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Introduction

Thank you very much for subscribing to “PROCENTER SaaS” provided by NEC. Please read through

this manual before first attempting to use the Service.
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Preface

This manual provides operation instructions for users of PROCENTER SaasS.

This manual is organized into the following chapters.

Chapter 1 Overview of PROCENTER SaaS: Describes the overview of flow to manage data in this
Service.

Chapter 2 Login / Logout: Describes how to log in to this Service and log out from this Service.

Chapter 3 Setting of display: Describes operations of initial screen after log in to this Service and
menu.

Chapter 4 Data Operations: Describes the procedure of various operations including creation,
reference, updating, and deletion about data in this Service.

Chapter 5 Search: Describes how to search for data and users / groups in cabinet.

Chapter 6 Access Control: Describes permission levels and permissions which added to data.

Chapter 7 Useful Tips: Describes some usages, for example ‘show e-mail’ and etc.

Chapter 8 Others: Describes management of versions, Recycle bin and BBS.

Refer to administrator manual for function / operation description about CA (cabinet administrator)

who manages a cabinet in this Service.

All Right Reserved Copyright NEC 2025 -8-
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Chapter 1  Overview of PROCENTER SaaS

1. About PROCENTER SaaS
PROCENTER SaaS (following, "this Service") is a web application Service which offers various
functions for managing documents. This Service is based on “PROCENTER/C” software product
to enable controlling distribution / duplication of documents with keeping rules of preservation

and disposal strictly.

2. About PROCENTER/C
PROCENTER/C offers new functions of displaying important documents clearly, promoting
documents disposal and arranging documents in addition to the general functions of document
management such as version management and access control.
Using these new functions, documents distribution/duplication will be controlled, some rules of
preservation and disposal will be kept strictly and good use of documents can be promoted.
Furthermore, for example PROCENTER/C enables users to manage scattered documents in some

storage totally, it improves operation efficiency and reduces of IT infrastructure cost drastically.

3. Use image of this Service
In this Service, we offer a new cabinet per contract. Through the Internet, you can freely access
and use a cabinet that you belong.

There are two types of users, Cabinet Administrator (CA) and general user.

| PROCENTER Saas$ —
Cabinet A
Users of
Cabinet A {Role)

- Creation and management of user
(ID and password issue)
- The whole cabinet management

pE)

(General | (Role)
User -Data operation, search

o | CabinetB | |CabinetC| | CabinetN |

)0~

In addition, the system requirements of this Service is as follows. Be sure to confirm before using.

0Ss Microsoft Windows 11

Browser Microsoft Edge

%  When using Edge, be sure to perform "Before using Edge" in the appendix.

All Right Reserved Copyright NEC 2025 -9-
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Chapter 2 Login/ Logout
2. Login
1.1 Login (No "TOTP authentication")
Log in to this Service is as follows.
1) Access to this Service (https-/procenter-global.com/procenter/?tenant=XXXXX)by web browser,

then “Login screen” is displayed.
2) On the login screen, input [Login ID] and [Password].
3) Click [Login] button.
® Inputted password is displayed by sign of black circles.

Please specify Login ID and Password

Login I
Password
| Option

Language can be set up by [Optionl.

® In standard, it is set as same setting of a browser.

a| AFialy
=:5: English v
H=+5E
English
[T‘éjf$EPI{
SRR

3) When Login ID and password which were inputted are right, a main screen of this Service is

displayed.

— —Notes——
When Login ID and password are unknown, ask CA (Cabinet Administrator).
URL of access place differs for every cabinet. When you unknown, ask CA.
User account is locked when it does not log in for 180 days.
User account is locked similarly, if user does not log in for 180 days after user creation.
User account is locked if you mistake login processing 5 times continuously.
Although locked account by 5 times login processing mistake is canceled automatically, it

takes 15 minutes.

All Right Reserved Copyright NEC 2025 -10 -
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1.2 Login ("TOTP authentication" available)

121 What is "TOTP authentication function"
This is a function that uses "TOTP (Time-based One-Time Password) Authentication" to allow
login with a one-time password.
By enabling the "TOTP function", multi-step authentication using a one-time password is
required when logging in to PROCENTER, in addition to authentication using normal user 1D
and password and TP address restriction.
By entering the password displayed on the smart device on the PROCENTER authentication
screen within the expiration date, the password is checked against the password calculated

and generated by the PROCENTER side, and if it matches, login is successful.

Private Key Time

O .

=12345

PROCENTER
.0
*123456

Private Key Time

O

All Right Reserved Copyright NEC 2025 - 11 -



PROCENTER SaaS User Manual

1.2.2 Preparation in advance for using "TOTP authentication"
For "TOTP authentication", it is necessary to install an application capable of TOTP
authentication on the smart device owned by each user in advance.
You must install one of the following authenticator apps.
*  Microsoft Authenticator

*  Google Authenticator

€ Download "Microsoft Authenticator "
https://www.microsoft.com/ja-jp/security/mobile-authenticator-app

€ Download "Google Authenticator"

https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2

€ The setting to enable "TOTP authentication" is made by the cabinet administrator.

1.2.3 How to log in "When TOTP authentication is enabled"
1) Access the login URL (https:/procenter-global.com/procenter/?tenant=XXXX) with a web
browser and display the login screen.
2)  On the login screen, enter [User ID] and [Password] and click the [Login] button.
3) The QR code display screen is displayed. (3% Only for the first time.)

[QR code display screen]

QR code display

Please read the QR code below on your smart device

If vou can't read the QR code

Go to the authantication screen

4)  Use the smart device's authentication app to scan the QR code.
% Do not use the camera app of the smart device to read the QR code.

Please be sure to start the authentication application and read the QR code.

All Right Reserved Copyright NEC 2025 -12 -
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[When reading with "Microsoft Authenticator"]
@ Press the + button.

!l docomo & \ 14:26

= Authenticator

Azure AD
username@nec.com

@ Select "Other".

10:44

£ Add account

What kind of account are you adding?

. Personal account

‘.. Work or school account

Other (Google, Facebook, etc.)

@ Scan the "QR code" of your web browser.

10:45

Scan QR code

Your account provider will display a QR code

Or enter code manually

All Right Reserved Copyright NEC 2025 -13-
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5) After reading "QR Code" is completed, select the [Go to authentication screen] button.

QR code display

Please read the QR code below on your smart device

Go to the authantication screen

[ If you can't read the QR code

6) After entering the one-time password displayed on the authentication application on
the smart device side in the input field on the one-time password authentication
screen, click the [Authentication] button. If the one-time password you entered

matches, log in.

T TET ¥5 One-time password authentication

= Authenticator

Do @
@ PROCENTER SaaS
———)

PS » o | Authentication
- '

Enter one-time password

124 Reset of "TOTP Authentication Use"
The QR code reading screen is displayed only when you log in for the first time after setting
TOTP authentication enabled.
If you need to re-read the QR code, such as when changing your mobile device or if you want to
re-read the QR code from the app, please ask the cabinet administrator to reset the TOTP

authentication.
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3. Change Password
You can change password by the following procedures.
1) Click [Change password] of “Management Menu tab”, then “Password change screen” is
displayed.
2) Input [0ld password] and [New password].

3) Input into [Confirm password] same character string as what was inputted into [New

password].

NEC

£ advanced search  Logout

Main Manu Management Menu System Management Menu Release Management Menu User name: admin

User/Group Management Numbering ledge] Change password HRecycle bin Version Operation log Big file transfer

Tree view Rl ¥

LT 2ll= Change password Eh?
= L[ElAAA Corporation
@[ | .contig
() Test
[ Test2 Qld password
New password

Confirm password

5) Click [OK] button, then password is changed.

® You can use new password from next login.

——Notes——
» It is necessary to specify the password 12 characters or more and 16 characters or less.
» It is necessary to specify the password including a number as a password.
» It is necessary to specify the password including a symbols as a password.

» When not changing the password for 182 days, the dialogue for password change request is

indicated at login.

4. Logout
Log out from this Service as follows.

1) Click [Logout] button in menu of screen.

Uzer name: General user NEC

[CiMamesSearch F advanced Search' Logout l

Ak

——Notes——

* When there is no access for a while after login , logout processing is performed compulsorily.
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Chapter 3 Setting of display
3.1 Initial screen operations
After Login, a initial screen opens. (Refer to "2.1 Login" about login.)
The initial screen consists of the following areas.

1. "Menu display area"

" 3 "
2. "Tree display area
" 3 "
3. '"Property display area
" - 1 n
4. "Information display area
" 3 1 n
5. "Main display area
Main Menu hfanagement Menu Relesse Management Menu User name: User3 NEC
Recently referred Expired soon(0) Draft data Unapproved datal0) User Manual 1 IDMameSearch | Advanced search | Logout
Tree view 4 | Information 22
Folder 2 #l 4 | o TFRIER B e2e H) 00000600 FET —EASE 3233:‘3‘-140?:’-)7\#&%0)?:5?)
j|\|;_'JAAA Corporation [Mairtenance information] Dete: Jun. 2400Mon) 00:00 to 06:000JST) Influences: Service will stop temporarily. Resson: Server maintenance
= Test Folder details (Test) 22
H [ ] Tests
B (0] Test2 I AAA Corporation f Test
: 1 N 2alprocenterm.doylenant= I=
R URL: hitt:ir10.26.187.25i terim.do?h t=58998i=861876
Operation * | Select all Unselect all Create Folder DCreate File Incremental Search yel
D Mame - Impart...  Usele.. Owner Modifier
861896 Tests 1] aclmin acdmin
=z B & BE1ETE Ry i} aclmin acdmin
X B & BE1897 ) 10 pp7 1} acimin acmin
= B BE1093 B 1oun i} acimin acmin
651893 o aclmin acdmin

0 Document Management Service

i

Bookmark

Search folder

B[] 5
-

i

Cahinet

Properties
Show properties 039 selected data

4 | [

&

Page 1 of 1

3

Dizplaying 1 -5of 5

1:Menu display area

: Menu display area has [Main Menu] tab, [Management Menu] tab and [Release

Management Menu] tab, and menu which corresponding to authority is displayed. Also,

this area contains . . . ____ ____ . ___ . _____lsearch] button, and [Logout] button.
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(Refer to “3.1 Initial screen operations”, “5.1 Search of data”, and “2.3 Logout” for each
details.)

2:Tree view area

: Tree view area contains [Folder] tree, [Bookmark] tree, [Search folder] tree, and

[Cabinet] tree. (Refer to “4.3 Selection of data” about the operations of tree. Refer to term :

“Cabinet” About cabinet.)

3:Property display area

: Property display area displays property information’s for selected data.

4:Information display area

: Information display area displays messages of maintenance information, and so on.

5:Main display area

: Main display area displays a screen corresponding to function being used.

3.2 Switching menus
Switch between Main Menu and Management Menu.

® [Main Menul] appears immediately after login.

Main Menu
: Click [Main Menu] in menu tab of the screen.

In the [Main Menul, there are following five menus.

[Recently referred]
[Expired soon]
[Draft datal
[Unapproved datal
[

AN NN

User Manual]

2 9

(Refer to “4.18 Reference of data accessed recently”,” 4.18 Reference of data expired soon”,
“4.20.7 Reference of draft data list”, and “4.20.8 Reference of unapproved data list” for each
details.)

Main Menu Manzgemernt Menu Relezase Management Menu User name: Users

Recently referred Expired soon{0) Draft data Unapproved data(0) User Manual IDmameSesrch F| advanced search

All Right Reserved Copyright NEC 2025 =17 -
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Management Menu
: Click [Management Menu] in menu tab of the screen.

In the [Management Menul], there are following five menus.

v [Numbering ledger]
v [Change password]
v [Recycle bin]

v [Version]

v [Big file transfer]

(Refer to “4.19 Numbering”, “2.2 Change Password”, “8.2 Management of Recycle bin”, and

“8.1 Reference of version information” for each details.)

Pelzin ker Management Menu Releaze Management Menu User name: Users

Murnbering ledger Change password Recycle bin Wersion Big file transfer IDmameSearch

Release Management Menu
: Click [Release Management Menu] in menu tab of the screen.

In the [Release Management Menul, there are following two menus.

v [Inbox]
v [Outbox]

(Refer to “4.25 Release management menu” for each details.)

hizin henu hlanagement hen Release Management Menu User name: User3

Inbox Outhox IDiMameSearch
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Chapter 4 Data Operations
1. What is data?
There are four types of data that can be managed by this Service: "Folder", "File", "Website", and
"Shortcut".
Meanings of them are following.
* Folder
: Refers to that data which is used to organize multiple items of data used with this Service.
It is same image as folder of Windows.
* File
: Refers to that data which is assumed to be used for managing files created by
applications, such as document files and spreadsheet files. It is same image as file of
Windows.
* Website
: Refers to data that is assumed to be used for URL management.
* Shortcut

: Refers to that data that provides a shortcut to other data being managed by this Service.
Shortcut has its own properties that are independent of entity data of link source. It is
same image as Shortcut of Windows.

All data has common basic properties as follows. In addition, each data type has its own properties.

(Refer to “4.9 Reference/edit of properties” about setting of the properties.)

Property Description Supplement

ID( Indispensable ) ID number of data managed in this Service. It is
a numerical value automatically assigned by

Service.

Name( Indispensable ) | Name of data. Up to 256 characters.

It is inputted at the time of registration /

updating of data.
Owner Name of user who created data. You can select
(Indispensable ) “Owner” at the time of registration / updating of

data. “Owner” can change “Access control” of

data and transfer ownership to another user.

Created Date and time when data was created.
(Indispensable )

Modifier Name of user who updated data.

(Indispensable )

All Right Reserved Copyright NEC 2025 -19 -



PROCENTER SaaS User Manual

Modified Data and time when data was last updated.
(Indispensable )

Use Level Number of times data was operated by users with
(Indispensable ) "Access control" within last six months.

Expiration Date Data expiration date (arbitrary).At the time of | If the date is near,
data registration / updating, you can set up in the | data will be
form of date (year-month-day). displayed

automatically on
"Expired soon" list.
Description Description of data (arbitrary).
Up to 256 characters.
Remark Remarks of data (arbitrary).
Up to 256 characters.
Importance Importance of data (arbitrary).You can select
importance from the following.
v" "None"
v" "Reference"
v" "Confidential"
v' "Private"
V' "Vital".

2. Displaying of data operation menu
Right-clicking data to be manipulated displays a menu of appropriate operations for that data.
Possible operations are changed by roles.

(Refer to Term : Data operating ambit by each role, about role.)

Here, right-click menu of folders is described.
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1) Navigate through folder hierarchy and display data that you want to operate in list.

ﬁa view A

¥
Folder Ll
= older details (Test) 1 E
=L AL Corporation
=) Test TAAAC
@ Tests £V
[ Test2
Cperation ¥ | Select all Unselect all Create Folder [Z]Create File Incremental Search yel
I Mame =« Import... Usele... Cwner odifier
SE1596 Test3 o admin admin
= B 8 BB1878 W) yeqy ] acimin admin
" . . .
= B =1 BE1897 (&) Test PPT 0 ackmin admin
= B 861893 Testa 1} acmin acmin
BA1BSE eDocument Management Service 0 admin admin
Bookmark &+
@ch folder G y
ot
Properties ¥
Show properties of the selected data.
1 [ (0 N ¢
Page 1 of1 = Dizplaying 1 - 5 of 5
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2) Operating menu is displayed by right-clicking.

Main Menu Management Menu Releaze Manage
Recently referred FExpired soonf(0] Draft data
g Mew 3
Tree view
Fold .. Cut
eer = er details
:LI'.':K\F'E Cd 3= Copy
H [ JAc = Paste A A
# JDev| AuUr
H [Jinfol 3 Delete :
=[] Sale eration ¥
(] Show mail
1] Search subfolders
Access control list
Change owner
Bookmark Update expiration date
Search folder Properties
Cabinet
Operation log
Properties
D Releaze notification By
Hame a
8 Tool b 1
Importance @
Use level Add to bookmark
Charner (B2
Modifier iy Reload
Date modified l Pam
Date created Output to CSV [

3) Select operation and perform processing corresponding to each function.
*New
: Creates new data in folder. (Refer to “4.4 Creation of data” about creation of data.)
- Cut
: Prepares for data move processing. (Refer to “4.14 Movement of data” about
movement of data.)
- Copy
: Prepares for data copy, shortcut creation, or reference registration processing. (Refer
to “4.17 Copy of data”, “4.15 Shortcut creation of data”, and “4.10 Registration of
reference” for each details.)
- Paste
: Moves data, copies data, creates a shortcut, or registers a reference. (Refer to “4.14
Movement of data”, “4.17 Copy of data”, “4.15 Shortcut creation of data”, and the “4.10

Registration of reference” for each details.)
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* Delete
Deletes data. (Refer to “4.8 Deletion of data” for details.)
* Show Mail
: Displays contents of an email for data. (Refer to “7.1 Show mail” for details.)
* Search of subfolders
: Searches subfolders in selected folder for data. (Refer to “5.1 Search of data” for
details.)
- Change of “Access control”
: Changes “Access control” of data. (Refer to “4.11 Setting / changing of ‘Access
control’” for details.)
* Change of Owner
: Changes “Owner” of data. (Refer to “4.12 Changing of Owner” for details.)
+ Update expiration date
: Changes expiration date of data.(refer to “4.22 Change expiration date”.)
* Properties
: References or edits data properties. (Refer to “4.9 Reference/edit of property” for
details.)
* Operation log
: Displays data operation log. (Refer to “7.2 Reference of operation log” for details.)
- Release notification
: Set up release notification you selected. (Refer to “4.25.1 Release” for details.)
* Tool
: From sub menu, you can do “File bulk upload” or “File bulk download”. (Refer to
“4.23 File bulk uploading” “4.24 File bulk downloading” for details.)
* Add to bookmark
: Registers data to bookmark. (Refer to “4.16 Registration to bookmark” for details.)
* Reload
: Updates displayed data information to that of the latest version.
+Output in CSV

:It's possible to output “Access control” information in CSV.

— —Notes——

* You cannot back to a screen displayed before by clicking "Return" button of a browser.

3. Selection of data
You can select data and refer to information of properties.
There are the following two procedures to select data in this Service.

» "Select from Tree view"
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» "Select from Search"

(Refer to “5.1 Search of data” about select procedure from search.)

Here, how to select from [Tree view] is described. There are the following two procedures to select
data from [Tree viewl].
» “Select from Cabinet”

> “Select from Folder detail screen”
1. Tree view : Data selection from "Cabinet"
1) Select [Cabinet] of [Tree view areal.

2) Then cabinet is displayed, select.

Tree view “
Falder 2|+
Bioakmark #||+
Search folder #||+
Cahinet #|[=

Lz ALL Corporation

3) Folder list under cabinet is displayed. Then, select folder you want to extract.

Tree view «

2
|

Folder

=LJEIXYZ Corporation
£ .config
@ [__] Accounting
@ (] Development

@ [_] Information System
# ] Sales
Bookmark &+

22
+

Search folder

=

Cabinet
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4) Data in folder are listed.

Tree view

Falder
=] L‘.] &40 Corporation
=) Test
] Testd
® [ Test2

#

Bookmatk

Search folder

B |5 |8

Cahinet

Properties

Show properties of the selected data.

“

4

= @ar details (Test)

I AAA Corporation f Test

FuURL:
Operation | Select all Unselect all | [ Create Folder 2] Create File Incremental Search y ol
D hame - Import...  Usele.. Owner Mocifier
SE1896 | Test3 o ackmin admin
= B I:;I 361878 test i} acmin acmin
= B =1 361897 Test PPT 0 acdmin admin
= B 361895 Test? i} acmin acmin
861893 ‘ Document Management Service o acmin acimin
[ J
———T ™ i ™ ot s

N

when [¥]-[Columns] in the column of data list is checked, a list of attribute columns will be displayed,

and you can choose to set each attribute column to display or to hide.
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Importance

v Use level

(EH Columns

‘% l Sort Ascending
ﬁl Sort Descending

NSNS S

ID

Name
Importance
Use level
Owner
Modifier

Date modified
Expiration date
Description
Remark

Date created

Type

Uncheck the [Importance] check box, the [Importance] column will not display in the list of data.

Folder details (Development)

Operationv | Select all Unselect all [ |Create Folder [2] Create File

= 1 XYZ Corporation / Development
[@urL: hitp:/hoot.xxx. xxx.eouprocenter/m.do?i=2849

ID Name «
2850 2] pevelopment

2851 | Plan

2852 |f Temp

2853 D Detail Design_1

2854

4 4 PageoH | QJ

@b/ Search data registered today

£ Back to previous page

Use level Owner
0

Modifier

0

0

0

admin

admin

admi

admi

Date modified
05/24/2016 18:54:43

05/24/2016 18:56:25

05/24/2016 18:56:32

05/24/2016 18:57:53

05/24/2016 18:59:38

53
N

Incremental Search e

Expiration date  Descriptic

>
Displaying 1 -5 of 5

[Column order],[Column width],[Sort items],[Column display/hide] information of set data list will be

saved according to the each [data typel.The information is saved in the Cookie.
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5) Data property information is displayed on [Property display areal.

Folder details (Test)

L

FAAA Corporation f Test
uF
Operation ¥ Select all Unselect all Create Folder DCreate File Incremental Search
T Mame = Import...  Usele.. Owner Madifier
61596 Test3 1 admin aclmin
= B 9 361378 test a admin acdmin
> B O 861897 5 ¢ DD i} acdmin acdmin
5 D} 8E1895 @Test? i} admin admin

a Documert Uanageme ToErvice

.

.

Properties *
10 18561895

HNarme : Tests
Importance

Uze lewel 10

Orwmier radmin

Madifier radmin

ified 20120640 11:06:40
d D201Z2M06M0 11:05:39

ype :FILE

Sequence 1

File nama ¥ﬁiﬁ. I‘ulicrl:-snft Excel
=25 r— b s

File count -1

Referance count : 0

File size ;9kB

Taotal file size ;AkKB
Retertion policy : Hone
Update rea=son : First edition
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6) Double-click folder you want to operate from list. Then, data in the folder are listed.

Tree view “ ¥
Falc #|=
oldler £ Folder detaile (Test) 2|2
i T
o5 Test F AR D e tim Tt
FurL
] Testz
Operation ¥ | Select all Unselect all Create Folder [2) Create File Incremertal Search gl
7 T N\
SE1896 [ Tests i} acmin ackmin
= B ';' 361875 tes‘t ] acmin acdmin
= B ';' 861897 &) Test PPT ] admin acdmin
= B 361895 Test2 ] acimin acmin
BH1895 o Document Managemernt Service 0 acmin admin
\ S
Bookmark &+
Search folder &+
Cahinet &+
Properties ¥

Show properties of the selected data.

4 1

Paie 1 of 1

3

Dizplaying 1 -5 of 5

7) Double click data except folder, then the data detail screen will be displayed.

Folder details (Test) &7
= IAAR Corporation f Test
BuRL:
Operation ¥ Select all Unselect all Create Folder [£]Create File Incremental Search o
D Mame « Import... Usele.. Owner Madifier
SE1396 | Test3 1 admin admin
= B 4 BE1E78 M) ot 0 admin admin
= B ';I 861897 @Test PRT 0 addmin admin
| = B 861335 Tests a admin admin
BE1538 0 Document Management Service . admin admin
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Tree view “
Falcl .
aer £ File details (Test2)
= L|_;_]AAA Corporation
Operation *  Update files Create draft data for approval Properties 5 shaw parent
=) Test
1 Test3 EEI 1 A48 Corporation | Testf Test?
H ] Test2 =
o RuRL
[Frites
File name File size
338 Microsoft Excel T — 53— dsx ,560 bytes
[T use Big file transferring toal.
* Use this feature if you download a file which size is over 268 or failed to download by normal way.

Bookmark #[+/| | IrReferences
Search folder ®/+

. There are no references.
Cahinet #/+
Properties ¥
mn - RRAR0R

2. Tree view :Data selection from bookmark

1) Select [Bookmark] of [Tree view areal.

Tree view @
Folder ||+
Bookmark &+
Search folder &+
Cahinet =

L|,J ALA Corporation
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2) Data registered in bookmark are listed. ( Refer to “Chapter 4 16.Registration to

bookmark” about the registration to bookmark.)

Bookmark ei?
Bookmark (user1 )

Select all Unselect all cremental Searc pel

ID Name « Import... Usele.. Owner Modifier Date modified

2570 E’Detaz\Desgn 0 usert usert 2012/07/21 15:

< >

Page{1 |of1 Displaying 1-10f1

Procedure to select data from data list of bookmark i1s same as “1. Tree view : Data selection from
"Cabinet": (5) ~ (7).

4. Creation of data
You can create new data.
In this Service, you can create new data from the following 2 screens.
» “Data list display screen”
» “Folder detail display screen”

1. Data creation from “Data list display screen”
1) Navigate through folder hierarchy of [Tree view areal.

2) List and select folder you want to register new data. (Refer to “Chapter 4 3. Selection of
data” about list display and selection of data.)

3) Display [New] by right-clicking.
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4) Select type of new data (Folder, File, Website, Shortcut, Search folder).

Main Menu Management Menu Release Management Menu(3) User name: User1 NEC
Recently referred  Expired soon(0) Draft data Unapproved data(0) User Manual DvNameSearch £ Advanced search = Logeut
~|_1,J New 4 Folder
Tree view ")
. 2
Folder & Cut Fie 0
S JEXYZ Copor{ = Copy O Web site d
H [ JAccoun| = Paste E) Shortcut elopment =
&Y Develop) 45 Ssarch folder xouchronos/m.do?tenant=2002&i=2036
@B cont %¢ Deicte —— -
ﬂEDEVE Extended type nzelect all Create Folder D Create File | ) Back to previous page ncremental Searc £
@ ] Plan | [ Show mail D Name = Import... Usele.. Owner I
® (IReled [ Search subfolders - 2
BITect] 2187 63 contact List B Usert [
 [Z] Tem) Access control list 2042 4 Developmect Argument 7 Usert
#-[_]Informat, Change owner 2039 pan 113 Usert
Bookmark Update expiration date 2044 53 Usert
Search folder Properties Release
p— 2040 Technology 30 Userl
Operation log 2041 30 Userl
Properties Temp
Show properties of Release notification 5T @ Biling and Cost _.. 3 Userl
ﬂ Tool F a 213 g Biling and Cost 0 E=zi
2156 F 0 Usert
Add to bookmark Cost L
3 2143 &M n lzar
& Reload | _bl-
panefl nf1 bl | om Nisnlaving 1 - 12 of 172
Output to CSV 3 |? 3
If you select [Extended typel, data type which you can create is listed. So, select data type
you want to create.
Select type (b
=@ ¢ Basze
= |Folder
DataiumberFormatFolder
= ¢ BBs
II'ICategDry
[k subject
= File
@ vieosite
iy SEarchFolder
[ & shorteut
% DatabumberFormst
Select ] [ Cancel
——Notes——

Please do not use data type (category) names that have numbers at the beginning, unless permission
has been obtained in advance from the operations office. If they are used, attribute definition
information and so on may change irregularly.

Example) 1234_Electric book law corresponding file, etc.
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2. Data creation from “Folder detail screen”
1) Double-click a folder you want to register new data.

2) “Folder detail screen” is displayed. (Refer to “4.3 Selection of data” about list display and

selection of data.)
3) Display [New] from pull down menu of [Operation].

4) Select type of new data (Folder, File, Website, Shortcut).

Main Menu || Management Meru || Relsass Management Menu e NEC
Recently referred Expired soon{0) Draft data Unapproved data{0) User Manual IDMameSearch £ advanced search Lagaout
Tree view “ ¥
Folch
alder Folder details (Test) 22
L= AL Corporation
= Test  A8R Corporation f Test
 (JTesta BuURL
(] Test2 -
@] Testd | Operation ™| lect all Unselect all Create Folder ) Create File Incremental Search R
_U'J ey 3 Folder Import...  Usele.. Owner Modifier
361 2 File 1 aclmin admin
X B G 5| @ webste i acmin admin
& B g ool [ shoreu ] admin admin
5 Search folder 0 i
= B gE1| 'l 0 acmin acmin
Extended type . .
861 — wmermgement Service 0 &amin admin
BE2120 |aw] oo e chFolder 0 Uszer3 User3
862118 [ o oot i User3 User3
Bookmark #/+
Search folder #/+
Cahinet 2+
Properties ¥
Show properties of the selected data.
4 ] [
Page 1 of 1 .::' Dizplaying 1 - 7 of 7
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If you select [Extended typel, data type which you can create is listed. So, select data type

you want to create.

Select type O %
= Base
=] Folder
DatatumberFormatFolder
= ¢ BBz
’_Z']Category
[ subiect
[ File
@ vicoste

& SearchFalder

[ shorteut
g DratatumberFormat

Select H Cancel

4.1 New creation of “Folder”

“Folder registration screen” is displayed if [Folder] is selected as a type of data from [Newl.

Input required information.

