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1 Productinformation

Conventions

The following conventions may be used in this guide:

Bold text is used for menu items, buttons, and providing emphasis where

needed.

Screen, text box, and drop-down menu titles are spelled and punctuated
exactly as they are displayed on the screen.

Italics are used for document titles.

Text or commands that a user enters are displayed as text in a different font
or in a text box as shown in these examples:

net stop program

1. On the command line, enter net stop program.

2. Create a batch file that includes these commands:

gbak -rep -user PROGRAMLOG.FBK

Icons are used to draw your attention to certain pieces of information.

Examples:

|_E,' This indicates information that is useful to know.

|  Thisindicates important information that you should know, including
such things as data loss if the procedure is not done properly.

Kyocera Cloud Information Manager documentation

Kyocera Cloud Information
Manager User Guide

(This guide)

This guide provides information about Kyocera
Cloud Information Manager (KCIM) for end-
users. It contains instructions on how to acti-
vate a user account and effectively use KCIM.

System requirements

Versions indicated are recommended versions for best performance with
Kyocera Cloud Information Manager. Using an earlier web browser or operating
system version may cause unforeseen issues.

Kyocera Cloud Information Manager
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Product information

Kyocera Cloud Information Manager supported web

browsers
Browser Supported versions
Google Chrome Version 70 or later
Microsoft Edge Version 106 or later
Apple Safari Version 14 or later

Kyocera Cloud Information Manager Mobile application
supported operating systems

Platform Supported versions
i0S 14.0 and later
Android 10 and later

1-2 User Guide



2

Introduction

This guide is intended assist those who want to use Kyocera Cloud Information
Manager as a user.

=

In this guide, the phrase "KCIM MFP client application," refers to the
software installed on an MFP (Multi-Function Printer). The terms "device,"
"devices," and the term "MFP" by itself, are used to refer to the MFP
hardware where the "KCIM MFP client application" is installed.

The guide has the following chapters:

1.

10.

Product information: Describes documentation, conventions used in this
guide, and system requirements to use both the Customer Portal and
Kyocera Cloud Information Manager (KCIM).

Introduction: Describes the Customer Portal and KCIM key features,
portal hierarchy, user interface, and roles in KCIM.

Getting started: Describes how to activate your account and manage your
account settings.

Dashboard: Describes the KCIM Dashboard, and how to upload and index
documents.

Search: Describes how use and configure the search feature, and how to
use the advanced search features.

Folders: Describes how to add and manage folders and manage
documents. Document management includes viewing document
properties and history, editing Microsoft 365 documents, comparing
document versions, creating tasks, requesting retention and signatures.

Processes: Describes how to monitor and manage your running and
completed task processes.

Using an MFP with KCIM: Describes how to using the KCIM MFP client
application on a multi-function printer.

Mobile application: Describes how to use the KCIM mobile application to
take photos of your documents and upload them to KCIM.

Appendix: Describes additional information about KCIM.

About the Customer Portal

The Customer Portal is used by your organization to manage Customer Portal
applications and to provide you access to applications they make available to

you.

* As auser, you use the Customer Portal to launch applications, like Kyocera
Cloud Information Manager. You also use the Customer Portal to manage
your profile, which all Customer Portal applications share.

Kyocera Cloud Information Manager 2-1



Introduction

Customer Portal key features for users

Using the Customer Portal, you can access the following features:

+ Applications: Launch applications your organization makes available to you.
« My Profile: Manage your Customer Portal profile, which is shared by all
Customer Portal applications.

About Kyocera Cloud Information Manager

Kyocera Cloud Information Manager (KCIM) is a cloud-based document
management and archiving solution for office environments.

Log into your Customer Portal account to launch KCIM and other applications
your organization has made available to you. Use the Customer Portal to view
and edit your Profile.

Kyocera Cloud Information Manager key features

User key features

I_E,-' The Customer admin also has access to these features.

Using the KCIM web portal, you can access the following features:
+ Dashboard

* View and manage tasks

+ Upload documents

* Index uploaded documents individually or in bulk
+ Sign documents

* Folders

* Manage uploaded documents and folders

+ Edit Microsoft 365 Word, Excel, and PowerPoint documents from within
KCIM. The Microsoft 365 integration feature must be available for your
region to use this feature.

* Request that documents be archived. This feature only displays if Retention
Management has been activated.

* Request that documents be signed
* Processes
+ View and manage task processes created by you
Using the KCIM mobile application, you can access the following features:
+ Upload documents to Kyocera Cloud Information Manager (KCIM)
Using the KCIM MFP client application, you can access the following features:

* Scan and upload documents to KCIM

2-2 User Guide



Introduction

« If your Customer Admin sets up the "Fax forwarding" feature, incoming faxes
are forwarded to KCIM and appear in the "Documents to index" area.

Behavior for failed log in attempts

The behavior for failed log in attempts is the same for all access types:

« Accounts are locked after three failed attempts to log in within 15 minutes.

+ Accounts are automatically unlocked after 30 minutes to allow users to retry
logging in.

Current access types include:

+  KCIM web portal

+  KCIM MFP client application
+ KCIM mobile application

Forgot password

If you forget your login information, you can select the Forgot password link on
the login page and follow the instructions to create a new password.

Kyocera Cloud Information Manager 2-3






3 Getting started

This chapter describes setting up and managing your Kyocera Cloud Information
Manager (KCIM) account.

Your Customer Portal admin creates an account for you and sends you an
activation email.

+ Before using your KCIM account, you need to activate and log in to your
Customer Portal account.

« Ifthereis a change to the terms of the "End User License Agreement" (EULA)
that differs from the EULA when you started using KCIM, you are asked to
agree to the updated EULA immediately after logging in.

+ (Optional) After activating your account, you can download the Kyocera Cloud
Information Manager Mobile application from the Apple or Google store so
you can take photographs of documents to upload to KCIM.

About the Log in page

To log in to Kyocera Cloud Information Manager, you must first log in to the
Customer Portal. The Customer Portal is where you launch KCIM and any other
applications made available to your organization.

I_E,-' If there is a change to the terms of the End User License Agreement
) (EULA) or Privacy Statement that differs from when you started using
KCIM, you are asked to agree to the updated EULA and Privacy Statement
after completing your log in.

@ English ~

6

0 KYOCERE

Customer Portal

o Forgot password?

© 20.7 KYOCERA Document Solutions Inc. Privacy Statement Terms of Use
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Getting started

Language (1)
Make a selection from this menu to change the user interface language.
This icon is also available on other pages.

Forgot password? (2)
If you have forgotten your password, select this link to reset it.

Privacy Statement (3)

Depending on how the system is set up, you may have a link to a Privacy
Statement.

Select this link to view how your data is handled.

Terms of Use (4)
Select this link to view the Terms of Use about this product.

Activate your account

After an account is created for you, you are notified by email that your account is
ready for activation.

+ All KCIM users are provided an account on the Customer Portal. The Customer
Portal is the application launcher used for KCIM and any other applications
your organization makes available to you.

* During the activation process, you are asked to create a new password.

|_E,' If the activation process is not completed within seven days, your
) account is deleted. You will have to request a new account from your
Customer Portal provider.

1 Open your activation email and read the contents carefully.

In the email, select Activate now.
A browser window opens and displays the actions that you need to take
next.

w

Select Click here to proceed.

4 Enter anew password and password confirmation. The password
requirements display when you select the Password text box. When your
password and password confirmation meet the requirements and match,
the Submit button becomes available.

5 select Submit.
Your user profile information displays.

6 Make any updates to the information presented, note any changes you
made to any of the information, and then select Submit.
A message displays that your account has been updated.

7 Sselect Back to Application.
The Customer Portal "Login" window displays.

3-2 User Guide



Getting started

8 Enter your user name and password and select Login

9 vou will see separate notices for the Customer Portal and any software that
your organization has made available. For each notice, select the links to
read the information provided. After reading the information, select the "I
have read" check boxes and select OK for each notice.

10 After a successful log in, the Customer Portal displays the Applications
pane. On the Kyocera Cloud Information Manager tile, select Launch App.

After a successful log in, the KCIM Dashboard displays.

View and edit your Customer Portal user profile

You can update your Customer Portal user profile at any time.

1 Open your browser and log in to your Customer Portal account.

2 Select your user (name) icon (1) and then select My Profile (2).

00

[ 2 A Byl ]

My Profile

Log out

The "My Profile" pane displays. The "General" tab is selected by default.

3 You can change any of the items in the "Contact information" area or select
another tab to change those settings.

4 i you made any updates, select Save.

5 select an item from the navigation pane to close the "My Profile" pane.

General

The General tab on My Profile contains the following settings:

Contact information
Displays your first name, last name, user name, email address.

[} Select Save after making any changes.

Contact information

You can change any of the following items:

Kyocera Cloud Information Manager 3-3
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First name

Displays your current first name. The first name can be up to a maximum
of 64 characters. The following characters are not allowed: \ /7 ; * ?2

<>1L1{}s$n&(CH)=1r#~-"

Last name

Displays your current last name. The last name can be up to a maximum
of 64 characters. The following characters are not allowed: \ /7 ; * 2 "

<> L1{}s$n&(C)=1r#~-"

Username

Displays your current user name. Your user name can be a minimum of 4
up to a maximum of 64 UTF-8 characters. The following characters are not
allowed: \ /7 - , ; *?2" <> |1 [14{}$% &) +=1#

LIS\

Email address

Displays your current email address. Your email address can be up to 132
characters.

[} Select Save after making any changes.

View your Kyocera Cloud Information Manager settings
After you log in to your KCIM account, you can view your settings at any time:
+ Plan: Displays information about your organization's account.

+ Subscription information: The current subscription information and
uploaded data usage for your organization is displayed. See the
Subscription status topic in the Dashboard chapter for more information.

+ Display: Changes the accent color and dark and light modes on the user
interface.

1 Open your browser and log in to your Customer Portal account.

|_E/! nyou are already in KCIM, select the Settings icon and skip to step

2 Inthe Kyocera Cloud Information Manager tile, select Launch App.
Kyocera Cloud Information Manager opens.

3 Select the Settings icon.

* English o

4 select any tab to see the current settings for that tab.

5 select any item from the navigation pane to close the Settings pane.
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Getting started

Edit your Kyocera Cloud Information Manager settings

After you log in to your account, you can edit your settings at any time to change
these items:

+ Display
Display

Use the settings on this tab to change the dark or light user interface modes and
accent color on the user interface.

1 Open your browser and log in to your Customer Portal account.

|_E/! nyou are already in KCIM, select the Settings icon and skip to step

2 Inthe Kyocera Cloud Information Manager tile, select Launch App.
Kyocera Cloud Information Manager opens.

3 Select the Settings icon.

* English o

The Settings pane displays.

4 select Display.

5 10 change the mode:

a) Inthe "Dark mode" area, select the dark or light icon.

I

The user interface updates to display your choice.

6 To change the accent color:

a) Inthe "Accent color" area, select the desired color.

OEEn
4

The user interface updates with your selected color as the accent
color.

7 Select an item from the navigation pane to close the Settings pane.

Kyocera Cloud Information Manager 3-5



Getting started

Password

You can use the "Forgot your password" link on the log in page to create a new
password.

Forgot password

If you forgot or want to change your password, request a password reset from
the "Login" window.

1

W iN

00 NO U

Open your browser and go to the Customer Portal "Login" window.
Select Forgot password?
Enter the user name you use for the Customer Portal.

Select Submit.

A password reset email is sent to the email address associated with your
user name. You have 24 hours to reset your password before the reset link
expires.

Go to the email account associated with your user name for the password
reset information.

Open the "Reset password" email from the Customer Portal.

Select Reset password.
A new tab or window opens on your browser.

Follow the on-screen instructions to reset your password. You may have to
log in again as part of the reset process.

Log out of your account

When you have finished, logging out of your account is good security practice.

=

1

If you leave Kyocera Cloud Information Manager unattended for 15
minutes, you are automatically logged out unless you are editing a
Microsoft 365 document.

If your organization allows editing Microsoft 365 documents, the 15-
minute limit is disabled, so you can continue editing the document beyond
the 15-minute limit. For more information, see the About editing Microsoft
365 documents topic in the Folders chapter.

Select your user name icon and then select Log out.

English |
|
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2 Close the browser window.

Kyocera Cloud Information Manager 3-7






4 Dashboard

The Kyocera Cloud Information Manager (KCIM) Dashboard displays when you
login.

This chapter provides an overview of the Dashboard. For information on the
Search bar or other KCIM features available on the navigation pane, see the
applicable chapter in this guide.

