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WORLDOX WEB 2.0 USER GUIDE

INTRODUCTION

Worldox Web 2.0 is an Internet application server that works in conjunction with the Worldox GX4
document management system. It makes corporate documents available to authorized users over the
World Wide Web. This guide explains the features and functions of Worldox Web 2.0.

WORLDOX WEB 2.0 OVERVIEW

Worldox Web 2.0 is a unified, easy-to-deploy document management solution that works with handheld
mobile devices such as iPad and iPhone®, as well as a variety of Smartphones, and Tablets, and with
standard web browsers on notebooks and desktop PCs. It works differently depending on the device being
used, but in each case delivers powerful mission-critical features and access to your data.

On handheld devices: Worldox Web 2.0 will allow users to Find, View and Email documents and emails
stored in Worldox directly from their PC or other handheld devices. It gives mobile device users automatic,
real-time accessibility to Favorite Matters, Favorite Files, Bookmarks, Workspaces and Find Templates
which are copied directly from the user’s Worldox desktop.

Note: Worldox Web 2.0 provides the same functions on handheld devices that it does on the PC browser.
However, due to smaller screen resolutions on handheld devices, there are some differences in the way
certain menu options or file commands are initially displayed. For details, see Worldox Web 2.0 on a
Handheld Device/Smartphone.

On a PC Browser: When accessed from within a Web browser running on a PC notebook or desktop,
Worldox Web 2.0 offers a simple and modern interface. Robust commands, such as Find, View, Check Out,
Check In, Version Control, and Email are all available. As with handheld access, users have automatic, real-
time accessibility to Favorite Matters, Favorite Files, Bookmarks, and Find Templates directly from their
Worldox desktops.

Worldox Web 2.0 is the Internet companion product to Worldox GX4. It offers easy, secure access to your
documents over the Internet (support for SSL). Worldox Web allows today’s busy professionals to access
their work product remotely while maintaining the highest level of productivity independent of location.
This can be done via a remote PC browser or one of the many mobile handheld devices supported by
Worldox Web 2.0.

In simple terms, remote access to your Worldox documents — Anytime, Anyplace

Worldox Web 2.0 User Guide 4
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Worldox Web 2.0 Master Features List

Here is a list of all the features of Worldox Web 2.0. Please note that every feature might not be available
depending upon your site’s configuration or the device being used.

Features Description

Full Profile Search the DMS by Profile Fields, Doc ID, Description, Comments, Full Text and Date
Search Range information, just as you are accustomed to doing in the office using Worldox.
Quick Search Allows users to perform a quick search on a Worldox cabinet. Users can search on Full

Text, Doc ID, or Description.

Find Templates

Find Templates are customized to search specific Cabinets of the DMS.

Email Files Email files to co-workers or customers whenever necessary.

Cabinets Drill down on a folder tree consisting of Worldox Cabinets.

Favorite See the same Favorite Matters, Favorite Files, Workspaces, Find Templates, and
Matters, Bookmarks as they do within the Worldox DMS client.

Favorite Files,

Workspaces,

and Bookmark
access

Check Out Check out a document and download a copy for editing off-site. A copy of the document
is left in the DMS and marked as Read-only while the user has the document checked out
of the system for revisions.

Check In Check in documents that have been previously checked-out of the DMS for editing.
Versioning is also how supported.

Download Download a file from Worldox to your local PC. Users may also download a copy of a file
without having to check the file out if they only require it for viewing purposes.

Upload a New | Upload and Profile new documents into Worldox. Create documents off site and then

File upload them into Worldox at your convenience.

View View and print documents stored in the Worldox DMS via the web browser. All other
files are converted from their native format to HTML for viewing purposes via the
browser.

Emails stored in Worldox are also now viewable.
View Profile View the profile information of a document or file stored in the DMS.
Worldox Web 2.0 User Guide 5
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Features Description

User Accounts | Set up individual user accounts requiring a user ID and password to access Worldox Web.
Each user’s Worldox Web account can be tailored for their specific needs. Administrators
can determine which Worldox Web features each user can access.

Security Groups | Groups can be created via WDAdmin to allow or restrict features and rights while
accessing Worldox Web.

Audit Trail Utilizes the same audit trail as Worldox to log access events.

SSL Support Worldox Web can be configured to support an SSL Certificate.

End User Any of the Worldox Web end user features can be blocked or allowed by users or groups.

Features This allows you to tailor the site based on each user’s login account.

Versioning This is now supported in Worldox Web 2.0.

Multiple Proxy | For businesses with multiple locations Worldox Web supports multiple proxies for faster

Support access to each location’s documents.

DOCUMENTATION RESOURCES

You can access the latest versions of Worldox installation, administration and user guides by clicking the
Documentation link on the Worldox Knowledge Base. https://knowledgebase.worldox.com/

You can register for an account from the main page and World Software will email you a password to gain

access.

Worldox Web 2.0 User Guide 6
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WORLDOX WEB 2.0 ON A BROWSER

REQUIREMENTS

Worldox Web 2.0 is compatible with Microsoft Internet Explorer, Mozilla Firefox and Google Chrome web
browsers. For Microsoft Internet Explorer, you must use version 10 or higher.

Note: Please disable the Compatibility View from the Tools menu when you use Microsoft Internet
Explorer.

LOGGING IN TO WORLDOX WEB 2.0

1. Tologinto Worldox Web 2.0, type the URL of your Worldox website in your browser’s address bar,
for example, https://wdweb.worldox.com.

The Login screen appears.

Contimu

2. Enter the following Information:
Document Server:
Server Password:
User Code:

3. Click Continue. Progress messages inform you that your credentials are being authenticated and
that you are being connected.

Worldox Web 2.0 User Guide 7
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You also see the following options:
That’s not me. Click this to return to the original login screen.

| forgot my password. Click this to begin the password reset process. For details, see
Changing Your Password for Worldox Web 2.0.

4. Enter the User Password.

5. Click Continue. The Worldox Web 2.0 file list appears.
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Note: If you enter any information incorrectly, a red “x” icon appears next to the field with invalid credentials.

By default, the maximum number of log in tries is five (5) attempts. This is configurable in through the web
server. After the max attempts have been reached, the same invalid error will continue to be displayed even
if the correct information is entered until you reload the web page.

O-,E Logout

To log out of Worldox Web, simply click the Logout option.

Note: You will be logged out of Worldox Web automatically if you are idle for fifteen minutes or more.

UNDERSTANDING PROFILE ELEMENTS

Afile’s location (folder path) is determined by the Cabinet (known as profile group in previous versions of
Worldox) and profile field values used to identify that document.

Profile forms start with the cabinet choice (or pre-selection, if there is only one group available). Fields on
profile forms — such as Client, Matter, DocType and Typist — reflect the fields used for the selected cabinet.

Worldox Web 2.0 User Guide 8
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Use the Description field to describe the contents of the file. The description can be up to 128 characters
long. After you finish typing your file description, you can press the Enter key to add a line or lines for
additional comments. You can view comments in the file list. Comments can hold up to 5,000 characters
and are fully text searchable.

Use the Security feature in Worldox to protect the file. Examples of the types of security that can be
applied are: Hidden and Protected.

WORLDOX WEB 2.0 TOOLBAR OPTIONS

The following table describes toolbar options in the browser version of Worldox Web 2.0 and their

functions.

q Advanced Search

ﬁ Direct Access @ Upload File i Open Project O All Favorites

<
@
=
c

Description

Q Advanced Search

Advanced Search

Advanced Search opens the Search Templates dialog, where you can open a search form to
use in searching. For details, see Using Advanced Search to Find Files.

|ﬂ Direct Access

Direct Access

Direct Access is used to take a direct path to folder contents. This opens the Direct Access
form, where you enter profile field identifiers (which equate to folder locations) to see files
in that location. Using Direct Access is similar to entering Doc ID or Description information
on the Location toolbar. For details, see Using Direct Access.