%
3

Create Folder

Properties

Marne + Required

Expiration date 9
Cescription

Remark

Impodance | MNaone ~ + Required

Setup
Setup release notification

Setup
Owner

Setup
Policy

Setup
Access control list

Create ][ Cancel
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1) Input property information.

2) "Owner setting screen" is displayed if you check to a check box of [Setup] when performing

"Owner" setting. (Refer to “4.12 Changing of Owner” about setting of “Owner”)

V| Setup
Owner -

Current Craner & U=er

3)”Policy setting screen” is displayed if you check to a check box of [Setup] when performing
"Policy” setting.

*Restriction of Name
: You can set up “Restriction of Name” about the data that is registered in folder.
Create “Restrictions of Name”, by specifying [Character String] and conditions ([begins
withl], [ends with], [contains]). By setting up, the data which not fills restrictions can not
be registered in the folder. Click [Add] button when you add restrictions. Click [Delete]

button when you delete restrictions.

V| Setup
Policy -

Restriction of Mame Please select -

(OR is uzed when specified two or mare)

- Restriction of data type
: You can set “Restriction of Data type” about data that is registered in folder.
Select data type which you permit creation, by [Select All]l button, [Deselect] button, or

click individually. By setting, data which not fills restrictions can not be registered in

the folder.
Restriction of Data Type Salect &l Desslact
Flease dezelect Data Typeswhich you don't Falder -

wuant to allow to use.
DataMumberF ormatFolder

File

WehSite

SearchFolder

Shortcut "

-Default owner

: Set the default owner for registered data on a folder.
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If default owner is set up on the cabinet or upper folder, the upper folder's one is set.

By this configuration, the default owner is set when creating data.

Default owner can be specified from User search button. Please refer to Searching
user/group for detail of searching user.

When a user who is set to default owner is deleted, set up a successor.

Default owner [ User search ][ Clear ]

(1t will be @he d_efault value for owner when creating
oW dam i tesnode ) ["] Apply updates to sub folders

+ Default numbering format
: Set the default numbering format for registered file on a folder.
If default data numbering format is set up on the cabinet or upper folder, the upper folder's
one is set.
By this configuration, numbering is automatically done by the specified data numbering
format when creating file.
Default numbering format can be specified from References. Please refer to Numbering

data for detail of selecting numbering format.

Default data numbering format [ Y — ][ Clear ]

(It will be used to get a new data number as the =
default value for data number when creating new ] Apply updates to sub folders
file in this node.)

4) “Access control setting screen “is displayed if you check to a check box of [Setup] when
performing "Access control list" setting. (Refer to “Chapter 4 11.2. Setting / changing of

‘Access control” About setting of “Access control”.)
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_ _
frecesseonl ol list -

Isers who will be replaced
Apply saved ACL: | Select - I |[ Back to the ariginal

Select all Unselect

UseriGroup = Access control list Expiration date
B8 asn Corporation WMWY (Write) . 7
8  admin VRWD (Delete) v g
default permission: | VR (Read) v | | add user/group | | Delete | | |

Save ACL: Save name | |

5) If you click [Create] button, data is registered.

—Note—
Attention should be paid to fact that disclosure of technical information to users from abroad is
subject to Export Control Regulations.
When a user who is set to the default owner can not be refer to in case such as the user moved
to another cabinet, the user name of (User who you cannot refer) is shown.
When a user who is set to the default owner can not be refer to in case such as the user moved
to another cabinet, data can not be created.
Default numbering format requires all condition below.

-Operation user has an access permission of the numbering format.

-How to input numbering is specified "Allow only automatic numbering" or "Allow both

automatic and direct inputting".

-New numbering by numbering format is allowed.

If default numbering format does not satisfy any of following conditions, file can not be created.
-Operation user has an access permission of the numbering format.
-How to input numbering is specified "Allow only automatic numbering" or "Allow both
automatic and direct inputting".

-New numbering by numbering format is allowed.

If a default numbering format is deleted, file related to it can not be created.
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4.2 New creation of “File”

“File registration screen” is displayed if [File] is selected as a type of data from [Newl]. Input

required information.

® Because “File” is "container" for keeping actual data, you can register two or more

actual data into one “File”.

Create File

k3
)

[T] Create draft data

= If you want to use a large file transfer tool, select the file after the tool starts.

= If you have opened the file to be registered, please close the file and select it. Also, do not change {open, edit, or save) the file after selecting
the file to be registered. If you change the file after selecting the file, the file may not be registered correctly.

Files (Chooss file from Reference button.} -

Registration files by Drag and Drop from here

References ][ Clear

References ” Clear

References “ Clear

References ][ Clear

References ” Clear
References (Choose reference from Reference button.) -
Properties -
Mame ’\‘?( Required
Expiration date i
Description

1) Click [Browse...] button when performing "Registered file".
2) Specify file (in your PC) you want to register.

Files [Dragfile and drop it tothe frame.) -

Registration files by HTML from here

| | Browse... | Clear |
| [ Browse.. | Glear |
| | Browse.. | Clear |
| | Browse .. | Clear |
| | Browse .. | Clear |
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It is also possible to specify file by Drag and Drop. If you want to register files by Drag and
Drop, click “Registration files by Drag and Drop from here”. Up to five files can be specified in

a single registration operation.

Files [Choose file from Reference buttan. ) -

Registration files by Drag and Drop from here

References ][ Clear

References ][ Clear

References ][ Clear

[
[
[ References ][ Clear
[
[

References ][ Clear

3) “Reference registration screen” is displayed if you click [Registered Reference] when
performing "Registration of Reference". (Refer to “Chapter 4 10. Registration of reference”

about registration of Reference.)

Registered Reference [Choose reference from Reference button. ) -

Mame Destination D

4) Input property information. (Refer to “Chapter 4 19. Numbering” about Numbering of

management number.)

Properties -

MName +" Required
ExpirationDate E

Description

Remark
Imporance Confidential » o Reduired

Datatumber Select Data Number

Revision
@ MNone

RetentionPolicy 0 The lastM sequences are presermed N
) The last N days are presered I
First edition

Reason ﬁ:—’{ Reguired
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5) “Owner setting screen” is displayed if you check to a check box of [Setup] when performing

"Owner” setting. (Refer to “Chapter 4 12. Changing of Owner” about setting of “Owner”.)

Setup

Oowner -

(o]
currert Owner (O Userd

6) “Access control setting screen” is displayed if you check to a check box of [Setup] when
performing "Access control list" setting. (Refer to “Chapter 4 11.2. Setting / changing of

‘Access control’ ” about setting of “Access control”.)

' Setup l
cCcess control list

Isers whao will he replaced

Apply saved ACL: | Select w I |[ Back to the original

Select all Unselect

UseriGroup = Access control list Expiration date
40 Aps Corporstion VR (irite) - 9
£ admin VRWD (Delete) v A
default permission: | VR (Read) v | add userfgroup | | Delete | |

Save ACL: | Save name |
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7) If you click [Create] button, data is registered.

In addition to the above 1) to 7) procedures, it is also possible to register by dragging and dropping files
(multiple files are allowed) into the file details area.

Folder detaiis (Foider00)

T od Folder00

BURL: hitps /e ame =, Eorocenterim.d
Operation ¥ Select all Unselect all Create Folder

D Name «

? Move

1item

Home

work
Share View

- 4 Users > procenter > work

& Pictures
d Music

B videos
@ OneDrive

® This PC

3 3D Objects
B Desktop

* Documents
¥ Downloads
 Music

& Pictures

v

1 item selected 14 bytes

#* Quick access

Operation *  Select all Unselect all

ID Name «

19144980 [ test txt

& &

Create Folder [ Create File

15 Back to previous page

Impor...

Increi

Usel...
0
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4.3 New creation of “Website”

“Website registration screen” is displayed if [Website] is selected as a type of creation data

from [New]. Input required information.

Create WebSite 22

Properties -

Marme o Required
ExpirationDate B

Cescription

Remark
Importance Confidential w ,::._x Required
URL

Setup
Owner -

Setup
Access control list -

Create ][ Cancel

1) Input property information.

2) “Owner setting screen” is displayed if you check to a check box of [Setup] when performing

"Owner" setting. (Refer to “Chapter 4 12. Changing of Owner” about setting of “Owner”.)

' J| Setup l

Current Cwner | () User

3) “Access control setting screen” is displayed if you check to a check box of [Setup] when
performing "Access control list" setting. (Refer to “Chapter 4 11.2. Setting / changing of

‘Access control’ ” about setting of “Access control”.)
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¥ Setup
Access control list

Lsers whao will he replaced
Apply saved ACL: | Select w I |[ Back to the original

Select all Unselect

UseriGroup = Access control list Expiration date
A2 Ass Corporation VR (i) - .
£ admin VRWD (Delete) v 3
default permission: YR (Read) v | add user/group | | Delete | |

Sawe ACL | Save name |

4) If you click [Create] button, data is registered.

4.4 New creation of “Shortcut”

“Shortcut registration screen” is displayed if [Shortcut] is selected as a type of creation data

from [New]. Input required information.

All Right Reserved Copyright NEC 2025 -42 -



PROCENTER SaaS User Manual

L
"y

Create Shortcut

Properties -

Mame " Required
ExpirationDate K

Description

Remark

Importance Confidential v of Required

Shortcuts registered now -

Mame Destination 1D

References ][ Clear ]

Setup
Owner -

Setup

Access control list -

Create ][ Cancel

1) Input properties information.
2) Click [References] button of [Shortcuts registered nowl].

3) Specify data of the Shortcut point.

Shortcuts registered now -

Mame Destination 1T

[ References ][ Clear ]

4) If you check to a check box of [Setup] when performing "Owner” setting, “Owner setting
screen” is displayed. (Refer to “Chapter 4 12 Changing of Owner” about setting of

“Owner”.)

V| Setup

N

Current Crvner () Lser1

5) If you check to a check box of [Setup] when performing "Access control" setting, “Access
control setting screen” is displayed. (Refer to “Chapter 4 11.2 Setting / changing of

‘Access control’ ” about setting of “Access control”.)
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¥ Setup
Access control list

Lsers whao will he replaced

Apply saved ACL: | Select w I |[ Back to the original

Select all Unselect

UseriGroup = Access control list Expiration date
A8 apa Corporation YR (Write) oo
£ admin YRWD (Delete) v
default permission: YR (Read) v | add user/group | | Delete | |

Save ACL | Save name

6) If you click [Create] button, data is registered.

5. Reference of file
You can refer to file already registered in this Service.
In this Service, you can refer to file from the following 2 screens.
» “Folder detail screen”

» “File detail screen”

1. Refer to the file from “Folder detail screen”

1) Navigate through folder hierarchy of [Tree view areal.

2)  List reference data of file.
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Tree view Rl g -
Fold b
e = Folder details (Test) 2/
jL|_:JAAA Corporation
S Test [ TAAM Corporation f Test
[ Test3 [
] Test2 -
& 0] Tests Operation ™ Select all Unselect all [ Create Folder [ Create Fils Incremertal Search P
D Mame ~ Import...  Usele.. Owner Modifier
61896 | Test3 2 admin admin
% B I;I 61878 test 1] aclmin acmin
= B I;l 861897 (T Test PPT o aclmin acimin
= B 861895 Testa 1} acimin acimin
661538 o Document Management Service 0 admin admin
862120 5 SearchFolder [u] User3 Userd
862119 [8h oportot ] Lser3 Userd
Bookmark #|[+H
Search folder #/[+
Cahinet #/[+
Properties ¥
Show properties of the selected data.
4| 1 | G
[ Page 1 of1 | » bl | & Displaying 1 - 7 af 7
" >

3) Click icon for download [5]

4) Dialog for download of browser is displayed.

X

File Download

Do you want to open or save thiz file?

@ j Mame: Loadmap.ppt

Type: Microsoft PowerPoink Presentation, 12.5 KB
From: infoframe-dm-saas. jp

Open ] [ Save ] I Cancel

harm pour computer. |f you do not trust the source, do not open or

@ While files from the Internet can be useful, some files can potentially
zave this file, What's the rizk?

5) Download and refer to file.
However, when two or more files are registered, if you click file, “File detail screen” is

displayed.
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2. Refer to the file from “File detail screen”
1) Double-click reference data.

2) “File detail screen” is displayed.

Tree View File details (Detail Design)

Folder 3 Operation * | Update Files Create draft data for approval Properties | [3)Show Parant
:|L|:Jxvz Corporation
i (] Accourting
=1 =5 Development
il (] Development
[EBpeveiopment Argumert

[=% Detail Design
Furl

Registered file

@ (CPlen
(] Technology
B3 g Temn il name File size
i () Information System Detal design.doc 59,392 bytes
(] Sales
Registered Reference
Name Destination 1D
Requiremert efinition 14421
Bookmark *
Search Folder ®
Cabinel #
Property

Show property of selected data

3) Click [Download] button.
4) Dialog for download of browser is displayed.

5) Download and refer to file.
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File Draft details {Detail Design}

Operation ¥ Update Files Properties % Show open data

[E Detail Design gl :
- File Download @
RURL: hitps:

Do you want to open or save this file?

Registeredfile

- @ j Mame: Detail design.doc
Type: Microsoft Ward Document, 58.0 KB
File name

From:  inFoframe-dm-saas. jp

Detail design.doc

Function Test.xls Open ] [ Save ] [ Cancel

image ppt

: “while files from the Internet can be uzeful, zome files can pakentially
harm pour computer. If pou do not trust the zource, do not open or
zave this file. What's the nisk?

approval request

6) You can refer to data registered as “References” if you click [References] button when

referring to “References”.
— —Notes——

*When there is no authority to refer to file, a icon for download is not displayed. Refer to “6.1

Types of Access control” about authority.

6. Addition / updating / edit of file

You can perform addition, updating, and edit of entity file registered into “File” data.

6.1 Addition / updating of file

You can perform addition/updating of entity file already registered into “File” data.
In this Service, you can perform file addition / updating from the following two screens.
»  “Data list display screen”

> “File detail screen”

1. Registration and update of the file from “Data list display screen”
1) Navigate through folder hierarchy of [Tree view areal.

2) Display file data you want to perform addition / updating of entity file.
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Tree view

Folder

3) Select data from list.

4) Select [Update Files] from right-clicking menu.

<

Folder details (Test) P ED

=L 2] Ass Corpaoration

= Test I AAM Corporation f Test
i ) Test3 BuRL
] Test2
@ ] Testd Operation ¥ | Select all Unselect all Create Folder [Z]Create File Incremental Search g
ICx Mame Import...  Usele.. Owner Modifier
851895 Test3 2 acmin ackmin
= 2 3 861873 tast 0 admin acimin
EI D{ ) 861897 @ Test PPT él Update files 0 admin ackmin
= 2 861835 Testa W cu 0 admin gcimin
851895 @ pocument Marage Capy 0 admin ackmin
=
BE2120 L) o ekFolder I 3 ] Uszer3 Uzerd
862119 [ 5 oy oot 3 Delets i Userd User3
~] Show mail
E5 History
Access contral izt
Bookmark 2|+ Change cwner
Search folder #|[+ Properties
Cakingt [+
£ Lock
Properties ¥
S|
o 18613085 -
Hame ) 7 ente Operation log
Importance : Approval history
Use level -0
Orwmar : admin = Release notification
Modifier : admin Manual release
- 2012060
Date modified 7 Jotd P
L 20MZ0EM0
Datecrested @i o 0o0 ﬂ ol )
Type :FILE
Sequence o 1 n el to bookmark ¢
738 Wicosoft Page 1 ofd =) Displarying 1 - 7 of 7
Filz name {Espel D—20— e 5 i Pl |
e (& Copy URL to cliphaard Gna=eE118

5) Registration/updating screen of file of selected data is displayed.
(References cannot be registered on file registration/updating screen. Refer to “Chapter 4

10. Registration of references” when registering reference.)

. Registration and update of the file from “File detail screen”

1) Double-click data to perform addition / updating of entity file.
2) “File detail screen” is displayed.

3) If you click [Update files], registration/updating screen of file is displayed.
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Tree view #“
Fald: &= (
oieer £ File details (T
= |\\_;_'_IAAA Corporation
B Test Operation ) Update files reate draft data for approval Properties F show parent
H ] Test3 FABA T e e e
@ ] Test2 -
FuURL
] Testd
Files
File name File size
$A#R wicrosoft Excel T — 71— xsx 560 bytes
[Tl use Big file transferring taol.
* Use this feature if vou download a file which size is over 2GB orfailed to download by normal way.
References
There are no references.
Bookmark #||+
Search folder #|[+
Cahinet 2+

3. Registration and update of file

1) Display “registration / updating screen” of file.

2) Input required information.

3) If you click [Update] button, file data is updated.
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Update files (Test2) £H7
P AR Cotparation f Test/ Test2 i
}URL; bt B D 1T = n BT S1R4A

User3 is locking

*If you want to use a large file transfer tool, select the file after the tool starts.

*If you have opened the file to be registered, pleaze close the file and select it. Also, do not change (open, edit, or save) the file after selecting

the file to be registered. If you change the file after selecting the file, the file may not be registered correctly.

File -
Registration files by Drag and Drop from here
* Files
P Delete selected fies.
File name
¥A3R Microsoft Excel T —03— wlax
* Files to add (Choose file from Reference button )
.
Y| Sequence Up {check saves an old version in history)
Properties -~
Revision
Update reason « Required
History Display
Update ][ Suspend ][ Cancel
Usze Big file transferring tool.
® Usze this feature if vou upload a file which size is over 2GB or failed to upload by normal way. —

4) Click [Suspend] button if you register the file temporarily and edit for a long time. If you
click, you can update file data with data locked.

6.2 Editing of file

You can edit entity file already registered into “file data”.
In this Service, you can edit entity file from the following 2 screens.
» “Data list display screen”

>  “File detail screen”

1. Editing of entity file from “Data list display screen”
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1) Navigate through folder hierarchy of [Tree view areal.

2) Display data you want to edit entity file on list.

3) Click icon for editing [[5*].

Tree view “

Falder

#

Folder details (Test)

#

== Asa Corporation

@[ config FAAR Corporation f Test
=i Test BRI - hitei110 76 187 78Mmmeantarim dntanant=AA00RI=ART TR
=[] Test3
(] Test2 Operatior Incremerntsl Search
[ Testd D Mame « Import...  Usele... Owner Madifier
G61696 Test3 2 aclmin aclmin
X B & O61878 test 0 acimin acimin
* " | BE1897 (T Test PPT 0 acmin acmin
B l 861895 i)l Tasto 0 aclmin aclmin
861838 O Document Management Service g admin admin
862120 5 SearchFolder 0 Users Users
882119 [ oo 0 User3d User3d

“®

4) Select editing target file and double-click when two or more files are registered into data.

Double click the file to edit. *
File name File size
l Manual .doc Obytes
ezl xlZx 7B S00bytes
Test? xlsx 76 800bytes

Close

+During editing, file is locked and cannot be edited or updated by any other users.
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2. Editing of entity file from “File detail screen”
1) Double-click data you want to edit entity file.

2) “File detail screen” is displayed.

3) Click [Edit] button of target file when two or more files are registered into data.

File details (Test2)

Operation ¥ | Update files

IARA Corporation F Test i Test2

Create draft data for approval Properties ¥ shaw parent

[Muse Big file transferring tool.

RURL: http

Files

File name File size

Manual doc Obytes | Downloa _] Edit

Test xlsx 76,500 byvtes | Download Edit

Test? xisx 76,500 bytes

® Use this feature if yvou download a file which size is ower 2GB orfailed to download by normal way.

References

There are no references.

+During editing, file is locked and cannot be edited or updated by any other users.

3. Editing of file

1) The following screen is output. Click "continue after installing".

D Document Management Service - Profil... — O x

B htt ps://dev.infoframe-dm-saas.jp/procente...

BEv installing this tool, edit and file bulk transferring functions are
available.

Please take the tool from followmg URL and install it, and then click
"Continue after installing” button.
https://devinfoframe-dm-saas jp/procenter/ procWebApHelper setup.exe

|| D¢ not show this dizlog 2gzin
| continue after installing | | Cancel |
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The following screen will be displayed, so click “Edit”.

PROCEMNTER (m}

@ Neme | Pecds BT

- b

Specify the folder to transfer the file to be edited.

Statu File Name Size Updated

=k I ™. U@ 1390265 5/21/2017 10:16:59 PM

Download folder path | CAUsers\procenter\AppData\Local\Temp\Procenter x v Browse

2) Finish editing of opened file. Overwrite and save the file.

3) Close application.

T Manual - Microsoft Word

! Ble Edt View Inset Format Tooks Table  Window Hep Type aquestion for help = X
i0 G i 41 000000 - vs piche -4 - B IS E[E= = E - WA

—
O O RS T R R RN s

InfoFrame Document Management Service
User Manual

The 4th edition

“ome

- January, 2011
seE=@< >
Page 1 Sec 1 11 At 1.3 [ (554
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4) The following screen is output. Click "OK" to register.

® When reforming the version: Please clearly state the “reason for the version reform” while
checking “Upload files with updating sequence”.

® - When registering overridden: Please uncheck “Upload files with updating sequence”.

Files to be registered

Status  File Name

Editted | T

Revision Upload files with updating sequence

Update reason

— —Notes— —
File registration is disabled when a path to the download destination on PC consists of 256
bytes or more.
File registration is disabled if file name itself consists of 257 characters or more (regardless
of whether these are one-byte or two-byte).
If you want to use Edge for the first time, you will need to install the tool. Refer to “"Before using

Edge” in the appendix to perform the installation.
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1. Reference of history

You can refer to a “history” list of files. You can perform reference and deletion of a history data in

history list.

In this Service, you can refer to history list (file only) from the following two screens.

» “Data list display screen”

» “File detail screen”
1. Reference of the history from “Data list display screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) List and select data you want to refer to history.
3) Select [Historyl from right-clicking menu.

4) “History display screen” of data is displayed.

Tree view R
Folder
Folder details (Test)
=Ll AR Corporation
] config 1AL Crenneatins { Tact
2 Test URL
o[ Test3
M () Test2 Operation ¥ Select all Unselect all Create Folder [J] Create File
[ Testd [1o] Mame « Import... Usele.. Owner
861896 Tests 2 acdmin
EI Dr' 1 861878 test o acdmin
& B & 861997 @ e ppr 2 Uposte flles 0 adimin
* ., = n
= B = T E— Yoo 1] acimin
661895 O Document Management Service Copy 0 admin
P
862120 |t searchFolder i g o sz
8219 [ gporiew 9 Dekte v Userd
] Showe mail
AT arir o =t
Bookmark #|[+ Change owner
Search folder 2|+ Properties
Cabinet ®|[+
o Lock
Properties ¥
S|
1D (BE1805 -
Mame :@ Testz Operation log
Importance : Approval history
Use level 0
Chamer : admin L Release notification
Modifier : admin T .
. L201306H2
Date rodified 10:2125 RS
Date cregted 20120600
11:06:20 G Too b
Type :FILE
Sequence ] 4 1 Add to bookmark
File name i Manual.doo B ROOKMEN
N Page 1 of1 = —
File count 3 - (@ Copy URL 1o cliphoard

2. Reference of the history from “File detail screen” (file only)
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1) Double-click file to display a history.

2) “File detail screen” is displayed.

3) Select [History] from pull down menu of [Operation].

4) “History display screen” is displayed.

rent

A.197.28procenterim.do?tenant=5899&i=861895

File size

m

Tree view R
Folcl
oler File details (Test2)
=L AL Corporation
8 config Operation ™| Update fi
=i Test ] Show mal
=] Tests
] Test2 & History
M [ Tests Access control list
Change owner
3 Lock
Operation log
Approval hiztory
Al to bookmark
Release notification
Manual release
Accept status
References
There are no references.
Bookmark 2+
Search folder 2+
Cabinet 2+
Properties ¥

3. Display of history

1) “History display screen” is displayed.
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Tree view @
Folder
History (Test2)
=L AAL Corpaoration
@/ .config Showe owvenwritten versions Display @ Mo display
=i Test
() Testd Operation ¥ | Selsct all Unselsct all
] Test2 Sefquence Revision Upilate reason Modifier
£ Testd
= 3 file acd admin
2 File: acid acmin
1 First edition admin
Bookmark [+
Search folder #|[+
Cabinet #|[+
Properties ¥
Show properties of the zelected data.
Page 1 of1 ::—1

-If you check [Show overwritten versions] of [Display], overwritten history is also

displayed.

Date moclified

201306M 2 10:21:22
201306M 2 10:18:15
201306M0 11:06:39

“

4«

Dizplaying 1 - 3 of 3 (incl. hidden history)

” Cancel

*Those old versions whose entity files have been deleted are grayed out.

2) Click [Show details] button of past history file.
3) “Detail screen” of old edition is displayed.

4) Click [Latest sequence number is XX.] button.

5) “File detail screen” of the latest versions is displayed.
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Tree view “

had
|

Falder
=L ARA Corporation
=) .config
=5 Test
] Test3
0] Test2
H [ ] Test4

0ld sequence data (Sequence 2 : Test2)

Operation © 3 Show parent

URL: kitp:.
Latest sequence number is 3.
Files
File name File size
Test2dsx 76,500 bytes
Test xlsx 76,500 bytes

Use Big file transfetring tool

® Usze thiz feature it vou download a file which size is over 2GB orfailed to download by normal way,

6) If you select past history and click [Delete file] button, file is deleted.

— —Notes— —

It is impossible to register or update file for history file other than the latest version.

When history file is deleted, it is not moved to the Recycle bin and cannot be recovered.

8. Deletion of data

You can delete data having deletion authority. Deleted data goes into Recycle bin. From Recycle

bin, you can perform restoration and deletion of data. (Refer to “8.2 Management of Recycle bin”

about Recycle bin.)

In this Service, you can delete data from the following two screens.

»  “Data list display screen”

> “Folder detail screen”

1. Data deletion from “Data list display screen”

1) Navigate through folder hierarchy of [Tree view area].

2) List and select data you want to delete.

3) Select [Delete] from right-clicking menu.

4) If you click [Delete], data is deleted. Deleted data goes into Recycle bin.
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Tree view <« ¥
Folder
Folder details (Test) &7
L=l ARS Corporation
el config TAAM Corporation f Test
2T Test URL
E 0] Tests
W] Test2 Operation ¥ | Select all Unselect all Create Folder D Create File Incremerntal Search Lo
[ Testd > Mame « Impart...  Usele.. Owner Modifier
861896 Tests 2 acdmin acdmin
= B 1 61878 test ] aclmin acimin
5 D{ a8 861897 @ Test PPT él Update files 1} admin acmin
= B i T E— W oo 1] acimin acimin
661538 O Document Management Service Copy 0 admin admin
=
862120 |aml oo oronFolder J 0 Uszer3 User3
862119 [ oponeut X Delete 0 User3 Lisers
] Showy mail
= History
Access control list
Bookmark: 2|+ Change owner
Search folder 2|+ Properties
Cabinet ®|[+
a3 Lock
Properties ¥
S|
[1u} 261205 —
Mame @ Testz Operation log
Importance Approval history
Use level u}
Ovwrer admin L Release notification
Modifier admin 1 Manual release
. 201306M2
Date rnodified 10:2125 Acoept status
Date crested 201310510
14:06:39 & Tool b
Type FILE
Sequence 3 ! U A to bookmark :
File name Manual dee Page 1 ofd D e Displaying 1 - 7 of 7
File court 3 i = & Copy URL to clipboard

2. Data deletion from “Folder detail screen”

1) Double-click folder into which data for deletion is registered.

2) “Folder detail screen” is displayed.

3) Select data you want to delete.

4) Select [Delete] from right-clicking menu. (Two or more selections are also possible.)
5) If you click [Deletel, data is deleted. Deleted data goes into Recycle bin.

— —Notes——

- When folder is deleted, all data in that folder are deleted.
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9. Reference / editing of property
You can refer to and edit properties information of data from “Properties screen” corresponding to
data.

In this Service, you can refer to and edit properties of data from the following two screens.

» “Data list display screen”

» “Folder detail screen”

1. Property reference and editing from “Data list display screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) List and select data you want to refer to.
3) Edit properties on list.
4) Select [Properties] from right-clicking menu.

5) “Property screen” of the data is displayed.
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Tree view had ¥
Folder
Folder details (Test) *[7
LEIALS Corporation
@ config [ AR T arnaratinn { Tact
I Test BuRL
=] Test3
] Test2 Operation ¥ Select all Unselect all Create Folder D Create File Incremental Search Lo
[ ] Testd IC Mame =« Impott...  Usels.. Cewener Modifier
861896 Tests 2 acdimin ackmin
= B 1 261873 tes‘t i} admin acmin
5 D{ 1 861897 @Tes‘t PRT él Update files o admin admin
= B G895 )l 7 oo W o 1} acmin acimin
661833 O Document Management Service Copy 0 admin admin
=
BE2120 [ o vohFoider [ 2 o Uszer3 Userd
862119 [ aponcut % Delete 0 Users Users
] Show mai
= History
Access control list
Bookmark &+ Chanoe owner
Search folder &)+ Properics
Cahinet &+
&3 Lock
Properties ¥
a
o 1851205 -
Name : Testz Operation log
Irportance : Approval history
Use lewel Bl
Dhwmer - admin L Relesse notification
Modifiar : admin 7 Manual release
" LZ01306M2
Date modified \0z123 RS
Date crested 120 0910
11:06:39 < ool b
Type :FILE
Sequence 13 ‘ U Al to bookmark '
File name - Manual.doc — = DISEEAER E—"——
File cournt i3 e - (% Copy URL to cliphoard

2. Property reference and edit from “Detail screen”
1) Double-click data you want to refer to and edit properties.
2) “Detail screen” is displayed.
3) Click [Properties].