+ The navigation pane (1) provides access to these KCIM features:

+ Dashboard

+ Folders

* Processes

+ About Kyocera Cloud Information Manager

+ The top area of the Dashboard contains the Search bar (2), the
documentation link, the Customer Portal link, settings, language preference,
and log out (3).

- O B e » = . @

The central pane of the Dashboard is divided into these areas:

Subscription status (4)

This area displays the KCIM subscription status for your organization. For
example, "Your storage level is currently 70%."

See the Subscription status topic for additional information.

Kyocera Cloud Information Manager 4-1



Dashboard

Tasks (5)

Any tasks assigned to you display in this area. A tab that displays a
number indicates the number of tasks on that tab for you to finish.

File upload (6)

You can drag and drop files to upload in this area. You can also click in the
area to manually upload files.

Documents to index (7)

As documents are uploaded, they display in this area to be indexed.

By default, Created by me is selected, so only the documents you uploa-
ded display. Clearing Created by me displays documents uploaded by all
users.

I_E,! Depending on a security setting made by your KCIM admin, you
) may or may not see the "Created by me" check box. See the Docu-
ments to index topic for more information about the "Created by
me" check box.

If the "FAX forwarding" feature is set up on an MFP, incoming faxes display
in the "Documents to index" area.

[_=_,! You must clear the Created by me check box in order to see any
© forwarded faxes.

This area also provides the option to bulk index documents. Bulk indexing
attaches the same metadata to all files selected for indexing.

Recently indexed (8)

This area displays the last 50 indexed files. By default, Indexed by me
is selected, so you see the last 50 documents that you indexed. Clearing
Indexed by me displays documents recently indexed to which you are
granted Read access.

To see more than 50 documents or to see a particular document, use the
Search bar

Subscription status

When your organization is getting close to completely using the uploaded data
usage allotment, a message displays on the Dashboard above the File upload
area. All users see the messages.

I_E,-' The storage level includes all documents uploaded by all KCIM users in

your organization.

Dashboard subscription messages

These are the messages that you may see on the Dashboard:

4-2
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Dashboard

Your organization does not currently have a subscription plan

This message displays if you do not have an active subscription plan or
if KCIM cannot reach the subscription server. If you see this message, try
again in a few minutes. If the message persists, check with your Provider.

Your storage level is currently xx%

This message displays when your organization's total storage data usage
level is above 70%

Your storage level is currently 79%. ;
v, open details

Your storage level is 100%. Please subscribe to plan or delete some upload
files

(Free plans only) Your organization's uploaded data usage quota upper
limit has been reached. Once 100% of the allotted amount is reached, the
free subscription plan stops users in your organization from uploading
additional documents.

For any plan, you or anyone in your organization can delete files at any
time to reduce data usage below 100% during a subscription period.

I_E,! Contact your Customer Admin if you have any questions about
) subscription limits and the overage charges that apply to your
organization's subscription account.

Your organization, and any associated data, will be fully deleted from the
service on mm/dd/yyyy

If your subscription has been cancelled, a message displays on the
dashboard to inform you when your organization's data will be deleted.
Deleted data cannot be recovered.

Settings pane subscription information

To view the KCIM subscription status for your organization, select the Settings
icon.

* English o

The Settings pane defaults to the Plan tab.

The following information displays on the tab:
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Dashboard

Subscription details o Usage e Billing 9

Uploaded data usage Current billing cycle
08/20/20 ~ 09/20/20

Subscription type Data limit
Starter Plan (Active) 10 GB 0 Bytes of 10 GB (0%) used
Peak usage

0 Bytes

Subscription details (1)

+ Subscription type: The subscription plan to which your organization has
subscribed and if the plan is active or not.

« Data limit: The total amount of data your organization is allowed to store
under the current subscription plan.

+ Peak usage: For paid plans, this indicates the highest amount of usage during
the current billing cycle. For example, if an organization has a 10 GB data
limit in their plan, and the peak usage in the current billing cycle is 12.86 GB,
this is 2.86 GB over the 10 GB allowed in the plan. The organization would be
charged for the overage.

Usage (2)

+ Uploaded data usage: The uploaded data usage shown is the total for all
users in your organization. You can delete documents at any time in a billing
cycle to reduce the uploaded data usage amount.

Organizations with a free plan cannot upload additional documents if their
allowance limit is reached. Providing the organization does not unsubscribe
from KCIM, users can delete some already-uploaded documents to get below
the limit. Once under the allowance limit, users can upload documents again.

Billing (3)
* Current billing cycle: The dates shown are the current billing cycle.

If you have questions about your organization's plan, contact your KCIM Admin.

Tasks

On the Dashboard, the Tasks area is your "inbox" that notifies you if there are
tasks for you to perform. After the tab name, any tab with a number indicates the
number of tasks available.

Tasks 9 9 6]

My tasks Finished tasks * Signing Validate *
Administrative o
Bank statement

Human resources
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Dashboard

Tasks C

o My tasks Finished tasks? Validate *
[ agministrative e a

D Bank statement

D Human resources B

My tasks (1)

Tasks assigned to you or that you assigned to yourself display on the My
tasks tab. See the My tasks topic for more information.

Finished tasks (2)

Tasks that have been completed display in the Finished tasks tab. See the
Finished tasks topic for more information.

Signing (3)
If you have asked other users to sign documents, the documents that are
in the process of being signed display on the Signing tab.

Validate (4)

Documents that you or others have requested be validated display in the
Validate tab. All users with access rights to the same document class are
also notified that these documents are available. Each listed document
class also indicates how many validation tasks are waiting.

My tasks

The My tasks tab lists your received tasks. These tasks can be those you
assigned to yourself or from other users. A task may be for just you, which

is a Single task. A task may be for multiple users, which is a Task sequence,
where each user completes their part of the task and passes the task to the next
recipient in sequence.

I_E,-' See the Create task(s) topic in the Folders chapter for information on
) creating a Single task or Task sequence.

1 1nthe Tasks area on the Dashboard, select the My tasks tab. The number
indicates how many tasks are waiting.

My tasks *

[} Ifataskdisplays a date, that is the due date for the task. If the date
"~ isred, the task is overdue.

2 Select a task from the list. Each task displays an icon.
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Single task: A task that is just for you displays this icon:
0,

Task sequence: A task that is part of a sequence where two or more users
are requested to do something with a document display this icon:

|

A window containing the task, process history, notes, comments, and
information about the document associated with the task displays.

Act on the task request. See the About received task requests topic for
information about the components that make up a received task.

Single task: If you want someone else to act on the task request, select
Forward.

a) Inthe "Forward task to" window, enter the recipient of the task, any
notes you want to recipient to see and select a due date.

b) Select Include original message if you want the recipient to see the
original message associated with the task.

c) Enter a Note that the recipient sees.
d) Select +to add any attachments you want the recipient to receive.

e) Select Forward.

Task sequence: If you want someone else to act on the task request, you
cannot forward the task to another user in a Task sequence as you can for
"Single task." However, you can create a new task in the sequence and add
a user to the new task.

|_E,-' This procedure also works if you have forgotten a task and want to
© add it to the sequence.

a) Open the task.
b) At the top of the Task list, select +.

¢) Add the Task, Recipient, and due date for the new task and select
Add.

d) Move the task to be next in the sequence. You may have to adjust
the due dates in the Task list to make sure they follow the sequence.

e) Select Pass to next recipient.

6 When you have finished the task:

a) Single task: Select Finish task.

b) Task sequence: Select Pass to the next recipient. If you are the last
user in the sequence, select Finish.
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After finishing or passing a task, the task is removed from your My tasks list.
About received task requests
Single task

Below is an example of a Single task request. You can tell it is just for you
because there isn't a Task list of people involved with the task.

|_E,' When you open a task, if you see a red border, there was a date
) associated with the task, and the task is now overdue.

1 Check the accuracy of the attached report

2 Task Process history Comments 6 = D Boundary_Waters_repor...

Summary Metadata Content History Comments Signatures H |
To be done until 10/28/202: 01:00 PM =
Check the accuracy of the . et
e metadata ~
attached report " e
; Brian (1 )
Name Boundary_Waters_report_update.pdf
Note (max. 4000 Delete note
characters)
Please check the accuracy of the Basic metadata ~
information in the tables on page 3 and 32.
This is going te a regulatery agency on the
30th and needs to be validated first. Document class
Y Created on 10/07/202 01:36 PM
This comment stays as long as this process is Greator LEEL
running. important information should be Edited on 10/07/202 01:39 PM
directly writfen as a comment to the document.
Editor , Grady (admin)
Version 2»
File name Boundary_Waters_report_update.pdf
File size 3.79MB
File type application/pdf

Tags #Validation requested
Forward
Title (1)

The title of the task. It should contain information that allows you to act on
the task request.

Task (2)

The Task tab contains a repeat of the task title, the date and time the
task is due, the originator of the task, and a Note area (3) that provides
additional information from the originator of the task.

You can delete the note or make additions or edits to the note. If you
make any changes to the note, select Save. When the task is finished,
this note is removed. If you want to make a permanent note about a
document, select the Comments tab for the document and add a note
there.
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Process history (4)

Select the Process history tab to see the history of the task you currently
have open.

Comments (5)

Users assigned the task can add comments about the task by selecting the
Comments tab and adding text. These comments are retained after the
task is complete.

Attachments (6)

The Attachments area lists documents attached to this task request. If
there is only one document attached, the document is automatically selec-
ted, and the metadata for that document displays. If there is more than
one document attached, select the document to view that document's
metadata.

+ Add attachments (7)

Attachments can be added to the task. Select + and browse for the attach-
ment. Documents you want to attach must already be uploaded to KCIM.

Summary, Metadata, Content, History, Comments, Signatures (8)

These tabs display information about the selected document. See the View
file properties topic in the Folders chapter for a more detailed description of
each tab.

Forward / Finish task (9)

If you want another user to take this task, select Forward and enter the
information requested. If you have completed the task, select Finish task.
After selecting Finish task, the task is removed from your My tasks list.

Task sequence

Below is an example of a Task sequence. A Task sequence shares many of the
same features as a Single task with the following differences.

I_E,-‘ When you open a task, if you see a red border, there was a date
) associated with the task, and the task is now overdue.
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Check that the total is correct

- Process history Comments = [) TRAVEL EXPENSES Alex..

Summary Metadata Content History Comments Signatures E |

To be done until 10/07/202 . 04:00 FM

Check that the total is correct

Archie, Grady (admin) 9 Type metadata e ~

Name TRAVEL EXPENSES Alex User July 2-3 202 .pdf
Task list Templates
Employee name Alex User
Check that the customer name Department name Sales
1 and address are correct. P
L . Grady Amount 745.37

10/10/202
+ Q Date 07/06/202
Check with billing that the'tax

rate is correct

]

1 , Brian s 1
10/21/202 Basic metadata ~
Note (max. 4000 characters) Document class Expense report
Our billing department has noted that we have to Created on 10/07/202 ,01:34 PM
check all Expense reports for correct addresses and
tax rates Creator . Grady (admin)
#
Edited on 10/07/20Z , 01:59 PM
This comment stays as fong as this process is running.
Important information should be directly written as a Editor I, Brian (blaing)
comment to the document. Version 3
File name TRAVEL EXPENSES Alex User July 2-3 202 .pdf
Pass to next recipient
File size 33.71 KB ]

Task list (1)

A Task sequence contains a Task list that defines the users associated with
the task and the order in which the task is done.

Templates (2)

Select if you want to apply a Task sequence template to add additional
users to the task list. See the Apply a Task sequence template topic in the
Folders chapter for more information.

+ Add new recipient (3)

You can add users to the task sequence, reorder the task sequence, and
add a user between two existing users in the task list.

Note (4)

In a Task sequence, the task title is supposed to indicate what you should
do. Use the Note field to add comments that all other recipients can view.
Comments added to the Note field are only available as long as the Task is
still running.

Pass to next recipient / Finish (5)

After finishing your portion of the task, select Pass to next recipient. If
you are the last person on the task list, select Finish.
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+ Add attachments, Summary, Metadata, Content, History, Comments, Sig-
nature (6)

These items are identical to those in a Single task. See About received tasks:
Single task for more information.

Finished tasks

The Finished tasks tab lists completed tasks where you selected "Notify when
done" when creating the task.

1 select the task name.
A window displays the task and task metadata.

2 Review the task and task metadata to make sure the task was completed
successfully.

3 If satisfied that the task has been completed successfully, select Finish
task.

The task is removed from the Finished tasks tab. You can still review the task
by selecting the Processes tab and then selecting the Completed tab. See the
Processes chapter for more information.

Signing

The Signing tab displays all signature requests that you have initiated. Select
a document in the list to display the Search window. Documents in the search
window that require a signature display a gray "Signing in progress" icon.

