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Introduction
This document is an introduction to administrators of the DocMoto system in terms of:

1. How to configure and adjust the system.
2. How the calendaring system works with DocMoto.
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Configuring the DocMoto system:
The DocMoto Apple Calendaring integration consists of three components:

1. Pre-upload xml schema for Apple Calendar events.
a. The pre-upload xml schema for Apple Calendar events require no configuration.
2. Apple Calendar script extension.
a. The Apple Calendar extension needs to be configured for all DocMoto users who need the
calendaring feature.
3. Apple Calendar meta-data (or tags).
a. The Apple Calendar meta-data (or tags) can be adjusted to suit the businesses requirements.

Click here to download components.

Importing Apple Calendar Components:

1. Download and unzip the components.
2. Select the “Show Admin Folders” from the “Admin” menu. A hidden folder “DocMotoConfig” will
become available.
3. Expand the “DocMotoConfig” folder and create a folder named “Scripts” — if it does not already exist.
4. Add the components unzipped in step 1 by either:
a. Select the “Add Existing File(s)” option from the “File” menu. Navigate to the components and
select to import
b. Select the “Add Existing File(s)” option by right mouse clicking on the “Scripts” folder (created in
step 3). Navigate to the components and select to import.
¢. The “Add” button on the toolbar. Navigate to the components and select to import.
d. Drag and drop the components from the file system into the “Scripts” folder. Refer to Fig. Apple
Calendar Components - imported.
5. Log out of the system and subsequently log in for the changes to take effect.

Fig. Apple Calendar Components - imported:

e0e Scripts
< bcahost [ £ & & © B B D B R T z . ¢ Q
Back lee New Folder Check-In Check-Out Quick Look Add Create f Views Shares | Refresh Attach Search
Scripts
DocMoto Name ~ Version Size Checked In On Created By Comment
D Contents » Bl Examples 26 September 2016 16:00 administrator
= ical.preupload.dmscript.xml 215KB 26 2016 16:00 i
1 Home (a) ¢ 2 iCal.sh 4.05KB___26 September 2016 16:00_administrator
U Trash % ical2.preupload.dmscript.xml 2.31K8B 26 2016 16:00
2 ocr_abbyy_finereader.preupload.dmscript.xml| 1.39KB 3 August 2017 12:24 lee

£2 DocMotoConfi
g 7 ocr_abbyy finereader.sh 953 Bytes 4 August 2017 11:12 lee

Favouri tes

(a) Apple Calendar Components.
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http://www.docmoto.com/downloads/AppleCalendarIntegrationComponents.zip

Adjusting the Apple Calendar script extension:

1. Select the “Show Admin Folders” option from the “Admin” menu. A hidden folder called
“"DocMotoConfig” will become available.

2. Within the “DocMotoConfig” folder, navigate to the “Scripts” folder. Double-click on the file “iCal.sh” file
and select the “Open to Edit” option. As shown below in Fig. Opening the iCal script — in edit mode.
Note: In this example we will be using Xcode as our editor.

Fig. Opening the iCal script - in edit mode:

ede Scripts
¢ bearost B 1| & & @ B8 DR ® @ & ¢ Q
Back lee New Folder Check-In Check-Out Quick Look Add Create  Versions Views Shares Update Tags Refresh Attach Search
Scripts t
DocMoto Name ~ Version Size Checked In On Created By Comment
Bl contents > Examples 26 September 2016 16:00 administrator
% ical.preupload.dmscript.xml 215KB 26 September 2016 16:00 administrator
1 Home = iCalsh 405KB 26 2016 16:00
U Trash - ical2.preupload.dmscript.xmil 2.31KB 26 September 2016 16:00 administrator
o] DocMoteConfig 7 ocr_abbyy_finereader.preupload.dmscript.xm| 1.39 KB 3 August 2017 12:24 lee
7 ocr_abbyy finereader.sh 953 Bytes 4 August 2017 11:12 lee
Favourites
Aardvark vs Baldrick
0 <« A v Root > {I] DocMotoConfig » Scripts » &= iCal.sh