4) “Properties screen” is displayed.

3. Reference and edit of property

Here, properties of folder are described.
1) Display Property screen.

2) Input required information.
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Tree view ( w ¥
okl Edit properties (Test) 27
=) aa4 Corporation
@[ confiy Properties -
2 Test
B0 Tests o] F6167E
=[] Test2 Marne Test « Reguired
[ Testa Owher admin
Date created  2013/06/05 11:32:28
Date modified  2013/06/11 11:02:53
Expiration date ()
Description
Remark
Impartance MNone v of Requirsd
[[] Update Setting
Policy -
Bookmark 2N J
Search folder 2|+
Cabinet 2|+
Properties ¥

Show properies of the selected data

3) If you check to a check box of [Update Setting] when performing "Policy” setting, “Policy

setting screen” is displayed. (Refer to “Chapter 4 4.1 New creation of ‘Folder’” about Policy

setting.)

If check [Apply updates to sub folders], you can update the policy to the subfolders.

/| Update Setting
Policy
Restriction of name

(OR is used when specified two or more)

Restriction of data type

(Unselect data types which you do not want to
creste).

Default owner

(it will be the default value for owner when cresting
new dats in this node.)

Default data numbering format

(it will be used to get a new data number as the
default value for data number when creating new
file in this node.)
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File
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["] Apply updates to sub folders
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4) Click [Update] button.

5) Properties information is updated.

10.  Registration of reference
You can register “Reference” into a file data.

® “Reference” is the reference information on other data which appropriate data holds.

In this Service, you can create reference according to the following four methods.
»  "New"
>  [Properties edit]
> "Reference registration by Drag and Drop"
>

"Reference registration by Copy and Paste"

This section describes "Reference registration by Drag-and-Drop" and "Reference registration by

Copy and Paste".
1. Reference registration by Drag and Drop
1) Navigate through folder hierarchy of [Tree view areal.
2) Display data to register as reference on list.

3) Select data you want to register as reference, and drag it to file data as registration

destination.
4) Drop it to the file data of registration place.
5) Click [Create reference here].

6) Reference registration is performed.
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Tree view <«

“#

Folder

hd

Folder details (Test) &7
L/ AAL Corporation
® [ .config TAAM Corporation f Test
=59 Test URL: hitp10.
H [ Test3
] Test2 Operation ¥ Select all Unselect all Create Folder [Z] Create File Incremerntal Search yel
[ Testd IC i Import...  Usele.. Owner Modifier
861896 Test3 2 acmin acmin
AN ] g61878 test A 1} acimin acimin
= B Y 361897 i} ackmin acmin
EI D{ 561595] aclmin
§ Creste reference here .
861533 Document Management Service gdmin
Cancel
862120 |t searchFolder sz
862119 5 oportout i Userd Userd

2. Reference registration by Copy and Paste
1) Navigate through folder hierarchy of [Tree view areal.
2) List data to register as reference.
3) Select data you want to register as reference.
4) Select [Copy] from right-clicking menu. Multiple selections are also possible.
5) Select folder into which to set reference.
6) Select [Paste] - [Create reference here] from right-clicking menu.

7) The data is registered.
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Tree view <
Falder 2l-
= L|.] A48 Carporation

|| .config

o) Test

@[] Tests

&[] Test2

[ Testd
Bookmark 2+
Search folder 2+
Cabinet #/+
Properties ¥
[1u} 561595
MName Testz
Importance
Use level u}

Cremer admin =
Modifier admin 3
" 201306M2

Date rodified 10:21:23
201306/M0
Date created 11:08:20 i
Type FILE
Sequence =
File name Manual.doc
File court 2 -

Folder details (Test)

TAAS Corporation f Test
A uRL

Operation ¥ | s an unsEELL an LIBALD I UIUGE =]l 5ALS | IS

[0} Mame -

61896 |

Tt

D¢ D¢ D¢
B R
[ =)

B35l Test
GE TS ‘ Bocumem Management Service
882120 |44 cearchFolcer

862119 [ shorteut

<«

'S
Incremertal Search P
Import...  Usele.. Owner Modifier
2 admin admin
0 admin admin
5 Upidate files addmin acdtnin
&'. cut aclmin aclmin
= Copy acimin acimin
[ Paste 2 E> Create reference here F)
Lzer Lzer
[ show mail
£ History
Access control izt
Change owner
Properties
0, Lock
n
Operation log
Approval history
Releaze naotification
hanual releaze
Accept status
“8 Tool 3
3
Add to hookmark
— Digplaying 1 - 7 of 7
& Copy URL to cliphoard
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11. Setting / changing of ” Access control”

You can perform setting and changing of “Access control” of data.

11.1  Three types of “Access control” setting / changing

Types of setting / changing of “Access control” are "update", "add", and "delete."

® Default display is "update."

Setting mode

Replace all list

Add to existing
list

Delete from

existing list

Description

Replaces current “Access control” with specified “Access control” for specified
user / group.
If this setting is applied to subfolders, “Access control” for all data in folder is

changed to specified “Access control”.

Assigns specified “Access control” to specified user / group.

If this setting is applied to subfolders, specified “Access control” is also set for
each item of data.

When “Access control” is added to a user who already has another “Access

control” assigned, specified “Access control” replaces current “Access control”.

Deletes “Access control” for specified user / group.

If this setting is applied to subfolders, the “Access control” is deleted from
individual data.

No error occurs even when “Access control” deletion is executed for a user to

whom no “Access control” is assigned.

Moreover, in this Service, there are the following four types of “Access control”.
® "Display control (V)"
® "Reading control (VR)"
® "Write control (VRW)"
® "Deletion control (VRWD)"

(Refer to “6.1 Types of ‘Access control’” about Description of “Access control”.)

(Example) About “Access control” changing to Folder
Case of setting “Access control” of "Jirou Nichiden(VRWD)" to folder A.
(“Access control” of Folder A is set as DevelopGroup (VR) and Tarou Nichiden(VRW).)
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Setup Before setup After setup Description
mode
Replace all | DevelopGroup(VR) Jirou Access control of Folder
list Tarou Nichiden(VRWD) | A is changed to dJirou
Nichiden(VRW) Nichiden.
Add to DevelopGroup(VR) | DevelopGroup(VR) | Jirou Nichiden is added
existing Tarou Tarou to Access control of
list Nichiden(VRW) Nichiden(VRW) Folder A.
+
Jirou
Nichiden(VRWD)
Delete DevelopGroup(VR) | DevelopGroup(VR) | Since there is no Access
from Tarou Tarou control of Folder A in
existing Nichiden(VRW) Nichiden(VRW) Jirou Nichiden, there is
list no change in Access
control of Folder A.

11. 2 Setting / changing of “Access control”

» In this Service, you can perform setting / changing of “Access control” from the following.
“Data list display screen”

> “Detail screen”

And if you save “Access control” setting of certain data, you can apply “Access control” setting

which is saved after next time.
1. “Access control” setting / changing from “Data list display screen.”
1) Navigate through folder hierarchy of [Tree view areal.
2) Display data to change Access control on list.
3) Select data.
4) Select [Access Control list] from right-clicking menu.

5) “Access control change screen” of selected data is displayed.
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Tree view R
Folder
Folder details (Test)
=Ll AR Corporation
@[5 config [ AR Crennratinn  Tact
2T Test URL
W O] Testd
M () Test2 Operation ¥ Select all Unselect all Create Folder [J] Create File
(D Tests I Mame = Import...  Usele...
861896 Tests 2
& B G 8 By v
% Bf & 561897 @) qastppr 2, Update files o
* ., &
& B B61895 o) Teetz ¥ cu v
661538 O Document Management Service Copy 0
P
862120 |t searchFolder i g o
8219 [ gporiew 9 Dekte v
] Showe mail
;.
Access control list
Bookmark #|[+ Change owner
Search folder 2|+ Properties
Cabinet ®|[+
a Lock
Properties ¥
S|
1D (BE1805 -
Mame :@ Testz Operation log
Importance : Approval history
Use level 0
Ohwmer - admin L Relesze notification
Modifier : admin 7 Manual release
. L201306H2
Date rodified 10:2125 oot stetus
Date craztad 20120600
11:06:39 &J Tou b
Type :FILE
Sequence B 4 [l Add to bodk y
Fila name Manual.doc 0 hackman
N Page 1 of1 = —
File count 3 = (& Copy URL to cliphoard

2. “Access control setting” / changing from “Detail screen” (data other than folder)
1) Double-click the data you want to change “Access control”.
2) “Detail screen” is displayed.
3) Select [Access control list] from pull down menu of [Operationl].

4) “Access control change screen” is displayed.
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Update files Create draft data for approval FProperties

File size

¥ Show parent

Use Big file transferring toal.

= ="

® Uze thiz feature if you download a file which size is over2G8 arfailed to download by normal way.

Tree view <%
Fold #
cler £ File details (Test?)
S AL L Corporation
i config Operation ™
=i Test ] Show mai e aamo i
H 0] Tests
] Test2 5 Histary
[ Test4 Arcess control list
3 Lock
Operation log
Approval histary
Addd to bookmark
Releaze notification
Manual releaze
Accept status
References
There are na references
Bookmark +

Search folder

|58
+

3

Cahinet

3. Setting / changing of “Access control” (Here, “Access control” setting of folder is explained.)

1) Display “Access control change screen”.

Access control list{Test2)
Access control list
Wyay of changing AGL: @ Replace all list

Users who will he replaced

Apply saved ACL Select -

Select all Unselect
User/Group =
48 A4 Corporation

£ admin

default permission: | VR (Read)

(0 Add to existing list

|| |[ Baclk to the original

Access control list
WRW (frite) B

VRWD (Delete) v

() Delete fram existing list

Expiration date

v add user/group ] [ Delete ] |

Save ACL: |Save name

QK

2) You can perform the following operation in this screen.

v Selection of [Way of changing Access control list]
v Addition of [User/Group]
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v' Setting of “Access control”

* In case of folder, when [Apply permission to sub folders] is checked, same setting is applied

to all data in folder.
3) Perform the following, you can save “Access control” setting which is displayed.

1. Input name of “Access control” in [Save name].
2. Click [Savel button.

4) If you click [OKI] button, you can perform changing of “Access control”.
5) Screen is back to “Detail screen” of data.
4. “Access control” selection from “Saved Access control
"Access control" setting by 3-3) can be selected from “Saved Access control”.
1) Display “Access control change screen”.
2) Select “Access control” history from [Apply saved ACL].
3) Perform setting of “Access control”.
4) If you click [Apply] button, you can set “Saved Access control”.

® If you want to delete history, perform the following.
» Select name of “Access control” which you want to delate.
> Click [Delete] button.

——Notes——
When [Apply permission to sub folders] is checked, “Access control” changing is applied to
all data in folder for which “Access control” changing is permitted.
If you set time limit to “Access control”, it becomes “Access control with time limit”.
“Access control” which time limit is over is automatically deleted by the Service side on

the next day at predawn.

12. Changing of Owner
You can change Owner of data.
In this Service, you can change Owner from the following screens.

» “Data list display screen”
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> “Detail screen” (Except folder)

1. Changing of Owner from “Data list display screen”

1) Navigate through folder hierarchy of [Tree view areal.

2) List data you want to perform Owner changing.

3) Select data.

4) Select [Change owner] from right-clicking menu.

5) “Owner change screen” of selected data is displayed.

Tree view

Folder
SE AMA Corporation
= .config
= Test
H [ ] Test3
=[] Test2
] Testd

Bookmark

Search folder

Cabinet
Properties
o 1BE1205
Narme ) rase
Importance :
Use lewvel a
Orwmer radmin
Madifier radmin
2013062
Date modified 40403
. 2012080
Date created 40830
Type :FILE
Sequence 03
File name :Manual.doc
File count e

53

kS

“

+ ||+

5

&«

m

Folder details (Test)

I AAS Cornnratinn § Trst

A URL

Operation ™

D¢ [« e

S

Page 1

Select all Unselect all

18]
G61596

S61878

861897

861895

061898

G62120

862119

1

of 1

hame
Test3
test
&) 1est pp7
W Test2
0 Document Management Service
@5 SearchFolder

E? Shortcut

Create Folder [2]Create File

2, Unpdste files

¥ oot
Copyy
= 3

9K Delete

~7] Show mil

B History

Change owner '

Properties

3 Lock
a
Operation log

Approval history

Releaze notification
hanual release

Acoept stetus

s Toal 3
]

Acld to bookmark

& Copy URL to clipboard

2. Changing of Owner from “Detail screen” (data other than folder)

1) Double-click data to perform Owner changing.
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admin

admin
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admin
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User3
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R
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Incremental Search P2l

Madifier

admin
admin
acdimin
aclimin
aclmin
Lzerd

Uszer3
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2) “Detail screen” is displayed.
3) Select [Change Owner] from pull down menu of [Operation].

4) “Owner change screen” is displayed.

Tree view Rl
Fold: #
cleer £ File details (Test2) @
=L =] A8A Corpaoration
B confi Operation ™| Update files Create draft data for approval Properties ¥ Show parent

&g Test A She mail TestiTest2
] Tests

] Test2 E5 History
B ] Testd

Change ovwner

Lock
File size

Operation log

aes
Approval history 76800 bytes
Add ta bookmark 76800 bytes

el MR Use Big file transferring tool.
Manual releass * Use this feature if you download a file which size is over 2GB or failed to download by normal way.
Accept status

References

There are no references.

2

Bookmark

Search folder

RNk
+

2

Cabinet

3. Changing of Owner (Here, Owner changing of folder is explained.)

1) Display “Owner change screen”.

%

Change owner(Test2)

Owner

(]
Current owner 5 admin

Mesy owvner User search

0K ][ Cancel

2) If you click [User Search] button, you can set new Owner. (Refer to “5.2 Search of users

and groups” about user search.)

® Check [Apply to sub folders] when performing Owner changing in folder.
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3) If you click [OK] button, you can perform changing of Owner.

4) Screen is back to “Data detail screen”.

4. Changing of Owner (Here, Owner changing of file is explained.)

1) Search from the top window menu of [ID/NameSearch] or [Advanced Search] and show
the search result screen. Please refer to Searching data for detail of searching data.
Search results
Change condition Save condition Show condition

3 result(s) are obtained.
Path:

Operation ¥ Select all Unselect all Output to CSV

Name « ID

@ document1 11117304
= B 5)) presentation1 11117302
= B worksheet1 11117303

2) Select two or more data you want to change owner and select [Change owner] from right
click popup menu, then change owner screen will appear.

You can select two or more data by left click with Ctrl key.
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Search results
Change condition Save condition Show condition

3 result(s) are obtained.
Path:

Operation ¥ Select all Unselect all Output to CSV

Name « D
document1 11117304
= B ) presentation1 11117302
& & worksheet1 ¥ cut 11117303
Copy

X Delete

Access control list

Change cwner

In this case, user name is not shown at [Current owner].

Change owner

“
=)

Owner

Current owner

New owner User search

[ oK ][ Cancel ]

— —Notes——

When [Apply to sub folders] is checked, Owner changing is applied to all data in folder for

which owner changing is permitted.

13. Locking of data
This operation temporarily locks data so that it cannot be updated or modified by other users.
® Data locking is a temporary measure; permanent write restriction is set using relevant
“Access control”. When user locks a file, the user is responsible for subsequently

unlocking it.
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13.1 Locking of data
In this Service, you can lock data from the following 2 screens.

» “Data list display screen”

» “Detail screen”
1. Locking of data from “Data list display screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) List data you want to lock.
3) Select data.

4) Select [Lock] from right-clicking menu. Then, the data is locked.

Tree view “ ¥
Faold
il Folder details (Test) 2
=L ALL Corporstion
=) config AR Crrmaratinn ( Tact
2 Test FuRL
& (] Tests
& ] Test2 Operation ¥ Select all Unselect all Create Folder [Z] Create File Incremernital Search »p
H [ Tests I Mame « Impart...  Usele.. Cwwner odifier
G61596 Test3 2 admin admin
Z B 8 BEIETE W yony ] acimin acimin
= B 3 861897 Tast PET él Updste files a acdmin acdmin
> B 861895 @l 1ostn ¥ i admin admin
BA1838 0 Documert Management Service Copy 0 admin aomin
P
262120 4 SearchFolder 0 F o User3 User3
882119 [ oo 9 Delets i Lsers Users
4 Showy mail
E5 Histary
Access control list
Bookmark #|+ Change owner
Search folder 2|+ Properties
Cabinet 2+
a Lock
Properties ¥
4
1D 861895 o
Mame : etz Cperation log
Importance H Approval history
Use lavel 0
Oswner . admin L Releaze notification
Modifier s admin r
2013/05H2 Manual release
Dzt dified
& medie 10:21:23 Accept status
Date crested : 201305410
11:06:20 c
i Tool 3
Type FILE
Sequence i3 4 Ul Add to baokmark '
File name ‘Manual.dos Page 1 of 1 ] o rosmr Displaying 1 - 7 of 7
File count 3 o - & Copy URL to cliphoard
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If you locked, key mark is displayed on data and it becomes impossible for other users to

change properties and contents of file.

= B &8 BE1578 M joat 0 admin aclmin

2. Locking of data from “Detail screen”
1) Double-click data you want to lock.
2) Display “Detail screen”.

3) Select [Lock] from pull down menu of [Operation]. Then, data is locked.

Tree view had ¥

53

Folder

b3

File details (Test2)

= s AL Corporation 5
@[ confiy @peration *| Update files Create draft data for approval Properties Show parent
= = _‘I Showy mail e L]
] Test3 ~
@ ] Test2 &5 History
H [ Test4 Access contral list
3 Lock
File size
Crperation log
ones
approval history 76,500 bytes
A o bookmark 78,300 bytes
Release notification Use Big file transferring toal.
Manual release # Usa this faature if vou download a file which size iz over 268 or failed to download by normal way.
Accept status
References
There are no references.
Biookmark +

Search folder

Nk
+||[+

Cabinet

"[Lock Owner name] is locking" is displayed on upper area of screen. And it becomes

1mpossible for other users to change properties and contents of file.

File details (Test2)

Cperation ¥ | Update files Create draft data for approval Properties 9 show parent

rAsS Corporation f Testf Test2
AURL:

admin is locking
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13. 2 Unlocking of data

You can cancel lock (unlock) of data, then the user who has write authority can change data.

The persons who can perform unlocking of data are the following.

» The user who locked the data

» CA (cabinet administrator)

® If you want to investigate who is locking, refer to the value of properties: [Lock ownerl].

In this Service, you can cancel lock of data from the following two screens.

» “Data list display screen”

» “Detail screen”

1. Unlocking of data from “Data list screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) Display data you want to unlock on list.
3) Select data.

4) Select [Unlock] of right-clicking menu. Then, lock of data is canceled.
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Unselect all

Mame =

Testd

test

Create Folder [£) Create File

7 &
&y
@
o E

E?Sj(

&

Upddate files

Cut
Copy
Paste
Delete

Showy mail

Histary
Access contral list
Change owner

Froperties

Unlock

B

Tree view had
Folder
Folder details (Test)
==/ AAA Corporation
[ .config I ARA Corporation [ Test
2 Test RuRL:
H ] Testd
0] Test2 Operation * | Select all
] Testd o
861896
& B g os187
® B g es1897
X B 5 o61835
861895
362120
362118
Bookmatk &+
Search tolder #|[+
Cabinet &+
Properties ¥
o 1261205 o
Narme 7
Importance :
Use lewel 0
Crvmer s admin E
Modifier cadmin
. V20130612
Date modified Vyaez1-23
20137060
Date created 411:08:39
Type :FILE
Sequence i 4 m
Lock owner cadmin Page 1 of 1
Date locked .2‘919',0,Bj12 v

Operation log

Approval histary

Releaze notification
hanual release

Accept status

Taal

A to bookmark

& Copy URL to clipboard

2. Unlock of data from “Detail screen”

1) Double-click data you want to unlock.

2) “Detail screen” is displayed.

3) Click [Unlock] button.

4) Lock of data is canceled.

File details (Test2)

Operation ©

Update files

Create draft data for approval

rase Corporation f Testf Test2

AURL
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)
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"[Lock owner name] is locking" of upper area of screen is disappeared. And other users who

have write authority can change properties and contents of data.

Other than this operation, by registration/ updating of file by user who locked, lock is

automatically canceled.

14. Movement of data
You can move data to another folder.
In this Service, you can move data from the following two kinds.
»  "Movement by Drag and Drop",
»  "Movement by Cut and Paste."

1. Movement of data by Drag and Drop
1) Navigate through folder hierarchy of [Tree view areal.
2) Display data you want to move on the list.
3) Drag data to destination folder.
4) Drop it in folder of movement place.

5) Click [Move Here] or [Move Here and update ACL and notification addresses] (From menu
displayed by Drop.)

6) The data is moved.

Tree view 4
Folder
=L AAL Corporation

Folder details (Test)

| .Canig IA_AA mornaratinn F Tact
2 Test B
] Test3
& £ Test2 Operation ¥ Select all Unselect all Create Folder [Z]Create File Incrementsl Sesrch
H [ Test4 0] Import...  Usele.. Owner Mocifier
§61896! Test3 adimin
o = Move hers .
X B & BEIETE ] gy a o acmin
Move here and update ACL and notification addresses
> B L 851897 admin
& B G & rest per Copy here (only propetties)
¥ ? 8618395 i
& B @ Test2 Copy properties here and update ACL and notification sddresses admin
861838 L it nit Service Copy here (incl. files) adimin
862120 | oo chFolder Copy here and update ACL and notification addresses (incl. files) User3
a62119 @ Shortout @ Create shortout hers User3

Cancel

2. Movement by Cut and Paste

All Right Reserved Copyright NEC 2025 =79 -

el



PROCENTER SaaS User Manual

1) Navigate through folder hierarchy of [Tree view areal].

2) List data you want to move.

3) Select data you want to move.

4) Select [Cut] from right-clicking menu. Multiple selections are also possible.

5) Select movement place folder.

6) Display right-clicking menu.

7) Select [Paste] - [Move Herel or [Move Here and update ACL and notification addresses].

8) The data is moved.

Tree view “ ¥
Folch i
cleer o Folder details (Test) 22
=L = AsA Corporation
= config fAp T T
= Test (3
0] Test3
W] Test2 Operation * | Select all Unselect all Create Folder [Z] Create File Incremental Search P
[ Testd o] Import...  Usele.. Owner Modifier
G61396 Testa 2 adimin acdmin
B L WIEE .y 0 adin admin
Copy
EI Dr' 3 861897 @Tes{ i admin
=
- Faste 4 Copy here (only properties) ]
= Br 861 895' Ej Test admin
Delete Copy properties here and updsate ACL and notification addresses
861593 acdmin
®ooe LTI (=X (T 53]
862120 ] Show mail User3
&% Sean > Copy here and update ACL and notification addresses (incl. files) S
) Search subfolders
32112 [ gpony [ Creste shortout here Haerd
Access control list
Change owner
Upidate expiration date
Properties
Bookmark 2+
Operation log
Search folder 2+
Cahingt &+ Releasze natification
Properties ¥ ﬂ Taal 3
o 1961206
Add to bookmark
Name : Testa
Importance & Copy URL to cliphoard
Use level 2
Chvmer s admin
Modifier cadmin

Date rnodified : 20120610 11:07:15
Date created :2013/06/10 11:07:15
Tupe :FOLDER

] 1 k

Page1 of 1 =] Dizplaying 1 -7 af 7
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15.  Shortcut creation of data

You can create Shortcut of data.

In this Service, you can create Shortcut from the following three kinds.

»  "Creation by Drag and Drop"
»  "Movement by Copy and Paste"

> "New creation of data"

(Refer to “4.4 Creation of data” about new creation of data.)

1. Shortcut creation by Drag and Drop

1) Navigate through folder hierarchy of [Tree view areal.

2) List data performing Shortcut creation.

3) Drag data to destination folder.

4) Drop it in folder of shortcut creation place.

5) Click [Creates shortcut here].

6) Shortcut of the data is created.

Tree view bl

#

Falder
= Al8 Corporation

Folder details (Test)

E) config [ -
2P Test [
[ ] Tests
o] Testz Operation *  Select all Unselect all

] Testd I
G686 Test3

Create Folder []Create File

- BE1STE W) joet 3

BE1897 (&) Teqt ppT

O¢ D¢ D¢
wwe

e Test2
GE1
BE2120 4 searchFolder

862119 [ ghonout

2. Shortcut creation by Copy and Paste

nent Service

Impart...  Usele.. Owner

2 acdrmir

Move here

Mive here and update ACL and notification addresses

Copy here (only properties)

Copy propetties here and update ACL and notification addresses
Copy here (incl. files)

Copy here and update ACL and notification addresses (incl. files)

|8 Creste shartcut here

1) Navigate through folder hierarchy of [Tree view areal.

2) List data to create Shortcut.

3) Select data to create Shortcut.
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4) Select [Copy] from right-clicking menu. Multiple selections are also possible.

5) Select Shortcut creation place folder.

6) Select [Paste] - [Creates shortcut here] from right-clicking menu.

7) Shortcut of the data is created.

Tree view

Foldler

#

BLE AAL Corporstion
£ .config
05 Test
H [ ] Test3
&[] Test2

[ Testd

Blookmark
Search folder

Cabinet

Properties

o

Harme

Importance
Use level
Ohwmer
Modifier
Date modified :
Date created
Type

NNk

1861396

Tests

2

radmin

cadmin

2013/06M0 11:.07:15
L 2013060 11:07:15
:FOLDER

Folder details (Test)

[P Pt T

[

Operation ¥

a

¢ D¢ D¢
H E

Page 1

Select all Unselect all

Create Folder [Z] Create File

IC
861598

Testd

GE1873 tes‘t

LY
Copy

561897 =
861895 | &l et
851898 @ pocu

BE2120 gl gy

862118 [ gy &

f Paste b
elele

7] Show mail

Crvniet

addmin

admin

Armir

“#

3
"

Incremental Search el

Modifier

aclmin
admin

adnin

Copy here (only properties)

Copy propertiss here and upcdate ACL snd notification addresses

Copy here (incl. files)

Copy here and update ACL and natification addresses (incl. files)

1| Search subfolders

Access control list

[ creste shortout here

acmin

admin

Uszer3

User3

Change owner
Upiciate expiration date

Properties
Dperation log
Releaze notification

2 Toal 3
]

Add to bookmark

& Copy URL to cliphoard

n

of 1

16.  Registration to bookmark

You can register data to bookmark.

2
Displaying 1 - 7 of 7

In this Service, you can perform registration to bookmark from the following two screens.

>
>

All Right Reserved Copyright NEC 2025

“Data list display screen”

“Detail screen”
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1. Registration to bookmark from “Data list display screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) List data to add to bookmark.
3) Select data.
4) Select [Add to bookmark] from right-clicking menu.

5) “Bookmark registration screen” is displayed.

Tree view “ ¥
Faldzr
Folder details (Test) el?
SIL[EIAAA Corporstion
[ config I AMA Corparation f Test
D Test R
H [ ] Test3
W ] Test2 Operation * | Select all  Unselect all Create Folder D Create File Incremental Search y ol
H [ Testd D hame - Import...  Use le... Owner Modifier
G61596 Test3 2 adimin aclmin
& Ef = | el tes‘t f Arlmi acimin
| B 2 Update fies .
& B & 15 @) qeatper amin
. cut .
= B 881895 il 1oatn & admin
Copry ;
861893 O Document Management Service = &cimin
[ Paste 3
e 3 sz
862119 [ cportout &K Delste 5 Users
] Bhow mail
,‘__; History
Access control list
Change owner
Bookmark 2|+
Propetties
Search folder 2|+
Cahingt &+ 2
Urlack
Properties ¥ —
1] (861878 - Cperation log
N; .
=m= test Approval history
Importance :
Use lewel 0 Release notification
Owner :admin E
Modifier cadmin Mantallclease
20120605
i : Accept status
Date modified <3500 0 pt
201306105 .
Datecrested  nlo A Tool 4
Type :FILE
Sequence 1 4 (M Add to bookmark b
Lock :admi - = . .
ock owner admin Page 1 off ] |4 Copy URL to cliphoard Dizplaying 1 - 7 of 7
20130605 -
Dzte locked i

2. Registration to bookmark from “Detail screen”
1) Double-click the data you want to add to bookmark.
2) “Detail screen” is displayed.