& Upload File

Upload File

Upload uploads the selected file to Worldox Web 2.0 so you can add profile information.
For details, see Uploading a File.

‘ Open Project

Open Project

Open Project enables you to browse to a Worldox file link (.wdl file) that you have saved
locally to your PC, iPad or iPhone. You can then open it in Worldox Web to view the file(s).
For details, see Opening a ProjectOpening a Project (WDL File) and Opening Projects (WDL
Files) on iPads and iPhones.

O All Favorites

Favorite Files

All Favorites displays a list of the recently used files by file types (programs) and by file
action. The list reflects your activity, so, the list of Favorite Files changes over time. For
details, see Error! Reference source not found..

oX Logout Log Out logs you out of Worldox Web.
Logout
Worldox Web 2.0 User Guide 9
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WORLDOX WEB 2.0 FILE COMMAND OPTIONS

The following table describes file command options in the browser version of Worldox Web 2.0 and their

functions.

Button Command/Description
8 Downoad Download to download the selected file. For details, see Downloading a File.

Download

Preview displays the selected file in the Worldox Viewer window. Using the Viewer toolbar,
you can open the file or advance to the next or previous file on the list. For details, see

Preview Previewing Files.

Check Out checks out a file. When you check out a file in Worldox Web, it is
downloaded to your local machine or handheld device’s memory. A check mark icon

Check-out will be displayed next to the file in the list. For details, see Checking In and Checking Out

Files.

Note: If you are unable to check out a file, it is most likely because another user has
already checked out that document or because the document has had Worldox file
security applied. You cannot check out a secured, Read-only document unless you are
the owner of that file. Files that have been checked out by you have a green check mark
icon next to them. Files that have been checked out by another user have a red check
mark icon next to them.

Check In synchronizes documents that you have checked out with their network
(original file) counterparts.

Checkcin § You can choose to overwrite the original file with the local checked-out
copy.
§ Or, you can choose to make the original file the previous version, saving the
checked-out copy as the current, primary file.
§ Or, simply discard the checked-out copy, restoring full access to the
unchanged original.
For details, see Checking In and Checking Out Files.
e Profile displays the Profile window, where you can view a document’s profile information,
such as the Cabinet, location, date created, etc. For details, see Viewing Profile Information.
Profile
Email is used to email file(s), or internal Worldox links to files (WDL), directly from Worldox.
For details, see Emailing a File.
Email
Worldox Web 2.0 User Guide 10
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Button Command/Description

Delete allows you to delete a file.

Note: You can only see this option on the Worldox Web’s command menu if you have

Delete permission enabled for this feature in WDADMIN.exe.

WORLDOX WEB 2.0 RIGHT-CLICK MENU OPTIONS

In addition to using command option buttons as described in the previous section, you can also right-click
file names to select command options.

X X e |

[ @3 Sumogate Releaseg ~
Download
Preview

O @% Urgent/Confidential | Check-Out
Checl-In
Profile

| @@ Collaborative Resea Email
Delete

The following table describes right-click file command options in the browser version of Worldox Web 2.0
and their function.

Button Command/Description
Download Download to download the selected file. For details, see Downloading a File.
Preview Preview displays the selected file in the Worldox Viewer window. Using the Viewer toolbar,

you can open the file or advance to the next or previous file on the list. For details, see
Previewing Files.

Check-out Check Out checks out a file. When you check out a file in Worldox Web, it is
downloaded to your local machine or handheld device’s memory. A check mark icon
will be displayed next to the file in the list. For details, see Checking In and Checking Out
Files.

Note: If you are unable to check out a file, it is most likely because another user has
already checked out that document or because the document has had Worldox file
security applied. You cannot check out a secured, Read-only document unless you are
the owner of that file. Files that have been checked out by you have a green check mark
icon next to them. Files that have been checked out by another user have a red check
mark icon next to them.

Worldox Web 2.0 User Guide 11
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Button Command/Description
Check-in Check In synchronizes documents that you have checked out with their network
(original file) counterparts.
8 You can choose to overwrite the original file with the local checked-out
copy.
§ Or, you can choose to make the original file the previous version, saving the
checked-out copy as the current, primary file.
§ Or, simply discard the checked-out copy, restoring full access to the
unchanged original.
For details, see Checking In and Checking Out Files.
Profile Profile displays the Profile window, where you can view a document’s profile information,
such as the Cabinet, location, date created, etc. For details, see Viewing Profile Information.
Email Email is used to email file(s), or internal Worldox links to files (WDL), directly from Worldox.
For details, see Emailing a File.
Delete Delete allows you to delete a file.
Note: You can only see this option on the Worldox Web’s command menu if you have
permission enabled for this feature in WDADMIN.exe.
Add to Added Add to Added Favorite Files adds a file to the Favorites list. This option is available on the

Favorite Files

right-click menu in list views. The list on the home screen does not have this option because
it shows Favorites by default.

WORLDOX WEB 2.0 NAVIGATION PANEL

The Worldox Web 2.0 Navigation Panel enables you to access Bookmarks, Fav Matters, Workspaces,
Cabinets, and Favorite Files.
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In the following example, the Cabinets category has been selected in the Navigation Panel. You can click a
Cabinet (e.g. Accounting, Client Files, etc.) to view the relevant file list.
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WORLDOX WEB 2.0 COLUMN LAYOUT

This section describes how to add or remove columns in the Worldox Web 2.0 file lists. Click the Columns
button on the right side of the screen, above the file list.
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You can select from the following options:

I

Description

=

Doc ID

=

=l

Version

Date Created

=

Date Updated

=l

a

Comments

=

Size

Description
Doc ID
Version

Date Created
Date Updated
Comments
Size

w W W W W W W

You can click the Columns button again to hide the options.

Changing Sort Order in File Lists

1. While you are viewing a file list, click the double arrows in the column on which you want to sort.
2. For example, if you want to sort on the Description column, click the double arrows.

0 B% 2001 natural gas forecast
0 a Authorization for Agent to Consent to Medical Treatment of a Minor
B (), viotation of Law By Child

3. Adown arrow appears and the descriptions of file names appear in descending order.

Worldox Web 2.0 User Guide 14
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Description =
] (B, WsC meeting Notes
[l (B, violation of Law By Child
0 B% Urgent/Confidential to ALL ON "BLIND' LIST- Speaker(s)

4. To change the sort column or direction to ascending, click the down arrow. An up arrow appears,
and the files are displayed in ascending order.

] B% 2001 natural gas forecast
] Eﬂ, Authorization for Agent to Consent to Medical Treatment of a Minor
| @8 City of Mesa-ENA-Gas Sales Agmt

ADDING COMMENTS TO FILES

1. Toadd Comments to a file, check the box next to the file name in the list.
2. Click the Profile button.
3. Scroll to the bottom of the Profile panel.
4. Type your comments and then click Submit.
Worldox Web 2.0 User Guide 15
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Typed DT

" Listimiaa Crerel FRes SOTSI000F
Sewth by Doc il or Description - Trwrh oy Ty in Do
W Bookmaria i 3 Dt Crimtedt TLT050
Lt Opennll 11,7208
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W Fawian, ar

& Worcpa a St S350 6B
Cravmarr ey O [ATHIET)
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] R Visson of Law iy Criat OO pet 1
Submd
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5. Click the Columns button and then check Comments.