Active Clients

Active Projects Details ™ Open to View Open to Edit #!/bin/sh

function get_email()
Batman vs The Joker

iCal.sh if [ "s1" == "Lee" 1] ; then
B ENERGY STAR.pdf echo "lee. ferrisgchlsoftware. com”
Version 1 exit
Images fi;
X ¥ Key Info
Last Will And Testaments if [[ "$1" == "Neil" 11 ; then
Name ical.sh echo "neilgemail.addr"
Legal exit
Document D 204DB1E6-A418-4D18-9293-BE1ADATBFSF i3
Projects
Version Neme 1 if (11" = "Bob" 1] ; then
Recent Documents nitial Check In  Mon Sep 26 16:00:10 BST 2018 EC”: "'bobgemail.addr"
exif
n Letter.docx Created By administrator fi;

B Letter.docx Checked In On  Mon Sep 26 16:00:11 BST 2016 acho #
exit

h
Bt ve .. Involca.docs Checked In By administrator

4 Phota copy 2.jpg » Full Details # end of functions....

B Benefits Of A...t System.pages Mi-zs1)11
n

n DocMoto Train...Plan.doc.docx echo "Usage: $@ [-d] calendar Event|Todo date url title notes [attendeel...]
[alarm]™

echo "eg $8 -d dmCalendar Event 2018-10-28 \"x-docmoto://mikes-mac-mini.locals
DocMotoConfig/Scripts/iCal.sh\* \"Something\" \"Details of something\"
\"Mike,Lee,Wayney" \"7,3\""

eche " where -d (optional) means debug"

echo " calendar is the name of the calendar"

echo * Event | Todo"

1 selected

3. The file “iCal.sh” is presented to the administrator in an edit mode. Insert the names and email addresses
of the users in the same format as the example within the file. As shown in Fig. Editing the iCal script.

Fig. Editing the iCal script:

®eCe iCal.sh
2] ical.sh | No Selection ? ) o
#1/bin/sh L .
function get_email() ri
{ AOn Created By Comment v
4 if [[ "$1" == "Lee" 1] ; then . -
5 echo "lee.ferris@chlsoftware.com” cer 2016 16:00 adm!n_\stratnr
& exit mber 2016 16:00  administrator
7 i mber 2016 16:00 lee
rn s e mber 2016 16:00  administrator
i “§10 == "Neil" ; then | .
echo “neil@email.addr" 71224 lee
exit 12017 1112 lee

fi;
if [[ "$1* == "Bob” 1] ; then ‘
echo "bobenail.addr"”
exit ‘
Fig
e |
exit
) \

# end of functions.... ‘

Note: The user name inserted must match an equivalent name held within Apple Contacts, specifically the user
must have the “My Card” entry. In this example, the user “Lee” must exist within Apple Calendar and be marked
with “My Card”. As shown below in Fig. My Card.
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Fig. My Card:

-

All Contacts .
Q \ Lee Ferris
iCloud My Card CHL Software

Al

Work Contacts A phone +44 (0) 1242 225233 ®
(Found in Mail)
Exchange
FaceTime
All Exchange
blocklist work  lee.ferris@chlsoftware.com

Skype Contacts

- ®
(Found in Mail)
emei ®

(Found in Mail)

WindowsLive Co...

Google

All Google

note

Directories

Exchange Global...

&

+ Edit

4. Once the file “iCal.sh” has been amended, saved (within the native application — Text Edit, Xcode, Komodo,
Text Wrangler, etc) and subsequently closed — select the file “iCal.sh” (within DocMoto) and select the
“Check-In" option.

At this stage the administrator has configured the Apple Calendar script extension.

Adjusting the Apple Calendar meta-data (tags):

As mentioned the Apple Calendar meta-data (tags) can be adjusted to suit the company’s requirements. In this
section, we will look at an example of making adjustments.

1. Select “Tag Manager” from the “Admin” menu.

2. Navigate to the “Calendar Events” group (left-hand side of the Ul). Expand the group to expose all sub
groups and tags. Expand the sub group “First Review” and select the “First Review Alarm(s)” tag.

