When you are finished, click the Save Document H button.

5. Click the Close button to close Treeno Viewer.
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Sticky Notes

You can add a “sticky note” to an image that provides additional information you want other users to know
about when they are working with the file.

Sticky Note

Street Address

City, ST ZIP Code

Phone Enter phone | Fax Ente
Email | Website

1. Click the Sticky Note kwi button on the Treeno Viewer toolbar.
2. Left click and drag in the image to draw the sticky note.

3. To modify the attributes of the line or shape (color, fill, width, text etc.), right click the object.
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e To add text:

* Right-click the object and click within the Edit Text field. Enter the text you want to

display in the note and click Save.

-~

Edit Text

5 a@z Cancel
Fontolor:
. 000000

L

Font: Font Size:
Arial v 14
Bold ltalic

m <+« @

4. When you are finished, click the Save Document B button.

5. Click the Close button to close Treeno Viewer.

Text

The Text Edit annotation allows you to added text to the document that is either predefined or scripted

by the user.

1. Click the Text Edit T button on the Treeno Viewer toolbar and select one of the following: New
Text Annotation, Approved, Paid, Denied, Copy, Accrual, Consignee, BW, Checkbox.

e New Text Annotation will allow for the ability to add your own scripted text.

e Approved, Paid, Denied, Copy, and Accrual are predefined text.

e Consignee will apply the following predefined text: “See Attached Shipping Document for

Consignee Signature”.

e BW will apply the following predefined text: BW (date).

x .

e Checkbox will apply a checkbox

2. Left click and drag the mouse out anywhere on the document to apply the stamp text.

3. To modify the attributes of the line or shape (color, fill, width, text etc.), right click the object.
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e To add text:

» Right-click the sticky note and click within the Edit Text field. Enter the text you
want to display in the note and click Save.

-~

Edit Text

5 a@z Cancel
Fontolor:
. 000000

Font: Font Size:
Arial v 14 v
Bold ltalic

m <+« @

4. When you are finished, click the Save Document B button.

5. Click the Close button to close Treeno Viewer.

Rubber Stamps

A rubber stamp annotation displays text intended to look as if it were stamped on the image.

. A

1. Click the Image Rubber Stamp == button on the Treeno Viewer toolbar and select one of the
following: Approved, Confidential, Denied, Initial Here, Pending, Received and Sign Here.

2. Left click anywhere on the document to apply the stamp text.

3. When you are finished, click the Save Document Bloutton.

4. Click the Close button to close Treeno Viewer.

Deleting Annotations

You can remove an annotation that you added to a file. Annotations added by other users are view only to
you unless you have the required redaction permissions. Please contact your Treeno administrator for
assistance.

1. Right-click the annotation in the image and click Delete icon E

2. Click Delete to confirm the deletion.
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Managing Workflow Tasks

What is a workflow?

A workflow defines the steps needed to perform a routine procedure. Depending on the size of your
organization and the business processes that are already in place, you may require several different
workflows to manage your documents. The following are example workflow scenarios.

Scenario 1: Employee Handbook Update

A company updates its employee handbook to reflect recent policy changes. The handbook is sent to
everyone in the company with a request to review the material and accept or reject the changes. When
an employee accepts the handbook, the document is sent to a human resources coordinator who then
files it in the employee’s folder. If the handbook is rejected, it is routed to the human resources manager
for review.

Scenario 2: Insurance Policy Application

A small business owner submits an online application for a liability insurance policy. An agent receives
the application and reviews its content to determine if the applicant is eligible for insurance based on the
rules for issuing policies. If the applicant does not meet the criteria, the application is rejected, and a
denial e-mail is sent. If the applicant meets the eligibility requirements, the agent requests the applicant’s
credit history from an outside source. If the credit score is within an acceptable range, the applicant is
immediately issued a policy. If the credit score is considered high risk, the application is routed to a
manager for approval. The manager then approves or rejects the application and the business owner is
notified accordingly.