- I
Description
Doc ID
Version 7l
Date Created
Date Updated
Comments
Size

6. Click the Columns button again. The comments that you just added to the file are displayed in
the Comments column.

(=] B 001 st gm daweag BO0011ET sy A T ) Ak
o [, Wictsium of L fiy i BEONR0R gt e TR0 [ worher i LELT
'._.| ‘mummmmm GOO00aT bl ] I S
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LOADING MORE FILES IN THE LIST

When you are viewing a file list, you can select Load More to view the full list. By default, only the first
twenty available files are displayed. Your administrator can change the default number of files if necessary.

Load Mare...

SEARCH FOR A DOC ID OR DESCRIPTION

The Worldox Web file list provides a search bar where you can enter either a Document ID or Description to
conduct a search. Enter search criteria in the Doc ID or Description bar.

DoclD or Description: Q

In the following example, the word (file description) “income” has been entered into the search bar.

inco mel Q

income”.

The following example shows search results for file descriptions that contain the word

@D[Edﬂx O atvareed Searty [ Ovecr dcernn QY tpban Fite B8 Open e @ A Faveites

(0 ovme i ey iy i Acor AT 4o & Retots Fousg

o—J-— o Ja—Jo -

eyt . e Wramd  f DerCeset 8Os Updsed 8 w8

W e vEs i3

= wreer dbsen incoms Tis Soatemang [ TR AR T LT ]

Cagar
& Woriapac 4
™ 5 B bcome Staterand SO0 T ate b T AL K1
Catmmts #

(4 Favoone Fran I B 1soncr i Withaols lacoma for Chils Suppan DOOOOR ¥ pat TAOEE T PO

B income Stamemans SOCEOTER L W T 4168

If no files that match your search criteria are found, a message pops up to state that.

Worldox Web 2.0 User Guide 17
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Search by Text in Document

When you are in the Worldox Web Home screen, you also have the option to search for text within
documents. Click the Search by Text in Document radio button. Enter some text and then click the

Q,

magnifying glass search icon.

Worldox Web User Guide

research

Search by DoclD or Description

® Search by Text in Document

Q,

Any files that contain that text will be displayed in the search results. You can click the file in the list and

O Preview
then click the Preview

button to confirm that the text is in the file’s content.

O, Advanced Searct [ Direct Acoss G Uptoad Fo
W Heme Fing: Mamerresearen; g Q:-Lxm AT
:
S .
] B Collscomuive Bessarch Agreemens Snal) o0l

Collaborative Research Agreement (final)

BEENDMENT WO, 1

T

COLLARDHATIVG JSCiel AGREEMENT
BETWEEN GILEAD SUIEMCES, [NC.
AND
GLAXD WILLEOME 14C.
DATED DECEMSER 22 1997

This Amendment Mo, 1 (e "Amendment™) to the Collaborative Resdanch
Agresment sntered info a5 of the 75th day of March, 1996, (the “Onginal

Agreement”], = made by and bebwesn GILEAD SCIENCES, TNC,, a Delawars

USING ADVANCED SEARCH TO FIND FILES

i i
Worldox Web’s Advanced Search option uses search templates so you can specify text
and/or profile values for your search. Any found files then display in a list of results.

Worldox Web 2.0 User Guide
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Advanced Search
1. Click Advanced Search button to search for a file. The Search Templates dialog
appears.

Search Templates

Pleaze SELECT a search templats.

<My last search>

m | »

Client Files

Client Files with cat

" 3 3 3

Client Files\I'm the Author

Note: An icon with binoculars and an arrow ﬁ means that the search runs immediately upon
selection. Clicking one of these listings starts the search without first opening the form.

2. Click a search template. The search form opens.

Marne Comimaeits Docld
Teax in ik
Clate creensd droes b Cimte createa oo
Clane peated o L Cune upsened pac v
Cials oprened hoe L Bl opsied 1
Cligvit | Aasi .
Cllsrt 1:“:I
e @
CrecType 2
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3. Enter search criteria and/or select field codes from any tables (for example, Client, Matter, etc.).
The available search fields and order of fields will be based on the selected search template. In the
following example, the word “income” is added to the Name/Comment field as a search parameter.

Ve COmimens. . i Do
Tox in File:
3 Yeer Agn = Eedey -
3
Date upined from
Dete croabed te: e
wer L
Ol spesant o = |ETE—— =
L Moy
Cliert Files " Leax Tuesdmy
Lt Weilneaday
[Lard uﬂ i Lotk Fharreiag
Lt Fiittiy
Hatrr ﬂ‘ﬂ' st L Sacwry
§ wrr Tipreie -
Do Type: ﬂ_ﬂ

4. Scroll down the form and select Submit. The file list displays a list of any files that match the search
criteria.

Note: If there are no results that match your search query, a pop-up message will inform
you that no matching files were found. You can start a new search, modify your search
criteria, or cancel the search.

@Grldox O}, Adbeescod Suans (i irves aceems 1 QIS B copen Pecgac [ T o Lagun
1 b Cotmteiomt P it NI W1 e Pt
pnganas
= e P X [ O ==
W Bocamams oy
[aup— W =o 4 wrsms 8 peroess  serigosss § -
W Ly e Pon -
B Doy of Wecas Commract s BOOITE o I 10T Pt Ten
o iy
B Crerract foe shirs e [0 1404 e 11K YA L
N cabieens ooy
05 favomern 0y O ety ORI et AT NI o
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USING DIRECT ACCESS

Direct Access provides shortcuts to documents based on location by identifying profile field values
corresponding to the file folders in which documents are stored. Direct Access is convenient and fast. It
enables you to quickly reach document folders without searching.

In a client\matter filing system, for example, documents would be stored based on specific Client and
Matter values identified in document profiles. Using Direct Access, you enter or select Client and Matter
codes to open the folders containing documents profiled with those codes.

Direct Access uses direct folder navigation, which is more efficient than searching. This means that you can
reach files with Direct Access regardless of the status of the central index (the program that tracks Worldox-
managed files and folders).

. . . . Diirect Ac A
1. From the Worldox main window, click the Direct Access button. The Direct Access
form appears.

2. Ifyou want to change the cabinet, click the Cabinets button. If you select a different group, the
form reloads, and field choices change according to the fields associated with that cabinet.

3. Click profile field buttons to display field lookup tables so you can select codes or values.

X
Matter Matter Desc Client Client Desc
-
Misc. 5 & 5 Metal
D Lo Litigation 00043 Works
[ ocoso Ret Plan 00247 Smithtown
Administration Pediatrics
Ret. Plan Riechers,
142
D 2Ly Administration Wap2 Roger (MD.PC)
] oooo RetPlan 00179 Maxian
Administration Corporation il
Load More... Show AlL ..
Please make a selection and then dlick outside of this dialog box to continue.

Note: Field tables that have many listings provide Load More or Show All options if you need to
view more listings than the ones that are initially displayed.

Worldox Web 2.0 User Guide 21
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Note: You can also click the Favorite Matters button on the Direct Access form to
quickly access files in a certain folder.

Favorite Matters

Cilemd Fies!

CHe Figdl

Clien FRask

CHend Files!

Ciinnd Flias!

CHi Fiadl

WD DCE S

MHHH PO

DODENDT40

DHVEIO0ET

A DEROCAD

O0T1400T0

Pibase make o Seechon snd Bhea click outsids of

his digkog box 10 Contnie

4. After you select appropriate field codes for each sub-folder field for the cabinet, click Submit. The
folder you just identified opens, displaying file contents in a new file list.