3. With the "First Review Alarm(s)” tag selected, select “+” to add a new alarm. Valid entries can include
either an email alert or a message alert.

4. Adialog is presented allowing an alarm to be inserted. Insert the new alarm and select “OK” to confirm.
See Fig. Adding new calendar alarm.

5. Once all the amendments have been finished select “Close” (bottom right hand corner of the “Tag
Manager” Ul). The administrator will be prompted to save the changes — confirm.
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Fig. Add new calendar alarm:

& & &
DacMota Show Protected Tags :
S v Groups and Tags
1 Home <7 Test Tag Order
J Trash » " PicKlists
<’ Approval Status
Favourites & Attorney
Aardy <7 Background Colour
¥ ¥ Calendar Event
; <" Calendar Events
Active S
s <" iCal Calendar
Active & ical
Batmy v ¢ First Review
First Review Alarm(s)
ENER

<7 First Review All Day
Imagg <7 First Review Attendee(s)
<7 First Review Date

Last \
<7 First Review End Time
Legal <’ First Review Notes
Projet <" First Review Start Time
<7 First Review Title
R <7 First Review Type
B Letter » <" Second Review
B Letter :\/" Final Review
B » ¢ Client
Aarcy < Default Email To
% Phota <7 Document Type
B Benel \-: Email Subject
< Email Text
B pocMt & File ID

< Folder Type

7 Foreground Colour
» ¢ Guardian ad Litem

<7 Import Answer

Name : First Review Alarm(s)
Type: textlist

Default Value :

Value Default  Selecta...
Select a notification v v
email 1 day
email 3 days
email 7 days
email 30 days
email 60 days
message 1 day

RRENEENRLNELNRCN

Add Picklist Value...

Enter New Value : message 3 days

&7

Tag

Icon File

cacel | (T

+ — Add or remove Picklist Values

Advanced

Delete Tag

Close 7

Note: The groups and tags can be adjusted in terms of:

1.  Number of groups. In the Fig. Add new calendar alarm (above) there are three sub groups: (a) First
Review (b) Second Review (c) Final Review. This enables users to register three different epochs.

2. Name of the groups. In the Fig. Add new calendar alarm (above) there are three sub groups (a) First
Review (b) Second Review (c) Final Review. These can be renamed to terminology that matches the
businesses requirements, such as: (a) First Task (b) Second Task (c) Final Task etc.

3. Tag Values. As illustrated in the above example, administrators can adjust or add new values for tags.
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How the calendaring system works:

The administrator of the DocMoto system can apply rules in the form of document tags against any folder within
the DocMoto system (including folders within folder templates). This will enable users to fill in “Calendar Task”

tags and subsequently make an entry in to an Apple Calendar on confirmation. It is possible to create (or adjust) a
folder template to encapsulate the calendar rules.

Setting Calendar Tags:

This example illustrates setting calendar tags against an existing folder within DocMoto. As stated; this
methodology is also available within the Folder Templates — useful for automating.

1.
2.

Select the folder to set calendar tags against.
Select “Edit Folder Properties” from either:

a. The File menu.

b. The right mouse click menu.
¢. The short cut emd + shift + e.
Select the Document Tags tab.

Select the “+" button (bottom left hand corner of Ul) to add tags. A Tags Requested on Check-In...”

dialog will appear.

5. Navigate to the group Calendar Events and expand.

o

Select the tags to add and select “OK” to confirm.
7. Once the tags have been added the user can drag and drop the tags in order preference. Select
“Required” check box to make the tags mandatory. See Fig. Added Calendar Tags to Contract Folder.