3) Select [Add to bookmark] from pull down menu of the [Operation].
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4) “Bookmark registration screen” is displayed.

Tree view

had

Folder
= L| =lAAL Corporation
x ) .config
o9 Test
] Tests
W Test2
] Testd

Bookmark

Search folder

Rk

Cabinet

File details (Test2)

| Operation ™| Update files

o] Show mail -

Hiztory

Access control list
Change owner

O Lock

Crperation log

Approval history

2

2

%

Add to bhookmark

Release notification
Manual release

Accept status

References

There are no references.

3. Bookmark registration

Create draft data for approval Properties ¥ Show parent

File size

ouyes

[TlUse Big file transfarring toal.

* Use this feature if you download a file which size is over 2B or failed to download by normal way.

1) Display “Bookmark addition screen”.

2) Edit property information.

Tree view

“

Falder
= |\|_;__|AAA Corporation
H config
=9 Test
) Testd
) Test2
o] Testd

Bookmark

Search folder

B8 8

Cabinet

Properties

Show properties of the selected data.

“

Add to bookmark
——

Properties

MName

Expiration date

Description

Remark

Impartance Mane

fhortcuts

hame

Test2

JRequwred

ad ?fRequwred

Destination 10
861595

Create ][ Cancel

4) Click [Create] button
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4) Data is registered to bookmark.

17.  Copy of data
You can copy data to another folder.
In this Service, there are the following two kinds of copy.
» "Copy by Drag and Drop"
» "Copy by Copy and Paste"

1. Copy by Drag and Drop
1) Navigate through folder hierarchy of [Tree view areal.
2) List data you want to copy.
3) Drag data to destination folder.
4) Drop it in folder of copy place.

5) Data is copied, if you select copy place folder and select one of the following menu from

right-clicking menu.

[Copy Here (Only properties)]

[Copy properties here and update ACL and notification addresses]
[Copy Here (incl. files)]

[Copy Here and update ACL and notification addresses (incl. files)]

YV V V V

All Right Reserved Copyright NEC 2025 -85 -



PROCENTER SaaS User Manual

Tree view Bl ¥
&
oy £ Folder details (Test) 2l
=L A8A Corporation
|| .config FAAR O o ATt
2 Test uRL
w0 Testd
W] Test2 Operation ¥ Select all Unselect all Create Folder 2 Create File Incremental Search yol
H [ Testd [} Impart...  Usele.. Owner Modifier
G611 69 Test3 2 aclmin aclmin
Maove here
hANE ] b acimin acimin
Move here and update ACL and notification addresses
b 4 p 0 . = acmin acmin
& B A = 1e { Copy here (only properties)
-+ . | dmi dmi
& B @ Test2 Copy propeties here and update ACL and notification addresses aemin Femin
861598 @) pocumert Ma Copry hiere (incl. files) acmin acmin
862120 [ap] ¢ oarohFoided \ Copy here and update ACL and natification addresses (incl. files) Userd Userd
862118 @Shudcu{ @ Create shortcut here Uzers User3
Cancel
Bookmatk &+
Seatch folder #|+
Cabinet &+
Properties ¥
Show properties of the zelected data.
P i r
Page 1 of 1 .:3 Displaying 1 - ¥ of 7

@ Copy by Copy and Paste
1) Navigate through folder hierarchy of [Tree view areal.
2) List data you want to copy.
3) Select data you want to copy.
4) Select [Copy] from right-clicking menu. Multiple selections are also possible.

5) Data is copied, if you select copy place folder and select one of the following menu from

right-clicking menu.

[Paste] - [Copy Here (Only properties)]
[Copy properties here and update ACL and notification addresses]
[Copy Here (incl. files)]

vV V V V

[Copy Here and update ACL and notification addresses (incl. files)]
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Tree view bl ¥
Falder
Folder details (Test) #?
=2/ Aas Corporation
@[ config I AAR Corporation f Test
ST Test T
[ Testd
0] Test2 Operation ¥ Select all Unselect all Create Folder [J]Create File Incremental Search L
o[ Test4 [[n] Mame Impart... Usele.. Owner Modifier
461 898' ; ; l 2 admin admin
* r 861578 i 2 ® O i acdmin admin
= B & teat —
b4 ¢ O 861897 =
& B4 ) Test T & Paste 3 Copy here (only propertise)
b4 7 951895 i)
= D{ ) Test2 x Delete Copy properties here and update ACL and notificstion addresses
a6 ocument Management Service Copy here (incl. files)
] Shovw mail
862120 &%l SearchFolder Copy here and update ACL and notificstion addresses (ncl. files
) Search subfolders
852118 [ oot [ Create shortout here
Access control izt
Change owner
Update expiration date
Properties
et calle Operation log
Search folder #|[+
Cabinet 2+ Releaze notification
Properties ¥ ﬂ Tool b
o 1881208 Aefd to bookmark
Name : Testa .
® (& Copy URL to clipboard
Importance
Use lewvel 12
Owimner radmin
Madifiar : admin
Date modified : 20130610 11:07:15
Date created 2013060 11:07:15
Type :FOLDER
< m r
Page 1 of 1 .S}' Dizplaying 1 - 7 of 7

18. Reference of data

You can refer to data already registered.

18.1 Reference of URL data

You can refer to URL data registered into this Service. In this Service, you can refer to URL

data from the following two screens.

> “Folder detail screen”

» “Website detail screen”

1. Refer to URL data from “Folder detail screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) List URL data you want to refer to.

3) If you click icon for access [@], another window is opened.
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4) You can access URL registered.

Tree view Rl ¥
ey Folder details (Test) 2
BlE A88 Corporation
[ | .config I AAM Corporation f Test
2T Test A uURL
(] Tests
# [ Testz Operation ™ | Select all Unselect all Creats Folder [[]Create File Incremental Search R
[ Testd [[n] Mame « Import...  Usele... Owner Modifier
861396 Test3 2 admin admin
= B 3 861873 tast 0 admin acimin
EI D{ 9 861897 Tes‘t PRT 0 admin aclmin
* B 561595 ﬁm . 0 admin acimin
661533 eDucumerﬂManagemerﬂService 0 admin aamin
G % SearchFalder Y Teers =
362119 @Shor‘tcut 0 User3 User3
Bookmsrk |+
2. Refer to URL data from “Website detail screen”
1) Navigate through folder hierarchy of [Tree view area].
2) List URL data you want to refer to.
3) Double click URL data you want to refer to.
4) “Website detail screen” is displayed.
5) If click [Open URL] button, another window is opened.
6) You can access URL registered.
WebSite details (Document Management Service) &

Operation ¥ | Properties % Show parent

FAAR Corporation f Testf Document Management Service
FURL:

Reference URL
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18. 2 Reference of data accessed recently
You can refer to data, Website, and Shortcut accessed recently.
1) Click [Recently Referred] of Main Menu tab.

2) Data list accessed recently is displayed.

' Recently referred lExpir’ed soon{0) Draft data Unapproved data{0) Adrmin Manual User Manual IDMameSearch P advanced search | Logout
TEE UiEW < ¥

Fald &=
owter = Recently referred &7
=L = AL Corporstion
) config Path
(=i Test Operation *  Select all Unselect all Incremental Search L
3} Testd
- Import... Name Dete acceszed = I Usele.. Date modified
&[] Test2
& ] Testd datahumberFarmat 201306M013:08:33 861500 S 20130603 15:54:¢
b 4 2 = D R ]
fost D{ D BRL TR B b 201 30606 161018 G61594 1 201 30606 16:10;

(Like folder, it is possible to operate by data selection.)

18. 3 Reference of data which expired soon
You can refer to data which will expire soon, from list.

If you click [Expired soon (XX)] of Main Menu tab, "expired soon" list is displayed. The number
displayed in () of [Expired soon (XX)] is number of data which expired soon.

Recently referfed Expired soon{l) OFaft data Unapproved data{0) User Manual IDMameSearch P advanced search | Logout
Tree view & ¥
Fald #||=
ceer = Expired soon sl 7
=L AAL Corpaoration
& [ Test Peth:
H [ Test2 Operation = | Select all  Unselect all Incremertal Search yol
= Testd .
= Expiration date = Mame Import...  Usele.. Cwner Drate modified File 1
L:f 2013061 4 Wanual 0 User3 2013MEM 2121225 han

(Like folder, it is possible to handle by data selection.)
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— —Notes— —
Data that has already expired is automatically moved to Recycle bin in relevant cabinet.
While logged in, number of data items that will expire soon, displayed on Main Menu tab,
does not change (number XX in [Expired soon (XX)]).

19. Numbering
You can perform “Numbering” (Numbering is management of data number) of a file. In order to
use “Numbering”, it is necessary to create “Numbering format definition” in advance. Only
administrator can create “Numbering format definition”. Refer to “6.5 Numbering format

definition” in "Cabinet Administrator Manual” about creation of “Numbering format definition”.

19.1 Numbering of a file
You can perform “Numbering” of files on the following two screens.

>  “File creation screen”

» “Property edit screen” of the file

Refer to “4.2.New creation of file” about “File creation screen”, and refer to “4.9 Reference /edit

of property” about “Property edit screen”.

1) Click [Select data number] button of “Data Number” in “Properties screen”.

Properties
10 2618484
Marme Test2 o Required
Owiner admin

Date created 2013M06M011:06:39
Date modified 2013061 2 10:21:23

Expiration date 9
Description

Remark

Importtance Mone » of Required

Diata number Select data nurmber

Revision
Sequence 3
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2) Selection window of Numbering format is displayed.
3) Select Numbering format you use.

4) Click [Auto numbering] button when performing “numbering automatically”. Click [Manual

numbering] button when performing “number direct entry”.

Select data numbering format (14
ElNE A8L Corporation
% DataMumber

Auto nurmbering [ | Manual numbering ]][ Cancel

5) If you click a button, selection window of “Numbering format” is closed.
6) Data number is displayed on column of data number.

® When you click [Auto numbering] button, next management number (next

"Numbering") is displayed. At this time, number cannot be edited directly.

Importance Confidential W of
Dataklumber Select Data Murmber
Revision 3
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® When you click [Manual numbering] button, the latest management number which

can be given is displayed. At this time, you can edit and set number directly manually.

Importtance Confidential £V 1:(
DataMumhber dev-doc 2011 004 elect Data Number
Revizion K

7) After setting data number, if file creation and updating are performed, you can perform

Numbering of file.

——Notes——
Whether you can click two buttons ( [Auto numbering] or [Manual numbering] ) on
“Numbering format selection" depends on “Numbering format definition” setting.
In case of [Auto numbering], management number is the minimum number which is not
used yet when file is created / updated.
In case of [Manual numberingl, you cannot specify data number already performed
"Numbering". And, you can not edit it except "year" and "number".
When you select new “Numbering format” by using “Numbering” at property edit, new

data number is given.

19. 2 Numbering ledger

Ledger of file performed “Numbering” by specified “Numbering format definition” is

displayed.
1) Click [Numbering ledger] of Management Menu tab.

2) “Numbering ledger screen” is displayed.
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i gement Menu Release Managemenit henu User name: User3 NEC
Mumbering ledger| Change password Recycle bin Wersion Big file transfer IDMameSearch 2 advanced search | Logout

Tree view « ¥
Fald o
oleer < Humbering ledger #?
=) ana corporation
W] Test i
B[ Test2 Data humbering format o Reguired
o] Testd e

@
Date of humbered @ Mo specifyrange

) Specify range
Select data numbering format 4
L= ann Carporation
% Datatumber

Select Cancel

7) Specify Numbering date.
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® When not specifying, all periods are target.

Humbering ledger

- DataMumber =

Data nurnbering format /" Required

@ Mo specify range
Date of numbered . pectf rang
() Bpecify range -

8) Click [Show list] button at lower right of screen.

9) “Numbering ledger” is displayed.

Humbering ledger

- DataMumber #

Data numbering farmat “\:-”’ Required

@ i
Date of numbered @ Mo specity range

(D) Specify range -
Search results
Cperation
anumber format 1D Data number format name Cahinet name Delete user Date deleted
864154 Datablumber Ann Corpotation
4 m
Page 1 of 1

b

Delete flag

Displaying 1 -1 of 1

3

show list || output to CSu

10) Click [Output to CSV] button at lower right of screen.
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11) You can download “Numbering ledger” file.

Humbering hedger

A
- DataMumber -
Data numbering forrmat « Reguirad
@ Mo spetify range
Date of nurmberad - ’_:' iy rang
1 Specifyrange
Zezarch resuls
Operation * File Dewnload m
a number format I0 Dn%:r::r format na|  Dig ouw want to open os zave this file? r Date deleted Delete: fleg
64154 Dl
Iilﬂ Mame: Databhamberlist-200 10024121 106.05¢
_j Type: Microsoft Office Exoel Comma Separsbed Yalues Fil...
From: infoframe-dm-saas.ip
l
\ [ open |[ swe | [ Cown |
[
e Rl froen the bedenned can be useshul, pome B can pobentialy
T yous compaster. IF you do reol it The source, do not open of
save this file. 'What's the mk?
v 1] | »

o4 Paget ol |+ # Dizplaying 1 -1 of 1

[ showlist | outputtocsy |

20. Approval

With approval function, until a registered file is disclosed, original data (open data) is locked and
a different file (draft data) from the registered file is used for editing. So, it is necessary to create
draft data for approval in order to perform approval request and approval about file. Perform
approval request after creating draft data.

20. 1 Draft data creation for approval

1. Case creating draft data when creating new data
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1) Creating new file data.

When creating file, check [Create draft datal and click [Create] button to create draft data.

Create File

[¥] Create draft data

Files (Choose file from Reference button.)

Registration files by Drag and Drop from here

References

2. Case creating draft data from file detail screen of existing data.

1) Open “File detail screen” after creating a file.

2) Click [Create draft data for approvall button from simple menu of “File detail screen”.

£«

L3

File details (In All Team Draft il ?
Operation *  Update fil Create draft data for approval Properties % Show parent

| »

J AT LUPUTEUUN T DEVEIUDITIENLT PIdl F FUluen. /i Al L eam wiaft Plan

;‘}‘URL: hitp:ihooc oot oo esdchronos/m.do?tenant=2002&i=2223

Files

File name File size

Plan for Team A xlsx 8,360 bytes
Plan for Team B.xisx 8,360 bytes

Team A demand points. txt 160 bytes

Edit
Edit

Download Edit

Team B demand points.txt 171 bytes | Download Edit

[ Use Big file transferring tool.

= Use this feature if you download a file which size is over 2GEB or failed to download by normal way.

References

There are no references.
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3) Then a check dialog is displayed, click [Yes] button.

4) Draft data is created.

5) Screen is changed to “Draft data detail screen”.

File Draft details (In All Team Draft Plan)

Operatinn * | lindata filae Branarties | [ Show nnen data £ Rack to previous page

ft Plan /In All Team Draft PlaniDraft)
}URL: hitp:ihoeos oo codchronos/im.do®tenant=2002&i=2224

Manual disclose ][ Approval request

Files
File name: File zize
Plan for Team A xisx 8,360 bytes
Plan for Team B.xlsx 8,850 bytes
Team A demand points.txt 160 bytes
Team B demand points. txt 171 bytes

[ Use Big file transferring tool.

= Use this feature if you downlead a file which size is over 2GB or failed to download by normal way.

——Notes——

- Reference cannot be registered into draft data.

3. Case creating draft data from file detail screen of existing data.

If you want to update approved data, you need to create draft data.
1) Click [Update files(approval required)] on the file details screen.

File details (Sample)

Operation~ lUpdate files (approval required)lProperties % Show parent '“ Back to previous page

@ / Cabinet / Sample{Approved data)
AURL: http:/f /m.do?i=2026

Files

File name File size

Sample xis 383,048 bytes
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2) Click [Yes] when confirming dialog is displayed.

3) The draft data will be created and the draft data details screen will be displayed.

File Draft details (Sample)
Operation* Update files Properties % Show open data ) Back to previous page
®: / Cabinet / Sample / Sample(Draft)

MURL: http:/f /m do?i=2028
[ Approval request ]

Files
File name File size
Sample xls 383,948 bytes [ Download ” Edit ]
——Notes——

References can not be registered into draft data.
Access control list of draft data will be take over access control list of open data.
According to the contents of the changed system configuration file, you can change to

access control list of draft data which has only authority of operator.

20. 2 Manual disclose

You can use “manual disclose” when overwriting original data with edited draft data, without

having to gain approval.

1) Click [Manual disclose] button on “Draft data detail screen” of file.
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File Draft details (In All Team Draft Plan)

Operation ¥ Update files Properties

!
@ }URL: hitp:ihoocooocoocodchronos/m.do?enant=2002&i=2224

Files

File name

Plan for Team A.xlsx

Plan for Team B.xlsx
Team A demand points.tet

Team B demand points. bt

File size

5 Show open data £ Back to previous page

1 All Team Draft Plan(Draft)

Manual disclose ’ Approval request

—
171 bytes

[ Use Big file transferring tool.

= Use this feature if you download a file which size is over 2GE or failed to downlead by normal way.

2) “Revision information input screen” which correspond to open data, is displayed.

3) Input revision information.

4) Click [Manual disclose] button.

Manual approve

Revision information for disclosed data.

MName
Revision

1st edition
Update reason

Publish date @ Immediate publish

& 35 =

5) “Manual disclose” is performed.

“®

53
a3

'\\,-/Required

-

[ Manual disclose ][I Cancel

6) Screen is changed to “File detail screen” of former data.

——Notes——

*  When the open data is approved, “manual disclose” is not permitted.
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20. 3 Approval request
You can perform approval of draft data.

1) Click [Approval request] button on “Draft data detail screen” of file.

<«

3
3

File Draft details (In All Team Draft Plan)

| v

Cperation *  Update files Properties % Show open data £ Back to previous page

@ /1n All Team Draft Plan(Draft)
}URL: hitp:fhooc oo ooocodchronos/m.do®enant=2002&i=2224

Manual disclose ’ Approval request

Files

File name File size

Plan for Team A.xisx 8,360 bytes
Plan for Team B xlsx 8,850 bytes | |
Team A demand points.tet 160 bytes
Team B demand points. b 171 bytes

[ Use Big file transferring tool.

= Use this feature if you download a file which size is over 2GB or failed to download by normal way.

2) Screen is changed to “Approval request screen”.

3) On “Approval request screen”, input "revision information" and "comments" about open
data. When establishing [Publish datel, it's opened on a designated day after approval

completion.
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Mame In All Team Draft Plan

Revision

update demand points
Update reason

Setup

Comment

*The comment will be added to E-mail.

Approver List

Apply saved approver| Select [_E.ppr_J I__D_BJ.BIB_J

Select all Unselect | Grouping by approval order |

Approval order = ‘ Approval type ‘ User/Group
default approval sequence when user is added : | 1st approver(s) [M] [_D_eJeIe_] [_Shmwmembgrjsj4
Save Approver: | Save name |[_S_ay_e4
]
Send E-mail
[_Eppr;w_au_eguesr_]{&l
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4) Select a person who perform approve.

5) Specify approval order at the time of addition.

6) Click [Add user] button, and search and add user.

Select approvers.

Appraver List

Apply saved approver | Select - ||

Select all Unselect | Grouping by approwval order
Approval arder - Approval type
=l Approval order: 1st approver(s) (1 personis))
15t approver(s) v | Review sl fECITIT
= Approval order: 2nd approver(s) (1 personi{s})

2nd approveris) ¥ || Approval | Uzerl

default approval sequence when useris added : | 1stappraver(s)

Save Approver:

User name

W fdd user ] [ Delete ]

Sawe name | |

[Approval order] expresses order which approval person approves. Low number approval

person approves earlier.

[Approval type] expresses type of approval. You can select from the following.

“Proofread”

>

» ”Approval”
» “Circulation”
>

“Managerial decision”

Check [Each notification after requesting (e.g. Completion of approval) will be made for

all approved user.] optionally.
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[Save name] and [Save] save approval person's setting.

v Input saving name into [Save name] column.

v" Click [Save] button.

v' "Approval persons" and "Approval Order" which are set as list are saved.

Save Approver: | Test History

You can apply saved setting of approval person to present list from [Apply saved approver].

v Select saved setting name from list of [Apply saved approver].
v" Click [Apply] button.

v' History setting is applied to list.

® After select saved name, if you click [Delete] button, you can delete saved contents.

Select approvers.

Apprower List
Apply saved approver || v | | |
Select all Unselect T?.S_tt',i_s..t!j,w_, RE———
Approval arder Approval type User narme

7) Click [Approval request] button.
8) Approval request is performed.

9) Screen is changed to “Draft data detail screen”.
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Information x|
# [Maintenance information] Date: Jul 4(Wed), 2015, 0:00 to 1:00(J5T} Influences: Service will stop temporarily. Reason: Server maintenance
zl?

File Draft details (In All Team Draft Plan)

| »

Operation

1 ¥¥Z Coporation / Development / Plan / FolderC [ In All Team Draft Plan / In All Team Draft Plan{Draft)
URL: hitp:ihoos oo odchronos/m.do?tenant=2002&i=2224

User1 is locking (for approval) ’ Cancel approval request

Files

File name File size

Flan for Team 4 xlsx 8,850 bytes
Plan for Team B.xlsx 8,360 bytes | |
Team A demand points bt 160 bytes
Team B demand points.t=<t 171 bytes

™ Use Big file transferring tool.

* Use this festure if you download a file which size is over 2GB or failed to download by normal way.

——Notes——
When two or more approvers are set in same approval order at approval request, transition
to higher approval order will not occur until all approvers set in same approval order provide

their approval.

You can input two or more comma separated e-mail addresses to the CC field.

20. 4 Approval Flow

If you use approval flow when requesting approve, you need to create approval flow in advance.

1) Click [choose/applyl on the Approval request screen.
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Select approvers.

Approver List
Apply saved approver Select v. | apply | | Delets I
Apply approval flow I [ choose / apply ]ITo remove the effects of applying ]
Description

Select all UnselectiGrouping by approval order

Approval order « Approval type User/Group

approval order - | 1st approver(s) v [ Add user / group ] Dele J [ -

Save Approver: | Save name | : ’

2) Selection of approval flow window will be displayed. Select the approval flow you want to

use.

» Selection of approval flow ; (] x

= [j2)Approval flow

= - ApprovalFlowFolder
=) ApprovalFlow
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3) Selection of approval flow window will be closed if you click [Select] button and approval
flow which was defined will be displayed.
Select approvers.

Approver List

Apply saved approver ‘ J
Apply approval flow  ApprovalFlow [ choose / apply J[ To remove the effects of applying J

X |

Description

Select all Unselect ! Grouping by approval order

Approval order « Approval type User/Group Approval comment

(< Approval order: 1st approver(s) (1 person(s))
= = Select user

= Approval order: 2nd approver(s) (1 person(s))

v ~ Uuserl
=} Approval order: 3rd approver(s) (1 person(s))
v | €3
approval order : v \ l

Save Approver: ’ ’

4) Click [Approval request] to complete requesting approval and the draft data details screen
will be displayed.

20.5 Approval / rejection

You can approve or reject data for which approval is requested. You can perform approval or

reject from the following screen.

i

» “Non-approval Data list screen’

> “Draft data detail screen”

1. Approval from unapproved data list

1) In Main Menu, if number in () of [Unapproved data] is one or more, the unapproved data

needed to approval exists. Click [Unapproved data] menu.
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Main Menu Management Menu Release Management Menu

Recently referred Expired soon(1) Draft data] Unapproved data(l) | User Manual

2) Unapproved data list is displayed.
3) Select data to perform approval / reject.
4) Click [Approval / Reject] button.

® If you want to see the contents of data in advance, download and check file from

download icon.

Information 3k
# [Maintenance information] Date: Jul 4(Wed), 2015, 0:00 to 1:00(J5T) Influences: Service will stop temporarily. Reason: Server maintenance
Unapproved data *H 7
Path: /X'Z Coporation / Development / Plan / FolderC / In All Team Draft Plan/
ncremental Search P
10 Tame Client PErS0n expeciea 10 a.. App)
+ F
= @ 2224 gl ;3 Al Team Draft Plan Tz ez 55
‘ | i
Page|1 of 1| b b | & Displaying 1- 1 of 1

Approve / Reject l

5) “Approval screen” is displayed
6) Input comments.

7) Click [Approval] button or [Reject] button.
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Approve

Revision information for disclosed data.

Mame

Revision

Ipdate reason

Comment

Camment

*The comment will be added to E-rmail.

O] 2end E-rmail

E-mail settings

8) Approval / reject are completed.

Approve

Reject

Cancel

9) Screen is changed to “Draft data detail screen”.

2. Approval from “Draft data detail screen”

1) Select [Draft datal of Main Menu.

Main Menu Mamagement Menu Feleaze Management Menu

Recently referred Expired soon(1)| Draft data

2) Draft data list is displayed

Unapproved datail) User Manual

3) Double-click data you want to perform approval / reject.
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Draft data

22
Path:
Incremental Search § e
o] Mame Client Approval order Approval status
= 8 85455 gl Tosto User3 1=t approver(s) Lppraving
IEI 5 gE51879 t831 Ediiting

4) Click [Approval / Reject] button on “Draft data detail screen”.

® If you want to see contents of data in advance, download and check with download
button.

<«

File Draft details (Development Standard_Draft)

Operation *  Properties 9 Show open data

| v

tandard Draft / Development Standard_Draft(Draft)
AURL: hitp:ihooscoscocodchronosim.do ?tenant=2002&i=2225

User1 is locking (for apprm’al]l Approve [ Reject I[ Cancel approval request ]

Files

File name File size

Development Standard_Draft.docx 0 bytes

™ Use Big file transferring tool.

* Use this feature if you download a file which size is over 2GB or failed to download by normal way.

5) Approval screen is displayed.

6) Input comments.

7) Click [Approvall button or [Reject] button.
8) Approval / reject are completed.

9) Screen is changed to “Draft data detail screen”.
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20. 6 Cancel publish

It’s possible to cancel publish of approval data.

1) Click [Cancel publish] button in the “Draft data detail screen” of data which you want to
cancel publish.

File Draft details (Security Management Policy_Draft)
Operation ™

(Draft)

1 ¥¥Z Coporation / Development / Plan / FolderC / Security Management Policy Draft/ Security Management Policy_Draft

Update files Properties % Show open data

(URL: hitp:ihooccccceoeedchronos/m do?tenant=2002&i=2228

I Cancel publish I
Files

File name

File size
Security Management Policy_Draft.docx

™ Use Big file transferring tool

* Use this feature if you download a file which size is over 2GB or failed to download by normal way

2) Click [Cancel approval request] button at the “Cancel approval request screen”

Cancel approval request

«

Revision information for disclosed data.

hd
3

Name

-
Revision
Update reason
Comment
Comment

* The comment will be added to E-mail.
[T send E-mail

E-mail settings

Ll

Il Cancel approval request m Cancel
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3) Click [Yes] button in confirmation screen of “Are you sure you want to stop disclosing?” A
screen transfers in “Draft data detail screen”.
File Draft details (Development Standard_Draft)

Operation ™

Update filez Properties

<«

3 Show open data ) Back to previous page

1 ¥¥Z Coporation / Development/ Plan / FolderC / Development Standard Draft / Development Standard_Draft{Draft)
AURL: hitp:fhooscooooceodchronos/m do?tenant=20028&i=2225

g
3

Files

Manual disclose ][ Approval request ]
File name

File size
Development Standard_Draft.docx

[~ Use Big file fransferring tool
* Use this feature if you downlcad a file which size is over 2GB or failed to download by normal way.

20. 7 Reference of approval situation list

“Draft data detail screen”

“Draft data list screen”

You can check approval status of data. You can perform check from the following two screens.
>
>

1. Reference from “Draft data detail screen”

1) Open operation menu of “Draft data detail screen” of target data.
2) Select [Approval status].
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File Draft details (Test2)

| Operation *| Properties

] Shos mai

= Histary
Access contral list
Change owner

L Lock

Operstion log

Lpproval status

Cal

Test2 xlex

¥ Show open data £ Back to previous page

Testf Test? F Test2(Draft)

User3 is locking {for approwval)

File size

onyes

[ uge Big file transferting tool.

® Use this feature if you download a file which size is ower 2GH or failed to download by normal way.

Approve / Reject ” Cancel approval request

3) Approval status list is displayed.

4) If there is approval person's comment when you click data, comment is displayed on

comment field of lower area of screen.
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Approval status ( Test2 ) &7
Recuest number Approval order Approval type Cliert Approver Approval status Dete status modified = Dz
4 1=t approver(s) Rrervign User3 aclmin Auparoving 201 306M214:35:46 20
3 1=t approver(s) Approval User3 User3 Canceled 201 306M214:38:33 20
2 15t approver(s) Revigwr User3 admin Canceled 201 306M214:30012 20
1 1=t approver(s) Resviewy Uszers acmin Canceled 2013M0EM214:2733 20
Fl n I

Page1 of1 .:—1 Dizplaying 1 - 4 of 4

Camment

Cancel

® [Request number] expresses number which issued request in same version of open
data.