%

Select the Signatures tab to view the signing status of the document. For each

person that has been requested to sign a document, the status can be one of the

following:

+ in progress: Documents where a signature has been requested but has not
been signed yet.

+ signed: Documents that have been signed.

+ declined: Documents where the signature has been declined by one of the
signers.

+ expired: Documents where the time allowed for the documents to be signed
has expired.

+ cancelled: Documents where the signature has been cancelled by the
requester or on behalf of the requester.

Validate

Validate tasks require you to examine and then indicate that you validated the
document.
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1 Inthe Tasks area on the Dashboard, select the Validate tab. The number
beside the word Validate indicates how many document classes have
validation tasks waiting.

validate

A list of document classes that require validation tasks display. Each listed
document class also indicates how many validation tasks are waiting.

2 Select a document class.
A filtered search list displays the documents routed to you requiring
validation. Documents requiring validation display the "to be validated"
icon next to the file name.

B2

3 From the search list, select a document.
A pane displays that contains information about the document you
selected. The Summary tab is selected by default.

4 Validate the document:

a) Read the Summary tab for an overview of already entered
information about the document.

b) Select the Metadata tab to add or edit information about the
document, such as document name, a description, and the date, for
example.

[} See the About checkbox attributes topic for more information
) about attributes represented by checkboxes (Boolean).

c) Select the Content tab to view the document.

d) For PDF documents, use the tools in the PDF viewer to search, rotate,
or enlarge the PDF.

e) For image documents, use the icons on the right side of the image to
make viewing the content easier. You may have to move you mouse
over the image to see the icons.

Icon Description
Ve Rotate the document to the right.
|... (-1 ...I
) Rotate the document to the left.
|... p ...I
Enlarge the document size.
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File upload

Icon Description

Reduce the document size.

Display the document using the entire screen.
Select this icon again to return to a regular view.

f) The History tab lets you view information about actions taken on the
document.

g) Onthe Comments tab, you can add a comment about the
document. Use the formatting icons to format your comment. Select
CTRL + Enter on the keyboard or click the icon to save your
comments.

5 When you have completed verifying the document, select the Actions

menu (1) and then select Confirm validation (2).

Open in

Actions X

-

Your validation is recorded, and the number of tasks decreases by one. The
document displays a "validated" icon next to the file name.

Repeat this process for each of the documents in the list until they all
display the validated icon.

‘ ﬂ jownload |

‘ Confirm validation

When finished, select Dashboard on the left navigation pane to check if
you have additional tasks assigned to you.

On the Dashboard, you can drag and drop documents on the "File upload" area
to upload them to Kyocera Cloud Information Manager. You can also manually
upload documents.

PDF format documents automatically have the OCR process run if the PDF is not
already searchable. OCR accuracy depends on the quality of the PDF document
uploaded. Poor character quality, such as low resolution, too small character size,
and noise in a document, may affect OCR accuracy.
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Supported file types

Uploaded documents must use a supported document format. The following file
types can be uploaded to Kyocera Cloud Information Manager:

.pdf, .doc, .dot, .docx, .dotx, .docm, .dotm, .xls, .xIt,

xla, .xlIsx, .xltx, .xIsm, .xltm,.xlam, .xlsb, .ppt, .pot,

-ppS, .ppa, .pptx, .potx, .ppsx, .ppam, .pptm, .potm,

-ppsm, .jpeg, -jpg, -tiff, .tif, .png, -eml

I_E,-' Preview when uploading files is only available for the following file
types: .pdf, .jpeg, -jpg, -png

Adding documents using the drag and drop method

You can add documents to Kyocera Cloud Information Manager using the drag
and drop method.

* You can upload a maximum of 10 documents at one time. If you try to
drag and drop more than 10 documents, an error message displays and no
documents are uploaded.

* The maximum file size for any individual document that you drag and drop is
30 MB.

Drag files from your computer's file system onto the "Drag & Drop files or click
here" area on the Dashboard.

'
'
'
'
'
'
| or
'
i L. i
'
'
'
1 1
- 5 vioe
'
'
1 ‘ 1
1 .‘
1 -
' .
1 . 1
1 -
L Ll
-
.
-
. .
Recently indexed . c
Indexed by me B B - | EBxpenses July 20
Fil Hom Share  *Miew
)
No it found
o ftems foun « “ 4 s Thispc % Expenses_July_20
5
* O Name % Date modified Type Size
I@TRAVELEKPENSESAIEXUsErJUIyZ—EZ‘.. I?;"ﬁ;"ZC' 454 PM Adobe Acrobat D... 3
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Adding documents manually using the "Drag & Drop files or
click here" area

You can add documents manually to Kyocera Cloud Information Manager using
the "Drag & Drop files or click here" area.

* You can only upload a maximum of 10 documents at one time. If you try to
add more than 10 documents, an error message displays and no documents
are uploaded.

«  The maximum file size for any individual document that you can upload is 30
MB.

1 Inthe "Drag & Drop files or click here" area, select either the words, Drag
& Drop files or click here, or the upload icon to open the "File Upload"
window.

2 Browse and select the documents you want to add and select Open.

I+

.

&« S » Expenses_luly_20 v | O O Search Expenses_July_20

_______ .
Organize * New folder B== » [l 0
.
. ~
A [ Name *, Date modified Type Size

Recentl
Indexe|

[ 5 TRAVEL EXPENSES Alex User July 2-32...  7/6/20 454 PM Adobe Acrobat D... 34KB
*

No ftems fo *,

File name: | TRAVEL EXPENSES Alex User July 2-320 .pdf , v| All Files (%) ~

Uploading the documents

After selecting the documents to upload, the document names display in the File
Upload" area.

1 Preview the document thumbnails and remove any documents you don't
want to upload.

2 When you are satisfied with your list of documents, select Upload to add
the documents to Kyocera Cloud Information Manager.
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|_E,! If the Upload button is not available, you have loaded an invalid
) document type, loaded more than 10 documents, or one of the
documents you are uploading exceeds 30 MB. Remove invalid
document types, remove documents to reduce the document count
to 10 or less, or remove any documents that exceed 30 MB from the
list of documents you are trying to upload.

Documents you upload display in the "Documents to index" area after a few
moments.

Documents to index

Your uploaded documents display in the "Documents to index" area.

For security reasons, your KCIM admin may set up KCIM to either allow or not
allow you to view and index documents uploaded by other users. A security
setting either displays (1) or hides (2) the "Created by me" check box on the

Dashboard.
. V5
. B

If the security setting allows you to see documents that other users have
uploaded, Created by me is selected by default, so only the documents you
uploaded display. Clearing Created by me displays documents uploaded by all
users.

Documents to index

Created by me o

Documents to index

I_E,-' The images in this document assume that you can see the "Created by
) me" check box. If you do not see the check box, it is because your KCIM
admin has decided that you can only view and index the documents you
uploaded.

If the "FAX forwarding" feature is set up on an MFP, incoming faxes display in the
"Documents to index" area.

All documents that have not been indexed display this icon:

F

The "Documents to index" area lists a maximum of 50 documents at a time.
If you have loaded more than 50 documents, these additional documents are
displayed after indexing the currently listed documents.
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Documents to index C Bulk indexing
Created by me

B TRAVEL EXPENSES Alex User July 2-3 20 .docx
07/06/200 ", 04:38 PM -2222 KB

output(2). pdf

= F [.-"_‘ S f_‘A T e it e / - r- L

OCR processing icons

Typically, there are two types of PDF documents:

+ Searchable: These PDF files are text-based and retain the text and formatting
of the original. You can copy text from them. These files can be searched
without OCR processing.

* Non-searchable: These PDF files are typically image-based, such as a
brochure or invoice. You cannot copy text from them. These files require the
OCR process to become searchable.

Only non-searchable PDF documents have the OCR process automatically run
when uploaded. No other document file format has OCR processing done
when uploaded.

The icons change depending on the stage of the OCR process:

Icon Description

The PDF document is waiting for OCR processing. A document
in this state cannot be indexed.

The PDF document is currently undergoing OCR processing. A

OCR . . .
d document in this state cannot be indexed.

The PDF document has completed OCR processing or did not

(Noicon) require OCR processing.

The PDF document OCR processing failed. A document in this
state can be indexed.

m To save the document with OCR processing, either delete the
document from the Indexing window or delete the document

from Folders. Then start over again by uploading the document
on the Dashboard.

I_E,‘ OCR accuracy depends on the quality of the PDF document uploaded.
) Poor character quality, such as low resolution, too small character size,
and noise in a document, may affect OCR accuracy.
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Index a document

When you index a document, you provide information about the type and
contents of the document.

1 On the Dashboard, in the "Documents to index" area, select the document
you want to index.

=, Forsecurity reasons, your KCIM admin may set up KCIM to either
) allow or not allow you to view and index documents uploaded

by other users. A security setting either displays or hides the
"Documents to index" check box on the Dashboard.

=, Ifyou can see Created by me, it is selected by default so only the
documents you uploaded display. Clearing Created by me displays
documents uploaded by all users.

N,

A preview of the document displays. The information you need to add
displays on the right.

2 Make a selection from the "Document class" menu (1). In this example,
Expense report was selected as the Document class.

-

Indexing TRAVEL EXPENSES Alex User July 2-320 .pdf 4

@ Q 1| of1 — [+ Autor
TRAVEL EXPENSES d o
Email auser@anymail.com Appnt "
Employee ID 1234 Purg”
TRIP HOURS { .
7161 5 Flying to the customer sjt Name
7170 8 Customer meeting i TRAVEL EXPENSES Alex User July 2.3 20 pdf
718/ 5 Retumn trip ) Employee name
EXPENSES P
Categoy [oates | petais _____ 4@ | _Amount]
Transportation 712/ Airfare (round tripy 321.18
7121, Carrental 124.19
- Date
Date Air | Parking | Req’ . o o
Date Air | Parking | Re# [
Own car Date n/al o
-«
Lodging 71211 Location Hotel Alta 200.00

§

After selecting a document class, additional fields display that require
specific information entered. Each document class has a different set of
required information. The next steps describe how to complete this travel
expense example, but other document classes work similarly.

"

3 In the "Choose target folder" field, select the icon to open the file browser.

4 Browse and select the folder where you want this document added.

Kyocera Cloud Information Manager
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5 1fthis document requires validation, select Validation required. The
document becomes visible to all users who possess write-access to the
document type and appears in their task list.

6 The Attributes area is where you add specific information based on the
document class. There are two methods to add the information.

+ Manually enter the data into each field based on what you see in the
document preview.

|_E,! See the About checkbox attributes topic for more information
’ about attributes represented by checkboxes (Boolean).

+ Automatically enter the data into each field by using the "Click indexing"
feature.

7 To use the "Click indexing" feature:

[Z} The "Click indexing" feature is not supported for image files.

a) Click anywhere in the first field where you are required to enter
information (1).

b) Move your cursor into the document preview area. As you move over
the document, available text highlights yellow, and the cursor turns
into an I-beam. When you are hovering over the information you
want to add, click the mouse (2).

The highlighted data is entered into the field (3).

Indexing TRAVEL EXPENSES Alex User July 2-3 207 - Copy.pdf

(cn] Q 1|of1 — |+  Automatic Zoom »
Document class

TRAVEL EXPENSES
Name AtexUser Department  sales

Email auser@anymal Approved by Theodore President
EmployeelD | 1234 Purpase Custemer meefing Choo

Expense report X v

My fold:

TRIP HOURS yelders "
716i 5 Fying to the customer site

TI7E & Customermeeting

7181 5 Retum trip Employee name

EXPENSES

Transportaiion 7121 Aifare (round tiip) zm2 ez
724 Garrental Employee name
Date A | Parking | Rental car | Taxi | Other | ltem n Alex User
Date Al | Parking | Rental car | Taxi | Other | ltem n

Own car Date

Lodging 712 Location Hotel Altema e BT ANin TS

If you selected the wrong information, click the field with the
incorrect information, move the cursor into the document preview
area over the correct data and click the mouse. The field is updated.

¢) Repeat these steps until all fields contain information.
8 (Optional) If you have additional documents to index, select Continue

indexing with the next document. The remaining documents are
presented, one at a time, for you to index until they are all complete.
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9 When you have finished adding information, select Finish.
The documents you finished indexing display in the "Recently indexed"
area and are archived in the folder you selected.

Bulk index documents

If you have many documents of the same type that all require the same indexing
information added, you can use the "Bulk indexing" feature.

I_E,-' For security reasons, your KCIM admin may set up KCIM to either allow
) or not allow you to view and index documents uploaded by other users.
A security setting either displays or hides the "Documents to index" check
box on the Dashboard.