Fig. Added Calendar Tags to Contract Folder:

localhost | <)

DocMoto
[ Contents
1 Home
O Tresh
Favourites
Aardvark vs Baldrick
Active Clients
Active Projects
Batman vs The Joker
B ENERGY STAR.pdf
Images
Last Will And Testaments
Legal
Projects
Recent Documents
n Letter.docx
B Letter.docx
m Aardvark vs B...- Invoice.docx
4 Photo copy 2.jpg
1 Benefits Of A...t System.pages

B DocMoto Train...Plan.doc.docx

Folder Name:

[
e
[

(Req'd).
Included Tags
iCal Calendar
First Review Date
First Review Attendee(s)
First Review Alarm(s)
First Review All Day
First Review Start Time (C)
First Review End Time
First Review Title

First Review Type

First Review Notes

+ [ —

[E contents

) (a)

Folder Tags  Folder Columns [IEIMCRCI T @Dl (b)

Set any tags that you wish users to complete when adding files to this folder. Tags will be optional unless you mark them as required

Note: Tags can be created by Administrators using Tag Manager.

1 A~ L B Root » [ Contents »

Contracts () ——— (a)

1 selected

Cancel

Requirer

-4

SRS

<<}

O~

(d)

- 5]

(a) Contracts — folder within DocMoto where the calendar tags will be registered.
(b) Document Tags - tab for adding (or removing) tags.
(c) Included Tags — tags registered to Contracts folder.
(d) Required — check box to make tag(s) mandatory.
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8. Select “OK” to confirm.

A user can now import existing file(s) (i.e. one created outside of the DocMoto system) or create a file in the folder
“Contracts” and they will be prompted to fill in the requisite criteria. See Fig. User Updating Calendar Tags.

Fig. User Updating Calendar Tags:

localhost |~ )

DocMato
[El contents
& Home
U Trash
Favourites
Aardvark vs Baldrick
Active Clients
Active Projects
David Davidson
B ENERGY STAR.pdf
Images
Last Will And Testaments
Legal
Projects
Recent Documents
D Last Will And Testament.doc
B Letter.docx
n Davidson v. Sm...- Invoice.da
h Letter.docx
D Letter.docx
B Aardvark vs B...- Invoice.doc|
1 Photo copy 2.jpg
1 Benefits Of A...t System.pag¢

Checking in the following...
Pseudo Contract.docx

Complete any tags as necessary

Tag

Comment

iCal Calendar

First Review Date

First Review Attendee(s)
First Review Alarm(s)
First Review All Day
First Review Start Time
First Review End Time
First Review Title

First Review Type

First Review Notes

n DocMoto Train...Plan.doc.doex

O - & Root » [ Contents »

Contracts

<y (&

Value

docmote
2018-07-18
lee
email 1 day
False
10:00
11:00
Contract Renewal
Event

For demo purposes only

Cancel

Contracts

ed By

= (a)

- 3]

(a) Calendar Tags — populate with values by the end user.

The user has entered values for all the necessary fields, but this example deals with only one attendee (i.e. the user
“Lee"). For multiple attendees the user will need to comma separate each user OR enable the tag “First Review
Attendees” to have multiple occurrences, thus giving the end user the ability to add the tag again with another

attendee.

Once the user has selected “OK” to confirm the import or creation of a file in the folder “Contracts”, the DocMoto

system will:

1. Import or create the file and add an entry to the users’ Apple Calendar.
2. The attendee(s) added will be notified via the mechanism selected (i.e. email or message) at the
appropriate moment.

3. An “x-docmoto” link will be inserted into:
a. The Apple Calendar item created.

b. The email message notification (only if selected as the mechanism for notification).
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Additional Notes:

The DocMoto system is currently setup to update individual Apple Calendars. If you would like to use a shared
Apple Calendar this needs to be configured with Apple Calendars. The calendaring within DocMoto only works for
the import of an existing file or the creation of a new file (using DocMoto's create from master feature). The
integration between DocMoto and Apple Calendars is a one-way process (i.e. if entries are deleted from a user’s
calendar, the calendar will not update DocMoto).