© Copyright 2015 World Software Corporation®. All rights reserved.
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Q] Promimany oce [Lump Sum Rppeymest SOOO0E4E dog TR £1A0 304 430 KD
m IRtkallred i Promisiiofy hobe (hisfured) DOD00GAA dor Fl k] i e 1 KR
[‘ Aol o Bedueet DOOOO R S et R TS0t Misxn
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Worldox Web 2.0 User Guide 22



Worldox Web User Guide

Note: If you type a code that is not valid and click Submit, the field in the Direct Access form will turn red
and inform you that the code is invalid.

# Home Chreet Actess

Chient Fites

4 Cliesn Is me vmlia

d
< I

Submit

Fields will also turn red and display an asterisk if you try to submit a Direct Access form before filling in
mandatory fields.

UPLOADING A FILE

This section describes how to upload a new file into Worldox Web 2.0.

To upload a new file, do the following:

1. Click the Upload File option. The Upload File form appears.

2. Do one of the following:

§ Click Browse to find a file to upload.

Or
8 Drag a file from Worldox or Windows Explorer and drop it on to the Drop File Here field
box.
# Hame Uiplnsd Fas
e
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3. Select or fill in the following profile information. (Or you can select Quick Profiles or Favorite
Matters to automatically populate profile information.)

Cabinet
Profile Fields (for example, Client, Matter, Doc Type, Author, etc.)

Description

w w w w

Security. Choose one of the following options:
None

Checked Out

Hidden

w W W W

Protected

Note: Instead of manually filling out form fields, you can click the Quick Profile button
or Favorite Matters button to quickly populate the fields with pre-defined profile data.

e

4. Select Upload.

Worldox Web 2.0 User Guide 24
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5. A message confirms that the file has been uploaded successfully.

W Tile ang Doed (A0S 10853:80CT) DOCX - Uploaded Succeashlly

To Doc 1D; 00001262 DOCK

To Location: Chant Fies

Dascription: Tie and Deed

Secunmy:

ol

6. Click Continue. The file list displays the file you just uploaded to Worldox Web.

Worldox Web User Guide

4 of 46 Reconds Found

m| O Tiis and Dasd 061367 daee AHTRIS 127015 TFEKR
0 M Phoso DOGOL2ET doe 1242015 1S 410 KB
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OPENING A PROJECT (WDL FILE)

The Open Project feature in Worldox Web enables you to browse to an internal Worldox file link (.wdl file)
that you have saved locally on your PC or device.

Note: If you are using Worldox Web on an iPad or an iPhone, you can open the .wdl in the Worldox for iPad
or iPhone app. The Open Project feature is not yet supported on Android devices because a Worldox for
Android app must be developed in order to open .wdl files on Androids. For details about using Open
Project on iPads and iPhones, see Opening Projects (WDL Files) on iPads and iPhones.

1. Click the Open Project option. The Open Local Project form appears.

2. Browse to a Worldox file link (.wdl file) that is saved locally on your PC.

@Orldox' {:‘L Advanced Search ﬂ Darect Access q Upload Fite . Dpen Project

C}\ i deme  Dpen Local Pragect

Hurpigalion
Brewsz to 4wl Ale that yow haree 3aned Lacally on your PO or devie,
M Bookmans a3
3 s [205 10253005 095244 Change
W Fav Maters 5 >
Dptn
o Workspaces T >
W Caminpts 8 )

Oy Favoms Fiies n¥

3. Click Open. The file or files contained within the .wdl are displayed.

Q, AgvancedSearst [l Dwciacoes Q) Uplmaarie @R OpenPuoget P AllFawie  of Logew eermme. [ang Sapoine
9 i v Pt 1 P [0 10 DT LT S il T4 | T ——
- = = & = ==
W esam "%
e B b w0 meomw s vt
 hav ety LR ]
B et Do Sharif e Lisel Casde w10 O0LD ARLANT e T Lt B AILO0s LM
e Y
B Genem a3 B wwstn bt S b sowes (110 abkTuna gt BT ot} |
O Fverioe Files T il B woaidon T inmers e Unem Gesde 3 LD B I, LI R TIT.5 0
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ALL FAVORITES

All Favorites are files you have recently saved or otherwise used. Worldox Web 2.0 “remembers” and lists
up to 20 recently accessed files in each Favorites category.

. . Al Favori . . e
Click the All Favorites optlon to open a list of all favorite files.

@Dfldox L, Advarmed tearns (B oeet aress Q@ Uplra i Wl Opem Pnject W i g off Lt

miiten mak =gy {l

Sanreh by D60 i Do Seasts Iy Te 9 Document

e Rty e LF of 17 Rpcote Fiuesd

o Fies Maten (LR 3
o—Jo— [ o Ja— Jo | —

SR i Eees e _h._i o G ._.-. = e
W Cabowts o3 =T ! X = e o=
T ek o B 2001 et s b O g s L MERE
L st b it 12 Cormeet 2 Mrtast Tiew=rd of @ Hisr DOG00RET st EET T (BT
[ p——— eme——— P — - P
DOWNLOADING A FILE

To download a file from Worldox Web, do the following:

. WhLoa
1. Click afile in the list and then click the Download button.

@ Ssample Brief
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2. The Download File dialog appears.

X

Download file

Click on the link below:

iSE|m|::LJ.=.' Brief (000011 54x0).00CK

Your browser will give you the choice to either Open or 5awve it. If you choose
open, the file will be located in your temp folder (so you should immediately
save it elsewhere, e.q. My Documents).

3. Click the link to the file. A dialog prompts you to open or save the file. Choose one of those options
and then click OK to complete your download.

P

Opening Sample Brief (00001154x0).DOCX Y

You have chosen to open:
] Sample Brief (00001154x0).D0CX

which is: Microsoft Word Decument (15.7 KB)

from: https://wdweb.worldox.com

What should Firefox do with this file?

@ Qpenwith | Microsoft Word (default) A

) SawveFile

[ Do this automatically for files like this from now on.
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You can view the content of files in Worldox Web without actually opening them. You do not even need to
have the software that created those files installed.

O iew
1. To preview afile, click a file in the list and then click the Preview button.
2. The selected file then appears in the preview panel on the right side of the screen window.

Worldox
[e—
R ek Wy
W FawiMames Wy
& Workpaon LR )
B G o s
[a Farencice § LER )

R gl

O, evarnind Seareh

[ Dt remn

Sawrch by ociD or Dempipoon

W i
=3 [
O Targur firiad o0
B Sagic Commact oo
4 B tirrcgriz s e bred S dgerrras et
I Uspesiiooidestinl i ALL O BLRET LT Spsilen 500

ate Release and Hold Harmless Agreement

SURROGATE RELEASE AND HOLD HARMLESS
AGREEMENT

I, [Swirogate’s namoe] medened 10 &8 "Surogato”™), and [Suerogale's
Hushand's rarmia]. af Hushand, (rolarod 1o as "Husband™), hava applied o
, athomsry &t law 1o be considered a5 a surrogale i bead A child for [Nalurald
Fathers nama]. B i my desie io enter into the precedng fes pasd
Surogale Parenting Agreomont whaia | will b arlifcialy rgeminalod by a|°
pinyscian fof Mo poposs of hecoming (regnaid  Upsh Bis we s
Surogate and Husband will sumander our cusiody rights fo the chid
faver of [Mahural Falbers name], tha cheld's natursl and bodopical tathes
s whise necassary and pormithed by [aw, lerminabe afl areclal nghts o
I childd

I, [Surrogate’s name] Sunogebe, represenl thal | s haalhy, both
physcally and mantaly, and that | am capabds (o the best of my nowlodgo
of concetvirg and carrying & ledus 1o lesm

We, [Sumogeie’s name] and [Sumogate's Hushand's rame], &5 Sirmogate
and Husband, repeesant Bhal wa were marnad -on [Date of Marage], and
hve cohabibad logether &% man and wile Snce thal dale

W, [Sursogabe’s names] and [Suirogale’s Huishand's name] undorstand -
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CHECKING IN AND CHECKING OUT FILES

When you check out a file in Worldox Web, it is downloaded to your local machine or handheld device’s
memory. A check mark icon will be displayed next to the file in the list. All changes you make to the file will

be made locally.

