e o ioilon, 2000

Date: 05-09-2006

This document describes how to use the Document Manager in Sprinter 2000 and
what you can do with it. The Document Manager can be found in the tab-sheet
‘documents’ in a shipment or under addresses.

1. Introduction:

In the Document Manager you can add (drag) emails, documents, and scanned files
which are relevant to this shipment. Al these files have they’re own log-files so you
can check if this document has been e-mailed or faxed.

2. The tab-sheet ‘Documents’: (found in a shipment)

In this tab-sheet all documents can be found which are created by Sprinter2000
itself while emailing / faxing documents. It is also possible to add external
documents or emails simply by just dragging them into the Documents screen. Any
type of file is accepted for *dragging.

*Dragging: Moving a file from your ‘My documents’ (or any other place) to the
screen '‘Documents’ in Sprinter 2000.

It is also possible to drag a email from outlook to Sprinter 2000. If you work in full
screen mode with Outlook and Sprinter 2000 you can use your taskbar to switch
between your screen while dragging a email message;

First make sure that the tab-sheet ‘Documents’ is opened in the chosen shipment.

Open your Outlook and select the mail or attachment you want to drag, click with
your left mouse button on it and keep it pressed. (Drag). Now move the pointer to
the Sprinter 2000 in your taskbar, you’ll see that Sprinter 2000 will pop up. Move the
pointer to the ‘Documents’ window and let go of your left mouse button. (Drop).

3. The Buttons

Scan:

If a document scanner is connected to the network, and Sprinter 2000 recognizes it,
(scanner must be TWAIN compatible), you can use it to scan documents, pictures or
anything relevant to the shipment.

Place the documents you want to get scanned on the scanner and press the ‘Scan’
button. A window will pop-up:

Scan Documents 6

Pleaze inzert the document(z] in your zcanner and press Start

[} Merge all pages into one POF docurnent

( STart \j [ Cancel /'I $Elect30urc§

Merge all pages into one PDF document:

If you have more then one document to scan you can choose to merge them all in
one PDF document or separate PDF documents. (this only works with sheetfeeders).
Scan with 150dpi if you are emailing the documents the reduce the filesize
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Select Source:
If you have more then one document scanner, you can select the right source first
by clicking on the ‘Select Source’ Button.

Browse:
Use this button to search on your computer for files, that you want to import into the
document manager.

Edit:

If you want to edit the description of a imported file you first select the file and then
click on this button. It also displays a log file. This log file can be used to enter
additional information about this file; when you sent the file, or edited the file...

View:
If you want to view a file, you can either double-click it, or use this button to open
the file. It will open the appropriate program to view this file.

Email:
If you want to email certain files to someone, you can click this button and the next
window will appear:

I Document Manager Email 6 |
Shiprment: 200603000033
Document Code: ATTACHMEMT
Drescription: Attachment for bermpi@cds-nl. com;

Cargo Data Systems bow - Bemny wan Wwijk <bermi@cds-nl com:

b anual email adreszes [put everny email adres on a separate line):

( Ermail )I Close H'I
\ ¥,
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Choose the email address from the list above, or enter one or more addresses
manually (every mail address on a separate line).
If you want more addresses to receive this email and those recipients are in your

address book, you can use the search option al on the right-hand side of the
window.

If all addresses are filled in, you can click on the button ‘Email’ and a preview will be
shown of the message to be sent. Here you also get a chance to fill in *‘multiple
addresses’. You can make adjustments to the text or description if needed.

If all settings are done, you can click the ‘Send’ button. The email will be sent and
you will get a confirmation that the email is sent.

This email will also appear in the Document Manager.

Email All:

If you want to email all documents from a certain shipment you can choose this
option. Be careful with it thou, this option can create very large emails!

This option also makes it possible to select files from a certain house shipment if the
current shipment is in a consol.

Al 200604000034 (maczter) Cargo Data Systems bwr

Email All Documents

[j TEANZPORT ORDER Transport Order for Z00504000034 1-5-z006 15:25:06 [200604000034-13]
[j MANTIFEST International Cargo Manifest Z00&0300003 21-4-F00&6 17:10:55 [Z00604000034-7]
200603000030 Drafix br
¥ 200603000031
[j TEANSPORT ORDER Transport Order for Z00503000031 E24-4-F006 1EZ:18:08 [Z00&503000031-2]
Fa % Fa .Y i %
( Send ) | Cancel | | SelectAll | [De-selectall
L J \ A -

If all necessary files are selected (you can use ‘Select All’ or ‘De-select All") , you can
click on the button ‘Send’.
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Then you get a chance to select a recipient or / and fill in the ‘multiple addresses’. If
all settings are done, you can click the *Email’ button.

[ o

Document Manager Email 6
Shipment: 200603000033
Document Code: ATTACHMEMT
D ezcription: Aftachment far bery(@edz-nl. com;

Cargo Data Spatems bov - Bemy van Wik <bermpi@cds-nl. com:

b anual email adreszes [put even email adrez on a separate line):

( Ermail )I Close W'I
\ ¥,

If you want more addresses to receive this email and those recipients are in your

address book, you can use the search option 'E] on the right-hand side of the
window.

If all addresses are filled in, you can click on the button ‘Email’ and a preview will be
shown of the message to be sent. Here you also get a chance to fill in *‘multiple
addresses’. You can make adjustments to the text or description if needed.

If all settings are done, you can click the ‘Send’ button. The email will be sent and
you will get a confirmation that the email is sent.
This email will also appear in the Document Manager.

Delete:
Delete the selected document or file.

View Log:
View the log file from the selected document or file.
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