Treeno’s Automated Workflow Functionality

Many organizations experience challenges in the current workflow processes. Misplaced paperwork,
unnecessary bottlenecks, and an excess of paper shuffling result in significant lost time and money. With
Treeno, however, you can automate each step in your organization’s current workflows, ensuring that
documents remain in a secure, central repository and providing an audit trail to monitor each document’s
progress through a workflow.

Workflow Components

A Treeno workflow consists of several different components:
e States
e Nodes

e E-mail notifications
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e Workflow tasks

Nodes

A Treeno workflow defines the steps required to perform a particular business process in your
organization. Each of these steps, called nodes, describes a part of your logical document flow process.
For example, you might have a node called Indexing, another called Manager Approval, and another

called Accounts Payable.

When a Workflow Task has been assigned to you, you are alerted via an e-mail notification. You can also
view your Workflow Tasks tab at any time to see which tasks are waiting in your queue.

The following types of nodes are available when you process a Workflow Task through a workflow in

Treeno:

Signature

A Signature node requires you to accept or reject the workflow task. Accepting a workflow task is
synonymous with signing off on it. The workflow task is then pushed to the next node in the workflow.
Rejecting a workflow task routes, it to an error handling node where the problem is addressed or to a
final node. You can enter a note explaining why the workflow task was rejected. This note is maintained

within the workflow history.

Process Workflow % =

| Accept | | Reject |

User Date Notes

Action

2/1/2012
admin 82343
BM

2172012
admin 8:31:39
PN

User
notified

27172012 that new

admin 83159
PN

workflow
has
entered
their tedo
list

accepted

accepted

notified
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Value

A value node allows you to select where the workflow task should be routed based on a predefined list of
options. When you select an option and click Accept, the workflow task is routed to the appropriate node.
For example, a user at a value node can route an invoice to one of four managers for approval where
each manager is represented by a separate signature node.

= pProcessWorkflow 5 = O X

% Ga B

| Approved |

Select Value Selectwhere to
Ron H. rcute the
" document next.

1 SzndyB.
User  Date Notes  Action
- 2/1/2012
admin 8:44:38 PM accepted
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Upload File

An upload file node prompts you to upload or scan a document (for example, a packing slip) that is
needed to complete the workflow.

Process Workflow L - O X

Upload a file.

Destination Cabinet: HR
Destination Falder ID: 1
Destination Tak: Main
Space Awailability: Yes
UploadFiles Setting: Enabled

Birowse...

| Save |

*—\Qﬂ_-a|

| Accept | | Reject |

User Date Notes  Action
admin 2/1/2012 B:44:38 accapted
PM P

Once the document has been uploaded, you can accept or reject it and route the document accordingly.

Indexing

An indexing node prompts you to enter metadata, or index values, for a workflow task. When you open
the document from the Workflow Tasks tab or an e-mail notification, the indexing viewer is displayed.
After the index values have been entered, you can accept or reject the workflow task, and it is routed to
the next node in the workflow.

E-mail Notifications

If e-mail notification has been configured for a node, an e-mail message is automatically sent to all users
assigned to the node, alerting them that a workflow task is waiting to be processed. After those users
have processed the workflow task, it moves to the next node in the workflow and the next group of users
is notified via e-mail.
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An e-mail notification can also be sent to the workflow owner each time the workflow task is routed to a
new node.

Each e-mail contains a link to the document. If the recipient is logged in to Treeno, clicking the link will
take them directly to the workflow task. Otherwise, the recipient will be required to log in to the system
before viewing the document.

This document has reached the following state in department: Main Deparfment in cabinet: Human

From: "workflow@treenosoftware.com™ <workflow@treenosoftware. com=  Add to Contacts

=t

http-/flocalhost/energie/energie php?depatment=client_files&cab=Human_Resources&doc_id=1&filelD=3&link="18wf=1

Workflow Tasks

Each user has a list of workflow tasks, which is accessed by clicking the Workflow Tasks tab in Treeno
EDM.