I_E,-' If you can see Created by me, it is selected by default so only the
) documents you uploaded display. Clearing Created by me displays
documents uploaded by all users.

1 Add the documents you want to bulk index to the File upload area and
select Upload.
After a few moments, the documents display in the "Documents to index"
area.

2 In the "Documents to index" area, select Bulk indexing.
Checkboxes display next to each of the documents in the "Documents to
index" area.

Select the documents you want to bulk index.
Select Start indexing.

Make a selection from the "Document class" menu.
After selecting a document class, additional fields display.

S U p W

In the "Choose target folder" field, select the icon to open the file browser.

"

7 Browse and select the folder where you want these documents added.

|_E,! When using bulk indexing, all documents are stored in the same
~ folder.

8 If these documents require validation, select Validation required. All users
with access rights to the same document classes are also notified that
these documents are available to validate

9 The Attributes area is where you add specific information based on the
document class. The information you add is applied to all the documents
selected for bulk indexing. Either add the information directly in each field
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or use the "Click indexing" feature to add information automatically. See
the Index a document topic for information about "Click indexing."

10 when you have finished adding information, select Finish.
The documents you bulk indexed display in the "Recently indexed" area
and are archived in the folder you selected.

Recently indexed

By default, the "Recently indexed" area displays the last 50 indexed files that you
indexed. Clearing Indexed by me displays documents recently indexed to which
you are granted Read access.

Selecting any indexed item in the list opens the item in Folders. See the Folders
chapter in this guide for more information about viewing the item you selected.
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The Search bar is always available at the top of all Kyocera Cloud Information
Manager (KCIM) panes.

|=,-' Due to search engine limitations, especially for Asian languages, a search
for an exact match may result in no search results.

KCIM performs a global search for your entered search term across all document
class types, all indexed document content, and all metadata. The search results
display in the Search pane. You can use the filters provided in the Search pane to
narrow your search results.

Read this chapter to become familiar with the Search bar features. See other
topics in this chapter to learn about using logical operators and advanced
filtering.

Using the Search bar
Document class selector (1)
I B
—_—

The document class selector displays the count of document classes KCIM
is currently set to search.

« If no classes are specified, All displays in the Search bar. The search
term you enter is searched across all document classes.

+ To specify document classes, select the " icon and then select the docu-
ment classes that KCIM searches. You can also refine the search by
selecting other items presented in the window. Click the "Select all"
icon to choose all items in a category.

When you have finished specifying document classes, click Select.

+ If one document class is selected, the document class name displays in
the Search bar.

- - [
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« If more than one document class is selected, the number of document
classes selected display in the Search bar.

-

+ To clear the document classes searched, select the " icon, select Reset,
and click Select to close the window.

Search term (2)

92 D

Enter a search term.

+ Search terms are not case-sensitive.

« Searching for a single character is not supported.

+ If you want to enter multiple words in a search you can use +, -, AND,
and OR as part of the search term. See the Logical operators topic for
more information.

+ Boolean, Integer, Decimal, and Date attributes are not searchable by
keyword search. Only string attributes can be searched by full-text
search.

* The term can include wild cards. Acceptable wild cards are:

+ asterisk (*): Matches any number of non-blank characters. You can
use the asterisk (*) anywhere in a character string.

+ question mark (?): Matches a single non-blank character in a specific
position. For example, 202? matches the years 2020 through 2029.

* Toreset the search, select the "Reset search" icon.

Filter (3)

©D

You can filter search results.

* Select the "Add search condition" icon to filter the search results.

+ Create a search filter by selecting fields from the "Available metadata"
area and applying filter criteria. You can apply multiple filters.
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|_E,! You can also select a filter from the "#Archiving," "#Signature,"
"#Validation," and "Saved filters" lists.

*  When afilter is applied to your search, the "Add search condition" icon
changes color.

See the Advanced filtering and Advanced filtering tips topics for more infor-
mation.

Search (4)

.

When you are finished adding document classes and filters to your search,
conduct the search.

+ Select the Search icon or press Enter on your keyboard to conduct your
search.

Configure the Search results columns

You can configure the columns displayed in the Search results window. Your
settings are kept until you reset the column settings to the default settings.

1 After conducting a search, select the Configure columns icon (1).

1 E Open in folder

A window displays the fields that are currently in the Search results
window.

2 To reorder the columns, select the icon next to the column name and drag
and drop a column name to a new location.

3 Foreach column, you can also make the following adjustments:

a) Select the "Sort by column" icon to change the sorting order of the
column.

The first time you select the icon, it sorts the column in ascending
order.

~
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b)

e)

The second time you select the icon, it sorts the column in
descending order.

W

Selecting the icon a third time cancels the sort for the column. You
can sort multiple columns.
Select the pin icon to freeze the selected column in the Search table.

For example, to freeze the Name column so it doesn't move off the
screen when scrolling the window, select the pin icon and then select
Save.

| +  Add column

| Type = I
' Name -—_E
| i Eilasize . et g = 0 g

The window updates and displays Name as the first column. The
other columns scroll separately.

Name Type File size Creat/
)

a Eight_page_brochure.pdf D 892.58 KB 05.."06..3;

Test document B 0 206k 0506/

*

Three page PDF.pdf B D 38.83KE  05/064

L

L4 » < f

3 hit(s) r

You can pin multiple columns.

To add additional columns, select + Add column. From the list
presented, select the columns to display in the Search results
window and click Select.

To remove a column, select the X next to the column name.

iy
e

it Editor iy E

Select Save when finished.
The Search results window updates with your column settings.
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f) To revert back to the default columns setting, select the Configure
columns gear and then select Reset to default.

Logical operators

You can use logical operators to create search terms that more accurately return
the results you expect. The logical operators +, -, AND, and OR are supported
when creating search terms.

Operator |Description

Using the + operator in your search term means that the search
results must contain the term behind the + operator. There is no
blank space between operator and term.

For example, a search for dog +cat returns items that must
contain cat, but dog is not required.

Syntax: +<term>

Using the - operator in your search term means that the search
results must not contain the term behind the operator. There is
no blank space between operator and term.

- For example, a search for dog -cat returns items that contain dog
but must not contain cat.

Syntax: -<term>

Using the AND operator in your search term means that the

search results must contain both terms connected with the
operator. The operator is only identified in capital letters and
separated by exactly one blank space from the two terms it is

AND connecting.

I_E,-' It is recommended to use the + operator instead of
~ AND.

Syntax: <terml> AND <term2>

Kyocera Cloud Information Manager 5-5



Search

Operator |Description

Using the OR operator in your search term means that the search
results must contain at least one of the two terms connected
with the operator. The operator is only identified in capital letters
and separated by exactly one blank space from the two terms it is
connecting.

I_E,-' Consecutive terms without any operator in between
OR ) are interpreted as if they would be connected with OR.
Thus, it is recommended to avoid the use of the OR
operator.

For example, entering cat dog rabbit as a search term con-
ducts the search as cat OR dog OR rabbit.

Syntax: <terml> OR <term2>

Advanced filtering

You can conduct advanced filtering using the Search bar. This advanced filtering
lets you locate documents based on metadata automatically added by Kyocera
Cloud Information Manager (KCIM) or by a user during the indexing process.
Advanced filtering uses any document class selections you already made using
the Document class selector.

The example that follows provides an overview of how the advanced filter
operates. Use the example as a template for creating other advanced filters.

For this example, we need to find any documents with the name "Sales
Projections" added to KCIM during the last week by our boss, Adele Vance, who is
also the admin of our KCIM system. Using advanced filtering, we can remove any
documents from our search that don't meet our criteria.

1 Select the filter icon on the search bar.

A menu displays, containing "Available metadata," "#Archiving,"
"#Signature," "#Validation," and "Saved filters."

Available metadata

You can select from any of the displayed metadata to filter your
search. Field names that are italicized are automatically generated
system fields.

#Archiving

#Archiving is a system field that indicates the archiving status of a
document. Select the + to view the #Archiving selections you can use
as filters.

+ archived ( #Archiving): Documents that are archived.
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#Signature

#Signature is a system field that indicates the signature status of a
document.

Select the + to view the #Signature selections you can use as filters.

+ in progress ( #Signature ): Documents where a signature has
been requested but have not been signed yet.

+ signed ( #Signature ): Documents that have been signed.

+ declined ( #Signature ): Documents where the signature has

been declined by one of the people requested to sign the docu-
ment.

+ expired ( #Signature ): Documents where the time allowed for
the documents to be signed has expired.

+ cancelled ( #Signature ): Documents where the signature has
been cancelled by the requester or on behalf of the requester.

#Validation

#Validation is a system field that indicates the validation status of
a document. Select the + to view the #Validation selections you can
use as filters.

* requested ( #Validation ): Documents where validation has
been requested but not yet done.
+ validated ( #Validation ): Documents that have been validated.

Saved filters

The Saved filters area displays a list of built-in filters that can

be used to refine your search. Included are the following filters:
Created on, Creator, Edited on, Editor, File size, and File type. Select
the + to view the Saved filters selections you can use as filters.

2 Make a selection from the menu. For this example, select Creator since we
want to find documents created by Adele Vance.

Available metadata

The advanced filter window displays a new line for Creator.
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= D
H: | A Creator ‘

3 Type the name of the user we want to use in the filter.

|=,-' At least 2 characters are required for the user name list to display.
For Creator, you can enter a username, first name, last name, or
email address.

As we type Adele Vance, user names display. Select the correct user. For
this example, Adele Vance.

Adele Vance displays as filter criteria for Creator.

B

‘ [ Vance, Adele (admin) & B Creator ‘

4 Next, we need to specify that we only want to see search results for
documents created this week. Select the filter icon on the search bar to
display the menu.

5 In the "Saved filters" area, select Created on ( This week ).
]

Saved filters

Created on { Today }

Created on { Yesterday )

I Created on ( This week ) I

Created on { This month )

S N P

A new line displays. The line includes the dates for the current week. The
week includes the dates from Sunday through Saturday. You can select
either of the calendar icons to further refine the dates and times for the
filter.

B

Vance, Adele (admin) ® B Creator

Iowzs;zo ,1200AM [B - 07/31/200,11:59PM [2) Createclo‘l

T
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=, '"This week" does not mean a week from the day you create the
) search criteria. The week is a calendar week. The date when the
search criteria were created, July 29th, displays in blue with an
underscore on the calendar.

314 20

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
sun Mon Tue Wed Thu Fri Sat
27 28 29 30 1 2 3
4 5 ] 7 a 9 10
m 12 13 14 15 16 17

18 19 20 21 22 23 24
I 25 26 27 28 29 2 Kl I

Now|| Today | Yesterday | This week || This month || This year

WEMJ#

Caqcel m

6 Now we need to find any documents that have "Sales Projections" in the
name. Select the filter icon on the search bar to display the menu.

7 In the "Available metadata" area, select Name.

Available metadata

P W

Saved filters

The advanced filter window displays a new line for Name.

B

Vance, Adele (admin) (3] | Creator

07/25/20 ,12:00AM [S] - 07/31/20 ,11:59PM [5) Createdon

Name

IOSnS
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8 Type the document name to use in the filter. For this example, type Sales
Projections and press the Tab key on the keyboard.
Sales Projections displays as filter criteria for Name.

B

Vance, Adele (admin) ® Creator

07/25/20° ,12:00AM [S] - 07/31/20 ,11:59PM [8] Createdon

Sales Projections @ | Name

JIOSkRS

9 Select the Search icon (magnifying glass) or press Enter on the keyboard to
conduct your search.
A Search window displays the documents that meet your advanced search
criteria. If the results aren't as you expected, you can go back into the
advanced filter and change or delete criteria. You can also remove search
criteria directly on the Search window.

10 vYou can use the Actions menu on the Search window to manage the files
you have filtered. See the Actions menu topic for more information.

In this example, we have located all files with the name "Sales Projection" created
by Adele Vance between 07/25/23 and today, 07/29/23.

Advanced filtering tips

The example in the Advanced filtering topic provides enough information to
build your own advanced filters. This topic discusses some of the details left out
in the example.

*  When you build an advanced filter, the logic is set to AND (1). All of the criteria
must be met to provide a result.

B

Vance, Adele (admin) ® Creator

07/25/20 ,12:00AM [S) - 07/31/20 ,11:59PM [ Createdon

Sales Projections -@,‘-I Mame

JIOSkRS

The only results returned must be created by Adele Vance AND be within the
dates shown AND have "Sales Projections" in the name.