When you check out a file, you are making a copy for your personal use. This personal copy is the one you
work with off-line and later check in (complete with any changes made since check-out).

If you are unable to check out a file, it is most likely because another user has already checked out that
document or because the document has had Worldox file security applied. You cannot check out a secured,
Read-only document unless you are the owner of that file.

§ Files that have been checked out by you have a green check mark icon next to them.

§ Files that have been checked out by another user have a red check mark icon next to them. A
dialog appears that informs you that you cannot check out the file if it has been checked out to

another user.

Worldox Web 2.0 User Guide
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Checking Out a File

To check out a file, do one of the following:

1. Click a file in the list and then click the Check Out button. The Check Out dialog
appears.

2. Click Check Out.

Checkout

Doc ID: 00001131 doc
Description: Collaborative Research Agreement (final)

Check-out this file?

Check Out

3. The Download file appears next. Click the link to download the file.

Download file A

Click on the link below:

iCollaborative Research Agreem 9I"ITfII"Ia|

Your browser will give you the choice to either Open or
Save it. If you choose open, the file will be located in
your temp falder (so you should immediately save it

elsewhere, e.g. My Documents).

4. The next dialog prompts you to either Open the file or Save it.

Opening Callabaratve Research Ag it fnal) (000113 L0)00C  Ea

¥aou have chasen te open:
=] Coltat e R ch Agr: it (Finall (00001 13 1w0b DT
which w: Microseft Werd 57 - 2003 Document (27.0 KB)
frome hitps/fedwebowordes.com

Whal should Firefox do with this el

& Openwith | Micreseft Woed (default) -
ave File

| [wo this gutamatically for files bioe thes feom ness on.

[Cox ] [ conce

Worldox Web 2.0 User Guide 30
© Copyright 2015 World Software Corporation®. All rights reserved.



Worldox Web User Guide

Select one of the following:
§ Open with to open the file in its native application
or

§ Save File to save the file to a download location.You can also save the file elsewhere, e.g.
My Documents.

5. Modify the file as necessary. You might need to enable editing since you downloaded it from the

Internet.
0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing
Navigation vx|1| |'1"""'E'"'l-"l"L""'LZ""L"'3'|_
Search Document PRl
FEE .

This document does not contain headings.
To create navigation tabs, create headings in
your document by applying Heading Styles.
MENDMENT NO. 1
TO
COLLABORATIVE RESEARCH AGRE
BETWEEN GILEAD SCIENCES, IN
AND
GLAXO WELLCOME INC.
DATED DECEMBER 22,1997

6. After a successful check out, a file notification is placed in the file list.
8 A notification appears under the file name: “Checked-Out by User_name”.
8 Agreen check mark icon appears next to the file name.

] @ Collaborative Research Agreement (final)

& Cheded-out by Walter Co (WDOXT)
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Checking In a File
To check in a file, do one of the following:

1. Place a check mark next to the checked-out file in the list and click the Check In Qy creccn
button. The Check-In dialog provides the following options.
8 Replace over on-line original. (Browse to the file you edited while it was checked out.)
8 Add as a new version. (Browse to the file you edited while it was checked out.)

§ Discard off-line copy and revert to original. (You do not have to upload a file in this case.)

Check-In
No fie seiected Browse

Rezplace over on-ling odginal
Add az A new wersion

Discard off-ne copy and revert to original

Suabernt

2. Ifyou select Replace over on-line original or Add as a new Version, browse to a file and then click
Submit. Then refresh your browser. The file no longer had the “checked-out” icon or status next to
it in the last. The Date Updated column is also refreshed. If you saved the file as a version, the new
version number will be displayed in the Version’s column.

X
Check-In

Coliaborative Research Ag Browse

@ Replace over on-line original
Add as a new version
Discard off-line copy and revert 1o

orginal

Submit
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How Check-Out Works with Versioned Files

When a document has multiple versions, checking out that file checks out all versions at the same time. All
versions of a checked out file are protected during the check out, and are available to other users during
that time as read-only documents. You cannot make successive versions of a document when you are
working off-line (not connected to the network). The opportunity to version the changed document comes
when you check it back in:

8 You can make any changes needed in a file that has been checked-out — off-line, locally.
8 When you reconnect to your network, you can check the file back in as a new version.

§ The changed file becomes the new version, leaving the pre check-out version unchanged.

When You Cannot Check Out a File

If you are unable to check out a file, it is most likely because another user has already checked out that
document or because the document has had Worldox file security applied. You cannot check out a secured,
read-only document unless you are the owner of that file or have been granted security rights to it.

Note: File ownership in Worldox typically moves from user to user, residing with the
person who has most recently accessed the file. Worldox Managers and Administrators
have the ability to set specific users as file owners. They can also separate full security
rights to documents from ownership. If you have any questions on file ownership, please
contact your Worldox Administrator, or call Technical Support.

Avoiding Check in Problems

Checking files out - then checking changed files back in - is an essential part of working with Worldox-
managed documents off-line (disconnected from the network on which the Worldox application runs). It is
also an essential part of working with Worldox files.

Although checking in and out files is a fairly intuitive process, even experienced users sometimes misjudge
the effect of one check-in setting. This section describes how you can avoid overwriting a file by mistake.

Check-in, check-out operations are not hard to grasp. Problems sometimes do arise on the check-in step, at
the File > Check-In dialog. This is what you see upon checking in a file that has been changed offline:

The third choice, Discard local mirror copy and revert to original, sometimes causes confusion. Some
Worldox users understand “mirroring” better than others. In essence, this choice is saying "l want to
disregard this modified version. Please overwrite it with the last version of this file that Worldox knows
about.” That last version would be the file as it was before it was checked out.

That's probably not what most users would choose to do, though it is a sensible option under certain
conditions. Some users misunderstand and select that third option (Discard local mirror copy and revert to
original), thinking that they are replacing the old, pre-check-out version with this new one. In fact, the
opposite happens, causing an unwelcome surprise.
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VIEWING PROFILE INFORMATION

To view profile information, click a file in the list and then click the Profile button.

The Profile panel opens, where you can view the Description, Doc ID, Cabinet, associated profile fields,
location, dates created, opened, updated, etc.

i

Description: AunniorTation Tor Agens 0o [onsent m
Blecical Trewtment of m Mingr

L 105 DOOCOE0 T Version.
Cabiner Deems Flies

aarch By Dacil o Detesipeian Satch by Tha i Dadane ‘TR DOIGT [Tl iy O PaCLCH
e G310 (Covnonace Rened

Do Type FUF 08 Sran filsy

Aamnear: DEMOE 11
o=
Typii DR0S 4

Listwtbon Clierst Fles BO2AT R0

m L m“ * lu-“ ‘ n e Cresed: £ 340463450
Liet Openol,
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EMAILING A FILE

1. Toemail afile, check it in the list and then click the Email button.
2. The Email panel appears. Enter an address in the To field. Optionally, add addresses in the Cc and
Bcc fields or text in the Body field.
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3. Choose one of the following Attach as options:
§ File: Use this for emails to recipients outside the firm. This attaches and sends a copy of the
entire file.