® [Approval status] expresses approval status of each Approval person.
2. Reference from “Draft data list screen”

1) Select [Draft data] of Main Menu.

Main Menu hanagement henu Releaze Management Menu

Recently referred Expired soon(1)) Draft data | Unapproved data(l) User Manual

2) Draft data list is displayed.

3) Select [Approval status] from right-clicking menu of data you want to refer to.
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Draft data

Path: / ¥x'Z Coporation / Develepment / Plan / FolderC / In All Team Draft Pland

(] Name
k3 =
= 2228 Security Management Policy_Draft
b 4 . ]
= 2225 Development Standard_Draft
b 4 g
= 2135 D Security Management Policy_Draft
*
= & 2224 G)jp AlTea _
| Show mail
él 2218 Release
B Hi
> = =] History
= @& 2155 User Man
- Access control list
= @ 2104 D Service |

Change owner

Properties

Operation log

l Approval status |

4) Approval status list is displayed.

20. 8 Reference of approval history list

Clignt

User1

User1

User1

Useri

User1

1al =ed

Approval order

2nd approver(s)
1st approver(s)

15t approver(s)

1st approver(s)

1&t approver(s)

You can check approval history of data. You can perform check from the following.

» From operation menu of “File detail screen”

» From right-clicking menu of the target data of “Folder detail screen”

1. Reference from operation menu of “File detail screen”

1) Open operation menu of “File detail screen” of target data

2) Select [Approval historyl.
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File details (In All Team Draft Plan)

| Operation = |

Properties

3 S

= Show mail
= History

Change owner
0. Lock

Operation log

Access control list

Approval history

Manual release

Accept status

Add to bookmark

Release nefification

DevelOpising a1 wiusie s nimn s wian 1an

pococoodchronosim.do?tenant=20028i=2223
User1 Creating draft data.| Show draft data

File size

8,880 bytes | Download
8,860 bytes | Download
160 bytes | Download

171 bytes | Download

™ Use Big file transferring tool.

b

“

|»

* Use this feature if you download & file which size is over 2GB or failed to download by normal way.

Output to CSV 3

3) Approval history list of target data is displayed.

® [Request number] expresses number of versions of approval data.

Approval History List ( Detail Design ) #|?
Sequenc... Reguest Mumber ApprovalOrder Approval Ty pe Client Appronet A pproval Status
3 2 1=t approver(s) Proofread User1 Uszer2 Approved
3 1 1=t approver(s) Proofread U=zer1 Cahkinet Admin Canceled
< >

Page [1 of 1 .—E}" Displaying 1 - 2 of 2

Comment

Cancel
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2. Reference from right-click menu of data of “Folder detail screen”
1) Right-click target data on “Folder detail screen”.
2) Menu is opened.

3) Select [Approval history].

Tree view Rl ¥
Falder Ed
< Folder details (Test) 22
L=l AR Corporation
[ .config TAMM Corporation f Test
=Y Test £V
[ Tests
&[] Test2 Operation ¥ | Select all Unselect all Create Folder [[] Creats Fils Incremenital Search Fe]
] Test4 D Mame - Import...  Usele... Owner Modifier
T61696 Test3 4 admin User3
b= ] BEIETE ) yony 1] acimin acimin
& B 8 88T @ qogeer 2 Upclats files admin adimin
- . .
= 2 8 881895 &)l 1aatn ¥ cut admin admin
@ 861838 0 Document Management Service Copy admin admin
862120 [am] 2 porchFolder B 3 Users Uzerd
862119 [ gportout X Delets User3 User3
~7 Show mil
£S5 History
Access control list
Bookmark &+ Change owner
Search folder 2|+ Properties
Cabinet #|[+
a
Properties ¥ Unlack
= |
o S61895 -
Hame W T et Operation log
Importance Approval history
Use level 1} L
Owner admin = Felease notification
Modifier admin ] reees
" 2013062
Date rodified 10:21:23 D) el
Date crested 20120610
14:06:39 ﬂ Tool b
Type FILE
Data nurnber TestMumberl 4 1 P [3
Seduence 2 Page 1 of1 D oo Displaying 1 - 7 of 7
Lock awner User2 = . — (& Copy URL to diipboard TS

4) Approval history list of target data is displayed.

20.9 Reference of draft data list
You can check list of draft data. Displayed condition is the following.

v" Draft data that is edited or requested.

v' Draft data from which "Access control" is being given to person who confirms it.

1) Select [Draft datal of Main Menu.
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Main Menu Management Menu Release Managemert Menu

Recently referred Expired soon(1)) Draft data | Unapproved data(l) User Manual

2) Draft data list is displayed.
3) Double-click specification data.

4) Screen is changed to “Draft data detail screen”.

Draft data 2|7
Path:
Incremental Search 2
D Mame Client Approval order Approval status
= 864155l Tgeta User3 13t approver(s) Apiroving
él S615879 test Eciiting

20.10 Reference of unapproved data list
You can check the list of unapproved data.

1) Select [Unapproved datal of Main Menu.

Main Menu Management Menu Releaze Management Menu

Recently referred Expired soon(l) Draft datd Unapproved data(l)| User Manual

2) Unapproved data list is displayed.
3) Right-click specification data.

4) You can perform [Approve / Reject]. Or, you can refer to [Status list].
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Unapproved data &7
Path: [ 2484 Corporation f Test § Test2
Incremertal Search P
0 Mame Client Approver Approval type
= & 864155 ]l 1osto User3 almin Review
4 T 3
Page 1 ofi P

Dizplaving 1 -1 of 1

Approve / Reject

20.11  Approval request cancel

You can cancel approval request.

1) Double-click data you want to cancel approval request in draft data list.

Draft data 27
Path:
Incremental Search Fe)
I Mame Client Approval order Approval status
é‘ a54155 jj Test2 U=zer3 1t approver(z) Apptaving
5 861879 test Editing

2) Click [Cancel approval request] button on “Draft data detail screen”.
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Operation *

File Draft details (Development Standard_Draft)

Properties

Files

File name

Development Standard_Draft.docx

Cancel approval request

Revision information for disclosed data.
Mame

Revision

Update reason

Comment

Comment

*The comment will be added to E-mail.
[[] send E-mail

E-mail settings

mail to.

All Right Reserved Copyright NEC 2025

4) The Cancel approval request screen will be displayed, then input a comment. If you want

% Show open data

1 X¥Z Coporation / Development / Plan / FolderC / Development Standard Draft/ Development Standard_Draft(Draft)

User1 is locking (for appro‘.’al]l Approve / Reject | Cancel approval request |

File size

M use Big file transferring toal.
* Use this feature if you download a file which size is over 2GB or failed to download by normal way.

3) Approval request cancel screen is displayed. Click [Cancel approval request] button

I Cancel approval request l’

Cancel

53

%

to send an e-mail notification, check [Send E-mail] and add users whom you want to send e-
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5) Click [Cancel approval request]. Click [Yes] when confirming dialog is displayed.

x 1

Areyou sure vou want to cancel approval request?

P
2)

21. BBS
You can use and create BBS in folder.
The bulletin board Service (BBS) function allows users to share information by registering
comments with the BBS and sending comments by email as necessary.
Like folders and files, the BBS is also assigned “Access control”. It can be read with the read
authority, and comments can be posted with the write authority.
With the BBS function, you can create a category and make subjects (issues, considerations)

within the category, and then post comments.

21.1 Initial registration of category

1) Right-click folder which you want to create BBS.

2) Select the [New] - [Extended typel, or select the [New] - [Extended type] from the
[Operation] menu of “Folder detail screen”.

3) Select the [Folder] - [BBS] - [Category] of “Open type selection screen”.

4) “Category registration screen” is displayed.

Select type [ 14

= Baze
E| Falder
DatabumbierFormatFalder
= EE
@Ca’[egnry
A Sahect
File
@ vizosite

B SearchFolder

[ & shorteut

% DatatlumberFormst

r

| [ Cancel

5) On category registration screen, input name, etc. to properties.
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6) If required, set user to Owner setting column.

® The user who specified here becomes administrator of all Subjects and comments

which are created under.

“

Create Category

Properties -
MName t'.-“(Required
Description

Remark
Importance | Confidential w \“.-“(Required

Setup
Owner -

Access control list

User list ofthis categaory
Select 4l Deselect

UseriGroup

7) Set user to “Access control” setting column of “Category registration screen”.

® Users and groups specified here become the user of all Subjects and comments which

are created under.

Access control list

User list ofthis category
Select All Deselect

UseriGroup

48, Development

Add User/Group ] [ Delete from list

8) Click [Add user/group] button.
9) Search dialog is displayed.

10) Search and select by the name of users or groups you want to set.
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Search User *

Specify conditions for Advanced Search

11) If click [Create] button, category is created.

12) Screen is changed to the “Registration screen” of Subjects.

Create Category &7

Properties

Marme '::-"{Required

Description

Remark

Importance | Confidential w ‘\'.-”(Required

Setup
Owner -
Access control list

User list of this category

Select All Deselect

UseriGraup
45 Development
Add User/Group ] [ Delete from list ]

[ Create ][ Cancel ]

——Notes——

Write authority is given to user who is set as user of Category and Subject.
Write authority of user who is set as user of category is given to data created to under
category.
Case : "Access control changing" after category creation
Check "Apply permission to subfolders".
Otherwise, you cannot give "Access control" to data in subfolders.
Case : "Owner changing" after category creation
Check "Apply permission to subfolders".

Otherwise, you cannot change Owner of data in subfolders together.

21. 2 Registration of subject

1) Select [New]-[Extended typel,
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2) Select [Folder]-[BBS]-[Subject] from opened “Type selection screen”.

3) “Subject registration screen” is displayed. ($¢Also after the initial registration of

category, screen is changed to this screen.)

Select type

[ 4
=1 Baze
= |Folder
DatatumberF ormatF alder
= BE=
mCategnr'f
i Subject l
- !
@ visusite
&5 SearchFalder
[ shorteut
% DstabumberFormat
| [ Cancel
Create Subject 2?2
Properties -
Mame '::-’(Required
Description
Remark
Importance | Reference v '::-’(Required
Create ][ Cancel

4) Input properties.
5) Click [Create] button.

6) Subject is created and screen is changed to “Subject detail screen”.
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Subject details (About Vers.0) 2|7
E_' D R O S

s .

a3y

* Creste a new comment

CommentTitle o Required

Comment

[ pr—

The following "Access control" is given to Subject.
v' Write authority of user who is set "Access control" in parent category.
v" Deletion authority of person who created Subject.

Owner of Subject is set by administrator of parent category.

21. 3 Registration of comment
1) Click subject data on tree of BBS.
2) Screen is changed to “Subject detail screen”.

3) When there is no effective comment, comment registration area is displayed

Subject registration, it changes to this screen.)
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Subject details (About Vers.0) 2|7
E_|IXYZC[ o BRI e e e

s .

4 [BurL

* Creste a new comment

CommentTitle o Required

Comment

)]

4) Input comment title and contents of comment.

5) Click [Create] button.

» Create any

CommentTitle  Mew function f Reqguired

Comment

Create ]|

6) Registered comment is displayed on comment tree and comment list.
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b3
=)

Subject details (Test Subject)

!. § 488 Corporation § Testf BAS Test/ Test Subject
= R

IE REWAhout DMS User = User3 Date commented = 201 3064 2 17:23:43

Sommentils Lommegt Rz commented - COmmantuss:

About DS TEST 20M30EM 2 172343 User3

] T | »

Characters except alphanumeric may be garbled.

@ Outlook 2007, 2010 ete. (0 Dutlook Express, 2003 ete. | ][ | ][ i licati
{Using UTF-& for mailta link) Reply Delete cornment Execute mail applicatiaon

7) In order to answer comment, select the comment for reply from comment tree or comment

list.

8) Click [Reply] button.
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Subject details (Test Subject)

— i A%A Corporation J Test/ BES Testi Test Subject
L ] !
A [BypL |

E'] REWAhout DMS User = User3 Date commented = 201 3064 2 17:23:43

Comment tile Comment

About D= TEST

Characters except alphanumeric may be garbled.

@ Outlook 2007, 2010 ete. (0 Dutlook Express, 2003 ete.

(Using UTF-8 for mailta link)

9) Comment registration area is displayed.
10) Input comment title and comment.

11) Click [Create] button.
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Kﬁeply for comment About DS \

Commert tite| Re:About DMS +f Required
~TEST -
Test Rephy

Comment

Create Cancel

12) Comment is registered and comment is displayed on comment tree and comment list.

21.4 Delete comment

1) Select comment you want to delete from comment tree and comment list.

2) Click [Delete comment] button.
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Subject details (Test Subject)
E—' [ oA Coemnendicn d Tacd I O0E Tact ! Tart Sokinet
s -

- [ByR

=

L

;_' ]H““’Abnut OMS User = Users Date commented = 201 30612 17:23:45

’Z*H

“EWRe:About DMS User = ser3 Date commented = 2013/064 2 17:29:49

Commert title Comment Date commented = Comment user
About DS TEST 201 306M 21723543 User3
Fe:sbout DMS =TEST 20130612 17:29:49 U=er3

Test Reply

m

Characters except alphanumeric may he garbled.
@ Outlook 2007, 2010 ete.

() Outlook Express, 2003 ete.

tUsing UTF-8 for mailta [k Reply Celete comment ][ Execute mail application
3) Check dialog is displayed.
4) Click [Yes].

#

o Lser3 said
-

- Fe:About DS
Are you sure you want to delete?

I Tes H Mo

5) Comment is deleted.

® On comment tree, deleted comment is displayed by "This comments was deleted."

All Right Reserved Copyright NEC 2025 - 129 -



PROCENTER SaaS User Manual

%
3

Subject details (Test Subject)

(_ ) Deleted.
Cloze

- FASS Corporation f TestrBBES Test ! Test Subject
E“ A AR

= o= = e commented = 20130612 172343
’Z’This comment vwas deleted.

Commeni title Comment Drate commented - Comment user

Aot DS TEST 201306H 2172543 User3

Characters except alphanumeric may he garbled.

@ Outlogk 2007, 2010 etc. ) Outlook Express, 2003 ete.
{Using UTF-6 for rmailto link) I I

21.5 Mail application executing

1) Select comment you want to perform e-mail transmission from comment tree and
comment list.

2) Click [Execute mail application] button.
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Subject details (Test Subject)

[. ] ¢AAA Corporation f Test! BBS Test/ Test Subject
ry =
BT

= 'Ii REWAhout DMS Uzer = User3 Date commenrted = 201 306H 2 17:23:43

Commert title Comment
About DS TEST

Characters except alphanumeric may be garbled.

@ Outlogk 2007, 2010 etc. () Outlook Express, 2003 etc.

(Using UTF-8 far mailto link)

L

hod
3

Diate commented - Comment user

20130612 17:23:43 =er3

[ Reply

” Delete comment

" Execute mail application

3) “E-mail new creation screen” is displayed with mail application related with client.

4) Transmit e-mail. (3The screen is an example of “Microsoft Office Outlook 2003 SP3”.)
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B: [procenter] New function |:||§|[5__<|
File Edit ‘“iew Insert Format Tools  Message Help -:,'
= ) & V. 5 = B
Send Undo Check  Speling Attach  Priority Sign Encrypt  Offline
Tot |
i |

Subject: |[|:uru:u:enter] Mew Funckion

|TimesNewRDman v||12 v| :T B 7 U A

il
11
(T}
[
A4
[
(I

[l
[l
]
|
ol

ID: gEB13Z+

PaTH: Ahidh Corporationd/Test/BBS Test/Test Subjects
URL: http:/A10.26.187.25/procenter /m.do? enant =589941 =BBE192

22. Changing of expiration date
Change the policy of expiration date and expired date.

22.1 New registration of a category

1) Right-click data to change expiration date.
2) Select [Update expiration date].
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Main Menu

Management Menu

Relesse Management Menu

Recently referred Expired soon{l) Draft data Unapproved datai{0) User Manual

Tree view

Falder

“

=L 2] Aas Corporation

Folder details (Test)

=i Te -._:J " 1 AAS Corporation f Test
[ -
= £V
By cu R
] Te peration Select all Unselect all
B JTe copy (o] Mame =
= 886190 (3 b Test
Delete
X 861596 Tesl3
=7 Shew mail EE G IETE )y

Bookmark
Search folde

Cahingt

0] Zearch subfolders

Access control list

861893

Change owner
| Upddate expirstion dete

aEz120

o
Operation log
Releaze notification

<3 Tool

Al to hookmark

& Reload

862119

Properties

4

Show properties of the selected data.

B B & 18T @) qeqper

BB G 81895 @jrey

e Document Management Service
&% SearchFolder

E? Shortcut

Create Folder [2]Create File

Impart...

User name: User3

IDMamesearch

Uzele...

2

4

o

NEC

3) You can set a policy of the expiration date when creating new data. Specify condition from [No

expiration], [N months after creating], [N days after creating] or [Expiration date]. If you checked

[Apply expiration date to sub folders], the data in subfolders also changed by the same contents of a setting.

Update expiration date(folder)

[~] Apply expiration date to sub folders

Setup expiration date

@ No expiration

@ Expiration 360

© Expiration

© Expiration date

--Notes--

v

have write authority in subfolders is changed.

months after creating

days after creating

£ advanced search | Logout
¥
sf(?
Incremental Search Pl
Qnwvner Madifier
Uszer3 Uzers
admin User3
acmin admin
acimin acimin
admin admin
acmin admin
User3 User3
Uszer3 User3
OK ][ Cancel

If you checked [Apply expiration date to sub folders], expiration date of all data that you

v' About BBS category, subject, comment, approval draft data, you cannot change expiration

All Right Reserved Copyright NEC 2025

date.

-133 -



PROCENTER SaaS User Manual

v A folder which has data (not expired or expiration date is not set) in it will not be

automatically deleted, even if expired.
v' Expired data is automatically moved to the cabinet recycle bin.

CA or higher role is required for restoring data from the cabinet recycle bin.

23. How to install file bulk transferring tool

Installing file bulk transferring tool is required to use File bulk upload or File bulk download.

File bulk transferring tool has both bulk uploading and downloading, so once you install it, you can
use both features.

1. Navigate through folder hierarchy and select a folder you want to file bulk upload or

download.

2. Select [File bulk upload] or [File bulk download] from [Tool] on the right click menu then
following dialog is displayed.

Download file bulk transferring tool *

i Please take the file bulk transferring tool from following URL and install it, and then click "Continue
\4) after installing™ bution.

hittps: /s, "B="Nul=- §l" Brrocenter/procWebApHelperi 1 setup.exe

[] Do not show this dialog again

[continue after installing] [ Cancel ]

o Case the dialog is not displayed
Once access the following link then try to show right click menu again.
https//procenter-global com/procenter/system/reset Cookie.jsp
3. Click the link of dialog then following dialog is displayed, and click [Run] to start the installer.

Do you want to run or save procWebApHelper1.1_....exe (18.5 MB) from dewv.infoframe-dm-saas.jp?

Run Save b Cancel

4. Select a language of the installer, then click [OK] button. You can choose Japanese or English.
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PROCENTER/C Web Application Helper for Bulk Tr... “

Select the language for the installation from the choices below.

English (United States) W

Carel

5. If only .Net Framework that is necessary to start the File bulk transferring tool is not
installed, following screen of .Net Framework is displayed. If it is displayed click [Install]
button to install .Net Framework.

If this screen is not displayed, go to next step.

"'PROCENTER/C Web Application Helper for Bulk Transfer - InstallShield Wizard

7 PROCENTER/C Web Application Helper for Bulk Transfer requires the following items to
be installed on your computer. Click Install to begin installing these requirements.

Status Requirement
Pending Microsoft .NET Framework 4.8 Web

[ Install J [ Cancel

o Click [Agree] and add the check then click [Install] button.
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:.;'?}Mi'croscrft {NET Framework = ,l@

.NET Framework 4.8 Setup
Please accept the license terms to continue.

NET

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS

[ »

.NET FRAMEWORK AND ASSOCIATED LANGUAGE PACKS FOR
MICROSOFT WINDOWS OPERATING SYSTEM

Microsoft Corporation (or based on where you live, one of its
affiliates) licenses this supplement to you. If you are licensed to use

Microsoft Windows operating system software (the “software”), you
may use this supplement. You may not use it if you do not have a

license for the software. You may use this supplement with each
validly licensed copy of the software.

The following license terms describe additional use terms for this

-
B e S e e TR S S

I have read and accept the license terms. @

For data collection information, read the Microsoft Privacy Statement.

[ sl | [ cancel

o .Net Framework will be started. Please wait for a while to finish installing.
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< Microsoft NET Framework Tol® =
.NET Framework 4.8 Setup
Please wait while the .NET Framework is being installed. NET
Download progress:

Downloading netfx_Full.mzz

Installation progress:

Installing necessary components for .NET Framework

o Click [Finish] button when finished installing .Net Framework.

6. Installer of the File bulk transferring tool will be started. Please wait for a while.

PROCENTER/C Web Application Helper for Bulk Transfer - InstallShield Wi...

Preparing to Install...

PROCENTER,/C Web Application Helper for Bulk Transfer Setup
is preparing the InstallShield Wizard, which will quide you
through the program setup process. Flease wait,

Extracting: PROCENTERC Web Application Helper for Bulk
Transfer.msi

Catcel
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7. After starting installer of the File bulk transferring tool, following screen is displayed then

click [Next] button.

1% PROCENTER/C Web Application Helper for Bulk Transfer - InstaIIS...

Welcome to the InstallShield Wizard for
PROCENTER/C Web Application Helper for Bulk
Transfer

The Installshield(R) Wizard will install PROCENTER,/C Web
Application Helper for Bulk Transfer on your computer. To
continue, dick Mext.

WARNING: This program is protected by copyright law and
international treaties.

< Back Next = | | Cancel

8. Select a folder where the File bulk transferring tool is installed then click [Next] button.

14 PROCENTER/C Web Application Helper for Bulk Transfer - InstaIIS...

Destination Folder
Click Mext to install to this folder, or dick Change to install to a di

Install PROCENTER fC Web Application Helper for Bulk Transfer to:

C:\Program Files\NEC Solution Innovators, Ltd\PROCEMTERC Web

Application Helper for Bulk Transfer),

InstallShield

< Back || MNext = | | Cancel

9. Click [Install] button to start installing.
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#3) PROCENTER/C Web Application Helper for Bulk Transfer - InstaIIS...

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstallShield

< Back || H Instal || Cancel

#5 PROCENTER/C Web Application Helper for Bulk Transfer - Inst...  — X

Installing PROCENTER/C Web Application Helper for Bulk T
The program features you selected are being installed.

Please wait while the InstallShield Wizard installs PROCENTER/C Web
|'§" Application Helper for Bulk Transfer. This may take several minutes.

Status:

InstaliShield

10. Click [Finish] button to finish the File bulk transferring tool installer.
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#8) PROCENTER/C Web Application Helper for Bulk Transfer - InstallS...ﬁ_

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
PROCENTER/C Web Application Helper for Bulk Transfer. Click
Finish to exit the wizard.

< Back Cancel

11. Return to the browser and finish downloading dialog of the File bulk transferring tool.
Press [continue after installing] button then close the dialog and start the File bulk
transferring tool.

Press [Cancell button then close the dialog without starting the File bulk transferring tool.

Download file bulk transferring tool *

i Please take the file bulk transferring tool from following URL and install it, and then click "Continue
after installing” button.

https Ve, "B="Hnl="- Bl Berocenter/procWebApHelperi.1 setup.exe

["] Do not show this dialog again

[mntinue after insta“ing][ Cancel ]

Installing the File bulk transferring tool completed.

— Note—

o When click [continue after installing] button, if you click [Do not show this dialog
again] to check, the dialog of downloading the File bulk transferring tool will not be
displayed again.

If you want to display the dialog of downloading the File bulk transferring tool again,
please access the following link.
https//procenter-global com/procenter/system/reset Cookie.jsp
o Uninstalling the File bulk transferring tool :
Select [Start] > [Control Panell.

Click [Programs and Features].
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== All Control Panel ltems

1 & » Cont.. » AllCont.
Adjust your computer’s settings

5= MNetwork and Sharing Center
B Motification Area lcons

B personalization

=] Phone and Modem

% Power Options

[5 Programs and Features

Select [PROCENTER/C Web Application Helper for Bulk Transfer], right click and
click [Uninstall].

|ﬁ5‘PROCENTER,fC Web Application Helper for Bulk Transfer MEC Solution Innowvators, Ltd
Uninstall Ltd

Change
Repair

* After uninstalling, if the following folder remains in the installation directory, please

delete it manually.
C:¥Program Files (x86)¥NEC Solution Innovators, Ltd¥
PROCENTERC Web Application Helper for Bulk Transfer

24. File bulk uploading

File bulk uploading to the server with keeping the folder structure which are in a local computer.

When using file bulk uploading for the first time

Please refer to Installing file bulk transferring tool and install the file bulk transferring tool.

File bulk uploading in the data list screen

1. Navigate through folder hierarchy and select a folder you want to bulk upload files in the list.
2. Select [Tool] > [File bulk upload] from the right click pop-up menu, then the File bulk

uploading application will be executed.
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Following dialog is opened at the bottom of the screen then please click [Open] button.

Do you want to cpen or save 18459523BULK. ....pdcbulk (2.03 KB) from dew.infoframe-dm-saas.jp?

Open Save | ¥ Cancel

3. The main window of the bulk file uploading application will be displayed. In the main window,

you can see the folder name, ID and the limitation of file size.

File bulk upload
c P

Name UPLOAD 18459523

Select folder, then remove files and folders not to be uploaded if needed.

Folder to upload Browse

Data to be uploaded Information of data to be uploaded

Total folders O
Total files 0

Totalsize 0.0 / Max 10240 MB

First edition

D Continue uploading on errors Settings
D Apply updated date and time of files

Give uploaded data a name after filename except its extension

4. Click [Browse] and click [Select Folder] to specify a source folder you want to bulk upload.
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£ Select Folder
@ * P 0 r ThisPC » Desktop » doc v & Search doc el
Organize « New folder B= - @

4 g Desktop ™  Name ’ Date modified Type Size ‘

0 certlmportTool

. Folderh
. FolderB

File folder

b J¢ doc

- File folder
> | Documents

= Downloads

I Music

I | = Pictures

> 8 Videos

b i Local Disk (C:)

&> 84 CD Drive (D) Virt
[» @ Program_Files (\)

3 Gh Metwork

L

Folder: | doc

Select Folder Cancel

5. When a folder specified, all folders and files in the folder are displayed in the tree area. If

there are folders or files you do not have a read permission, they will not be displayed.
Folders are displayed with collapsed first, but you can open folders by clicking [ > ] button at
the left side of the folder.

File bulk upload

Name UPLOAD 18459523

Select folder, then removw

folderA

Folder to upload | C\Users\procente

gl guotation.xlsx

Data to be uploaded gz sales report.docx

Browse
Information of data to be uploaded

olderA Total folders 2
FolderB

0001_1000000{1MB}.txt

Total files 1

Total size 1.0 / Max 10240 MB

First edition

D Continue uploading on ermors Settings
D Apply updated date and time of files

Give uploaded data a name after filename except its extension

b
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6. If checked [Continue uploading on errors] on the main window, continue uploading even if

9.

errors occur on the way and shows the detail of errors on the error screen.
If not checked, stop uploading when an error occurs and shows the detail of error on the error
screen.

Data that was already uploaded until an error occurs are registered to the PROCENTER.

If checked [Apply updated date and time of file] on the main window, local file updated time
and date (time stamp) is applied to Date created/Date modified on the PROCENTER.

If not checked, file uploaded time and date is applied to Date created/Date modified on the
PROCENTER.

Apply updated date and time of file : | Apply updated date and time of file :

OFF ON
Type Date created Date modified Date created Date modified
Fold file uploaded time file uploaded time | file uploaded time and | file uploaded time
older
and date and date date and date
local file updated
file uploaded time file uploaded time | local file updated time
File time and date (time
and date and date and date (time stamp)

stamp)

If clicked [Give uploaded data a name after filename except its extension] on the main
window, uploaded data name is file name except its extension on the PROCENTER.

If not checked, upload data name is file name including its extension on the PROCENTER.
If you have folders and files that you don't want to register, you can exclude bulk uploads.
Click on the tree and press [Delete] key, or click the [Exclude] button on the folders and files
displayed in the main window. The following confirmation dialog appears, and if you click

[Yes], the selected folder or file disappears from the main window and is not eligible.
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Confirm

"FolderA” will be removed from files to be uploaded. Are you sure?

10. After specifying folder you upload, click [Start uploading] button to start uploading.
It is an error if files can not be read and displayed on the error list screen
When complete bulk uploading process, message dialog is shown and Bulk file uploading tool
ends.
You can cancel uploading by pressing [Cancel all] button but data by the time it canceled are
registered to the PROCENTER.

o Uploading in bulk mode...