*  When you select the label AND, the label changes the logic for the advanced
filter to OR (2).
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B

Vance, Adele (admin) ® Creator

07/25/200 ,12:00 AM [] - 07/31/20 ,11:59PM [5] Createdon

Sales Projections & | Name

e 1w

In this case, any matched criteria return a result. So, any documents created
by Adele Vance OR created between the dates shown OR that have "Sales
Projections" in the name will meet the criteria.

* You can remove any criteria from a line by selecting the X (3). You can remove
an entire search criteria line by selecting the X (4).

Ix 0 B
L)) Creator

Vance, Adele (admin)
07/25/2007, 1200 AM [5) - 07/31/2007,11:59 PM [B) Created on

Sales Projections & | Name

IaShksS

« Perhaps you want to find the documents created by Adele Vance between the
indicated dates that do not have a name entered so you can see a list of them
to add the names. Select the Name icon, which clears the search criteria you
previously set and displays Name with a line through it (5).

B

& Creator

Vance, Adele (admin)

07/25/200 ,12:00AM [S] - 07/31/20 ,11:59PM [5] Created on

am

"No value" displays in place of your search criteria. Select the Search icon
(magnifying glass), or press Enter on the keyboard, to search for the files
where the Name field is blank.

Toclo

* You can filter the document list displayed in the Search window by selecting
the Filters icon.
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Search

E
<
4
Name 1 r
: |
Chairl.png ’
TRAVEL EXPEMSES A%n,
’

1
TRAVEL EXPEMSES %

&

After the Filters area is expanded, select or clear the Document classes

and filters displayed to refine your search. The Search window automatically
updates when you select or clear a filter. Numbers beside the check boxes
indicate the number of documents found for each listed Document class.

Document cla E

Administrative 1 [] @
Expense report 2 [

Created on ( Today )

Created on ( Yesterday )

* The Filters area is divided into these sections:

Search

o Docume E

e Recently used filters
expired  #Signature ) O m

0 -

o #Signature

e
#Validation

e Saved filte

TRAVEL EXPENSES

-,

TRAVEL EXPENSES Al&
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Document class (1)

Document class relates to the document class assigned when index-
ing a document. The Document class displayed represent the types of
documents present in the search results.

Recently used filters (2)

If you have previously used a search filter, it displays in this area for
convenience.

#Archiving (3)
You can filter for documents that have had retention requested or been
archived.

#Signature (4)
You can filter for documents that have had a signature requested.

#Validation (5)

You can filter for documents that have had validation requested or for
documents that have been validated.

Saved filters (6)

Saved filters are system-saved filters that let you quickly apply a filter to
the Search window.

|_E,~' If Saved filters are used, up to five histories are kept. Available
) filters cannot be saved.

Select the Reset icon at the bottom of the Search pane to clear any save
filters you have added to the search.

O

Reset clears any added filters and any Document classes you have
selected.
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6 Folders

Select Folders from the navigation pane to display and manage folders and
documents in Kyocera Cloud Information Manager (KCIM). All KCIM folders are
visible, but you only have access to the documents inside the folders based on
the access rights granted you by the admin.

Select any column header to sort the list by that column. Select the same column
header again to reverse the order.

* When sorting, lower case sorts after the upper case folder or document
names.
+ The Creator and Editor columns are not sortable.

These items are available to manage folders:

Folders e © O D
2 é
Type & Name DFHE size

Created on Creator Edited on Editor

g

A

Find folder (1)
To locate a folder, enter a search term.

+ The search term is not case-sensitive.
+ The term can include wild cards. Acceptable wild cards are:

+ asterisk (*): Matches any number of non-blank characters. You can
use the asterisk (*) anywhere in a character string.

+ question mark (?): Matches a single non-blank character in a specific
position. For example, 202? matches the years 2020 through 2029.

+ Select the Search icon or press Enter on your keyboard to conduct your
search.

* Toreset the search and view all folders, select X.

New folder (2)
To create a new folder, select New folder, provide a folder name, and
then select Create.

* A maximum of 256 folders can be created in KCIM, including sub-
folders. All folders are shared by all users.
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* The folder name must not exceed 255 characters.

« The folder name cannot use any of these characters:\ /7 " - | < >

« Afolder with the same name cannot be created in the same hierarchy.
+ Sub-folders can be created.

Actions menu (3)
The Actions menu contains actions you can take on the currently selected
folder/document. See the Actions menu topic for more information.

* The actions displayed in the menu depend on the folders or documents
selected and the document class permissions you have.

+ Only "New folder" can be executed when nothing is selected.

Hits (4)
The Hits area displays the number of folders/documents in the current
view.

View (5)
Select an icon to change the view of the Folders list. Select from Table
(default), Gallery, or List.

Adjust column width (6)
To manually adjust the width of a column:

1. Move your mouse cursor over the vertical heading bar ( | ) on the
right side of the column you want to adjust.

2. When the cursor changes to a double-headed arrow, click and drag
to adjust the column width.

Type + [Name

3. Release the mouse button when you are finished adjusting the
width.

4. Repeat to adjust any other columns. The column widths are retained
between sessions.

To automatically adjust the width of a column:

1. Move your mouse cursor over the vertical heading bar ( | ) on the
right side of the column you want to automatically adjust.

2. When the cursor changes to a double-headed arrow, double-click
the mouse button. The column width is automatically adjusted.

3. Repeat to automatically set the width of any other columns

Reset all columns to default (7)
To reset all columns to the default column widths:
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1. Inthe first column, select the icon. All columns are reset to display
all columns using the current page's width.

—

2. To revert the column widths to the default column widths, select the
icon in the first column again.

=

Breadcrumb navigation

Breadcrumb navigation links are available in sub-folders and in Search. Use
the breadcrumb navigation links to quickly jump up the folder path to another
folder.

Breadcrumbs in Folders

After opening a sub-folder in Folders, breadcrumb navigation displays below the
folder name.

Accounts Payable

IFoIders » Review Folder » Accounts Payablel

Type Name t File size

™ S T e

Select any breadcrumb navigation link to jump to a different folder.

Breadcrumbs in Search

After conducting a search (1), select an item from the search results (2). When
you hover over Open in folder (3), the path from Folders to the selected item

displays.

PN cast o B 1 O wan v Lt @

1 &
Se arc h J EF  Open in folder
! [Folders » Review Folder > Accounts Payable
o f
. Type Name 1 File size ! _4.pdf o
!

Comments Signatures H |

o D East Repair_Inc_Invoice US-91(  461.45 KB
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Selecting Open in folder (3) displays the selected item in the folder where it is
stored. The breadcrumb navigation displays below the folder name.

Al ~ east B

Accounts Payable

IFoI:\ers » Review Folder » Accounts F'ay'ablel

Type Name + File size Created on

D East_Repair_Inc_Invoice_US-910 461.45 KB 08/04/2027. 03116 PM

Select any breadcrumb navigation link to jump to a different folder.

About checkbox attributes

If the document class has a "Boolean" attribute set, a checkbox displays when
indexing the document. A checkbox lets you set whether the value is true or
false.

When you view the properties of a document in a Compare page, a Summary
page, or a Metadata page, the checkbox can be in one of three states:

* Not Set
* False
* True

These three states are represented by icons:

Icon Description
Z‘ Indicates "Not Set" in a Compare page

Indicates "False" in a Summary (metadata) page and in a
Compare page

\/ Indicates "True" in a Summary (metadata) page and in a
Compare page

Here is an example of a Compare page where the "Approval" checkbox changed
from "Not set" to "True" in the versions shown:
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Compare
TRAVEL EXPENSES Alex User July 2-3 201 .pdf
Version 3 >t Version 4
Changes to metadata Changes to content
Type metadata A
Approval z] S

Here is an example of the "Approval" checkbox on a Metadata page changed
from "Not set" (1) to "True" (2) in the versions shown:

[ TRAVELEY [) TRAVEL EXPENSES Alex User July 2-3 20 .pdf c
Summary Metac Summary Metadata Content History Comments Signatures =
Name Name
TRAVEL EXPENSE

TRAVEL EXPENSES Alex User July 2-3 200 pdf

P P S
i i

T t

Aparc--.-a Approval

Example boolean & Example boolean attribute

View folder properties
You can view the properties of any folder in the Folders window.

1 Open a browser and log in to your account.
2 Select Folders from the navigation pane.

3 Select the folder whose properties you want to view.
A properties pane displays information about the folder on the right side of

the window:

Folder content
Folders: The sum count of child folders under this parent folder
Documents: The sum count of documents in this parent folder and
all child sub-folders
Size: The combined size of documents in the parent and all child
sub-folders
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Folder history
Select the " icon to view the history of the folder.

There are two icons available that you can select:

/ (Rename icon) Select to rename the folder.

= (Open context icon) Select to open the folder and display the
contents of the folder.

View file properties

You can view the properties of any file in the Folders window.
1 Open a browser and log in to your account.
2 Select Folders from the navigation pane.

3 Navigate to the file you want to view and select the file name.

A properties pane displays information about the file on the right side of
the window:

Summary
Displays a summary of the information displayed in the other prop-
erties tabs. Select ' to view more information.

Metadata

Displays the metadata entered when the file was indexed. If you
have the Write permission, you can edit metadata here.

I_E,! See the About checkbox attributes topic for more information
) about attributes represented by checkboxes (Boolean).

Content

Image files: Displays a preview of the selected image file (.png, .tiff,
or .jpg). Hover over the image to display and use the image tools.

PDF files: Displays a preview of the selected document file. Use the
bar above the preview to toggle the sidebar, search for content in
the document, jump to a page, decrease or increase the preview
size, and display the Tools menu. The Tools menu lets you change
how the preview appears on the screen and provides the properties
of the document.

Email files: Displays a preview of the selected email file (.eml). Inline
images are displayed. Attached files can be downloaded.

Microsoft 365 files: If the Microsoft 365 integration feature is ac-
tivated for your organization, when you select a Microsoft Word,
Excel, or PowerPoint document, the content is editable. See the Mi-
crosoft 365 integration topic for more information.
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History

Displays the history of the file including version numbers. Select the
filter icon to filter the list by date, modified, requested, or created
data.

Comments
Displays any comments that have been attached to the file.

* You can add a comment to the file in the "Write comment" field.
Use the icons below your comment to format the text.

* You can reply to a comment but cannot reply to a reply.

(Split aspect icon) Select the "Split aspect" icon to split the selected
tab from the other tabs to view multiple tabs simultaneously. For
example, selecting the Metadata tab and then the Split aspect icon
displays the Metadata tab on the right of the properties window.

O 1.pdf c
Summary Content History Metadata x
Type metadata A
Name
Last name Nam 1.pdf
First name Curabitur
First e
Descriptio i i
C ription  Boundary waters trip Curabitur
Mame 1.pdf
Basic metadata ~ =
MNam

*&laaracteristi. ™ ogcas| F sy Iy == —p

Select the X next to the tab name to close a split aspect.

Signatures

Displays information about any signatures requested for the selec-
ted document, including Signers and the status of a requested sig-
nature.

Microsoft 365 integration

The Microsoft 365 integration feature lets you view, edit, and print Microsoft 365
Word, Excel, and PowerPoint documents from within KCIM.

[} If Microsoft 365 integration is unavailable in your region, Microsoft
documents use the standard non-editable document viewer.

When using the Microsoft 365 integration, the language displayed on the
Microsoft 365 application interface is the same as the language set in KCIM.
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Supported languages for the Microsoft 365 integration are: English, Japanese,
German, French, Italian, Spanish, Dutch, Finnish, Turkish, Traditional Chinese,
Korean, Thai, and Vietnamese.

I_E,-' Due to Microsoft 365 limitations, you can only view and edit supported
) PowerPoint, Excel, and Word files. Visit the Microsoft 365 support pages
on https://support.microsoft.com for more details.

View a Microsoft 365 document from the Content tab

You can view Microsoft 365 documents, such as Word, Excel, and PowerPoint,
from within KCIM.

[} Ifyou select a non-Microsoft 365 document, such as a PDF, the standard
document viewer displays the document.

1 Open a browser and log in to your account.
Select Folders from the navigation pane.

3 Navigate to the file you want to view and select the file name.
A properties pane displays information about the file on the right side of
the window.

4 select the Content tab.
After a moment, the document displays in the Content tab.

5 selectand drag the handle on the left of the Content pane to see more of
the document onscreen.

1k

6 7o find text in the displayed document:

Word and Excel: Click anywhere in the document text and press CTRL-F on
the keyboard. In the Find box, type your search term (1).