Note: When working with attachments, the message itself — as well as any changes made to the
attachment — must be saved. Even though changes in the opened attachments may have been
saved, they will be lost without actually saving the message when closing it.

§ Worldox Link (internal use only): This sends a link(s) to recipients. When the link is opened,
the network copy of the document is opened. At that point, the recipient is live on the network
and not in a temporary email attachment. After making this selection, the recipient can rename
the document if necessary.

4. Click Send. The Email panel confirms that the file was sent successfully.
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DELETING A FILE

If you have permission enabled in WDADMIN.exe for the Delete feature, you will see a Delete button in
Worldox Web’s command menu.

1. Todelete afile, check it in the list and then click the Delete button.
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2. The Delete Conformation dialog appears. It says you cannot restore the file after you have deleted
it. Check the Continue box and select Yes. The file is removed from Worldox. You will no longer see
it in the file list in Worldox Web or other versions of Worldox (Worldox Enterprise, Worldox Cloud,

Worldox for iPad, etc.).

Delete Confirmation
You are about to delete DoclD A0921495 docx. Once deleted the file cannot

be restored!

Document Desc: Employes Stock Options
Profile Group: .Word Files

Continue?
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BOOKMARKS

Bookmarks are shortcuts to frequently-used folders, Favorite File lists and previously-accessed searches.
Bookmarks are found in a list under the Bookmarks menu, and in “pinned” folders on the bookmarks bar
under the Worldox toolbar. This bookmark toolbar can expand to multiple lines to accommodate
bookmarks.
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FAVORITE MATTERS

Follow Me Favorites technology knows which files you worked on recently and then presents these choices
for quick filing and navigation. Favorite Files in Worldox are files you have recently saved or otherwise used.
The All Favorite files list is dynamic and changes as you use or no longer use certain files. As files are added
to your All Favorites list, the locations that comprise these files will now become available as Favorite
Matters. The same Favorite Matter will automatically create correlating drop folders within Microsoft
Outlook as well. Your Favorite Matters will also appear in other Worldox products such as Worldox on the
iPad or iPhone, Worldox/Web 2.0, or an MFP such as the Canon Connector or other 3" party products that
support Follow Me Favorites.
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Favorite Matters are compilations of Favorite File locations. You can view Favorite Matters in a number of
places, such as the Navigation Panel, Microsoft Outlook drop folders, and Favorite Matters tabs on certain
dialogs.
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WORKSPACES

Personalized Content for Easy Access and Sharing

My Workspaces is a way to share projects and files in Worldox, as well as an alternative for creating and
managing projects. It is accessed by clicking Workspaces in the left navigation panel.

There are three important benefits:

§ My Workspaces is a way to focus on important items — bookmarks, Cabinets, shared
workgroup files — to keep these items visible and easily accessible in the left-side panel.

8 My Workspaces is an alternative for creating and managing projects.

8 My Workspaces opens the door to workgroup sharing, via the special User Files Cabinet
that is available by default in Worldox, assuming your Administrator has not changed it.

Content eligibility for My Workspaces is based on based on Cabinet settings. One or more Cabinets at your
site may be eligible for subscription, meaning you can choose to add My Workspace links to folders,
projects, search forms and views for that group.
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Click Workspaces in the Navigation Panel. Then click a Workspace to view files contained within it.
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The Cabinets tab lists all cabinets to which you have access. Please note that Cabinets were referred to as
Profile Groups in previous versions of Worldox.

1. Click Cabinets in the Navigation Panel. Then click a Cabinet name (for example, Client Files). A
folder list appears.
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2. Click a folder name (for example, Client Files\00001) to access any sub-folders.
3. Click View Files in this Folder to view a file list.
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In the Navigation Panel, click Favorite Files. The Navigation Panel then displays a list of categories (for
example, Acrobat, Checked-Out) to which favorite files have been assigned. Favorite Files are files you have
recently saved or otherwise used.

Worldox Web 2.0 “remembers” and lists up to 20 recently accessed files in each Favorite Files category.

Click a category name to see any files that have been assigned to that category.
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USING FIELD CODE TABLES IN WORLDOX WEB 2.0

This section describes how to use field tables in Worldox Web 2.0 to return values while you fill out forms
(for Direct Access, Searches, etc.).

Field Code Table Access and Value Return

You can access field code tables from the Advanced Search templates, Direct Access and Upload Files

forms.

1. To access a field code table, click the icon to the left of the field name.

Sample Client Files v
Client: C-""’J Client
Matier: C-""” Matter
DocType: Gﬂ DocType
Worldox Web 2.0 User Guide
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2. Inthe field code table, check a box next to a value.

X
Filter Current List
Matter Matter Desc Client Client Desc
-
Misc. 5 & 5 Metal i
D om0 Litigation CerE Works |—|
Ret. Pla Smitht
[ ooo A 00247 e
Administration Pediatrics
Ret. Plan Riechers,
0000 00242
D Administration Roger (MDLPC)
[ ocoso Rer Pan 00179 Maxtzn
Administration Corporation =l
Load More... Show AlL ..
Please make a selection and then dlick outside of this dialog box to continue.

Note: Field tables that have many listings provide Load More or Show All options if you need to
view more listings than the ones that are initially displayed.

3. Click outside the dialog to view the value in the form’s field.

Client Files =
¢ oooot

2 0010

Submit

CHANGING YOUR PASSWORD FOR WORLDOX WEB 2.0

This section describes how to change your password for Worldox Web 2.0. You must receive a confirmation
email to reset a password so that you can fill in your own credentials. The email portion of the Web Server
must be configured and each user account must have an assigned email address. The screens use sample
data.

1. Access the Worldox Web 2.0 login page by doing the following:
§ Type the URL of your Worldox website in your browser’s address bar, for example,
https://wdweb.worldox.com. The Login screen appears.
§ If you are already using Worldox Web 2.0, select the Logout toolbar button. Then refresh
your browser and sign in again.

O Advarced Somch [ Dliect Arees @ Upload File M OpenProject W Al Faviatees o% Leganit
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2. Inthe Worldox Web Login screen, enter the Document Server, Server Password and User Code.

@orldox

Web 2.0

Login
@
&=
®

Remempar tfe Contlmie

3. Click Continue. The User Validation screen will load.

MDorldox

Web 2.0
Login
Please fill in your password below to login into
Worldox Web.
DEMO
alter Lx
-
LY L L
That's not me
Continue

4. Click | forgot my password to begin the password reset process.
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5. Worldox Web reset password screen appears.
6. Enter your email address in the first blank field, and then re-enter it to confirm in the second blank
field.

Login

Please fill out the form below to reset your

password.

Reset Password

7. Click Reset Password. A dialog informs you that instructions for resetting your password will be
sent to you.

Worldox Web 2.0 User Guide 43
© Copyright 2015 World Software Corporation®. All rights reserved.



Worldox Web User Guide

Note: This screen also provides the Confirmation Key that you will need in order to change your
password.

VWV

Instructions Sent

8. You must check your email Inbox for the email Worldox Web Server sent upon the request. The
Email subject is Worldox Web Password Reset. The email contains the following information:

§ URL Link to click on

§ Time limit given. You must reset your password within 10 minutes of receiving your
confirmation key. If you attempt to reset your password after that ten-minute time frame, you
will be notified of a time expiration error. If a password reset link has expired, an error message
states, “This request has expired.”