The Workflow Tasks tab displays all the tasks that are in your queue waiting to be processed. As a
workflow moves to a node that is assigned to you, the task is added to your tasks list. Clicking an item in
the list brings you to that folder or document on the Document Center tab. Once you process the task
and it moves to the next node in the workflow, the document is removed from your task list and appears
as a workflow item for the user at the next node.

Widhome sdmin | Main Department = Ll Sl ueiun

(ISR y-e—y-r— —r——" S, A r—r— sy s [0

Users ToDis st | Liurmem L - Ressrigres:  Auhal u Lo -
Toggle Samch | Clas Saxch Bagecom v vl |ulla]moget s ffu] W iwTed
Priomily

- w

L T Ihte e ke Mobibiad Nepartmant 1 2hanet Folder I3h/1lecimment o Wbt Mods Name

DOWORK NODE2

Smpis werifen noDE2

X} WORK NODF?

1A0V2C1D 1054:25 AM 35203 9544 Dover Hotel & Suites DO WORK. NODE2 SESNATURE Edit

DO WORK NODE2 SESNATURE

Raview INDEXING

The following table describes the primary areas of the Workflow Tasks tab:

Area Description

Users To Do List Lets you view the task lists belonging to other users. You must
have the appropriate permissions.

Reassign To Lets you reassign a selected task to another user.

Delete Selected Removes a task from your queue without processing it.

Toggle Search Displays search fields for filtering your tasks list. Click again to
hide the fields.

Clear Search Clears the filtered list of workflow tasks.

Page Size The total number of workflow items on the current page. If the

number of tasks in your queue exceeds the selected page size,
you can scroll through the additional pages using the arrow
buttons.
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Area

Description

Priority

Notes

Due Date

Date Notified

User-defined setting for the workflow task. By default, Priority is
set to 0 (High). ltems in the list are ordered by priority in
ascending order, so any items assigned a lower priority (such as
1 or 2) will display lower down in the list. To set the priority for a
task, click the Edit link.

A document’s priority is visible only to the user who set it and
does not follow the document to the next node in the workflow.

Add notes to a workflow task by clicking the Edit link.

Notes are visible only to the user who created them and do not
follow the document to the next node in the workflow.

Click the Edit link to select a due date for the workflow task.

Due dates are visible only to the user who created them and do
not follow the document to the next node in the workflow.

The date the document entered your task queue.

Department The department

Cabinet The cabinet where the document is stored.

Folder The folder where the document is stored, as indicated by the
values that have been entered for the folder’s index fields.

Tab/Document The document type tab where the document is stored, as
indicated by the values that have been entered for the
document type’s index fields.

Workflow The workflow where the document is being processed.

Node Name The node that has been assigned to you for processing the
document.

Node Type The type of action required to process the document.

Edit Opens the Edit Details for Workflow window where you can set

the task priority and due date and enter any notes.

Filtering Workflow Tasks

1. Click the Toggle Search button to display the search fields at the top of the task list.
2. Enter all or a part of the value you want to search by.

3. Click the Filter " button and select the appropriate filter operator. For information about commonly
used operators, see page 26.

The tasks that match your search criteria are displayed.
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4. To clear the search results and return to the all tasks in your queue, click the Clear Search button.

5. To hide the search criteria fields, click the Toggle Search button again.

Reassigning Workflow Tasks

The Reassign To drop-down list allows you to reassign workflow items from your tasks list to another
user’s tasks list.

Reassign to: | Select g User -

Only users with the appropriate permissions can reassign workflow tasks. The list of available users in the
Reassign To field will vary depending on your rights. If you do not have permission to reassign workflow
tasks, only your name will be displayed in the Reassign To list.