In Word, as you type any matches are highlighted in the document (2).
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[1 Lorem ipsum dolor sit amet.docx c

Summary Metadata Content History Comments Signatures =

Lorem ipsum dolor sit amet.docx v

[3 Accessibility Mode 47 Edit 31 Print

Find 9 £ .

prci % -

Lorem ipsum dolor sit amet, consectetuer adipiscing eit. Maecenas porttitor congue massa.
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sitamet commodo mag
quis urna.

1 match
(in 1 of 1 pages)

T e Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

egestas, Proin pharetra nonummy pede, Pellentesgue habit; ristique senactus et netus et malesuada fames ac turpis egesta)
Mauris et orci. pharetra nonummy etard

Aenean nec lorem. In porttitor. Donec loreet nonummy augue.

In Excel, after typing the search term select Find next or Find all. Matches
are highlighted in the document (2). You may have to move the Find dialog
box to see the underlying spreadsheet.

[ Lorem_ipsum_dolor.xlsx c
Summary Metadata Caontent History Comments Signatures H |
Excel Lorem _ipsum_dolorxdsx - Saved SRS (A =20}
File Home Insert Draw Page Lay - . o Pt q a

X

Find
Find what:

E |

Wildcards can expand search, For example, "sm?th" finds "smith".

About using wildcards to search
N £ 45 v

A E < o J » Search Options L

Nunc viverra imperdiet enim. Fusce est. Viy

Fue 1 s T

1
2

3

4 Enim 12 i a3

5 Imperdiet: 9 ¢ 45

6 Tellus 3 5 ]
7

3

9

X

@

Clipboard

Fuce 18 21 17 12
42 51 110 53

' W _ ol SSP O ¥ f.__.IJ,»-r*__,r_..-_«
PowerPoint: You cannot find text in a PowerPoint document from the
Content tab. You must open the document for editing first.

Select Edit in Browser. After the document opens in a new tab or window,
press CTRL-F on the keyboard. In the Find box, type your search term. Type
your search term in the "Find " text box and select Find next. You may
have to move the Find dialog to see the underlying document.

About editing Microsoft 365 documents

You can edit Microsoft 365 documents, such as Word, Excel, and PowerPoint,
from within KCIM.

Note the following before editing a document:

+ Due to Microsoft 365 limitations, you can only edit supported PowerPoint,
Excel, and Word files. Visit the Microsoft 365 support pages on https://
support.microsoft.com for more details.
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If you select a non-Microsoft 365 document, such as a PDF, the standard
document viewer displays the document.

When opening a Microsoft 365 document:

* Microsoft 365 documents that are under retention in KCIM cannot be
edited.

+ Microsoft 365 files that are encrypted with a password cannot be opened,
even if you supply the password. You must download the file, edit it in
a desktop version of the Microsoft software, and re-upload the modified
document.

+ Microsoft 365 files with macros can be opened, but the macros cannot be
accessed or executed.

+ If the selected Microsoft 365 document is an old format document,
for example, .doc instead of .docx, you are prompted to convert the
document to the newer format before editing. Select Convert to convert
the document to the new format. Select View to view the document but
not edit it.

The standard Microsoft 365 features are available when editing a Microsoft

365 document.

* You may be asked to log in to your Microsoft account before you can edit a
document.

All changes made to the document are automatically saved as you work.

* The File menu has many items removed or deactivated to support
document integrity in KCIM. For example, you cannot save a document
from a Microsoft 365 application to KCIM with a different name.

+ Ifyou add content to a document you are editing so that the updated
document exceeds the KCIM file upload limit, you may not be able to
open the document again for editing in KCIM. Be aware when adding to a
document that you do not exceed the file upload size limit.

« If you want to edit a large file and it takes KCIM over 60 seconds to
download the file for editing, the download may time out, and the file may
not open.

« Standard Microsoft 365 co-authoring indicators display any other editor's
presence and the changes they are making.

When you close the Microsoft 365 editing window or tab, the changed

document is re-loaded to KCIM as the newest version.

+ If you take longer than 15 minutes to edit a Microsoft 365 document, the
15-minute auto-logout from KCIM is disabled so you can continue editing
the document. If you log out of KCIM while the Microsoft 365 editing
window is still open, the Microsoft 365 document editing session is closed,
and the document is saved to KCIM.

+ If more than one user edits a document simultaneously, the changed
document is re-loaded to KCIM as the newest version after the last user
closes their editing window or tab.

6-10

User Guide



Folders

Edit a Microsoft 365 document

You can edit Microsoft 365 documents from within KCIM. See the About editing
Microsoft 365 documents topic for important information about editing and saving
Microsoft 365 documents.

1 Open a browser and log in to your account.
2 Select Folders from the navigation pane.

3 Navigate to the file you want to edit and select the file name.
A properties pane displays information about the file on the right side of
the window.

4 select the Content tab.
After a moment, the document displays in the Content tab.

Word example:

[} Lorem ipsum dolor sit amet.docx e}

Summary Metadata Content History Comments Signatures =

Lorem ipsum dolor sit amet.docx v

[ Accessibility Mode I Edit 131 Print

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuers, magna sed pulvinar ultricies, purus lactus malesuada libero, sit amet commodo magna eros

Nune viverra imperdiet enim. Fusce est. Vivamus a tellus,

Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin

. p}mjrawnm}uyidr"“i v ¥ N N — > P
Excel example:

[1 Lorem_ipsum_dolor.xlsx c

Summary Metadata Content History Comments Signatures =

—
Excel Lorem_ipsum_dolorxdsx - Saved £ Search (Alt + Q) =

File Home Insert Draw Page Layout Formulas v & v =
[ — 7
BT gnment ber | Styles ‘el Editing
Clipboard A
fx v
A B = D E F G H

Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus

Fusce Tellus i Viverra Nunc
12 18 43 16
i 9 12 45 1 — s
U, ---r-*-----}-.-x-—ﬁ S R N

PowerPoint example:
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[ lorem-ipsum.pptx c

Summary Metadata Content History Comments Signatures =

EE PowerPoint

/ EditinBrowser  J StartSlide Show 42 Printto POF M Comments

Lorem

Kasd stet ut tempor ea

5 10 begin editing:

|_E,! You may be asked to log in to your Microsoft account before you
"~ can edit the document.

* Word: Select the Edit icon

Lorem ipsum dolor sit amet.docx v

[ Accessibility Mode & Print

+ Excel: Select the Viewing (1) menu and then select Editing (2).

Excel Lorem_ipsum_doloradsx - View-only v

Home Insert Draw Page Layout Formulas

f Editing
(g | e Make any changes
) ﬁ Viewing
Clipboard View the file, but make no changes |

* PowerPoint: Select Edit in Browser.

EE PowerPoint

# Editin Browser 1? Start Slide Show Eﬂ Print to PDF BB Comments

A new browser window or tab opens and displays the document using the
online version of the Microsoft application for the document.

6 Editthe document, as needed.
For any document you are editing:

* You cannot change the document name (1).
« The "Saved" message (2) changes to "Saving" or "Saved to" whenever
you make any updates to the document.
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=] Lorem ipsum dolor sit ametdoct X

Word  Lorem ipsum dolor sit amet.docx - Saved to Cloud Information Manager

File Home Insert Layout References Review View Help & ~ | | [ Comments

7 When finished, close the browser window or tab where you were editing.

|_E,! If you take longer than 15 minutes to edit a Microsoft 365
) document, the 15-minute auto-logout from KCIM is disabled so you
can continue editing the document. If you log out of KCIM while
the Microsoft 365 editing window is still open, the Microsoft 365

document editing session is closed, and the document is saved to
KCIM.

The updated document is re-loaded to KCIM as the newest version. After
a few moments, the document window on the Content tab refreshes and
displays the updated document.

The "Uploaded data usage" for your organization increases by the size of
the new file, not by the size of the changes you made. For example, if you
made a minor edit to a 1 MB file, a new 1 MB file is uploaded to KCIM.

About document and folder history

You can view the history of any document or folder in Folders

Folder history

If you select a folder, a simplified history displays in the properties pane, as
shown in the example below.

Invoices /7| @

Folder content

Folders 0
Documents 1]

Size 0 Bytes

Folder history o ~ |

06/20/200 1, 10:53 AM Metadata have been changed

(admin)
06/20/20/ ,10:53 aM  Folder created

*(admin)

Select the * (1) to view the folder history (2).
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Document history

The history that displays for a document is different than the history shown for
a folder. A document history displays a timeline. An example of the history for a
document is shown in the example below.

In Folders or any subfolder, select a document. On the properties pane, select
the History tab (1).

O 1.pdf e DO 1.pdf o
Summary Metadata Content History Comments  Signatures Summary Metadata Content History Gomments Signatures
v e Filter in history e
Tag was changed Tag was changed
08/18/20 3/18/20 e
Velidatior: validated valigation: validated
T (o] validation: validated Date o (o) alidatior \‘a
(acmin {admin
(adimin = 5]
08/18/20 Metadata was changed 3 Modified PS/20M () Meladata was changed 3
wam O (achin 09:32AM (admin
Tag was created Tag was created
08/18/20: = 3/18/20 o B
Q  Valdation requested D0 veligation requested
08:07 AM 08:07 AM
(scmin (admin
The ol
08/18/20 The object was moved 2 3/18/20 fo) The object was moved 2
08:07 AM (acmin Requested 08:07 AM {admin
08/18/20) Metadata was changed 2 3/18/20 Metadatawas changed 2
o O -
08:07 AM (admin 08:07 AM (admir
08/18/20) Object was created with document file r18/20M ) Objectwas created with document fle
08:05 AM o (admin 08:05 AM (admin’

Select the filter icon (2) to view the "Filter in history" (3) window.

Clear or select any of the check boxes from the Modified, Requested, or
Created areas and then select Filter (4) to update the history list. To restore
the default filters, select Reset and then select Filter.

History messages
Underlying KCIM is a sophisticated and customized database. As actions are
taken on items in the database, the history of those events are recorded.

In the History messages, everything that is not a document file or a folder can be
described as an "object." An object is any part of a database that can be used to
manipulate or store data.

History message examples

For example, if you upload a document, the message "Object was created with
document file" is recorded to the history for the document.

06/06/20 Object was created with document file

11:24 AM (admin)

If there is a change to a tag, the tag name and status are displayed on the
second line of the history.

6-14 User Guide



Folders

Tag was changed
10/25/20,

O Validation: validated
07:44 AM

(admin)

If an old version of a document has been set as the current version, the second
line displays the old version number.

An old version was restored 6
O  [Restored from version 3. |

(henriettam)

06/04/20
07:41 AM

Actions menu

The Actions menu, available in both Folders and the Search results window, lets
you conduct various maintenance tasks on documents and folders.

Actions menu in Folders

The Actions menu is available in the Folders window.

Select the Actions menu icon (1) to view the menu.

I_E,‘ The images in this topic are examples. The available actions vary,
) depending on the document or folder you selected. See the Actions
associated with documents and Actions associated with folders topics for
information about all actions.

o English a @
Q - <)

In this example, if you select a document, the Actions menu (2) displays options
for document actions. If you select a folder, the Actions menu (3) displays options
for folder actions.

I_E,-' The images below are examples. The Action menu items that display
) depend on the document or folder and the type of document selected.
See the Actions associated with documents topic for information on all
Actions available.
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Actions e X Actions e X

‘.. ¥ Dpownload ‘ ‘ El Open folder ‘
‘ %X Add file as new version ‘ ‘ Move ‘
‘ Request validation ‘ ‘ Ei Delete ‘
‘ =), Create task(s) ‘ ‘ m New folder ‘
‘ Z/a. Request signature ‘ ‘ f‘ Rename folder ‘
‘ !J Compare ‘
‘ Move ‘
‘ E' Request retention ‘
‘ -ﬁ Delete ‘
‘ (3 New folder ‘

When multiple files and documents are selected, the Actions menu displays only
actions that can be taken on your selections.

]
Actions X

‘ 2 Download ‘

‘ =), Create task(s) ‘

‘ Move ‘

‘ O Dpelete ‘

‘ (3 New folder ‘

Actions associated with documents

Download
Downloads the selected document to your local machine.

Required permission: Read

Add file as new version
Allows you to replace the current version of the selected document with
a new document. The older document is retained, and the new document
uploaded becomes the current version.
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|_E,! « If the uploaded file is a non-searchable PDF file, OCR is per-
formed again. It is recommended to re-index as needed.

+ Data usage calculation: Current file size (original file) + replaced
file size (new upload) + replaced file size (after OCR)

Required permission: Write
1. Browse for the document that becomes the new version.
2. Select Open. A preview of the document displays.

3. Select Add to add the uploaded document as the new version.

Request validation

Flags that you have requested someone validate the accuracy of the selec-
ted document. Documents requiring validation display a "to be validated"
icon next to the file name.

