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Starting Sohodox

Click on Start> All Programs > Sohodox or double click Sohodox icon desktop to run Sohodox.

Login as Superadmin.

Username: superadmin

Password: superadmin

v User: Super Administrator
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SohodoxInterface

The Sohodox Main window is divided into four main parts...

1. Ribbon bar

2. Navigation Pane
3. List View Pane
4

Details Pane

1. RIBBONBAR

Sohodox - Sample DB.gxdb o= i S

L] User: Super Administrator

£ 1 e B N RN e

New Scan AddFrom [ Open Delete || Print  Export E- Fax Assign Layout Refresh

S T —

| I

Sohodox user interface is similar to the familiar MS Outlook user interface. The menus are replaced
with the Ribbon bar. The Ribbon bar is divided into tabs (Home and Tools), which group related

features together. This makes all important tools and features of Sohodox very easily accessible.

The Ribbon bar can be minimized by right clicking on the Ribbon bar and selecting the Minimize the

Ribbon option. You can also double click the ribbon bar tabs to minimize it.

Sohodox Button: use the Sohodox button to login and logout of

Sohodox. You can also access the Options window from here.

SohodoxButton
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2. NAVIGATION PANE

Workspace « [ The Navigation pane gives you quick access to all items that you will need

E] Al Documents | to work with (e.g. All Documents, Folders). The Navigation pane contains
Private Folders

Public Folders navigation groups (e.g. Workplace, Settings) which in turn contain

¢ Tags navigation items (e.g. All Documents, Private Folders). Selecting a

>+ Document Types

navigation item displays the related information in the list view. The

Navigation pane appears on the left side of Sohodox window.

The Navigation pane can be minimized by clicking the Double Arrow on the

top right corner of the Navigation pane.

[/ Workspace

—_a?i Settings

1%

Navigation Pane
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3. USTVIEWPANE

This pane lists (displays) multiple documents at a
time. At a time, 50 documents are displayed on the
List View pane. To view more documents use the
Navigation buttons below the List View pane. The
order of the columns in the List View pane can be
changed by dragging the column header and
dropping it to the position you want. To remove a
column from the List View pane, right click the
olumn header and deselect the column from the
column list. Click the column header to sort in the
ascending or descending order of values in that

column.

Quick Search: use the Quick Search box to
find documents quickly. When you move your
mouse arrow on the Quick Search box, it will show
you the fields that are going to be searched. Type
the document name or part of the document name

and hit Enter to find that document.
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List View Pane

Advanced Searchuse the Advanced Search to narrow down the search results and to make it

more specific, by adding conditions to your query. Click the double arrow besides the Quick Search

box to display the Advanced Search pane.

E.g. Lets say you want to view all documents added by John on December 10 2007. By using the

query below you will get all the documents added by John on December 10 2007...
Documents o =|| search Decuments |é:}'| x
Owner Equals to John [Owner ~| [Equal to - |Jnhn v| B
Added On 12/10/2007 | [4éesOn | [on | [12-102007 " &)
[ Search ] [ Clear ] [ Saveas... ] |I'\l'|atch all conditions v|

Copyright © ITAZ Technologies Pvt. Ltd.

Advanced Search Pane

Pageb

dox



dox

4. DETAIL$ANE

This pane lists a single item at a time. When a document is selected in the List View pane its
information is displayed in the Details pane. On the left of the Details pane there are tabs, which
display, the information/properties of the selected item. The Annotation toolbar is on the right and the

Image toolbar is at the bottom.
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Managing Your Documents

In Sohodox you can manage your documents using any of the following methods...

1 Folders
1 Tags

T Document Types

You can also use a mix of the above methods.

Folders: This is the simplest and easiest way of managing your documents. You can create a
folder hierarchy and then place the documents in the appropriate folders. You can also import your
existing folder structure from Windows Explorer by dragging and dropping the folder structure onto a
folder in Sohodox. The dropped folder, all it's sub-folders along with any files in them will get added to
Sohodox. The folder structure in Sohodox is stored inside a database. Therefore viewing folder

contents, moving documents between folders or moving folders themselves is very fast.
There are two types of folders:

Private Folders: Any folders and sub-folders a user creates under the Private Folders
node are termed as that user's private folders. Each user has her own set of Private Folders
which are not visible to any other user (except the superadmin). Any documents you add to a
private folder are considered private documents. Private documents are not visible to other
users (except the superadmin). Also you are set as the owner of any documents you add. An

owner of a document can modify or delete that document.

You can change ownership of a document, by assigning the document to another user. In this

case the document becomes the other user's private document and is no more visible to you.

Public Folders: You can make a document public by moving it from your private folder to
a public folder. Any folders and sub-folders a user creates under the Public Folders node are
termed public folders. Public folders are visible to all users. Any documents you add to a
public folder are considered public documents. Public documents can be viewed and modified
by any user. Public documents can only be deleted by the owner of the document (or by the

superadmin).