8 IP Address which requested the Email
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9. Open the Worldox Web Password Reset email and click the URL link. The Reset Password Screen is
then loaded in to Worldox Web 2.0’s browser.

Reset Password

Fiease il in a Passweed

Rave

10. Enter your Confirmation key, then enter your new password and then re-enter your new
password.

Reset Password

EEREEEE

ITITTT]

Save
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11. The new password is changed, along with a duplicate confirmation password.
12. Click Save. The next dialog confirms that your password has been changed.

MDorldox

Password Updated

Walter Ox

Password changed.
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WORLDOX WEB 2.0 ON A HANDHELD DEVICE/SMARTPHONE

Worldox Web 2.0 provides the same functions on handheld devices that it does on the PC browser.
However, due to smaller screen resolutions on handheld devices, there are some differences in the way
that certain menu options, file commands, the Navigation panel, or columns are displayed.

This section describes some differences between the screen layouts of the PC Browser version and Android
and iPad devices.

Note: If you have the Worldox for iPhone or Worldox for iPad applications installed on those devices, it is
preferable to use those applications instead of navigating to https://wdweb.worldox.com to use Worldox
Web.

In the PC browser version of Worldox Web, the screen is large enough to display the full Navigation panel,
as well as toolbar options (Advanced Search, Direct Access, Upload File, Favorite Files and Logout), and file
command options (Download, Preview, Check-out, Check-in, Profile, and Email).

Mavigation panel Tawlbar options
2 " - "
{ w i W 9 Lo
1
H
|
wpabion
R Dookmarks E ] # Fils command options
* >
4 -] - M @
L} i ]
Descripticn ' Dac I L Versia® @ Darte Croated 8 Duathe Lot @ Sire
] >
m
[ ¥
@ =
-1

Worldox Web 2.0 on a PC Browser

On iPads, Android tablets, iPhones and Android smartphones, you need to click certain icons to view the
Navigation Panel, toolbar options and file commands.
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VIEWING THE NAVIGATION PANEL ON AN IPHONE, ANDROID SMARTPHONE, IPAD,
OR ANDROID TABLET

The way to view the Worldox Web 2.0 Navigation panel is the same on all handheld devices.

The following example shows the Worldox Web 2.0 home screen on an iPad. Please note that you must
click the = (“hamburger”) icon to the left of the Worldox Web 2.0 logo to display the Navigation panel.
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The Navigation panel appears.

P T AT £ W -
& v bl con & M +

Morldox .

|

LEm—

L] st -y
- [ -
o essaos 3
B Caves »
O Pesarw i PR

If you want to close the Navigation panel, simply click the = (“*hamburger”) icon to the left of the
Worldox Web 2.0 logo again.
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VIEWING THE TOOLBAR OPTIONS ON AN IPHONE, ANDROID SMARTPHONE, IPAD,
OR ANDROID TABLET

The way to view the Worldox Web 2.0 toolbar options is the same on all handheld devices.

The following example shows the Worldox Web 2.0 home screen on an Android smartphone. Please note

that you must click the down arrow icon on the top right side of the screen to view the toolbar
options (Advanced Search, Direct Access, Upload File, Favorite Files, and Logout).

% [ wdwebworldox.com/ [

v B wdweb.worldox.com B :

Click this

@Q[[dgx Wiricome, Wadter On arrow to view @Drldﬂx‘ Whelcoshe, Walver Ty
options.
= B md
Descrigtion i Vercon® g
[ B 1
E atinn &l Laisy By Child &‘\.. Lafitan o Linwe By Child
a Hepieis far Fateenl & reis 16 Med E Pyt b € F 10 Bed|
If you want to close the toolbar options, simply click the down arrow icon again.
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VIEWING THE FILE COMMAND OPTIONS ON AN IPHONE, ANDROID SMARTPHONE,
IPAD, OR ANDROID TABLET

The way to view the Worldox Web 2.0 file command options is the same on all handheld devices.

The following example shows the Worldox Web 2.0 home screen on an iPad. Please note that you must

click the second = (“hamburger™) icon above the file list to display the file command options.

ks e 1 v, -
i eheeeh el ek e =

Qorldox

L e o L i E o

If you want to close the file command options, simply click the = (“hamburger”) icon above the file list
again.

Note: If you have permission enabled in WDADMIN.exe for the Delete feature, you will see a Delete option
in Worldox Web’s command menu.

O [ woéwebworidoxcom  [H

B Empispes Sicck Optiona
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SELECTING A ROW ON AN IPHONE OR ANDROID SMARTPHONE

Check boxes do not appear next to file names in lists on iPhones and Android smartphones. Whenever you
select a row on those devices, it is highlighted in gray.
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SEARCHING FOR DOCUMENTS ON AN IPHONE OR ANDROID SMARTPHONE

Due to the smaller screen resolution on iPhones and Android smartphones, there is no Search bar on the
Home screen. You can click the menu to use the Advanced Search option.

O B wdwebworldoweom’s [ §

Dorldox e wam o

You can also use a DoclID or Description search bar in the Navigation Panel on those devices.
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Worldox Web 2.0 User Guide 52

© Copyright 2015 World Software Corporation®. All rights reserved.



Worldox Web User Guide

COLUMN DIFFERENCES BETWEEN THE PC BROWSER AND HANDHELD DEVICES

Due to smaller screen resolutions, handheld devices cannot display as many columns in Worldox Web as
the PC browser version can.

iPads and Android tablets show the Description, Doc ID and Version # columns by default.
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Android smartphones and iPhones show the Desc and Version number columns. They also show the Doc ID
directly under the file name.
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VIEWING COMMENTS ABOUT A FILE ON AN IPHONE, ANDROID SMARTPHONE, IPAD,
OR ANDROID TABLET

Due to smaller screen resolutions, there is no option to add a Comments column in Worldox Web for
handheld devices. To view comments about a file, select the file and then the Profile file command. You can
then scroll down the Profile panel to read comments.
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THE UPLOAD FILE COMMAND OPTION ON IPHONES AND ANDROID SMARTPHONES

When you select the Upload File command option on an iPhone or Android smartphone, the Quick Profiles
and Favorite Matters options appear as tabs at the top of the screen.

01 1 wdweb.worldox.com

In the PC browser version, iPad and Android tablet, they appear as buttons on the right side of the Upload
File screen.

OPENING PROJECTS (WDL FILES) ON IPADS AND IPHONES

The Open Project feature in Worldox Web enables you to browse to an internal Worldox file link (.wdl file)
that you have saved locally on your PC or device. If you are using Worldox Web on an iPad or an iPhone,
you can open the .wdl in the Worldox for iPad or iPhone app.

The Open Project feature is not yet supported on Android devices because a Worldox for Android app must
be developed in order to open .wdl files on Androids.

Saving a WDL to an iPad or iPhone

1. Install the Worldox for iPad or iPhone app.
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2. You can open an email message with a .wdl file attachment and choose to launch it in the Worldox
for iPad or iPhone app.
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= = @ - L Cancel

Status messages confirm that you are being connected to WDWEB, rights are being checked, the
WDL is uploading, etc.

Quick Access

Worldox Navigation
o Find

.~ Direct Access

Updoading WDL
.t

| Favorite Matters
a Workspaces
Third Party

%7 Dropbox

P
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The Worldox for iPhone or iPad app opens the WDL and displays the files contained within it.

Project: C:\USERS\INDEXE...
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Opening a Project in Worldox Web

1. Select the Open Project option on the toolbar options drop-down list.
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Morldox

Direc

$ Upload File

Search by DoclD or Description

Search by Text in Dq

Open P
# Home
All Favorites
— Logout
—
Worldox Web 2.0 User Guide 57

© Copyright 2015 World Software Corporation®. All rights reserved.