15]

Users with appropriate rights can validate the document from the Tasks
area on the Dashboard.

Required permission: Write

Confirm validation

Flags that you have validated the accuracy of the selected document.
Documents that are validated display a "validated" icon next to the file
name.

After you have validated a document in the Tasks area, the request to
validate the document is removed from the Tasks list for all users.

I_E,! A document that has been validated cannot be validated again.

Required permission: Write

Create task(s)

Lets you create a task for another user or yourself. Select either Single
task to send a task to one user or select Task sequence to send a task to
multiple users in sequence. See the Create task(s) topic in the Actions menu
section for more information.

Required permission: Write

Request signature

Allows you to request a signature for a single document from up to six
people, none of whom need to be KCIM users.
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I_E,! The Request signature feature is only available if Signatures has
) been configured by your Customer Admin.

Documents waiting for a signature display the "Signing in progress" icon
next to the file name.

%]

Documents that have had the signature process completed display the
"Signed" icon next to the file name.

See the Request signature topic in the Actions menu section for more infor-
mation.

Required permission: Write

Compare

Allows you to compare different versions of uploaded documents. See the
Compare versions topic in this chapter for more information.

Required permission: Read

Moves selected documents from the current location to another Kyocera
Cloud Information Manager (KCIM) location.

Required permission: Write

|_E,! The folder where you want to move the selected documents must
" already exist.

In the current folder, select the documents you want to move.
Select the Actions menu and then select Move.

Use one of these methods to conduct the move:

+ Select the folder tree icon

.|=

and then select the folder where you want the documents to be
moved. If the folder listing is lengthy, you can search for the
folder.

+ Enter a folder name into the text box and select a folder from the
list presented.
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Move X

acc "

Accounts_receivable

4. Select OK to move the documents.

Print
Prints the selected document. Only PDF documents can be printed.

Required permission: Read

I_E/! Selecting multiple documents to print is not supported.

Request retention

Sets the document for retention. You only see this menu selection for
document classes you have permission to access and if activated for your
organization. See the Request retention topic for more information.

Documents waiting for a retention date to be set by an administrator
display the grey "Retention requested" icon next to the file name.

Documents with a retention date set by an administrator display the green
"Under retention" icon. Hovering over the icon displays the amount of
retention time remaining.

Documents with an expired retention date display the red "Expired reten-
tion" icon. Hovering over the icon displays the how long the document has
been out of retention. Documents with an expired retention date can be
deleted. Check with your KCIM Administrator about any policies regarding
expired documents before deleting them. Deleted documents cannot be
recovered.

Required permission: Write
Delete
Deletes the selected documents immediately and permanently.
Required permission: Delete
New folder
Creates a new folder in the folder where the selected document resides.

All users are able to run. (Available only in Folder view.)
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[} The selected document is not moved into the new folder.

Set as current version

Lets you select a version of a document to become the current version
of the document. Requires, at a minimum, that the document must be
at least version 3. If the document was a PDF file that required OCR, the
document must be at least at version 4.

|=,~' Setting an older version of a document as the current version can
only be done in the Versions window.

See the Set as current version topic in this chapter for more information.

Required permission: Write

Actions associated with folders

Compare

Allows you to compare different versions of folders. See the Compare ver-
sions topic in this chapter for more information.

All users are able to run.

|_E,‘ The Compare menu item is only available if changes have been
) made to the folder beyond the initial "Folder created." You can
view a folder's history by selecting the folder name and then on
the Properties pane on the right, select the * in the Folder history
area.

Open folder

Opens the selected folder and displays a list of files contained in the
folder. A properties pane displays that provides information about the
folder and folder history.

All users are able to run.

Move

Moves selected folders from the current location to another KCIM loca-
tion.

All users are able to run.

I_E,! If there are files/folders under the selected folder, the entire folder
) can be moved regardless of your user rights.

1. Inthe current folder, select the folders you want to move.
2. Select the Actions menu and then select Move.

3. Select the folder tree icon.

"
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4. Select the folder where you want the selected folders to be moved.
If the folder listing is lengthy, you can search for the folder.

|_E,! The destination folder where you want to move the selected
"~ folders must already exist.

5. Select OK to move the folders.

[} 1f the same folder name exists in the destination folder, then
©  -Copy is added in the folder name.

Delete

Deletes the selected folders immediately and permanently. Folders must
be empty before deleting them.

All users are able to run.

I_E,! If there are files/folders under the selected folder, the entire folder
cannot be deleted regardless of your user rights.

[} Folder deletion is not logged.

New folder
Creates a new folder in the current folder.

All users are able to run. (Available only in Folder view.)

Rename folder

Renames the selected folder. Enter a new name or edit the current name
in the "Rename folder" dialog box. Select Update to rename the folder.

All users are able to run.

Actions menu in Search results

The Actions menu is available in the Search results window. Select the Actions
menu icon to view the menu. The available actions vary depending on the
documents you selected.

Actions associated with documents

Download
Downloads the selected document to your local machine.

Required permission: Read

Add file as new version

Allows you to replace the current version of the selected document with
a new document. The older document is retained, and the new document
uploaded becomes the current version.
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|_E,! « If the uploaded file is a non-searchable PDF file, OCR is per-
formed again. It is recommended to re-index as needed.

+ Data usage calculation: Current file size (original file) + replaced
file size (new upload) + replaced file size (after OCR)

Required permission: Write
1. Browse for the document that becomes the new version.
2. Select Open. A preview of the document displays.
3. Select Add to add the uploaded document as the new version.

Request validation

Flags that you have requested someone validate the accuracy of the selec-
ted document. Documents requiring validation display a "to be validated"
icon next to the file name.

)

Users with appropriate rights can validate the document from the Tasks
area on the Dashboard.

Required permission: Write

Confirm validation

Flags that you have validated the accuracy of the selected document.
Documents that are validated display a "validated" icon next to the file
name.

After you have validated a document in the Tasks area, the request to
validate the document is removed from the Tasks list for all users.

I_E,-' A document that has been validated cannot be validated again.

Required permission: Write

Create task(s)

Lets you create a task for another user or yourself based on one or more
documents you selected in the Search results window. Select either Single
task to send a task to one user or Task sequence to send a task to
multiple users in sequence. See the Create task(s) topic in the Actions menu
section for more information.

Required permission: Write

Request signature

Allows you to request a signature for a single document from up to six
people, none of whom need to be KCIM users.
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I_E,! The Request signature feature is only available if Signatures has
) been configured by your Customer Admin.

Documents waiting for a signature display the "Signing in progress" icon
next to the file name.

%]

Documents that have had the signature process completed display the
"Signed" icon next to the file name.

See the Request signature topic in the Actions menu section for more infor-
mation.

Required permission: Write

Compare

Allows you to compare different versions of uploaded documents and
folders. See the Compare versions topic in this chapter for more informa-
tion.

Required permission: Read

Open in folder

Opens the selected document in the folder where the document resides.
You can see the folder name where the document resides and the bread-
crumb of the path back to Folders.

Required permission: Read (Only available in Search view.)

Move

Moves selected documents from the current location to another Kyocera
Cloud Information Manager (KCIM) location.

Required permission: Write

I_E,! The folder where you want to move the selected documents must
© already exist.

In the current folder, select the documents you want to move.
Select the Actions menu and then select Move.
Use one of these methods to conduct the move:

* Select the folder tree icon

and then select the folder where you want the documents to be
moved. If the folder listing is lengthy, you can search for the
folder.
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* Enter a folder name into the text box and select a folder from the
list presented.

Move x

=Ny )

Accounts_receivable

4. Select OK to move the documents.

Print
Prints the selected document. Only PDF documents can be printed.

Required permission: Read

I_E/! Selecting multiple documents to print is not supported.

Request retention

Sets the document for retention. You only see this menu selection for
document classes you have permission to access and if activated for your
organization. See the Request retention topic for more information.

Documents waiting for a retention date to be set by an administrator
display the grey "Retention requested" icon next to the file name.

Documents with a retention date set by an administrator display the green
"Under retention" icon. Hovering over the icon displays the amount of
retention time remaining.

Documents with an expired retention date display the red "Expired reten-
tion" icon. Hovering over the icon displays the how long the document has
been out of retention. Documents with an expired retention date can be
deleted. Check with your KCIM Administrator about any policies regarding
expired documents before deleting them. Deleted documents cannot be
recovered.

Required permission: Write

Delete
Deletes the selected documents immediately and permanently.

Required permission: Delete
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Compare versions

The Compare feature lets you see differences between any two versions of
a document or a folder in Folders. The feature can display changes to the
metadata (folders and documents) or to the content of the document.

|=,-' You can also use the Compare versions feature to set an older version
as the current version. See the Set as current version topic for more

information.

Compare changes to metadata

You can compare changes to metadata between two versions of the same

document.

1 Locate and select the document you want to compare.

2 Select the Actions menu and then select Compare.

The Compare pane displays a comparison of the latest two versions of the
document. Changes to metadata is selected by default.

Versions

i= Versions

Versi. Name
3 TRAVEL EXPENSES Alex User J
2 TRAVEL EXPENSES Alex User J

1 TRAVEL EXPENSES Alex User J

Type

]

D
B

A A ety A A

(e Compare

Version 2 - Version 3
Edited on Tac

e Changes to metadata hanges to content
10/26/201,09:16AM -

10/26/201,09:16 AM Fesemetad v

10/26/207, 09:14 AM

3 Inthe Compare pane, in the "Basic metadata" area, select * to display the
metadata information.
The pane updates and displays the metadata changes. In this example, the
Version 1 metadata is on the left, and the Version 6 metadata is on the
right, showing the changes made.

Kyocera Cloud Information Manager
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Compare
TRAVEL EXPENSES Alex User July 2-320 .pdf

Version 1 =45 Version 6

Changes to metadata Changes to content
Type metadata -~
Employee name Alex User
Department name Sales

Amount 845.37

Date 07/30/20

Approva Z >
Basic metadata A
Document class Expense report

Edited on 06/15/20 ,04:12 PM = 06/15/20 ,04:31PM

The Tags information displayed is KCIM system-generated information and
is not editable.

4 1o seethe changes between different versions, on the left pane, select the
first version to compare. Press and hold the CTRL key on your keyboard
and select the second version to compare.

The pane updates and compares the metadata changes between the two
versions you selected.

Compare changes to the content

You can visually compare changes to content between two versions of the same
document. You can also download or print documents from the Actions menu.

1 Locate and select the document you want to compare.

2 Select the Actions menu and then select Compare.
The Compare pane displays a comparison of the latest two versions of the
document. Changes to metadata is selected by default.

3 Sselect Changes to content.
The Compare pane refreshes and displays the content of the latest two
versions of the document.

4 1o seethe changes between versions that are different than the last two
versions, in the Versions area select an older version to compare. Press
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and hold the CTRL key on your keyboard and select the newer version to

compare

i= Vers
Versi...

3

2

1

{
ions .
-

P

TRAVEL EXPENSE’

Name

TRAVEL EXPENSES

k

TRAVEL EXPENSES -

{
J

-

-

1

{
4
L

i

Compare
Version 1 =4t Version 3
Fi
Changes to metadata Changes to content
O Q 1|0l -+ » O Q 1 of1 -+ »
RAVEL EXPENEES TRAVEL EXPENIES
et prr=— TR i ™
o [ sty e
e [y Nep -
= "
x
.
com. .
.
.
TR -

The two versions selected are displayed.

5 10 swap the version display, select the swap icon displayed between the
version headers.

—
-+

6 Adot displays between the two versions of the document.

Kyocera Cloud Information Manager
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a) Double-click the dot to change the view from the default side-by-side
comparison to a top-and-bottom view.

Compare
Version 3 455 Version 1
Changes to metadata Changes to content
—
[En] Q 1 of1 — |+ Aulomalic Zoom »

TRAVEL EXPENSES

Name Alex User Department Sales

Email auser@anymail.com Approved by Theodore President
Employee ID 1234 Purpose Customer meeting
TRIP HOURS

Ti6/21 5 Flying to the customer site

TI7i21 8 Customer meeting -

(5] Q. 1 of1 = + Automatic Zoom  ~ o »

Name Alex User Department Sales

Email auser@anymail.com Approved by Theodore President
Employee ID 1234 Purpose Customer meeting
TRIP HOURS

7i6/121 5 Flying to the customersite

TiTI2 & _Customer meatinn

b) Double-click the dot to revert back to the previous side-by-side view.

7 Use this dot to see version differences in two different ways. Hover over
the dot (1).

®
&=

The dot expands to show two additional icons. The icons display
horizontally or vertically, depending on the view currently displayed.