Uploading... Please wait for a while.

File Name Size

0001_1000000{1MB}.txt 1,096,280

11. Click [OK] button in a popup appeared after uploading to end the application.
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Changing data type

1. From the Settings button in the main window, you can change the folder and file type to be
registered in the file bulk upload. PROCENTER does not need to change the type, so no

configuration is required.

Settings

Save the settings with [OK] button to apply changing.

Local Environment Settings Server Environment Settings ‘

a

Specify maximum number of login histories to be remembered.

10

Select startup window.

Bookmark

Show server address input field on the login window.

Remember password

— Note —

e Bulk file uploading is available when you use the Microsoft Edge.

e The specified folder itself is created on the PROCENTER.

e You can input directly folder name but if it does not exist on the local computer, the tree of the
main window is blank.

e  When total file size of uploading exceeds the limitation size, an error will occur and you can
not upload files. You need to reduce files.

e When [Continue uploading on errors] is set to [no] and an error occurs, the uploading will be
aborted. But files before aborting would be uploaded.

e Folders and files at the time of bulk file upload are set to be expiration date policies for
registered data based on the storage deadline policy for the destination folder.

The expiration date will be set by calculating from file uploaded date.
(e.g. If the policy is [3 months after creating] and file uploaded date is 2020/1/1, the expiration
of the data will be 2020/4/1.)

e It may take time to start up the File bulk uploading tool due to the influence of antivirus. If it
takes time to start up the tool, please set up an exception of antivirus and start up the tool
again.
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25. File bulk downloading

File bulk downloading to a local computer with keeping the folder structure in the server.

Data except file or folder can not be downloaded.

When using file bulk downloading tool for the first time

Please refer to Installing file bulk transferring tool and install the file bulk transferring tool.

File bulk downloading in the data list screen

1. Navigate through folder hierarchy and select a folder you want to bulk download files in the

list.

2. Select [Tool] > [File bulk download] from the right click pop-up menu, then the File bulk

downloading application will be executed.

Following dialog is opened at the bottom of the screen then please click [Open] button.

Do you want to open or save 18459525BULK ....pdcbulk (2.03 KB) from dev.infoframe-dm-saas.jp?

Open Save | ¥

3. The main window of the bulk file downloading application will be displayed. In the main

window, you can see the data name, ID.

File bulk download

Name DOWNLOAD

Specify folder to download. A folder named after data name will be created under it.

18459525

Download folder path

Ch\Users\procenter\Desktop

D Download with the old revisions
Convert file data to a folder
D Convert data name to its 1D

Continue downloading on errors

D Qutput an attribute file

Download options

@ Replace with specified (half-width) character | _
O Replace with full-width character

Handling invalid charackers [\/:*?"< »|} and tab character

ik i I.ng
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4. Click [Browse] and click [Select Folder] to specify a destination folder you want to bulk

download.

4 Select Folder
@ * T | « Users » procenter » Desktop » download v & Search download

Organize « Mew folder SR 4

" Mame Date modified Type Size

1% This PC
i Desktop Mo items match your search.

| Documents

& Downloads

o Music

=| Pictures

B Videos

i Local Disk (C3)

§% CD Drive (D:) Virt

5 Program_Files [\

‘.ﬂ MNetwork

L

Folder: | download

Select Folder Cancel

File bulk download = g Xl

Name DOWMNLOAD 18459525

pecify folder to download. A er named after data name will be created under it.

Download folder path | C\Users\procenter\Desktopdownload x - | Browse |

—
Download options

[] Download with the old revisions
Convert file data to a folder
D Convert data name to its ID
Continue downloading on errors

D Output an attribute file

Handling invalid characters [\/:*"<=|} and tab character

@ Replace with specified (half-width) character

O Replace with full-width character

ke
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5. When [Download with the old revisions] is checked, files with all the old revisions(sequences)
are downloaded. In this case, folder of sequence numbers will be also created on the local
computer.

When it is not checked, files of the latest revision only is downloaded.
When the [Download with the old revisions] is checked, [Convert file data to a folder] will be
automatically checked.

6. When [Convert file data to a folder] is checked, registered files are downloaded after creating
folder of file data name.

When it is not checked, registered files are downloaded as the original file name, so there may
be differences between 'data name' on the PROCENTER and downloaded 'file name'.

Expected behavior when the case there is a following folder structure in the server is like

below:

=] sample
=] folders
D 0001
=[] folderB

=l gooz
0003

o Case both [Download with the old revisions] and [Convert file data to a folder] are not
checked:
The folder structure will be created as it is in the server and files will be downloaded to

each folder. The folder/file structure in the local computer will be following:

=+l sample
=] foldera
£ o016t
= -] folderE

0002 fxt
0003 bt

o Case only [Convert file data to a folder] is checked: A folder which name is data name
will be created for each data and files will be downloaded to each folder. The folder/file

structure in the local computer will be following:
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=+l sample
=] foldera
=[] oood

=l o001t
=[] folderB

=] oooz

5 o002.0
=] 0003

=1 0003 uxt

o Case [Download with the old revisions] is checked:
Folders of sequence numbers will be created to the local computer and files will be
downloaded there. If the old version files were already deleted, folder of that sequence

will not be created. The folder/file structure in the local computer will be following:

=] sample

=] foldera
= ] o004
=11

El o010
=] folderB
=[] 0002
=201

£l o002 1
=] o003

=202
=1 0003 0t

7. When [Convert data name to its ID] on the main window is checked, folder name are created
as its data ID.
When it is not checked, folder name are created as each folder data name and file data

name(case [Convert file data to a folder] is checked).

Convert data name to its ID : OFF Convert data name to its ID : ON
Folder name folder data name / file data name folder data ID / file data ID

File name original file name original file name

8. When [Continue downloading on errors] on the main window is checked, even if errors occur
in downloading, the process is continued and error details are shown on the error screen.
When it is not checked, if an error occurs in downloading, downloading is interrupted and
error detail is shown on the error screen.

Downloaded data before interrupting are downloaded to the local computer.
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9. If data name contains characters which are prohibited by Windows (¥/:* 2" <> | [Tabl),
they will be substituted automatically. There are 2 ways to replace a prohibited character. You
can choose one.

o In case specified [Replace with specified (half-width) character], all prohibited
characters will be replaced with the specified character.

o In case specified [Replace with full-width character], each prohibited character will be
replaced with full-width character.

10. When finished specifying a folder to download, click [Start downloading] button on the main
window.

In case the number of downloading file is more than 100,000 or the sum file size is larger than
1GB, the dialog confirming if you are sure to download is displayed like below.

But the number and file size for warning depend on server setting.

If you click [Yes], continue downloading, but if you click [Nol, the application exits without
downloading.

If there are many files to download, it may take time to check.

Confirm

Downloading might take a long time. Are you sure you want
to continue?
Files to be downloaded: 1 Total size: 109573057 bytes

11. You can cancel downloading by clicking [Cancel all] button but downloaded data before

canceling are downloaded to the local computer.

¢ Downloading in bulk mode...

Downloading... Please wait for a while.

File Name Size

Getiing file information to download. 0

Cancel all

12. To end file bulk downloading, click [OK] button in a popup appeared after downloading then

application ends.
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— Note —

e Bulk file downloading is available when you use the Microsoft Edge.

e If path length of a downloaded file is greater than 259 characters, an error will occur. In this
case, change the destination folder to another one which path length is shorter, or specify a
source folder which hierarchy is lower in the system.

e Files and folders you do not have a read permission can not be downloaded.

e [Output an attribute file] is available only if you have the CA role or higher.

e It may take time to start up the File bulk downloading tool due to the influence of antivirus. If
it takes time to start up the tool, please set up an exception of antivirus and start up the tool
again.

e Create date of downloaded file is time when you download. Update date is time of the
substantial file in the PROCENTER.
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26. Release management menu
Release management menu is the function to deliver the file which can be put between during a
section and the enterprise certainly and easily.
When release management menu is introduced, release information is recorded at the time of the
file registration and update, and notice is delivered automatically to the target user of notice. For
it to be also recorded in release information that a recipient received a target file, it becomes

possible to grasp strict record maintenance of file transfer and receipt circumstances.

It's possible to set a release notice destination to a folder and a file by release management menu.
It's notified a designated address of at the timing of registration, update or elimination of a file
and elimination of a folder.

s%¢Address preservation of a file by the same edition is prohibited by the file by which release

processing was performed(It's always necessary to give and register the number of editions).

Release processing :
It's recorded that who released which file to which user or group when.

Release notice is sent automatically.

Receipt processing :

It's recorded that who received a released file when.

Release management menu

1) When [Release management menul is clicked from the menu tab in the screen upper part,

release management menu is indicated.

2) The menu of [Inbox] and [Outbox] is shown to release management menu.

Main Menu Management Menu Release Management Menu(11)

User name: User1 NEC

Inbox(11) Outbox D/MameSearch P Advanced search Logout
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Right click f fold

EE:I Hew 3

Ckl' Cut

B

Copy

= Paste

-

Delete

X

Show mail

Search subfolders

I

Access control list
Change owner
Update expiration date

Properties

Operation log

Release notification

tﬂ Tool 3

Add to bookmark
& Reload

Output to CSWV ke

1) Release notification

Release notification is set. Please refer to release processing for details.
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Right click £ il

2 Update files

& cut
[£ Copy
i Paste 3

x Delete

B Show mail

E5 History
Access control list
Change owner

Properties

2 Lock

"ﬂ Unlock

Operation log

Approval history

Release notification
Manual release

Accept status

ﬂ Tool 3

Add to bookmark

‘% Copy URL to clipboard

Qlutput to CSW 3

1) Release notification

Release notification is set. Please refer to release processing for details.

2) Manual release

Manual release is performed. Please refer to release management menu for details.

3) Accept status

Accept status is indicated. Please refer to reference of accept status for details.
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26.1 Release

There are 2 ways to set up the release notification. One is setting it up when a new file or file is

created and the other is setting it up to an existing file or folder.
@Set up when a new folder or a file is created.

1) Click [Set up release notification] panel on the Create Folder or the Create File screen.

2) Select a user/group from by [Add user/group] button.

¥ Setup
Setup release notification

Users who will be notified

Apply saved notification: | Select w I |[ Back to the original

Select all Unselect

UseriGroup =

A8 Asa Corporation

Add userfgroup [ Delete ] |

Save list, Save name |

3) Click [Create] button and create the folder or the file.

*In case of "Create new folder®, if you set release notification, release is not performed.

©@Set up release notification of an existing folder or file.

1) Navigate through folder hierarchy and select a folder or file.

2) Select [Release notification] from the right click pop-up menu and the Update release

notification screen will be displayed.
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Folder details (Test)

T AMA Corporation § Test

uR

Operation ©

= B &
&= B &
= B &
l

Page 1

3) Select a user/group from by [Add user/group] button.
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Select all

D
BE6190

B66194

861896

51878

ae18ay

851893

G51393

862120

862119

mn

of 1

Unselect all
Mame =
@ BBES Test
Releaze
Test3
test
&) Test T
@ Test2
e Document Management Service
' SearchFolder

@ Shortout

Create Folder [£]Create File

W ou

Copy

]

L

Delete

X

5 Showy mail

Search subfolders

Acoess contral izt
Change ovwner
Lindate expiration date

Properties

Operation log

Release notification

i Tool

Al to bookimark

& Copy URL to cliphoard

- 157 -

Import...

Uze le...

Crnenier

Uzer3

Uzer3

admin

admin

admin

admin

admin

Uzer3

Uzer3

i
L]

Incremental Search ye)

Wadifier
Lzer3

Uszer3
Uzer3
admin
admin
admin
admin
Uzer3

Lzer3

b
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Update release notification{Release)

Apply updates to sub folders

Setup release notification

Way of changing notification: @ Replace all list () Add to existing list () Delete from existing list

Users who will be notified

Apply saved notification: | Select w I |[ Back ta the original

Select all Unselect

UseriGroup -

48 AAR Corporation

Add userfgroup Delete l | |

Save list | Save name | |

oK ][ Cancel ]

4) Click [OK] button and complete updating the release notification.

e In case of setting release notification, release is not performed.
The procedure of setting release notification is finished 1) ~ 4).
If you want to perform “release” for release notification you set, perform “Manual release”

following 5) ~ 7).

5) Click [Manual release] from the Operation menu of data which you want to release.
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hd

File details (Release)

| Operation | Update files Create draft data for approval Properties ¥ Show parent

~7] Shavw mail TestiRelease

E5 History 5.197.260
Access control list

Change ovener

Lack
File size

Operation log
obyes

Approval history
IIze Big file transferring tool.

Add to bookmark ® Use this feature if wou download a file which size is over 2GHB ar failed to download by normal way.

fanual release

Accept status

6) Default notification contents will be displayed. Edit the contents if necessary, and click

[Send].

+

Manual release (Release)
Setup release notification

Users who will be notified

UzeriGroup -

42 Aas Corporstion

[ Send I][ Cancel

7) Complete manual release.

26. 2 Acceptance
You can perform “acceptance” to the data that released. “Release” is performed to the same timing

as the following operations for file that release notification is set.
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» New creation
» Registration / Update

» Manual release

(DAccepting the released data

1) Click released data from [Inbox].

Inbox uthox IDMameSearch || advanced search | Logout
» ¥
Inbox #f?
Conditions 3
Term:| 2013/05/14 [F - 201300613 ) [T] Hide accepted data [C] Hide read data
Path: § 888 Corporation f Test / Test3
Incremental Search ye]
Lalcaccenter accezzel PRl

Date released ~ Accent staty
I - Wanusl 1 User3 20130613 1450001 Accept waiting Unread

Paie 1 of 1 Dizplaying 1 - 1 of 1

Display ][ Accept

2) Click [Accept] button on the file detail screen, then complete the acceptance.
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File details (Release Notes(en))

b

%

Operation ¥ Update files Create draft data for approval Properties % Show parent £ Back to previous page

il 1¥XYZ Coporation / Development / Release / Release Motes(en)
}URL: hitp:iheo oo codchronosim.dotenant=2002&i=2150

Files

File name File size

Release Notes{en).docx 11,768 bytes

[ Use Big file transferring tool.

= Use this feature if you downlead = file which size is over 2GB or failed to download by normal way.

3) You can see the accept status from Operation > [Accept status] menu of the file detail

screen.

<

File details [Release Notes(en)) &2

| Operation ™| Update files ¥ Show parent £ Back to previous page

|»

[ Show mai Development/ Release / Release Motes(en)

5 History boocseadchronos/m.do?tenant=20028i=2150

Access control list

Change owner

5 Lock

Operation log —_
ile size

Approval history 11,768 bytes

Add to bookmark . .
[ Use Big file transferring tool.

Release notification * Use this feature if you download a file which size is over 2GB or failed to download by normal way.

Manual release

Accept status

Output to CSW 3

There are no references.

(@Downloading released data

1) Click released data from Inbox.

2) Click [Download] button on the file detail screen, then complete downloading.
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3) You can see the download status from Operation > [Accept status] menu of the file detail
screen.

26. 3 Reference of accept status

(D Reference of accept status list

1) Open the file detail screen of data and select Operation > Accept status menu or select

Accept status from the right click pop-up menu on the data list screen.

2) Accept status list will be displayed.

Accept status (sequence 1 : ManualpRelease date : 20130613, Release user : User3)

Bl Back to previous page

Lzerhame = Accept status Diate accepted Aoceszed Date accessed
admin Accept waiting Unread

Uzerz Accept waiting Unreadd

User3 Accepted 201306M 3 14:57:42 Read

20130643 145757

@ Reference of Inbox
1) Click [Inbox] from the Release Management Menu.

Main Menu Management Menu Release Management Menu(11)

User name: Userl NEC
Inbox(1i)] Outbox DNameSearch

2| Advanced search | Logout

2) List of data you received will be displayed.

Data received between 30 days ago and current date will be displayed as the initial
setting.
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Inbox &7
Conditions *
Term:| 2013/0511 4 4 - 20130603 i Hide accepted data Hide read data

Path:

Incremental Search yol
Name Seque... Release user Date released Accept status Date accepted Accessed Date acce:
5 Wanual 1 User3 201306813 14:50:01 Secepted 201306M 3 14:57:42 Read 201 30068
Pl T 3
Page 1 of 1 Displaying 1 - 1 af 1
Display “
--Note--
Data which was deleted is also displayed in the list of data you received.
@ Reference of Outbox
1) Click [Outbox] from the Release Management Menu.
Iizin Menu Management Menu Release Management Menu Uszer name: Users NEC
Inbox §Outhox IDMameSearch £ advanced search | Logout

2) List of data you released will be displayed.
Data released between 30 days ago and current date will be displayed as the initial
setting.
Accept status: Number of accepted users/Number of released users

Accessed: Number of accessed users/Number of released users
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Outbox 7
Conditions F
Term: 2013105014 5 - 2013/06/13 i Hide accepted data Hide read data

Path:

Incremental Search e
Mame Seque... Dete releazed Accept status Accessed
5 Wanual 1 20130613 14:50:01 Accept weaiting (1730 Unread (1/3)
Page 1 of 1 Displaying 1 -1 of 1
Display
--Note--

When user who is specified as TO does not exist, you can not release the data.
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27. Big File Transferring

If this is your first time using the large-capacity transfer feature, install the Large File Transfer Tool.

Please install it again even if it is already installed.
27. 1How to install Big File Transferring Tool

To use Big File Transfer option (feature), it is necessary to install Big File Transferring Tool.

1. Select [Big File Transfer] on the [Management Menul, then the following window will be

displayed.
D PROCENTER/C-GigaTransfer[2E554945A9571D92] - Profile 1 - Microsoft Edge — O e
(1  https://deirkzl i ri-EsL| p/procenter/jsp/GigaTransfer.jsp?M=3

*ﬁStarting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed vet, please download a installer from the below link and install it.

hittps: /e i o i is g procenter/ giga/procGigalransfer setup.exe

The latest version iz 2.00_0000.

After the installation, please click "Continue after installing” button.

|_| Do not show this message again

| continue after installing | | Cancel |

o In case the window is not displayed
Access the following link then try selecting [Big File Transfer] menu again.

https//procenter-global com/procenter/system/resetCookie.jsp
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2. Click the link in the window and click [Open file] to launch the installer.

D PROCENTER/C-GigaTransfer[2E554945A9571D92] - Profile 1 - Microsoft Edge = O x

(O  https://dee rézbrarse-dm-assa) p/procenter/jsp/GigaTransfer.jspTM=3

@Starting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed yet, please download a istaller from the below link and install it

I hittps- /e met S gl il i ‘procenter/ giga‘procGigaTransfer setup exe

The latest version iz 2000000,

After the installation, please chek "Continue after installing” button

| Do not show this message again

continue after installing | | Cancel |

procGiga ransfer_set....exe
- o ><

- For IE, click [Run] to start the installer.
J - x|
& httpsy//dev.infoframe-dm-saas.jp/procenter/jsp/Gic = @ & | Search.. P~

; @Starting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed yet, please download a installer from the below link and install it.

| titps-/idev infoframe-dm.sans jp/procenter/sisa/proc(isaTransfer_setup exe
|

The latest version is 2.00.0000.

After the installation, please click "Continue after installing" button.

Do not show this message again

continue after installing | | Cancel |

procGigaTransfer_setup.exe (23.1 MB) dew.infoframe-dm-saas.jp

& This type of file could harm your compi
I Run I Save | ™ Cancel
0% -
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3. Select a language, then click [OK] button. You can choose Japanese or English.

PROCENTER/C Web Application Helper for Giga T...

Select the language for the installation fram the choices below.

English {United States) W

oK Cancel

In case Microsoft Visual C++ 2015 is
not installed, the following screen is displayed.

When it is displayed, click the [Installl button to install Microsoft Visual C++ 2015.

Otherwise go to next step.

PROCENTER/C Web Application Helper for Giga Transfer - InstallShield W...
T PROCENTER,C Web Application Helper for Giga Transfer requires the following items to
e® e installed on your computer. Click Install to begin installing these requirements.

Status Requirement
Pending Microsoft Visual C++ 2015-2019 Redistributable Package (x86)

Hy/ Install Cancel

5. The Big File Transferring Tool installer will start. Please wait for a while.
After installing the Microsoft Visual C++ 2015,
if the following screen (installer of PROCENTER/C Web Application Helper for Giga Transfer)

does not appear, you have to do over again (step '1").
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6. After the Big File Transferring Tool installer start, following screen will be displayed. Then
click the [Next] button.

#3) PROCENTER/C Web Application Helper for Giga Transfer - Install...

Welcome to the InstallShield Wizard for
PROCENTER/C Web Application Helper for Giga
Transfer

The Installshield(R) Wizard will install PROCENTER,C Web
Application Helper for Giga Transfer on your computer, To
continue, dick Mext,

WARNING: This program is protected by copyright law and
international treaties.

< Back | Mext = | | Cancel |

7. After the Big File Transferring Tool installer start, following screen will be displayed. Then
click the [Next] button.

#3) PROCENTER/C Web Application Helper for Giga Transfer - Install..

Destination Folder
Click Mext to install to this folder, or dick Change to install to a di

Install PROCENTER,/C Web Application Helper for Giga Transfer to:
C:\Program Files\MEC Solution Innovators, Ltd\PROCENTERC Web
Application Helper for Giga Transfer,

Installshield

| < Back || Mext = | | Cancel
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8. Click the [Install] button to start install.

#3) PROCENTER/C Web Application Helper for Giga Transfer - Install... “

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Badk. Click Cancel to
exit the wizard.

Installshield

| <Back | @mstal || cancel |

9. Click the [Finish] button to finish the Big File Transferring Tool installer.

#3) PROCENTER/C Web Application Helper for Giga Transfer - Install... “

InstallShield Wizard Completed

The Installshield Wizard has successfully installed
PROCEMTER,/C Web Application Helper for Giga Transfer. Click
Finish to exit the wizard.
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10. Back to the web browser and finish the downloading window of the Big File Transferring Tool.
Click the [continue after installing] button to start the Big File Transferring Tool.
Click the [Cancel] button to close the window without starting the Big File Transferring Tool.

D PROCENTER/C-GigaTransfer[2E554945A9571092] - Profile 1 - Microsoft Edge — O >

[  https://deairkz i mi-LEML| B/procenter/jsp/GigaTransfer,jsp?M=3

ﬁStarting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed vet, please download a installer from the below link and install it

hittps-//ls il S his-ii-hlid = procenter/giga‘procGiga Transfer_setup exe

The latest version 1z 2 000000,

After the mstallation, pleaze chick "Continue after installing” button

|| Do not show this message again

| continue after installing | | Cancel |

Installing the Big File Transferring Tool is completed.

—— Note—

e When you press the [continue after installing] button, if you click [Do not show this message
again] to check, the downloading window of the Big File Transferring Tool will not be
displayed again.

If you want to display the downloading window of the Big File Transferring Tool again, please
access the following link.
https//procenter-global.com/procenter/system/reset Cookie.jsp
e Uninstalling the Big File Transferring Tool :
Select [Start] > [Control Panell.
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Click [Programs and Features].

== All Control Panel ltems

1 B3 » Cont.. » Al Cont.
Adjust your computer's settings

5= MNetwork and Sharing Center
B Motification Area lcons

B personalization

=] Phone and Modem

% Power Options

& Programs and Features

Select [PROCENTER/C Web Application Helper for Giga Transferl], right click and click

[Uninstall].
|ﬁ5 PROCENTER/C Web Application Helper for Giga Transfer MEC Solution Innovators, Ltd
Uninstall
Change
Repair

* After uninstalling, if the following folder remains in the installation directory, please delete
it manually.
C:¥Program Files (x86)¥NEC Solution Innovators, Ltd¥
PROCENTERC Web Application Helper for Giga Transfer

27. 2Big File Transfer option (setup)

When you use the Big File Transferring feature, you have to add the PROCENTER SaaS web site
to a [Local intranet] or a [Trusted site] zone (If you use PROCENTER SaaS on the [Internet] zone,
add the web site to the [Trusted sites]).
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1) Enter and search for [Internet Options] in the "Search Box" of Windows and display the Internet
options.

All Apps Documents Web More =

Best match

Internet Options 4
“—! Control panel 4
Search the web

Internet Options

R Internet Opstions - See web results > Control panel

= Open

L Internet Opsllons‘ O =14 ] FH ﬁ ﬁ

* If you use Edge, Open [Internet options] on the control panel.

2) Open the Security tab and select the [Trusted sites], and then click the [Sites] button.

-

Internet Options

| General | Security l Privacy I Content I Connections I Programs I Advancedi

Select a zone to view or change security settings.

Trusted sites

) ':fy This zone contains websites that you
v trust not to damage your computer or
your files.
You have websites in this zone.

Sites

Security level for this zone
Allowed levels for this zone: All

Medium

- Prompts before downloading potentially unsafe
(=) content

- Unsigned ActiveX controls will not be downloaded

["]Enable Protected Mode (requires restarting Internet Explorer)

Custom level...

)
13
v
m
-

0
N
m

-
)
]

.-
o
o
D
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3) Click the Add button on the [Trusted sites] dialog.

pe

Trusted sites

# You can add and remove websites from this zone. All websites in

\ w/ this zone will use the zone's security settings.

Add this website to the zone:
hittp://s00c0m.00xq Add

Websites:

[T]Require server verification (https:) for all sites in this zone

4) Click the [Close] button, and finish setup.

-- Note -
- If you are logged in the PROCENTER while you setup above, once logout before using the Big

File Transfer option.

27. 3Big File Transfer option (feature)

The Big File Transfer option provides a feature of surely transferring a big file of which size is

over 2GB (e.g. DVD images, simulation data and so on).

When using Big File Transferring Tool for the first time
Please refer to How to install Big File Transferring Tool and install the Big File Transferring
Tool.
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Downloading

1. Check the [Use Big File Transferring Tool.] at a file detail screen and click the [Download]
button.

Files

File name File size

D00Z_1000000(100ME).bet 109,573,057 bytes

Muse Big File Transferring Tool.
* Use this festure if you downlead a file which size is over 2GB or feiled to download by nomal way.

2. The dialog below will open, so click on the [Continue now that you have installed] button
and click [Open file].

D PROCENTER/C-GigaTransfer[21141CADB56C4531] - Profile 1 - Microsoft Edge - O *

) https://idés W od - -1a . g

@Starting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed yet, please download a installer from the below link and install it.
hitps: ey welpbems e s, i ormersas giga procGiza Transfer setup.exe

The latest version i3 2.0:0.0000.

After the installation, please click "Continue after installing” button.

|| Do not show this message again

continue after installing | | Cancel |
GIGAWZ202103011....penlp
Open file I Show all 4
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3. A download dialog will be displayed.

Download Data Mame ;
1D

Sequence :
Download file(s) :

Download folder ;

Connection Profile Setting

Transfer option
[ compress data.

[ validate data.

I PROCENTER/C Big File Transferring Tool - Download Settings

0002_1000000({100MB)
13459399
1

0002_1000000({100MB). txt

C:\Users'procenter\AppDataLocal \WEC \PROCENTER \Download

(®) Fast line (Optic fiber etc.)
() Middle line (ADSL, 4G etc.)

() Slow line (3G, ISDN etc.)

Ok

Browse...

Cancel

4. Click the [Browse...] button and specify a location of downloaded files.

5. Select line speed on the [Connection setting] (This may be unselectable by the server

configuration).

6. Optionally, check the [Compress datal (*1) and [Validate datal (*2) (This may be

unselectable by the server configuration).

(*1) Compress data

Transfer the data with ZIP compression. Transfer time may not be shortened depending

on the data. This feature will make CPU load of the computer high.

(*2) Validate data

Verify the data by a hash value for every transmission block between a client and a

server. Transfer time will be longer due to calculating the hash value.
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7. Click the [OK] button, then the following transfer dialog will be displayed and start

downloading.
e ] PROCENTER/C Big File Transferring Tool = B
State Dire...  File name Target File size % Message

[ Transferring | Down | 0002_1000000(100MB). et | C:\Users'procenter\AppDatallo... | 104.497... | 15 | Time remaining imin{ Transfer rate...

L

Progress _ Interrupt Cloze

Uploading

1. Check [Use Big File Transferring Tool.] when creating new data or updating files, and
then click the [Create] or [Upload] button.

Create File s ?
Properties - -
Mame 0002_10000002(100ME) .:{ Required
Expiration date |
Description
Remark
Importance Mone w .:{ Required
Revision
) Mone
Retention policy @ The last N sequences are preserved N2 |10
(7) The last N days are preserved N:
First edition
Update reason +/ Required
-
4 3

[ Create ][ Cancel I
Buse Big File Transferring Tooll
* Use this feature i you upload a file which size is of -
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2. The dialog below will open, so click on the [Continue now that you have installed] button
and click [Open file].