Worldox Web User Guide

2. The Open Local Project form appears. Browse to a Worldox file link (.wdl file) that is saved locally
on your iPad or iPhone.

Locations Google Drive

¥ My Drive
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3. Click Open. The file or files contained within the .wdl are displayed.
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LANDSCAPE NOTE FOR ALL DEVICES

As with most mobile applications, you can view Worldox Web in landscape or portrait modes on your
handheld devices.

The following example depicts Worldox Web in portrait mode on an iPad.
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WORLDOX WEB 2.0 ON A SONY DIGITAL PAPER DEVICE

Digital Paper from Sony, in conjunction with Worldox Web, gives you the power to annotate, share, and
save your documents from a handy device that’s light enough to carry anywhere.

Worldox Web 2.0 provides the same functions on the Sony Digital Paper device that it does on the PC
browser. However, due to the different screen resolution on the Sony Digital Paper device, there are slight
differences in the way that the Login screen fields, Navigation panel and long file lists are displayed.

Note: The Worldox Web user interface is only displayed in portrait mode on the Sony Digital Paper device.
You cannot rotate the screen to landscape mode.

LOGGING IN TO WORLDOX WEB ON THE SONY DIGITAL PAPER DEVICE

The Worldox Web Login screen on the Sony Digital Paper device includes all four login credential fields that
you need to populate in order to gain access.

Document Server
Server Password
User Code

§
§
§
§ Password

L VY,

Login

Continue
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The PC browser version and handheld devices show only the Document Server, Server Password and User
Code fields on the initial Login screen. You must click Continue to access a second Login screen where you

can enter the final Password.

Login

VIEWING THE NAVIGATION PANEL ON A SONY DIGITAL PAPER DEVICE

To view the Navigation panel on the Sony Digital Paper device, click the = (“hamburger”) icon to the left
of the Worldox Web 2.0 logo.

& UWorldo
Nawvigation
L 3 "
w -y V) = A
- ¥ ¥ ba
L] >
>

If you want to close the Navigation panel, simply click the = (“hamburger”) icon to the left of the
Worldox Web 2.0 logo again.
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VIEWING LONG FILE LISTS ON THE SONY DIGITAL PAPER DEVICE

To view long file lists on the Sony Digital Paper device, click the page number links at the bottom of the
screen.

[ client Files\00042 - fAcme Manalaciunng) i Vi Fules in Polkder

[ clent Fles\D00A3 - (5 & 5 Mefal Woiks 8 view Files in Forder

[ client Files\00048 - (Keeler, Robwrt A [l M View Files i Folded

[ Chent Files\DOOG0 - (WSC Corp i View Files in Folder
| B !

When viewing long file lists on the PC browser version and handheld devices, you must scroll to the bottom
of the screen and select a Load More option.

LAUNCHING WORLDOX WEB BY DEFAULT ON THE SONY DIGITAL PAPER DEVICE

-
™ -

WWWw

When you initially use the Sony Digital Paper device, the Browser Browser jcon is displayed on the left

side of the home screen. To change this icon to the Worldox Web icon and to use Worldox Web by default,
do the following:

1. Inyour Sony Digital Paper’s home screen, select the Browser icon on the left side of the screen.

&
™ -

WwWw

Browser

2. After the browser opens enter the URL for Worldox Web.
3. Press the Menu button on the bottom of the Sony Digital Paper device.

4. Select the Worldox Web address displayed in the URL address field at the top of the browser’s
screen.

5. Select the browser’s Settings button on the lower right side of the screen.
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Settings

6. The Settings screen appears.

7. Choose the Set Home Page option. Ensure that the URL for Worldox Web is in the field. If not, type
it in manually. Then select Use current page and click OK.

-gi-bin/WDWEBCGLEXE?LOGON- Himi=/dpLogin.htm

Use current page Reset to default

8. The default Browse Home button is changed to the Worldox icon. When you select it from the Sony
Digital Paper device’s home screen, Worldox Web will automatically be launched in the browser.

Block Pap-up Wingrws v
Load Images _ ™
Auto-fit Pages TeE,
Browse Home Worldox
Enable Javascript B
The: *Browse Home" button on 1he Home scrson now
S5et Home Pagl‘;‘ appears as the "Waodldax” button
i B /ety Wi ealon Com 448
oK
Page Information
Twacy et
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Advanced Search option, 9
All Favorites option, 27
Bookmarks, 37
Cabinets, 8, 39
categories of Favorite Files, 40
Check-in option, 10, 11
checking in files, 29, 32
checking out files
avoiding errors, 33
errors, 33
checking out files, 29, 30
Check-out option, 10, 11
columns
changing, 13
sorting on, 14
viewing on handheld devices, 53
comments
adding, 15
viewing on handheld devices, 54
deleting files, 36
Description
searching, 17
Direct Access option, 9, 21
document IDs
searching, 17
documentation, 6
Download option, 10, 11
downloading files, 27
drag and drop option for uploading files, 23
Email option, 10, 11
emailing files, 34
errors
avoiding when checking out files, 33
checking out files, 33
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Favorite Files
listed by category, 40
Favorite Files option, 9
Favorite Matters, 37
field code tables, 40
file command options, 10
right-clicking, 11
viewing on handheld devices, 50
file lists
sorting, 14
viewing on handheld devices, 62
files
accessing directly, 21
accessing most recent files, 27
adding comments, 15
checking in, 29, 32
checking out, 29, 30
checking out versioned files, 33
deleting, 36
downloading, 27
dragging and dropping to upload, 23
emailing, 34
finding, 17, 18
loading, 17
previewing, 29
uploading, 23
finding files, 18
forms
populating, 40
handheld devices
column layouts, 53
searching for documents, 52
selecting a row, 51
using the Upload File option, 55
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viewing comments about files, 54 Sony Digital Paper device, 60
launching Worldox Web by default, 62

logging in to Worldox Web, 60

viewing the file command options, 50
viewing the Navigation panel, 48, 61
viewing the toolbar options, 49 viewing long file lists, 62
Knowledge Base documentation repository, 6 sorting file lists, 14
Load More option for field code tables, 21, 41 text

loading more files in the list, 17 searching, 18
Logging in to Worldox Web, 7 toolbar options, 9
from the Sony Digital Paper device, 60 viewing on handheld devices, 49

logging out of Worldox Web, 9 Upload file option, 9

Logout option, 9 using on handheld devices, 55
Navigation panel, 12 uploading files, 23

viewing on handheld devices, 48, 61 versioned files
Open Project option, 26 checking out, 33

on an iPad or iPhone, 55, 57 viewing files, 29
password WDL (Worldox file link), 26

changing, 41 opening on an iPad or iPhone, 55, 57
Preview option, 10, 11 Workspaces, 38
previewing files, 29 Worldox

profile elements, 8 documentation, 6
profile groups Worldox Web
see Cabinets, 8, 39

Profile option, 10, 11

browser version, 7
changing your password, 41

profiles, 34 features list, 5
projects file commands, 10
opening, 26 right-clicking, 11

opening on an iPad or iPhone, 55, 57 launching by default on the Sony Digital Paper

right-click file command options, 11 device, 62

row selection on an iPhone or Android
smartphone, 51

searches, 17, 18
on an iPhone or Android smartphone, 52
Show All option for field code tables, 21, 41
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logging in, 7

logging in from the Sony Digital Paper device,
60

menu options, 9
using on a Sony Digital Paper device, 60
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