Editing Task Details

Using the Edit Details for Workflow window, you can edit the following information for a workflow task:

e Priority — A user-defined setting for the workflow task. By default, the priority is set to 0 (High).
Tasks in the list are ordered by priority in ascending order, so any tasks assigned a lower priority
(such as 1 or 2) will display lower down in the list.

e Notes — Additional information about the task.
e Due date — The date when the task should be completed.

A task’s priority, notes, and due date are visible only to you and do not follow the document to the next
node in the workflow.

1. Click the Edit link to the right of the task whose details you want to edit.

The Edit Details for Workflow window opens.

Edit Details For Warkflow With ID 258

E

Edit details for workflow with ID 258

1D 253
Priority
(0-3) 1]
Motes: This is a note.
Date Due: |1/16/2012

| Update || Cancel |

2. Enter the task priority and note details.

3. Inthe Due Date field, click the calendar icon to select the date or enter the date manually.

© Copyright 2020 Treeno Software. All Rights Reserved. Treeno Confidential Information. 76



Treeno EDM User Guide

4. Click the Update button.

Deleting Workflow Tasks

You can delete your own workflow tasks. Only your Treeno administrator can delete workflow tasks from
other users’ tasks lists.
1. Select the check box to the left of each task you want to delete.

2. Click the Delete Selected button in the top-right corner of the Workflow Tasks tab. You are not
prompted to confirm the deletion.

Reassignto: | Select o User | Delete Selected

Processing a Workflow Task

When a workflow task has been assigned to you, it is displayed on the Workflow Tasks tab. You must
process the task as directed in order for it to continue to the next user in the workflow.

1. On the Workflow Tasks tab, click the task you want to process. The type of action that is required
is indicated by the Node Type column.
The Document Center tab opens and displays the location of the selected document (either in a folder
or a document type).

Tadipna 1 DopemerLenier 3o deinoe ) Snddios dages - Seandn Hesuils
3 - _ _
SnowSeardn || CiearSeardn,  AddToder Sdleck Toiber hfon ¥ spesze W v gH)t) Fag aifsfing
Lt Maasine First Mot st OF Hirw [o—
W Sl LT Ouesaiione. Trocess Wordow
—
Workflow task for a folder
/idd Diatument Type - Unclsrcamant 3| Madical il K| Sigrad | orme X | 3
" Add Ciocuman + Pagacizs 10 w| | W[ 4] page [1Tal [0 [[ur e 1T,
-

Description

e .,
( Process Workfow )% Delcte
e " Fayesus g - E Nugui |1 wll

Ureator Ureation Llate Kire

~  October Expenze Repert

Select a File Action = Upload kiles

AN VY, 4

[[] Thumbnail File Name

TIF
» ' ong Kang Ceperacs 10-20-2011 4 admin 1/2/2012 13:02:20 AM 105168

-

S

Workflow task for a document type
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2. Click the Process Workflow button.

The Process Workflow window opens.

I% Process Workflow % = 0O X

| Accept | | Reject |

User Date MNotes Action
1/26/2012
admin  5:42:32 accepted
P
1/26/2012
admin  5:45:10 accepted
PM
Uzer
notified
1/26/2012 :hjfk;::r
admin  5:45:10 ) natifisd
-y has
entered
their todo
list

3. Enter the required information for that workflow node. For example, a signature node requires you to
accept or reject a document and enter any relevant notes. A summary of the actions already takenon
the document are displayed at the bottom of the window. See page 60 for information on different
node types.

When you are finished with your action, the window closes, and the workflow automatically moves to the
next node. The user assigned to that node receives an e-mail notification and the document is displayed
in their Workflow Tasks queue.

Note: You can also process workflow tasks directly from the Document Center tab. Click the folder or
document type that you want to process. This activates the Process Workflow button and allows you
perform the required action. Because the Document Center tab displays all the folders in a cabinet, you
will likely see documents that not assigned to you.
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Starting a Workflow

You can start a document on a workflow from the Document Center tab. Once you have triggered the
workflow, the first user assigned to the workflow task receives an e-mail notification, and the document
is displayed on the user’s Workflow Tasks tab in Treeno.