D PROCENTER/C-GigaTransfer[145BAE41967FC164] - Profile 1 - Microsoft Edge - O X

B  https//derricieres -2 e

aStarting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed vet, please download a installer from the below link and install it.

The latest verzion iz 2.00.0000.

After the installation, please click "Continue after installing” button.

|_I Do not show this message again

continue after installing | | Cancel |

. GIGAW202103011...penlp B
U openfie owa

3. The upload dialog will be displayed, please click the [Select upload file] button.

@ PROCEMTER/C Big File Transferring Tool - Upload Settings x

Upload Data Mame : | 0002_10000008(100ME)

ID: | --not decided -- |

Sequence : | —not decided — |

Upload file(s) : | * no file spedfied *

I Spedify upload files I

Connection Profile Setting
(®) Fast line (Optic fiber etc.)
() Middle line (ADSL, 4G etc.)

() slow line (3G, ISDM etc.)

Transfer option
[l compress data.

[validate data.
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4. Click the [Browse]

button, select the file, and then click the [OK] button.

You can select a file by dragging it.

* Files to add.

.a PROCENTER/C Big File Transferring Tool - Specify upload files

| C:\Users\procenter'\Desktop\doc'\FolderA\0002_1000000{100MB). txt

| Browse...

Browse...

Browse...

Browse...

CK Cancel

|
|
| Browse...
|
|

Clear
Clear
Clear
Clear

Clear

— —Notes——

Path limit when selecting a file by dragging large amounts of space

- Please note that paths of 256 characters or more cannot be dragged.

5. Return to the upload dialog.

Upload Data Mame
D

Sequence

Transfer option
[Jcompress data.

[Nvalidate data.

Upload file(s) :

.rﬂ PROCEMTER/C Big File Transferring Tool - Upload Settings

: | 0002_10000008({100ME)

: | - not decided - |

: | - not decided - |

C:\Uzers\procenter \Desktop\doc\Folder 0002 _1000000( 100MB). bt

Specify upload files

Connection Profile Setting
(®) Fast line (Optic fiber etc,)
() Middle line (ADSL, 4G etc.)

() Slow line (3G, ISDM etc.)

0K Cancel
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6. Optionally, check the [Compress datal (*1) and [Validate data] (*2). (*1), (*2): Refer to

Downloading for details.

7. Click the [OK] button, then the following transfer dialog will appear and start uploading.

I« PROCENTER/C Big File Transferring Tool = B
State Dire... File name Target Filesize % Message
 ransferring | DOWN | 0002_1000000(100MB). &t | C:\Users'procenter|appDatalio. . Time remaining imin{ Transfer rate. .
-
i
-
e

Progress _ Interrupt Cloze
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Launching the Big File Transferring Tool

When you want to resume downloading/uploading files, launch the Big File Transferring Tool as

following procedure:

1.

2.

Click the [Big File Transfer] from the Management Menu.

Main Menu Management Menu System Management Menu Release Management Menu(0)

User/Group Management Mumbering ledger Change password Recycle bin Version Operation lof Big File Transfer

The following dialog will open, so please click the [Continue now that you have installed]

button.
[} PROCENTER/C-GigaTransfer|6C5B40FEEI66713F] - Profile 1 - Microsoft Edge - o x
] https://deerkzirarss -<dm-1aea

aStarting up Big File Transferring Tool ...

If Big File Transferring Tool has not been installed yet. please download a installer from the below link and install it
ittpe:// G5 - e ol S /mima procGipaTransfer_setup exe

The latest version is 2.00.0000.

After the installation, please click "Continue after installing” button.

[ Do not show this message again

lconlinue after installing I Cancel

The transfer dialog will be displayed and current transfer requests is listed in a menu. If you

interrupted downloading/uploading before, you can resume them by clicking the [Start] button.

per PROCENTER/C Big File Transferring Tool = O
State Dire... File name Target Filesize % Message
Interrupted 0002_1000000(100MB).txt | 0002_1000000(100MB) w4ee7.. | 66| ]
=
FY
-
i
Progress Start Close
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3. You can interrupt transferring by clicking the [Interrupt] button.
4. When transferring is on interrupting, you can change a transferring order by clicking

= || . ] W

button.

5. When you can cancel the current transfer requests, select and right click the row and click

the [Cancel]l menu.

@ PROCENTER/C Big File Transferring Tool - o
State Dire... File name Target File size % Message
Interrupted | UP | 0002_1000000(100um) te+ | 000 innnnnntingus) w47, || |
Cancel =
Open target
-~
-
ol
Progress Start Close

6. Click the [Close] button to finish the tool. If there is transferring data when you click the

button, it will be interrupted.
—— Note —

e The Big File Transferring Tool can not be launched when you use a file editing feature.
e The Big File Transferring Tool can not be launched when you click the download icon [&].
e It is not supported to work while the computer sleeps. If you leave the computer for a long

time, please review power options of your computer as it does not go to sleep.
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Chapter 5 Search
1. Search of data

You can search data on condition of property information managed in this Service.

1.1 Search by ID/name specify

1) Input data ID or data name you want to display on [ID / NameSearch] input field of screen
top menu.
® When inputted value is numerical value, it is treated as data ID. When other, it is

treated as data name, and is used for partial match search.

Main Menu Management Menu Release Management Menu - NEC

Recently referred Expired soon{l) Draft data Unapproved data{0) User Manual IDMameSearch # afvanced search | Logout

2) Click [Search] icon.

3) Search is performed.

] When you specify data ID, detail page of data ID is displayed.

] When you specify name of data, list of data including specified name is displayed.
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Main Menu Manzgemernt Menu Releaze Management Menu User name; User3 NEC
Recently referred Expired soon(1) Draft data Unapproved data{0) User Manual test % |2 advanced search | Logout
Tree view <%
ey an )
fiEle = earch results &/|?
= [[2] 484 Corporation
Qg Test Change condition Save condition
0 [5PEs Test Jsearch for fallowing conditions.
4 [ Release
M [ Testd = Casze insensitive
] Test2 ® String condition: Mame is contsing "test”
& Testd
13 result(s) are found.
Path:
Operation ¥ Select all  Unselect all Incremental Search yel
Mame -« 0] Use le... Date modified Revizion Sequence
’I’ BES Test G66190 2 2013061 2172305
"_J test 861579 0 201310605 13:27:03 1
'I-J test G61878 0 201 3006/05 13:26:45 1
@Tes{ 62117 0 20131061 11:01:32
Test 861876 67 2013068M 3111916
. 2|l B @ Birestrer 861897 0O 201300610 11:07:52 1
- 9g.
Search folder &+ ’Z’Tes{ Sublect 866191 9 20130681 217:29:49
Cahinet [+ e
Testa 61577 & 201 3M06M 3 01:29:44
Properties ¥ -
i, @TES‘Q 862118 0 201 306M1 11:01: 41
Show properties of the selected data = =
r 9
o D{ * @ Testa 861895 0 201306M210:21:23 3
EI D{ @ Testz 864155 0 20130612 12:09:56 1
Tests 61596 6 2013061 2121225
Testd 862116 0 201 306M1 11:01:24
] [ +
\ Page 1 of1 Displaying 1 - 13 of 13)

1.2 Search by detail conditions specified

1) Click [Advanced Search] button from the menu of upper area of screen.

2) “Search condition setting screen” is displayed. (It is displayed by “Search for All”.)

Main Menu Manacement Menu Release Management Menu

Recently referred Expired soon{1) Draft data Unapproved data{0) User Manual
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Main Menu Marausmert Menu Release Managsment Menu

Recently referred Expired soon{l) Draft data Unapproved data(0) User Manual

Tree view #“
=
Foldzr = Search conditions
=2 AsA Corparation
45 Test Save condition
o [FAeEs Test =
# [ Releaze ¢ Search for (Al
H ] Testd
] Test2 Type
&[] Testd
Select v || Add condition for extended properties
String conditions
@ Match all of the conditions O Match any ofthe conditions
Select w7 contains
Add conditions
Number conditions
@ Match all of the conditions O Match any ofthe conditions
Select v greater than
Bookmark [+
Search folder 2|+ Date conditions
el 2|+ @ Match all of the conditions O Match any of the conditions
Properties ¥ Select ¥ | @ Specified date 2013106113 4 is on and after

Show properies of the selected data. ) Specified range © Specified date [5o0o e

Specified particul

Importance

hatch all of the conditions @ Match any ofthe conditions

Select > |

3) Input search condition.

v' Case! Setting type condition
»  Select type.

> Click [Add condition for extended property] button.

> When canceling setting, click [Select Typel.

Type

User name: Lserd NEC
test * P advanced search | Logout
¥

2f7

-

m

w

- 2013/06M1 3 |

Flease select g

Add condition for extended property

v Case: Setting string condition
» Select string condition.

Set search condition.

>
> When you add more than one, click [Add Conditions] button.
>

On the contrary, when you delete, click [Delete] button.
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® When [Match all of the conditions] is selected, search conditions are ANDed.
® When [Match any of the conditions] is selected, search conditions are ORed.

String conditions

@ Match all ofthe conditions () Match any of the conditions

Flease select B4 hegins with B4

add conditions

v' Case! Setting numerical value condition

Select numerical condition.
Set search condition.

Click [Add conditions] button, when you add more than one.

Y V V V

On the contrary, when you delete, click [Delete] button.

Humber conditions

@ Match all ofthe conditions ) Match any of the conditions

Flease select b greater than b

fdd conditions

v' Case! Setting date condition

Select date condition.
Set search condition

Click the [Add conditions] button, when you add more than one.

Y V V V

On the contrary, when you delete, click [Delete] button.

Date conditions

@ Match all of the conditions () Match any ofthe conditions

Please select v @ Specified Date 2011011 [ is after i
© Specified Range @ Spetled DIl Hoqqpng E- 2011mins 3
Specified Particu

v' Case! Setting search condition.
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Select search condition.

Setup search condition.

YV V V V

On the contrary, when you delete, click [Delete] button.

Select conditions

i@ Match all ofthe conditions (©) Match any of the conditions

o

elect ™ (| Select 2a

4) If click [Advanced Search] button, search is performed

5) List of data appropriate for conditions is displayed.

Click [Add conditions] button, when you add more than one.

(Each of type, character string conditions, numerical conditions, date conditions, and

search condition are performed as search conditions combined by AND.)

6) By search-results list, if click name of data, in case of folder, data in the folder is displayed.

7) When it is except a folder, the detail information of data is displayed.

8) You can save the conditions by clicking [Save condition] button and it will be saved as a

Search folder. Refer to Creating a search folder for details of the Search folder..

Search results

Change condition Show condition

1 result(s) are obtained.
Path:

Operation~  Select all Unselect all Output to CSV
Name «

= 4 @ Sample

9) You can turn on/off showing the search conditions by clicking [Show condition].
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Search resuits

Change condition Save condition§Show condition

Search for following conditions.

Index information is used

Type: File

String condition: Name contains "sample”
Number condition: Sequence greater than "1"

1 result(s) are obtained.
Path

Operation~  Select all Unselect all Output to CSV

cremental Searc

Name « ID Usel.. Date modified Revision
2

Seque... Owner
o 4 & sample 2026 0 11/14/2017 11:20:39

2 ca

1.3 Search which specified the folder

1) Navigate through folder hierarchy of [Tree view areal.
2) Folder you want to search is displayed.

3) Select the folder you want to search.

4) Select [Search subfolders] from right-clicking menu.
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Tree view

Folder

ER SaaS User Manual

TEHAHNT details (AAA Corporation)

L[l ARA Corporation

o) Test = AAA Co
#[5ABBs Test S Rl
H[_JRelease
M ] Testd Operation | Select all Unselect all Create Folder DCreate File
B[ Test2 D Mame -
G () Testd BBIGTE 1oy
¥ cut
kT Test2 Copy
862116 Testd i’
b 4 3 . - L
& B E1902 B g —+f— BB~ 9C Delete
] Show mai
3| Search subfolders
B.CCESS COriral et
Change owner
Update expiration date
Properties
Blookmark 2|+ Operation log
Search folder &+ o
Releaze notification
Cabinet 2|+
i Tool
Properties ¥
o 261876 A to bookmark
Name Test & Copy URL to clipboard
Importance
Use level =]
Crwner admin
Modifier Userd
Date rnodified : 20120843 11:19:16
Date created 20120805 11:32:28
Tupe FOLDER
] T
Paige 1 of 1 Cﬁ
« .. . 9 o .
5) “Search condition setting screen” is displayed.

t

arget for search.)

Import ...

Usele...

E9

g

0

0

Cravrnier

acmin

aclmin

Uszer3

Shad,

63
Incremertal Search L
Modifier
User3

procenter-acmin
Uszer3

Shis,

3

Dizplaying 1 - 4 of 4

(Specified folder path is displayed as

® Except different of search target, it is same as “5.1.2 Search method of specifying detail

conditions”.

Search conditions

Save con

dition

.r Search for rAAA Corporation/Test

Type

Selact

String co

» || Add condition for extended properties

nditions

1.4 Incremental Search

1) Open “Folder detail screen”.
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2) Input data name into [Incremental Search]

3) Narrowing down (truncation) of data of data list is performed.

Main Menu Management Menu Feleaze Management Menu User name: Uzer3
Recently referred Expired soon{l1) Draft data Unapproved data(0) User Manual IDMameSearch
Tree view &

Fold
cler Folder details (Test)

=IL e AsL Corporation

=9 Test TAAM Carparation f Test
ﬂmEIEIS Test }URL: it TR 40T IEMrarantariva dnMtanant- S000RI-0R1 ATR
H[_JReleaze
) Testd Operation ©
] Test2 D Mame & Import...  Usele...
Testd
T 866190 [ e rest 2
861896 Tests =1
&R A T @y 0
& B @ %% @reaper B
& B G 1 @ o
Bookmark #|[+
Search folder #|[+
Cahinet #|[+
Properties ¥
Show properties of the selected data
4 n
Page 1 of 1 .:,:'

——Notes— —

Crvner

User3

acdimin

admin

admin

addimin

NEC
Advanced search | Logout
¥

6

test be fe

hodifier
User3

Uzer3
admin
admin

admin

3

Displaying 1 - Sof 5

*Search function uses the index of the registered data. Therefore, immediately after data

registered, it may not yet have been indexed and thus will not appear in results of any

search.

* Up to 500 items are displayed as search results.

« In the string condition of [Advanced Search], [Use index information] applies only to the

"Name" attribute.

« If a symbol is included in the search condition when [Use index information] is checked in

the search condition of [ID/Name Search] or the string condition of [Advanced Searchl, the

search may not be hit. If you want to search for attributes that contain symbols, set the
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condition without checking Use index information in the string condition of the advanced

search.

« If the search conditions for [Use index information] is checked in the search conditions of
[ID/Name Search] or the string conditions of [Advanced Searchl, if characters other than
Japanese or English are included, the search may not be hit. If you want to search for
attributes that contain characters other than Japanese or English, set the condition

without checking Use index information in the string condition of the advanced search.

1.5 Save and use of search conditions

You can save search conditions setting in search processing to 5.1.1~5.1.4. If often used

search condition is saved, you can research speedy from the latest data in required scene.

1) Click [Save condition] by “Search-results display screen”.
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Main Menu Manacement Menu

Recently referred Expired soon{1) Draft data

Tree view “

Folder
== L8 Corporation
=D Test
= [FAEBS Test
H _'l Release
=] Test3
] Test2
=[] Testd

Bookmark

Search folder

|5 |5

Cahinet

Properties

Show properties of the zelected data.

Al

Relesse Management Menu

Search results

Change condifion Save condition

Search for folloe

= Case sensitive
m Type: Folder

12 result(s) are found.
Path:

Operation ¥ Select all Unselect all
hlame =
hookmark
.datatumberFormat
savedIearch
5699 User3
=l aan Corparation
E BBS Test
Release
Test
@ Test Subject
Test2
Test3

Testd

Page 1 of 1

Unapproved data(0) User Manual

Uszer name: User3

IDhlameSearch x| P
18] Usele... Date modified
861907 20 20130611 11:01:41
a61500 17 2013106812 11:57:10
861903 0 20130610 16:25:41
861906 0 20130810 16:25:41
G61495 30 201306812 115710
865190 2 201306812 17:23:08
865194 0 201310613 11:09:47
8615876 70 201306813 111916
8EE191 9 201306812 17:29:49
G61577 & 20130613 01:29:44
061896 & 2013061 2121225
62116 0 201306/M1 11:01:24

m

2) “Property registration screen” of search conditions is opened.

3) Input required information.

4) Click [Create].
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Create search folder

Change condition

Search condition -

m Caze senstive
u Type: Folder

Change search folder type -
Properties -

Mame -::-”Required
Expiration date 9

Description

Remark

Importance Mong b -x-”/Required

Destination folder -

Mame Destinstion 10

Saved search folder References ” Clear l

Setup

Setup

Create

- Initial display of registration place folder is "Search Folder." If you want to change, select

from [Reference].

5) Created search condition is registered into Search Folder.
6) Double-click search condition name from next search, search is performed by the latest

data and result list is displayed.

Saved search folder

ﬁ Saved search folder ( Userd )

Select all Unselect all Incremental Search
IC Mame « Import... Usele.. Owner tdadifier
G66196 & Test Search a Lzer3 Uszer3
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——Notes——

The conditions "the candidate for search is subfolder" are added to search conditions saved

by [5.1.3 Search of subfolders].

2. Search of users / groups
You can search users / groups already registered.
When searching users / groups the following screen, it is used.
» “Owner changing screen”

» “Access control setting screen”

2.1 Easy search
1) Input search conditions.
2) Click [Search] button.

3) “Search result screen” is displayed.

Search User b

Specify conditions for Advanced Search

4) Select users / groups.
5) Click [Select] button
6) Users / groups are added to former screen.
2.2 Advanced Search
1) Click [Specify conditions for Advanced Search] button.
2) “Detail search screen” is displayed.
3) Input search conditions.
4) Click [Search] button.

5) “Search result screen” is displayed.
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Search user *®
Easy search

User name

User name (en)
Description

E-mail

Title

Department1
Department2
LimitedOfIPAddress
Company

Cabinet

Group name

Lock Status (0 Locked only

) Unlocked only

Close

6) Select users / groups.
7) Click [Select] button.
8) Users / groups are added to former screen.

——Notes——
+ You can search users / groups contain inputted character string in "User name" or "User
name (en)" by “Easy search”.

+  User search is case sensitive and discriminates between one-byte and two-byte characters.
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Chapter 6 Access Control

Table below summarizes types of “Access control” and the operations authorized for each

“Access control”.

1. Types of “Access control”

Kind Symbol Description
No Access control (None) | Cannot be referred to existence of data.
Property reading ) .

v Enables reference to data property information.
control
Entity reading control | VR Enables expansion of data (reference of actual data).
) Enables expansion (reference of actual data), creation and
Write control VRW )
updating of data.
Delete control VRWD | Enables deletion of data.
2. Operation authority of a folder data

Access control Description

No Access control Cannot be referred to existence of folder data.

Enables reference to folder data property information.
) Enables expansion of folder data (reference of child data).
Property reading control (V) ) L. . . i i
(*This operation is possible, if data is folder data and there is

Property reading control)

Entity reading control(VR) Enables expansion of data (reference of child data).
_ Enables changing of folder data property.
Write control (VRW) . oo
Enables creation of new data in hierarchy of folder data.
Enables deletion of folder data and all data in own low
hierarchy.
Delete control (VRWD) *However, it cannot delete folder data when data which

cannot be deleted exists at least one in own low hierarchy. (It

returns to state before deletion.)

3. Operation authority of a file data

Access control Description
No Access control Cannot be referred to existence of file data.
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Property reading control (V)

Entity reading control(VR)

Write control (VRW)

Delete control (VRWD)

4. Operation authority of a URL data

Access control
No Access control
Property reading control (V)

Entity reading control(VR)

Write control (VRW)

Delete control (VRWD)

5. Authority of move data

Access control for the parent

folder of the data to be moved

No write authority(VRW)

Write authority assigned(VRW)

Enables reference to file data property information.

Enables reference to revision history of the file data.
Enables expansion of file data (reference of actual data).

Enables changing of file data property.
Enables locking of file data which is not locked.
Enables registration of actual data (file) to file data.

Enables deletion of actual data (file) from file data.

Enables registration of file data.

Description
Cannot be referred to existence of URL data.
Enables reference to URL data property information.
Enables reference to URL data property information.

Enables changing of URL data property information
Enables locking of URL data which is not locked.

Enables deletion of URL data.

Access control for the move o
o Description
destination folder

No write authority(VRW)

Write authority

. Data cannot be moved.
assigned(VRW)
No write authority(VRW)

Write authority
assigned(VRW)

Data can be moved.
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6. Authority of copy data properties

Access control for the data Access control for the copy o
] ) o Description
whose properties are copied destination folder
No write authority(VRW)
No property reading authority(V) | yyyite authority Property copy is not
assigned(VRW) permitted.
No write authority(VRW)
Property reading authority
assigned(V) Write authority Property copy is
assigned(VRW) permitted.
7. Authority of entity copy of data
Access control for the data from | Access control for the copy o
) ] o Description
which to copy entity data destination folder
No write authority(VRW)
No substance reading
authority(VR) Write authority Entity copy is not
assigned(VRW) permitted.

No write authority(VRW)
Entity reading authority
assigned(VR) Write authority

Entity copy is permitted.
assigned(VRW)

8. Authority of create a data Shortcut

Access control for the data from | Access control for the copy

] ] o Description
which to copy entity data destination folder

No write authority(VRW)

No property reading authority(V) | yyite authority Shortcut creation is not
assigned(VRW) permitted.
No write authority(VRW)

With property reading

authority(V) Write authority Shortcut creation is
assigned(VRW) permitted.
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Chapter

7 Useful Tips

1. Show mail

You can display name, ID, path, and mail URL of data required for e-mail transmission. In this

Service, you can perform show mail from the following 2 screens.

» “Data list screen”

» “Detail screen”

1. Show mail from “Data list display screen”

Main Menu

1) Navigate through folder hierarchy of [Tree view area].

2) Data to indicate by e-mail is displayed on list.

3) Select data.

tanagement Menu

Releaze Management enu

Recently referred Expired soon({1) Draft data Unapproved datal0) User Manual

Tree view

Folder

LEIALA Corporation

El

2 [sAeES Test
H[_JRelease
(] Testa

] Test2
H ] Testd

Bookmark
Search folder

Cabinet

Properties
o

Name
Importance
Use lewel

Oremier
Madifier

Date modified

Date created

Type
Sequence
File name
File court

1866195

: Release

B

User3
tUserz
201206132
T11:19:18
201206132
IRER R
:FILE

o1
:Release.doox
B

ARk

2]

+| |+

2

“®

m

Folder details (Test)

P AMA Corporation § Test
[

Operation LoiIELL an wuEsELL an e e e e

I Marme -

#5190 £ B pps Test
ISR Releaze
61596 Tests I%I Update fles
= B E5EEE Release & Cut
& B 4 661878 @y Copy
& B 4 T @regper [ b
& B G B9 @regs | 9 Deite
@ o168 ODDCU | Shoewy mail
&62120 ehsgamt‘w
2119 [ shortout =
Access control list
Change owner
Properties
3 Lock
=1
Cperation log
Approval history
Release notification
Manual relesse
Accept status
G Toal 3
‘ L Acdd to bookmark
FELE & & Copy URL to cliphoard

4) Select [Show Mail] from right-clicking menu.

5) “Show mail screen” of selected data is displayed.
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Import...

Usele...

x R

Crvnier

User3
User3
acmin
Lzer3
admin
acmin
admin
aclmin
Lzerd

Uzer3

NEC

Advanced search  Logout

x®
¥

2|2

Incremental Search R

hiodifier
User3

User3
Lserd
User3
admin
acmin
ackmin
acimin
Lserd

User3

3

Displaying 1 - 10 of 10



PROCENTER SaaS User Manual

2. Show mail from “Detail screen” (data other than folder)

1) Double click data to indicate by e-mail.

2) “Detail screen” is displayed.

Main Menu | Managemert Menu || Release Management Menu User meme Uses NEC
Recently referred Expired soon{l) Draft data Unapproved data(0) User Manual IDMameSearch ® P advanced search | Logout
Tree view Bl ¥
oy ~ File details (Release) 2l

=L A8A Corporation

gy Test | date files Create draft data for approval Properties 3 Show parent
2 [llBes Test 57 Show mai Test/Release
H [ Release %

) Test3 History
H [ Test2 £ccess control list
& [Testd
Change awner
'1‘ Lock

File size

Crperstion log
D

Approval history
[Tuse Big file transferring tool.

Add to boakmark ® Use thiz feature if vou download a file which size iz over2GB orfailed to download by normal way.

Release notification

Manual release

Aoocept status

3) Select [Show Mail] from the pull down menu of the [Operation].
4) “Show mail screen” is displayed.
3. E-mail display screen

1) “E-mail display screen” is displayed.

Main Menu Management Menu Releaze Management Menu User name: Userd NEC
Recently referred Expired soon{l) Draft data Unapproved data{0) User Manual IDMameSearch * 0O advanced search = Logout
Tree view & ¥
Folil #||=
e = 5] miai 7
SE &AL Corporation
=) Test
] E’BBS Test Subject Release
# [ Release I 866195
] Test3 Conterts PATH. JaAM CorporstionTestRelease
B ] Test URL:  hittp:/#1 0.26.187 25/procenterin.d
&[] Testd

Characters except alphanumeric may he garbled

@ Outlook 2007, 2010 ste. @ Outlook Express, 2003 etc.
(Using UTF-8 for mailta link)

Execute mail application ][ Cancel

o J
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2) Click [Execute mail application] button.
3) E-mail soft is startup.
4) Text in “e-mail display screen” is automatically added.

Then, e-mail can inform persons concerned of data registration place. In addition, person
who received this information is user of this Service, and if “Access control” is in that data,

the person can perform operation and inspection.

— —Notes——

*The e-mail software to which text is added automatically is Outlook and Outlook Express.

2. Reference of operation log
You can display list of operation logs of data.
To data, you can specify who, when, what kind of operation and range of date and can perform
search and check.
In this Service, you can refer to operation log from the following 2 screens.
» "Data list display screen"

» "Detail screen"
1. Reference of operation log from “Data list screen”
1) Navigate through folder hierarchy of [Tree view areal.
2) Data you want to display operation log is displayed on list.

3) Select data you want to refer to operation log and select [Operation Logl from right-

clicking menu.

4) “Operation log screen” is displayed.
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Main Menu Management henu Releaze Management Manu User name: User3 NEC
Recently referred Expired soon{l) Draft data Unapproved data{0) User Manual IDMameSearch % P advanced search | Logout
Tree view had ¥
Fald
eer Folder details (Test) 22
L=l AR Corporation
9 Test I AAS Carporation f Test
0[5 BES Test BuURL
H|_JRelease
) Test3 Operation ¥ Select all Unselect all Create Folder [5]Create File Incremental Search P
H [ Test2 I Mame = Import...  Usele.. Cwner tdodifier
[ ] Test4 -
BE6190 5 Bps Teot 2 Uzers User3
G66194 Release 1] Uszer3 User3
561398 Test3 él Upicate files E acimin Userd
b 4 =
= B 866195 Release W oo ] Uzer3 Liserd
X E & 861878 test Copy 0 acimin admin
. = . .
= B 3 BE1897 () Test FPT {0 3 1] acimin acmin
> 5| = . .
= B 3 861895 )] Testo x Delste ] aclmin acmin
@ 581698 O Document Management Service = S el 0 adin G
862120 4 SesrchFolder 0 Uszer3 User3
@ Hiztory
862119 1] Uszer3 User3
et Access control list
Bookmark &+ Chanoe owner
Search folder &+ Properties
Cabinet 2|+
5 Lock
Properties ¥
o = o
Hame Release
Importance
Usa lavel 0
Owner lUserd - Release notification
Madifier :;I;:EJOBMS hanual release
DOt dified
& madne 11:19:18 Accept status
Date created : 2013108113
14:19:16 E Tool b
Type :FILE
Sequence 1 4 (1] 2
File nama ‘Release.dac Page 1 of 1 ~] e bookmark Displaying 1 - 10 of 10
File court i1 e -~ (% Copy URL to cliphoard

2. Reference of operation log from “Detail screen”
1) Double click data you want to display operation log.
2) “Detail screen” is displayed.
3) Select [Operation Log] from pull down menu of the [Operation].

4) “Operation log screen” is displayed.
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Main Menu Managemert Menu Relesse Management Menu User name: Users
Recently referred Expired soon{l) Draft data Unapproved data(0) User Manual IDMameSearch ®* P advanced search
Tree view “
Folder File details (Release)
=L A8A Corporation
=g Test | Operation | Update files Create draft data for approval Properties ¥ show parent
[pdBBs Test 57 Show mai Tost i Rel
H[_JRelease
B Tests I Histary: 197 2480
© [ Test2 Acocess control list
& ) Testd
Change owner
5 Lock
File size
Crperstion log
Doys

Approval history

Add to bookmark

Release notification
Manual release

Aoocept status

Cuse Big file transferring tool.