The Results:

Fig. File Imported into DocMoto - Calendar Tags Set:

eoe Contracts
<o lwamst B B & s @ B DDA R S @ Q
Back lee New Folder Check-In Check-Out Quick Look Add Create  Versions Views Shares Update Tags Refresh Attach Search
Contracts Search
DocMoto Name ~ First Review Date First Review Title Checked In On Created By
El contents m Pseudo Contract.docx 19 Jul 2018 Contract Renewal Today, 10:14 lee
1 Home
U Trash
Favourites
Aardvark vs Baldrick (a)
Active Clients
. . “ = Root » [ Contents » Ju Contracts » [ Pseudo Contract.doex
Active Projects 0 < n
David Davidson Details [3 Open ta View Open to Edit
2 ENERGY STAR.pdf
Pseudo Contract.docx
Images )
Version 1
Last Will And Testaments
Scale Crop No
Legal Template Normal dotm
Projects Total Edit Time 1 minute
v PDF

Recent Documents - .
Creator Lee Ferris

n Last Will And Testament.docx ¥ Calendar Events

-
B Letter.docx Cal Calendar docmata
. iCal K
n Davidson v. Sm...- Invoice.docx o
¥ First Review
B Letterdocx First Review Alarm(s)  emall 1 day
n Letter.docx First Review All Day False
B Aardvark vs B...- Invoice.docx First Review Attancesls) les
= i First Review Date Fri Jul 20 15:19:00 BST 2018 r
Buicopvisipg First Review End Time  11:00
A Benefits Of A...t System.pages First Review Notes For dema purposes only

B DocMoto Train...Plan.doc.docx First Review Start Time  10:00

First Review Title Contract Renewal

First Review Type Event

-

1 selected

(a) Column Headers - configured to reflect:
¢ Name - Name of the document.
e First Review Date — When is the first review date? Fully sortable ascending & descending.
e First Review Title — Title of the review to be undertaken.
e Checked In On — When was the document checked-in? Fully sortable ascending & descending.
e Created By — Who was the document created by?
e Comment - Any associated comments.
(b) Calendar Events — Groups & tags with values set.
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Fig. Calendar Updated By DocMoto:

® © ® Calendars  + Day  Week Year Q

iCloud

Home JU|y 2018 < Today |>
Calendar Mon Tue Wed Thu Fri

Lee Home N

@ work N

E docmoto K
Birthdays
@ suggested Demo/Meet
Call
@ Licence Run Out
Shows
Work - PP

Cancelled

Other 13

9 10 11 12
2 Found in Apps
@ Birthdays Contract Renewal av
B UK Holidays M
19 Jul 2018 10:00 to 11:00
16 7 9 Email (Alert 1 day befare start)
7 lee .
For demo purposes only
23 24 25 26 x-docmoto://localhost/Contents/
Contracts/Pseudo Contract.docx
[4 July 2018 >
M T W T F s S

(a) First Review Title — Example DocMoto Apple Calendar Integration.

(b) First Review Date & First Review Alarm — 2" April 2018 & email alert.

(c) First Review Attendee(s) — Lee in this example.

(d) First Review Notes — For demo purposes only. Note: An x-docmoto link has been inserted into the calendar
and when selected will automatically open DocMoto (if it's not already) and auto navigate the user to the item in
question.

Email Notification:

e e chl software invited you to “Contract Renewal”. — Inbox

Invitation

chl software &
chl software invited you to “Contract Renewal".

To: e
Thu 19 Jul at 10:00 am to 11:00
Reply-To: A A4DSNRQ TME YQBFONJEXFYM2V4F IN74JMWGH WUCQE Fas

2]
chi software invited you to “Contract Renewal”. se=====b ()

L X} Contract Renewal

Decline Accepted

X-a mot (| lhost/Contents/Contracts/Pseud 201 ntract.d X — (c)
(d) For demo purpos y —
> (e)
@ Accept  €) Decline Maybe
Don't recognize this sender? Rep
» iCloud

D | Support | Terms and Conditior
follyhill Industrial Estate, Hollyhill, Col

iCal-20180718-
021426.ics

(a) First Review Title — Contract Renewal.
(b) First Review Date — Thursday, July 19t 2018, 10:00 AM BST — 11:00 AM BST.
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(c) First Review Attendee(s) — Me.

(d) x-docmoto link (stated as URL) to document.

(e) First Review Notes — For demo purposes only.

(f) Calendar update — This would only be used if the business had separate calendars (i.e. not shared).
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