Note: You must have the appropriate permissions to start a workflow.

1. Click the folder or document type that you want to start on a workflow. This activates the Start
Workflow button.

2. Click Start Workflow.
The Start Workflow window opens.

| Start Workflow £ - O X
Start Workflow Do wWoRk -

| Start Workflow |

Selected Workflow will be applied to
folder with index values:
vaucher_number : 10760
invoice_number : 4553

vendor : Solar Solutions

amount - 520000

3. Select the appropriate workflow.

4. If you are triggering a workflow for a document type, select the Run on Full Folder check box if you
want to apply the workflow to all the files found in that subfolder.

5. Click the Start Workflow button.

The message is updated when the workflow has successfully started.
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Using the Treeno Document Binder

The Treeno Document Binder lets you select files from various cabinets in the Treeno repository and
store this custom collection in your own personal “binder”. Like an online shopping cart, the Treeno
Document Binder holds your selected items until you are ready to process them, which, in this case,
involves e-mailing or downloading the documents. This allows you to gather and distribute all the files you
need for a specific purpose, regardless of which cabinet they’re stored in.

Note: The Treeno Document Binder is a permission-based feature of Treeno EDM. Additionally, you must
have access to a cabinet in order to add any of its files to your binder.

You select a document for your binder by clicking the paperclip “icon that is displayed next to the
document on the Document Center tab.

Add Document Type Y| Ivoice X | Main

Add Document | Show Search | | Clear Search

Invoice Number

v 1554

Select a File Action » | Upload Files | Show Search | | Clear Search

File Name

El '_ #"“ Morthern Invoice, pdf

After the document has been successfully added to your binder, the paperclip is replaced with the ’3}
icon.

Your binder is always displayed at the top of the Treeno page. The number in parentheses indicates how
many items are currently waiting to be processed.

zﬂ}; Binder (1) Welcome jlabonte Logout Administration

System Search

m

When you click the Binder button at the top of the page, a window displays the current contents of your
binder. You can choose to download, e-mail the binder items as document or send as links. The following
options are available on the Download tab:

e PDF - Converts the documents to PDF format and merges them into a single PDF file.

e ZIP — Maintains the native format (TIF, JPG, PDF, Word, etc.) of each document and places them
in a ZIP file.

Both options allow you to password-protect the downloaded file.
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Clear Selected Clear All

@wmww Page size: 3 items in 1 pages
Download |—&m|-mm|-nmﬁ—|—&m+emu—|—5|em(—|—kdnc—|
) PDF ®7Ip [ Password

Mew File Mame: |Invoice | Download

The following options are available on the Email Attachments tab:

e Native Format — Attaches the individual documents in their native format (TIF, JPG, PDF, Word,
etc.) to the email message.

e PDF - Converts the documents to PDF format and merges them into a single PDF file that is
attached to the email message. Can password-protect the emailed attachment.

e Zip — Maintains the native format of the individual documents and places them in a ZIP file that is
attached to the email message. Can password-protect the emailed attachment.

Clear Selected || Clear All
I T
[T din)  pagesize:[an | 3 items n 1 pages I
T tmat T T T ]
|I=-Pownlosd ]
Recipients muliple):
[ || Select Parties
0 ¢C Myself
Subject:
[ J
Message Bod)
4
® Native Format  PDF Czip - Passwor rd
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Adding documents to the Treeno Document Binder

1.
2.

Open the cabinet that contains a document you want to add to yourbinder.

Double-click the appropriate folder so its contents appear in the lower half of the Document Center
tab.

Next to the document you want to add, click the paperclip &icon. The “icon is displayed, and the
Binder button at the top of the Treeno page shows the number of items that are now in your binder.