* Use this feature if you download a file which size is over 2GB orfailed to download by normal way.

3. Displaying of “Operation log screen”

1) “Operation log screen” is displayed.
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»

Operation log (Release)

Conditions
9 - 2013506/13

Term: 2013706006

Target operation: cojoor all Unselect

m »

Create data
Update data
Update file

1

utput to CSY ][ Cancel

Display ][

2) Perform condition setting

3) Click [Display] button.

4) “Operation log list screen” is displayed.

-In cases of other than [File data]
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*Cperation list

Operation ¥

Date UszerMame Cperation

2013061135 144910 U=zer3 Access data
2013064135 14480 Uszers Access data
201306M2121202  User3 Access data
2013M61211:53:58 zer3 Access data
201306511 11:57:.06 U=zer3 Access data
201306411 10:35:33 Uszer3 Access data
20130610 11:0715 admin Creste data

Page 1 of 1 Dizplaying 1 - 7 of 7

+ In case of [File data]

In case of file data, selecting a log and then clicking [Show Details] button opens “File details
screen” for relevant version. The file name is shown to [Access data] and [Create data

/Update data] about operational log to a file.

*0peration list

Operation

Date Userlame Operation Seguence File name

02/04/2015 12:08:31 Usert Update data 0 -

02/04/2015 12:08:31 Useri Update file 3 Service Management Policy Draft.docx

02/04/2015 12:08:31 User Unlock data 0

02/04/2015 12:08:31 User Disclose 3

02/04/2015 12:08:31 User1 Release data 3

02/04/2015 12:08:30 User2 Approve 2 _I

-
Pagel'l of1 Displaying 1 - 20 of 20
Show details
--Notes--

+ The operation log will be kept for about three months.

3. Copy URL information to clipboard
You can copy storage place URL information for selected data to clipboard. You can stuck and use
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copied URL information for Memo Pad etec.
1) Navigate through folder hierarchy of [Tree view area).
2) Data you want to copy URL information is displayed on list.

3) URL information is copied, if select data to copy URL information and select [Copy URL to

clipboard] from right-click menu.

2, Update files =
¥
Folder details (FolderC) & Cut B
. = Copy -
i I ¥X¥Z Coporation / Devel . =
- = Paste k ’
.}URL: hittp:ihoocoosooc] 2&Ii=2216
ol =
Cperation ¥ Selectall Un x L Incremental Search i:
1] MName B4 Show mail Import... Usels.. Owner Modifier
* 2217 - 0 User1 Usert
= @ D 1 %% History
b 4
= B? 2218 D 3 Access control list L sen! Tezd
= g 2219 o Change owner ] User1 Usert
£2 g 2273 | Properties ] User1 Usert
> 2 2220 g ok 0 User1 Usert
L g 22N g ﬁ:'l Unlock 0 Uszer1 Uszerl
b 2777 =
= } g Operation log ! Usert Usert
Approval history
Release notification
Manual release
Accept status
ﬂ Tool 3
Add to bookmark —
4| [# Copy URL to clipboard I
i 4 PﬁrlP.|1 nf1 L") Nisnlavinn 1 - 7 nf T
< Output to CSV b | E

B untitled - Notepad
Fle Edit Format ‘iew Help

https:/MAnfoframe-dm-saas. jp/procenter /m. do?tenant =xxxx&1 =yy vy
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Chapter 8 Others
1. Reference of version information

You can display version information of this Service.
1) Click [Version] of Management Menu tab.

2) Version information screen is displayed.

hdain henu Management Menu Releaze Management Menu

Nurnbering ledger Change password Recycle bi g file transfer
Tree view Rl
Flch @
e = Version
=L AAL Corporation
=i Test
= FAEBS Test
H[_]Release Syatem PROCENTERAC 2.1 _RO03_PO0OZ
) Test3 Server 2123 pont
H [ ] Test2
=[] Tests Wb Application 2122 po02

2. Management of Recycle bin

You can display list of data in Recycle bin.

Uszer name: User3

IDMameSearch

NEC
® |2 advanced search | Logout

27

Recycle bin management involves restoring data, restoring data to its original location, and

deleting data. Data in the Recycle Bin will be deleted in 7 days.

2.1 Restoration of data

1) Click [Recycle bin] of Management Menu tab.
2) Recycle bin screen is displayed.

In "Term", specify the deletion date and time (the date of the operation on which the
delete operation was performed) and click the [View] button to display the data for the

specified time period. The default is a week-long display.

Username: Userss  NIEC

P|| Advanced search | Logout

Main Menu || Management Menu System Management Menu Release Management Menu(0)

User/Group Management Mumbering ledger Change password Recycle bin  Wersion Operation | ID/NameSearch

Tree view « | Recycle bin zj7
Folder #)[- )
¢y | Recycle bin ( User03 )
= [ 4 AAA Corporation O
B[ ) .config — =
S ey Test Term: | 2022/07/20 & - |20220729 )
(£ Test3
>
o[ Testz Display
o] Tests
Operation v | Select all Unselect all Incremental Search y=]
D Name Type User who deléted Date celeted ~
18184300 @) o FILE User03 0712012022 11:41:28
18184391 (F] 1oy pp7 FILE Usero3 0772012022 11:41:28
18184392 &) gy FILE Usero3 0772012022 11:41:28
Bookmark 2+
Search folder 2t Page[1_Jof 1 2 Displaying 1-3 of 3
Gabinet &)+
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3) Select data you want to restore from Recycle bin.
4) Click [Restore] button.

5) “Data selection screen” of restoration place is displayed.

Select data Ol x

Change tree Cabinet list

=L =AML Corporation
] Test
H ] Test2
=+ ] Testd

Select ][ Cancel

6) Select data of restoration place
7) Click [Select] button. Then a check dialog is displayed.
8) Restoration of the data is performed if click [OK] button.

— —Notes——

+CA is also shown to the data the other users eliminated in the recycle bin.

2.2 Restoration of the data to the original place
1) Click [Recycle bin] of Management Menu tab.
2) Recycle bin screen is displayed.
3) Select data you want to restore from Recycle bin.
4) Click [Restore to the original location] button

5) The data is restored to location from which it was deleted.
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2.3 Deletion of Data
1) Click [Recycle bin] of Management Menu tab.
2) Recycle bin screen is displayed.
3) Select data you want to delete from Recycle bin.
4) Click [Delete] button.
5) The data is deleted.

— —Notes——

+When restoring data to its original location, an error will occur if the original location has

already been deleted.
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Chapter 9 MembersOnly
1. What is “MembersOnly”?
“MembersOnly” is the function to which the displayed user is limited in the group member.
You can set “MembersOnly” valid / invalid in cabinet units.
When using this setting, you can make the user that is displayed in user search or a list of access

control limit in the group member to whom the login user belongs.

2. Notes
When using “MembersOnly”, note the following points.

You can set the function valid / invalid in cabinet units.
Only CA can set the function.
Please consult with CA about valid / invalid of “MembersOnly”.
The user who doesn't belong to a local group can search only him/herself. If you can search only
yourself, please contact CA and request to belong to an appropriate group.
When changing all access permissions under a folder, only the local group to which you belong
is changed.
The access permissions of other local groups is taken over just as it is.
When making “MembersOnly” effective, if you copy or move, please use [Copy here (incl. files)]
or [Move here].
The current owner on the owner change screen of the file of which owner is a member of

another group is shown as "(User who you cannot refer)".
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Appendix (term)

Cabinet

Cabinet is one management space arranged on this Service. If cabinet is created, Cabinet group
which specifies user who can use the cabinet is assigned, and Cabinet Administrator (CA) is defined.
Cabinet Administrator has privilege as an administrator in cabinet (contents of privilege are
mentioned later). Usually, only user who belongs to the Cabinet group can use data in cabinet. The
user who does not belong to Cabinet group cannot recognize existence of the cabinet itself. By this
concept of cabinet, it is possible to build two or more data management worlds kept with high security

on this same Service server.

Cabinets

;Cabmet 1
Cabinet 2
G

—D Cablnet 3

Definition of role

Role in this Service is defined as follows.

*User
Person using Service which this Service provides is pointed out. User is divided into
Administrator (person with management authority), and General user by role.

*Administrator
User with special authority for performing setting and management to this Service is
pointed out. Administrator is divided into Service Administrator (SA), Service Maintenance
Administrator (SMA), Cabinet Administrator (CA), and Group Administrator (GA) by role.
User can use CA, GA, and General User.

*General user
User without special authority as administrator is pointed out.

*Service Maintenance Administrator (SMA)
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Administrator of this whole Service is pointed out. Although SMA can perform various kinds
of setting, cannot perform reference of substance file of data without “Access control”.

«Cabinet Administrator (CA)
CA can perform all data manipulation in cabinet, user creation, Local group operation, GA
role operation to Local group, CA appointment and release to another user or group in
cabinet.

+Group Administrator (GA)
GA is role supposing the administrator of the Local group in cabinet, and is related with
Local group. GA can perform member changing of Local group, Owner changing of data
whose Owner is user in Local group and Access control changing, and GA appointment and
release to another user in Local group. In addition, only user can be appointed GA. Group
cannot be appointed as GA. Moreover, GA is not indispensable setting.

*Owner
“Owner” points out the owner of data. To the data which is Owner, it has owner authority. If
there is owner authority, changing of Owner and changing of “Access control” are possible.
When Owner is group, all users who belong to group have owner authority.

* Lock Owner
User who is performing lock to data is pointed out. Lock Owner has lock owner authority to
data. Other users except Lock Owner cannot update and delete data which acts as lock.
Release of data lock can change Lock Owner itself and CA, SMA, SA.

= Classification of group
Group is classified into “Cabinet group” and “Local group”.

= Cabinet group
It 1s group which exists in cabinet and the form of 1 to 1. User belonging to cabinet group
will call it user of corresponding cabinet. Cabinet group cannot be referred to from user of
other cabinets. CA can change member in Cabinet group from which self serves as CA.

= Local group

It 1s group defined within cabinet. Cabinet can have two or more Local groups. Local group
cannot be referred to from user of other cabinets. Moreover, user of other cabinets cannot be
added to Local group. Therefore, composition member of Local group will surely belong to
cabinet group. Therefore, although Local group is served like child group of Cabinet group,

function of division by class of group is not supported.

Draft data
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Draft data means data that is created and preparing for disclosure.

Draft data is disclosed to users who have permission after approved or manual disclosed.

1. Case creating draft data when creating new data

Draft data disclosing flow is like following.

Complete approval

Register file
Data flow —>
|
Discl Input . I CIDtisclosed
osed Properti g
data
Manual disclose
I Draft > Draft
i data I data
I [
Draft | Request Disclose after
data approval approval
I | ! > Draft
I | | data
[ | I
] | I

Following information that is inputted in creating screen is set to draft data.

- Registered file
- Properties

- Permissions

]

g o Disclos
| kg data
| /'y
I

!

.I M

ed

When creating draft data, properties of draft data such as unique value in the system(Data Number),

determined by system automatically (Owner) are not set.

disclosed data which file is not registered is created at the same time creating draft data.

Properties except registered file are set to disclosed data.

To disclose draft data, approve or manual disclose draft data is necessary.

Please refer to Requesting approval for requesting approval, Manual disclosing for manual

disclosing.

Access permission for approver is set to draft data when requesting approval.
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And draft data is locked by user who requested approval while approving.

Draft data is disclosed when all approvers approved or manual disclosed.

When disclosed, following information of draft data is taken over.

- Registered file

- Properties

Also, after disclosing draft data, properties of disclosed data is updated like below.

- When data number is set to draft data, the data number is overwritten to that of disclosed data.

At that case, the data number which was set to disclosed data is dealt with deleted data number.

- Modifier of disclosed data is User who requested approval or User who disclosed manually.

- Other properties are taken over from draft data properties which can be updated.

2. Case creating draft data when revised draft data

Revising disclosed data flow is like following.

Also, revising approved data that is disclosed needs to approve draft data.

Register/revise file

Complete revise

Data flow e (Disclosed)
|
» . Revised
I” data
| A
|
|
Manual disclose
Draft I
| data I
[ |
Request Disclose after |
approval approval
I Draft I
| | data |
| [ {
| [ |

Draft data is taken over information from disclosed data.

Disclos Discl
Discl eddata — > edlsgaiz
osed
data l
|
[
[
_____|9 Draft
I data
i
Draft I
data
[
i
|
I
- Registered file
- Properties
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- Permissions

When creating draft data, properties of draft data such as unique value in the system(ID, Data
Number), determined by system automatically (Owner, created, modified, sequence, use level) are not
taken over.

Also, even creating draft data for revising, data that was disclosed remain disclosed.

To disclose draft data, approve or manual disclose draft data is necessary.

Please refer to Requesting approval for requesting approval, Manual disclosing for manual
disclosing.

Access permission for approver is set to draft data when requesting approval.

And draft data is locked by user who requested approval while approving.

Draft data is disclosed when all approvers approved or manual disclosed.
When disclosed, following information of draft data is taken over.
- Registered file

- Properties

Also, after disclosing draft data, properties of disclosed data is updated like below.

- When data number is set to draft data, the data number is overwritten to that of disclosed data.
At that case, the data number which was set to disclosed data is dealt with deleted data number.

- Modifier of disclosed data is User who requested approval or User who disclosed manually.

- Other properties are taken over from draft data properties which can be updated.

Approval flow

Address to approval can be set according to purpose or type of document which needs to be approved.
If approval is done by approver, notification of approval request will be sent to the next approver.

If rejected by approver, notification of rejection will be sent to user who requested approval originally.
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@ Request approval

J __ 3 Disclosed

Approver C

Draft data can not be read by users except requester or approvers until approval is completed.
Draft data is disclosed when approval is completed.
Also, in case draft data which specified disclosure date is approved, it will be disclosed after approval

is completed on specified disclosure date.

- Workflow of approval in order

=,
.i- ‘ ‘ - Disclosed

I

Reguester A Approve rB Appn:uve rC Approve rD

- Workflow of approval all
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S

—

— | | —

Disclosed

Requester A 1st Approver(s) Approver E

-- Note --

- Case there are two or more approvers in the same approval level, go to next status when all
approvers approved.

- Case there are two or more approvers in the same approval level, reject the draft data when one of
approvers rejected.

- Case group is specified to approver, go to next status when one of the group member approved.

- Case group is specified to approver, reject the draft data when one of group member rejected.

Approval flow and notification address

Following is an example explains users who receive notification.

Approval requester A requests approval to the first approval level and the second approval level.
Approval requester: A

First approval level: B, C and D

Second approval level: E, F and G
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-

=
- - ‘ Disclosed

1st approval level 2nd approval level

Notification address in case that approval is requested without checking 'Each notification after

requesting (e.qg. Completion of approval) will be made for all approved user.'

- Please use this settings if you do not want to send notification to users who already approved.
- All the first level approvers completed approval, then go to the second level approvers in the
approval flow.
1.User A requests approval. Requesting approval is notification all approvers in the first
approval level.
2.When all the first level approvers completed approval, Requesting approval is notification all
approvers in the second approval level.
3.When approved, approval notification is sent to approval requester.
4.When approval rejected, approval rejection notification is sent to approval requester and
approvers who do not approved yet in the same approval level.
5. When canceled approval request, approval canceling notification is sent to approval
requester and approvers who do not approved yet in the same approval level.
6.When disclosed automatically, approval completion notification is sent to approval
requester.

7.When canceled disclosure, disclosure canceling notification is sent to approval requester.
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*1 disclosed date iz in a future

Request
approval

Approval *1 | Cancel disclose |

Approval | Approval | | approval i

F Fir

Fi Fi

] " H Request
sporol | | = |

Notification address in case that approval is requested with checking 'Each notification after

requesting (e.qg. Completion of approval) will be made for all approved user.'

- Please use this settings if you want to send notification to users who already approved.
- All the first level approvers completed approval, then go to the second level approvers in the
approval flow.

1.User A requests approval. Requesting approval is notification all approvers in the first
approval level.

2.When all the first level approvers completed approval, Requesting approval is notification all
approvers in the second approval level, also to all approvers in the first approval level.

3.When approved, approval notification is sent to approval requester, also to all approvers who
were requested approval before.

4.When approval rejected, approval rejection notification is sent to approval requester and
approvers who do not approved yet in the same approval level, also to approvers who approved
before.

5. When canceled approval request, approval canceling notification is sent to approval
requester and approvers who do not approved yet in the same approval level, also to approvers who
approved before.

6.When disclosed automatically, approval completion notification is sent to approval requester,
also to approvers who approved before.

7.When canceled disclosure, disclosure canceling notification is sent to approval requester,

also to approvers who approved before.
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*1 disclosed date iz in a future

Request

approval | Approval *1

Approval | Approval | | approval i Approval | Approval | | Cancel distlose |

Fi Fi

F Fir

-- Note --

- When group is specified to approver and do not check 'Each notification after requesting (e.g.
Completion of approval) will be made for all approved user.', if one of group member approved,
approval notification is not sent to other group members.

- When group is specified to approver and check 'Each notification after requesting (e.g. Completion
of approval) will be made for all approved user.', if one of group member approved, if one of group

member approved, approval notification is sent to rest group members.

User operation ambit with each roll

The user operation ambit with each roll is as follows.

, General
Operation \\ Role CA GA
User

Setup of SA (appointment, dismissal) — — —
Setup of SMA (appointment, dismissal) |— — —

Setup of CA (appointment, dismissal) O - —
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Setup of GA (appointment, dismissal) O @) —
User new creation OX1 — —
User attribute change O — —
User deletion Ox2 — —

User addition in cabinet group — — —

User deletion from cabinet group OX%3 — —
User addition in local group O @) -
User deletion from local group @) @) —
User search in cabinet O - -

User search besides cabinet — — —

21 When CA creates a user, CA needs to make user created surely belong to cabinet which is CA.
%2 When CA deletes user, only user who does not belong to other cabinets can delete.

*3 If CA deletes user from cabinet group, it becomes impossible to refer to the user for CA.

Data manipulation ambit with each role

The data manipulation ambit with each role is as follows.

Operation \\ Role CA GA General User
] Inside of cabinet is
Data new creation _ Follow Access control |Follow Access control
freely possible.
Data attribute Inside of cabinet is
) Follow Access control |Follow Access control
change freely possible.
) Inside of cabinet is
Data deletion Follow Access control |Follow Access control

freely possible.

Data movement /|Inside of cabinet is
i Follow Access control |Follow Access control
copy freely possible.
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Appendix(Setting Guide)

Client requirement

*Drag and drop to folder is available. We are assuming a file of about 100MB. For large files, please

use alarge file transfer tool.

Browser settings

Following browser settings is required to use PROCENTER/C.
*Add PROCENTER to trusted sites

1.Enter and search for [Internet Options] in the "Search Box" of Windows and display the Internet options.

Al Apps  Documents Web  More ¥

Best match

~‘lr Internet Options j\.
“—! Contral panel 7
Search the web .
Internet Options
A Internet Opstions - See web results > Control panel
I open
I £ Internet Opstiong| o o O m ﬁ <]

2. Operate slide bar in [Privacy] tab to enable Cookie.

* Default is [Medium] at the [Local intranet] zone.
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| General | Security | Privacy | Content | Connections | Programs | Advanced |

Settings
Select a setting for the Internet zone.
Medium

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
ca be used to contact you without your explicit consent

- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent

[ stes |[ mpot |[ Advanced || pefaut |

Location

— Never allow websites to request your
physical location =

Pop-up Blocker

Turn on Pop-up Blocker
InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

o< J[ cencel || aopy |

3. Click [OK] button.
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7~

=

Internet Options @
General | Security | privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & v O

Internet Local intranet Trusted sites  Restricted
sites

Local intranet

This zone is for all websites that are

= found on your intranet.

Security level for this zone
Allowed levels for this zone: All
Medium-low

- Appropriate for websites on your local network
(intranet)

() - Most content will be run without prompting you
- Unsigned ActiveX controls will not be downloaded
- Same as Medium level without prompts

[ ] Enable Protected Mode (requires restarting Internet Explorer)

Following procedure is to enable JavaScript.

1. Enter and search for [Internet Options] in the "Search Box" of Windows and display the Internet
options.

Al Apps  Documents  Web

More ¥

Best match

b Internet Options
i

Control panel

Search the web

Internet Options
A Internet Opstions - See web results > Control panel
= open
I £ Internet Opstions] (o=} » M ﬁ [~]
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2. Click [Custom level] in [Security] tab.

=

Internet Opﬁbns

General | Security | privacy | Content | Connections | Programs | Advanced |

=

Select a zone to view or change security settings.

@ & 7/ O

Internet Local intranet Trusted sites  Restricted
sites

cxverym—
This zone is for all websites that are

found on your intranet.

Security level for this zone

Allowed levels for this zone: All

Medium-low
- Appropriate for websites on your local network
(intranet)
(i) - Most content will be run without prompting you
- Unsigned ActiveX controls will not be downloaded
- Same as Medium level without prompts

3. Move to [Scripting] and set like below.
* Default all settings are [Enable] at the [Local intranet] zone.
o Active scripting Enable
o Allow status bar updated via script Enable

o Scripting of Java applets Enable
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e =

Security Settings - Local Intranet Zone

Settings

&| Scripting -~
| Active scripting
() Disable
@ Enable
) Prompt
:g_} Allow Programmatic dipboard access
() Disable
@ Enable
) Prompt
7| Allow status bar updates via script
() Disable
@ Enable
| Allow websites to prompt for information using scripted wind¢—
(7) Disable s
@ Enable

=1 Enzhla VEE fltar
< | 1 i »

|

*Takes effect after you restart your computer

Reset custom settings

Resetto:  (Vedium-ow (default) v| [ Reset.. |

Press [OK] button after setting.
4. Press [Yes] if Warning dialog is displayed.

e =

v Wamihg!

, ’) Are you sure you want to change the settings for this zone?
-\'\ )

E _Y_ues 3 [ No

5. Click [OK] button.

-- Note --

e If Cookie and JavaScript are disabled, PROCENTER/C may not work normally.
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To add PROCENTER to a trusted site:

1. Enter and search for [Internet Options] in the [Search box] of Windows, and display the Internet

options.

All Apps Documents Web More ¥

Best match

‘,}“ Internet Options
=

Control panel

Search the web

):’ Internet Opstions - See web results >

=7 open

)
9
[ |
4
A4

I 5 Internet Opstions (@)

2. Click "Sites" in the "Security" tab.

€Y Internet Properties ? *

General Security Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

Internet  Localintranet JiEEeEl=s  Restricted
sites

e v
4 This zone contains websites that you ltEs

v trust not to damage your computer or
your files.

Security level for this zone
Allowed levels for this zone: All

Medium
- Prompts before downloading potentially unsafe
. content
- Unsigned ActiveX controls will not be downloaded

[JEnable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level
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3. In"Add this website to zone", put "https://procenter-global.com™ and click "Add".

& Trusted sites *

You can add and remove websites from this zone. All websites in
g d this zone will use the zone's security settings.

Add this website to the zone:
https://infoframe-dm-saas jg| | | Add

Websites:

Eemowve

Require gerver verification (https:) for all sites in this zone

Close

4. |If you're using Edge, restart it.

Before using Edge
In order to use PROCENTER in Edge, you need to perform the following tasks in advance:

1. Loginto PROCENTER with Edge. Then right-click on the appropriate folder — Tool — File bulk

download.

& cut

Copy
= File | & Back to previous

x Delete

[~ Show mail

@] Search subfolders

Access confrol list
Change owner
Update expirafion date

Properties
Operation log

Release nofification

“B Tool b | 4 File bulk upload

Add to bookmark ¥ File bulk download

} Copy URL to clipboard

Output to CSV 3
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2. Click the URL of the pop-up to perform the installation of the tool.

Download file bulk transferring tool @
i ) By installing this tool, edit and file bulk transferring funclions are available.

Please take the tool from following URL and install it, and then click "Continue after installing”
button.

hitps:// = e =l a = - Cprocenter/procyVebApHelper setup.exe

Do not show this dialog again

[ continue after installing | [ cancel |

Click Open file.
EOZ\:;EAPHelpELS....EKE [ x
Click Yes.
procWebApHelper_setup.exe
Verified publisher: NEC Scolution Innovators, Ltd.
File origin: Downloaded from the Internet
Show more details
Click OK.
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PROCENTER/C Web Application Helper for Bulk Transfer - Insta...

Select the language for the installation from the choices below,

‘Engiish (United States) v|

[ o« ]| cancdl |

Click Next.

ﬁ PROCEMTER/C Web Application Helper for Bulk Transfer - InstallShield Wizard .

Welcome to the InstallShield Wizard for
PROCENTER/ C Web Application Helper for Bulk
Transfer

The Installshield(R) Wizard will install PROCENTER fC Web
Application Helper for Bulk Transfer on your computer. To
continue, dick Mext,

WARMING: This program is protected by copyright law and
international treaties.

Specifies the installation destination. If you want to change it, remember to do so. Click Next.
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ﬂ PROCENTER/C Web Application Helper for Bulk Transfer - InstallShield Wizard >
Destination Folder
Click Mext to install to this folder, or didk Change to install to a differ

Install PROCENTER /C Weh Application Helper for Bulk Transfer to:
C:Program Files (x88)\WEC Solution Innovators,
Ltd\PROCENTERC Web Application Helper for Bulk Transfer), =

Installshield
< Back || Next = | | Cancel
Click Install.
ﬁ PROCEMTER/C Web Application Helper for Bulk Transfer - InstallShield Wizard x
Ready to Install the Program
The wizard is ready to begin installation.
Click Install to begin the installation.
If you want to review or change any of your installation settings, dick Badk. Click Cancel to
exit the wizard.
InstallShield
< Back || Install | | Cancel
Click Finish.
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ﬁ PROCEMTER/C Web Application Helper for Bulk Transfer - InstallShield Wizard x

Installshield Wizard Completed

The InstallShield Wizard has successfully installed
PROCENTER,C Web Application Helper for Bulk Transfer. Click
Finish to exit the wizard.

Uninstall Edge-enabled tools

Provides instructions for uninstalling tools for Edge.

1. [SART] — [Settings] displays "Settings"

procenter

Documents

Pictures

Settings

Power
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2.

Click Apps.

Settings

Windows Settings

| ‘Fi‘(‘ a setting

System
Display,
power

ound, notifications,

Network & Internet
Wi-Fi, airplane mode, VPN

Accounts
Your accounts, email, sync,
work, family

Ease of Access
Narrator, magnifier, high

Devices

Bluetooth, printers, mouse

@ Personalization

Background, lock screen, colors

(B,  Time & Language
Speech, region, date

p Search

Find my files, permissions

Phone
Link your Android, iPhone

Apps
Uninstall, defaults, optional
features

Gaming
Xbox Game Bar, captures, Game
Mode

Privacy
Location, camera, microphone

contrast

- Update & Security
~ Windows Update, recovery
backup

3. Scroll down the list that appears, click "PROCENTER/C Web Application Helper for Bulk Transfer", and

click "Uninstall" because it will be displayed.

& Settings - [m] X
@ Home Apps & features
| Find a setting P | - Microsoft Corporation 11/25/2020
Oracle VM VirtualBox Guest Additions 6.1.14
Apps 11/25/2020
= P Paint 3D 8.00KB
I = Apps & features Microsoft Corporation 11/25/2020
i Default apps People 8.00 KB
Microsoft Corporation 11/25/2020
I Offline maps
Photos 132 MB
Microsoft Corporation 11/25/2020
G Apps for websites
Sl PROCENTER/C Web Application Helper for Bulk 22.6 MB
=
¥ Video playback Transfer
11/30/2020
2.00.0002
2 Startup
st
sakura editor(#7317 (%) 533 MB
11/25/2020
Skype 8.13KB
Skype 11/25/2020
@ Snip & Sketch 8.00KB
Microsoft Corporation 11/25/2020
n Sticky Notes 3.00 KB
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FAQ

Question

Answer

It cannot log in from the login screen
which pushed the reload button of

browser and was displayed.

If browser reloads in state where timeout is carried out, login
screen where "tenant=" is not attached to URL may be
displayed. Since you cannot log in from this screen, please log
in again using URL to which notified "tenant=" was attached
from NEC.

Unlike actual path, the path of file to
register is displayed.

In some cases, the path of the file to be registered may be
rewritten to "C:¥fakepath¥file name". Even if the path is

rewritten, the file can still be registered successfully.

If login two or more windows, the user

who log in is changed automatically.

If two or more windows are simultaneously started, login
information is common in all windows. When you access by
another login ID, please access after ending all the browsers

using this Service.

After login, if it is going to download
file for the first time, taskbar is
displayed. If select "file download"
from taskbar, the screen immediately
after login will be displayed without

file downloading.

When you download file without displaying taskbar, please set
from the [Internet Option] of browser as follows, "confirming".
—[Security]
—[Internet]
—[ Customize of level ]
— [Dialog is automatically displayed at the time of
download of file. |
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