Any public document that you own, can be made private again by moving it to any of your

private folders.

Documents you directly add to the All Documents node, a Tag node or a Document Type

node are considered your private documents
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Tags Tags are keywords that can be attached to documents. You can attach multiple tags to each
document. Tagging is a quick way of indexing your documents. Documents can be searched, sorted

or grouped based on their tags.

In a lot of situations you will find just using the combination of Folders and Tags to be a very powerful

way to manage your documents.

Document TypeSZDocument Types allows you to use a more structured approach to manage
your documents. Using Document Types, you can store specific indexing information with each
document (for e.g. store Invoice Number, Invoice Date, Invoice Amount with each stored Invoice and

store Sender Name, Date with each stored Letter).

The main advantage of this approach is that detailed information about each type of added document
can be captured by creating very specific data fields. Doing this also increases the number of ways

you can look for documents.

Sohodox ships with a few Document Types built-in such as Invoices, Checks etc. ready for your use.
If required you can easily modify these Documents Types by adding additional indexing fields or
removing any existing indexing field. You can also delete any of these Document Types if you do not
intend to use them. You can also create entirely new set of Document Types more suited to the type

of documents you wish to manage.
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Working with Documents

When you start Sohodox, the default node selected is All Documents. You can change the default

node that is selected on start-up from the Options window (Sohodox button > Options).

The All Documents node displays all documents that the currently logged in user is allowed to view.

At a time, 50 documents are displayed in the List View pane. To view more documents use the

navigation buttons at the bottom of the List View pane. To view documents as Thumbnails click the

Views button that is located towards the left of Search box and then choose Small Thumbnails,

Medium Thumbnails or Large Thumbnails (thumbnails are only displayed for image files). Select the

List View option from the Views drop-down to view documents as a list.

I )

w4 =

- Sample DB.gxdb

o5

L] User: Super Administrator

Fage: 1 of 10

1 of 35 selected

Fage: 1 of 6

Copyright © ITAZ Technologies Pvt. Ltd.

Mew Scan  Add From Open  Delete Print  Export = Assign Refresh
< Disk ~ < > 4 mail
¢« | Documents olel @:h Documents A ¥ g
Workspace aa |t;’3 | ¥ itle: Agreement . 'Tags: >
E] g —
Private Folders “ [
vate o A
Page: 10f 1 Click here to view documents
Public Folders - . O
as Thumbnails
. Tags = @
) ACME Corporation
| Document Types
5 Saved Searches T 1% DECE OF BARTHIRSIIE = mage ol cn tris. day of.
Mis A8 Co. ot L. a Company regsierd undsr the Compariss &, 1656, ]
ard baving s regietered oFise . Peisiralier efenec o 3 te, Paty of Die 2
Fist ot s Ws X ¥ 2.8 Co 8 Somipany Tegnened Waoar < seld et and =
ARy b rmgend offion @ hersinattar reftrnd e as fhe Sary o o Job
ocone Fat —
WHERS ik partes of tae Firel Part and o lhe Seseed Parl are, ..'
arder e teepelive e of Aseccalion, eriled b sy o e 2
Page: 10f 5 Page: 10f 6 anainees af prosusing sleclully and UpEAng te aaine s any area, i
P AR WHERESE berh fhs Samhics o dhe kst San and Szcone Far e

arbhed 4 Grear Rk Rarrarship = B 3y QErEar ar permens induding & cempany
far camying or fhe usiness aurhorzed by cheir respestive Kemorzur of

Assccizzan,

AND WHEREAS L parlice Paielo eve aroposed (6 esl Jp in juint
SOl AEATANGA A FIRM 16 prodles S e SLEFY 116 5amE 1 Me kwn of
ard to znablc: fham A poal fogerbar sher INEnees ard desanical Grpariss iy
s tharckars araposcd ta etler T @ aatnzrEhA.

Use the navigation buttons to
go to the next or preious page

obbined cenws of perniseizn of e

< Lhe gsidd o,

osed o eater i i daed o
ibans agrees upar berecen he

HOW T 1% AGRECD I AND SCTWEEN T2 PARTIES HERETO A2

ety 2 -|[lE e e b e S

Page9

dox



sohodox

Document Details [pane Details of the document selected in the List View pane are displayed
in the Details pane. You can also double-click any document in the List View pane, to open it in a

separate window called the Document Details window.
Documents
Navigation buttons
Documentname

Annotation toolbar

Indexing Information

Image toolbar PagesNavigation
buttons

The Details window has the actions toolbar on top, towards the right is the Annotation toolbar and at
the bottom is the Image toolbar. The document title is displayed in the Title box. Modify the text in this
box, to change the document title. Multiple tags can be added to a document by typing them into the
Tags box (separate each tag with a comma). You can also remove existing tags using this box. Use
the Navigation buttons on the top right corner of the Details window to go the next or previous
document. Use the Navigation button on the Image toolbar to navigate between the pages of the

document.
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