L Binder (4)
Repeat steps 1 — 3 to add additional documents to your binder, as needed.

When you are finished, click the Binder button to download or email your “paper-clipped” documents.

Downloading documents in the Treeno Document Binder

1.
2.

If necessary, clear the check box next to each item you do NOT want todownload.

Select the format of the downloaded documents:
e PDF - Converts the documents to PDF format and merges them into a single PDF file.

e ZIP — Maintains the native format (TIF, JPG, PDF, Word, etc.) of each document and places them
in a ZIP file.

To password-protect the PDF or ZIP file, enter the password that must be entered to access the
downloaded data.

Enter a name for thefile.
Click Download. The file is sent to your default Downloads folder.

Click OK to clear the Treeno Document Binder. Otherwise, click Cancel to leave the items in the
binder. After you clear the binder, the Binder button at the top of the Treeno page will display (0).
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Emailing documents from the Treeno Document Binder

1. If necessary, clear the check box next to each item you do NOT want toemail.

Paper Clipped Files

Clear Selected || Clear Al

FileName Created

1/6/2020 10:01:44 AM

1/3/2020 90403 AM

11/20/2019 20735 PM

Email Linkls) Aschive

Select Parties

2. Enter the email address of each person you want to send the documents to. Separate multiple email
addresses with a comma.

3. Select the CC Myself check box if you want to receive a copy of the email message.
4. Enter the subject line and message to be displayed.

5. The documents will be attached to the email message you create. Select the format of the
attachment(s):

¢ Native Format — Attaches the individual documents in their native format (TIF, JPG, PDF, Word,
etc.).

o PDF - Converts the documents to PDF format and merges them into a single PDF file.
e Zip — Maintains the native format of the individual documents and places them in a single ZIP file.

6. To password-protect a PDF or ZIP file, enter the password that must be entered to access the
downloaded data.

7. Enter a name for thefile.
8. Click Send. The email is sent using your default email application.

9. Click OK to clear the Treeno Document Binder. Otherwise, click Cancel to leave the items in the
binder. After you clear the binder, the Binder button at the top of the Treeno page will display (0).

Emailing Links from the Treeno Document Binder

1. If necessary, clear the check box next to each item you do NOT want toemail.

Paper Clipped Files

Clear Selected || Clear All

FileName

Created

< IDInvoicepdf 1/6/2020 10:01:44 AM

< Northern Invoice pdlf 1/3/2020 9:0403 AM

¢ Southem Invoice. pf 11/20/2019 20735 PM

Page size: Al ¥

mail Attachmentis) | EmailLinkis) | Archive

Expiration Date: 2020-02-04
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2. Enter the max number of downloads the recipient can access links. Note: This is defaulted to 1.

3. Enter the Expiration Date of when the recipient will have access to links. Note: This date defaults to 30
days.

4. Enter the email address of each person you want to send the links to. Separate multiple email
addresses with a comma.

5. Enter the subject line and message to be displayed.

6. The documents will be attached to the email message you create. Select the format of the
attachment(s):

e Native Format — Attaches the individual documents in their native format (TIF, JPG, PDF, Word,
etc.).

e Zip — Maintains the native format of the individual documents and places them in a single ZIP file.

7. To password-protect a ZIP file, enter the password that must be entered to access the
downloaded data.

8. Enter a name for thefile.
9. Click Generate Link.

10. Click Send Link. The email is sent using your default email application.

11. Click OK to clear the Treeno Document Binder. Otherwise, click Cancel to leave the items in the
binder. After you clear the binder, the Binder button at the top of the Treeno page will display
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Resources and Support

Treeno offers several technical support options to provide you with the help you need, when you need it. All
telephone support requests are answered in person by one if our support professionals at our headquarters
in Portsmouth, New Hampshire.

To contact Treeno Support, please call 1-800-528-5005 X1 or email us at support@treenosoftware.com
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