+ Thecircle icon (2) lets you view the two documents overlaid on each
other. The documents quickly switch between older and newer versions
so you can see the differences.

+ The double-circle icon (3) displays a single document. Drag the dot left
and right across the document to see the differences.

8 To use the circle icon to compare versions:
a) Select the dot (1)

b) Select the circle icon (2) and hold down the mouse button.
Above the icon, numbers display and quickly count up to 10.
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oo

This action sets how many times the comparison rapidly switches
between older and newer versions. The default is 1, and the
maximum is 10.

c) Release the mouse button.
The two document versions quickly display one after the other. You
can zoom in on areas of the document using the + icon, or select and
drag the handle on the left of the Compare pane to make the image
larger.
Email

Employ

& TRIP HC

d) The default side-by-side view returns after the time you set elapses.

9 10 use the double-circle icon to compare versions:

a) Select the double-circle icon (3).
A single document displays with a line extending up and down from
the dot.

mer site

b) Select the dot and move from side to side to reveal more of one
version or the other. You can zoom in on areas of the document
using the + icon.

c) To return to the default side-by-side view, select the dot and select
the double-circle icon again.

]e“

o
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10 vou can download both displayed versions locally by selecting the Actions
menu and then selecting Download.

Open current version

When viewing the versions of a file in the Versions window, you can open the

most current version of the file.

1 select any document version from the list in the Versions window.

2 Select the "Open current version" icon.

&l c

The display refreshes and the current version of the file displays in the
folder where it is located. The properties pane for the file displays on the

right side of the window.

Set as current version

The Set as current version feature lets you revert to an older document version.
The older version becomes the latest version.

|=,-' Setting an older version of a document as the current version can only be
done in the Versions window.

1 Navigate to the location of the file you want to set as the current version by
browsing through Folders or performing a search.

2 Select the document to display the Summary tab (1).

summary

Type metadata

Name

p'-:.chr.nf" i A

Basic metadata

Characteristics
Created on
Creator

Edited on
Editor

Version

File name

Content History Comments Signatures
Test document
PRy T S ‘*,_,-_a--. —_

R

et - it

4w

Two page sample PDF pdf

3 In the "Basic metadata" area, the Version (2) indicates how many document
versions there are. Select the blue number link.
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|_E,! There are always at least two versions of a document. The first is the
’ unindexed version, and the second is the indexed version. The first
version cannot be restored because an unindexed file cannot exist
in Folders.

The Versions window displays and automatically selects the two latest
versions to compare the documents.

4 select the older version of the document you want to become the current
version.

|=,-' You cannot select the latest version or an unindexed version to
become the current version.

The right pane refreshes and displays the Summary tab for the selected
document.

5 Review the document's summary, metadata, and content to make sure this
is the version you want to become the current version.

6 From the Actions menu, select Set as current version.
A message displays asking if you are sure you want to set this version as
the current version.

7 Select Set as current version.

The version you selected becomes the latest version. In the example image
above, there were 4 versions of the document. If I selected version 2 to become
the latest version, version 2 now becomes version 5. All previous versions are
retained.

Refresh the Versions window

At any time, you can refresh the versions window to ensure that all versions of a
file are displayed.

In the Versions window select the Refresh icon.

& lc

The display refreshes and all versions of the file displays in the Versions window.

Print a PDF document from the Versions window

When comparing versions of documents using the Compare feature, you can
print any selected PDF document in the Versions window.

|_E,-' You can only print one PDF document version at a time. If you select
multiple versions, the Actions menu only allows you to download the file.

1 Select a PDF document from the list in the Versions window.

2 Select the Actions menu and then select Print.
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The printing dialog displays. Select Print after making any settings
changes.

Download documents from the Versions window

When comparing versions of documents using the Compare feature, you can
download any selected document in the Versions window.

1 Select one or two documents from the list in the Versions window.

|=,-' You can select a maximum of two documents at a time.

2 Select the Actions menu and then select Download.
The selected documents download to your computer.

Create task(s)

The Create task(s) feature lets you create a task for another user or yourself.
There are two options available:

+ Single task: The task is assigned to a single user or for yourself. See Single
task for more information.

+ Task sequence: This task is assigned to a list of users in sequence. The task
is passed to the next assigned user after a user completes their portion of the
task. See Task sequence for more information.

After tasks have been created, they are managed in the Processes tab. See the
Processes chapter for more information.

Single task

Use Create task(s) to create and start a Single task workflow for a single user
or yourself. You can include notes, a due date, and a notification when the task is
finished.

1 Select one or more documents from Folders.
2 Select the Actions menu and then select Create tasks(s).

3 Select Single task and make entries into the following fields. Task and
Recipient are required fields.

+ Task: Enter the name of the task. Create a Task name that informs the
recipient of your expectations for the task.

« Recipient: Enter the recipient's name or any part of the recipient's
name and select from the presented list. To assign the task to yourself,
select Assign to me.

* Note: Use the Note field to add additional instructions to the recipient.

+ Due date: (Optional) Select the calendar icon and select when the task
should be completed. Click Select to set the date and time.

* Notify when done: (Optional) Select the check box to receive a
notification in the Finished tasks tab that the task is complete.
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4 select Create to create and start the single task.

The task is assigned and displays in the recipient's My tasks tab.

Task sequence

Use Create task(s) to create and start a Task sequence workflow for multiple
users. For example, the first recipient in the sequence may be responsible for
reviewing that the price entered for a document is correct. The next recipient
might check the document to make sure the customer information is correct.

You can add as many tasks as required and reorder, edit, and delete any task. A
task name and recipient are required for each task. A due date for each task can
be added.

If a due date passes, the date displays in red on the assignee's My tasks tab as
a reminder. When the assignee opens a past-due task, the border and some text
are displayed in red.

The task passes to the next user in sequence after the previous user finishes
their task. You can include yourself as a recipient in a Task sequence.

1 Select one or more documents from Folders.

2 Select the Actions menu and then select Create tasks(s).

3 Select Task sequence.

|_E,-' If you use the same task and task recipients repeatedly when
) creating a task, see the Create, Apply, Edit, and Delete a Task sequence
template topics. You can create reusable time-saving Task sequence
templates.

4 For the first task, select + and then make entries into the following fields.
Title, Task, and Recipient are required fields.

a) Title: Enter a title that describes the entire task. The name of the
document being used in the task is automatically entered, but can be
overwritten.

b) Task: Enter the name of the first task. Create a Task name that
informs the recipient of your expectations for the task.

¢) Recipient: Enter the recipient's name or any part of the recipient's
name and select from the presented list.

d) Due date: (Optional) Select the calendar icon and select when the
task should be completed. Click Select to set the date and time

5 select Add.
The first task is added to the Task sequence list.
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Create task(s)

Single task Task sequence

Title *

Check that the correct tax has been applied.

Task list Templates

Check that the total is correct
Brian ra
10/07/20:

e

Cancel Save and start

You can edit the task by selecting the pencil icon or delete the task by
selecting the trash icon.

6 Sselect + to add another task to the list and make entries into the following
fields. Task and Recipient are required fields.

Task: Enter the name of the next task. Create a Task name that informs
the recipient of your expectations for the task.

Recipient: Enter the recipient's name or any part of the recipient's
name and select from the presented list.

Due date: (Optional) Select the calendar icon and select when the task
should be completed. Click Select to set the date and time.

7 Select Add.

The second task is added to the task sequence list.
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Create task(s)

Single task Task sequence

Title *
Check that the correct tax has been applied.

Task list Templates

1 Check that the total is comect
i , Brian Va
* 10/07/202

0
+

Check that the customer name and
2 address are correct. .
, Grady 4
10/10/202

[ ]

4

Cancel Save and start

8 Repeat steps 6 and 7 until you have added all the users and tasks needed
for the sequence.

9 Anumber displays next to each added task. If you have a task sequence
out of order, select and drag the handle next to the number to reorder the

list.

|_E,! If you reorder the Task list, the dates do not automatically update.
) Edit any tasks that require a due date changed. Select Save after
making any changes to a task.

10 rf you need to add a task between two existing tasks, select the + between
the two tasks.

a) Enter the Task, Recipient, and optional Due date and select Add.

11 Add comments applicable to all the recipients in the Note text box.

1 2 Select Save and start.

The Task sequence is assigned and displays in the first recipient's My tasks
tab. After a recipient completes their task, they select Pass to next recipient to
indicate their task is complete and the task is passed to the next recipient in the

Task list.
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Create a Task sequence template

If you repeatedly create task sequences that use the same tasks and recipients,
you can create a reusable template that contains the task sequence information.
You can create a Task sequence template based on a task sequence you are
creating, or you can start with a blank template and build your task sequence
there.

Any templates you save are only available to you.

Create a Task sequence template based on the current
task sequence

You can create a Task sequence template based on the current task sequence
you are building.

1 set up the task sequence as detailed in the Task sequence topic.

2 Select Templates (1).

Create task(s)

Single task Task sequence

Title *

sample-pdf-download-10-mb.pdf

o Templates II

Check the part number of the
1 document

i , Brian 7 8
09/09/20:

Taszk list

+

9 Check the binding on the covers

’—::‘—"—‘ ’-@E&H_M /"i- -
The Templates window displays.

3 The window refreshes with "Current list" selected by default and displays
the task list for the task you were building.

6-36 User Guide



Folders

4 Enter a name for the template (2).

Templates Current list

Current list Name *

o Final check before books are shipped
Filte
Task list

. Check the part number of the document

i , Brian V|
¥ 09/09/20
© *
., Check the binding on the covers
# 7 , Grady |

v 09/20/20

5 Check the task list to make sure it is correct. You can edit this template task
list (3).

6 When finished, select Save as new template (4).
The new template name displays in the Templates list.

7 select Apply to apply the template to the current Task sequence.

Create a Task sequence template from a blank task
list

1 select a document from Folders to use to create the Task sequence
template.

2 Sselect the Actions menu and then select Create tasks(s).

3 Select Task sequence.
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4 select Templates (1).

Create task(s)

Single task Task sequence

Title *

Phote-release-form_A_Person_Nov_17_202 .docx

Task list o Templates II

Note (max. 4000 characters)

Cancel

The Templates window displays with "Current list" selected by default.

5 Enter a name for the template (2).

Templates Current list

> Y. )
Task list

Current list

Filter

Cancel o

6 Select + (3) and create the task list.

7 When finished, select Add as new template (4).
The new template name displays in the Templates list.

8 select Apply to apply the template to the current Task sequence.

Apply a Task sequence template

You can apply a Task sequence template to a new Task sequence.

1 Select one or more documents or folders from Folders.
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Select the Actions menu and then select Create tasks(s).
Select Task sequence.

Select Templates.

i A WN

From the Templates list, select the template you want to use for the Task
sequence. If the list is long, type part of the template name into the Filter
box and select the template.

6 select Apply.
The template tasks are applied to the Task sequence. You can edit the Task
sequence that displays.

7 1 required, add a note to the Task sequence.

8 Select Save and start to begin the Task sequence.

Delete a Task sequence template

You can delete Task sequence templates that are no longer used.
1 select any documents from Folders.

Select the Actions menu and then select Create tasks(s).

Select Task sequence.

Select Templates.

g b WN

From the Templates list, select the template you want to delete. If the list
is long, type part of the template name into the Filter box and select the
template you want to delete.

(o)}

View the template to check that the task list is the one you want to delete.
You can move, delete, or add tasks to the current template.

7 Select Delete template.
The template is removed and is no longer available to users.

Request retention

If your organization has activated Retention Management, you can request that
documents are retained. Use your organization's archiving / records retention
rules to decide if a document should be retained.

I_E,-' Only one document at a time can be set for retention. The Customer
"~ Admin or an Administrator sets the retention date for your request.

1 Select one document from Folders or the result of a Search.

2 Select the Actions menu and then select Request retention.
The "Request retention" window displays.
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3 Select Request retention.
The document is tagged for retention and displays a grey "Retention
requested" icon.

* You can see any documents sent for retention in Folders or by using Search.

* Only the Customer Admin and any Administrators can set the retention date
for documents sent for retention.

Request signature

You can request up to six people sign a .pdf or .docx document that has been
uploaded to KCIM.

I_E,-' The "Request signature" feature is only available if Signatures has been
) configured by your Customer Admin.

Microsoft .docx files are converted to . pdf files by the signing service.
When returned to KCIM, the signed document is a . pdT file.

The signers do not have to be KCIM users. You cannot change the signing service
used for signing.

I_E,-' See the Prepare document for e-signatures topic for information about how
) to set up documents for that require signers to sign the document in
specific or multiple places. An example of this type of document would be
a legal contract.

When you create a signature request, each signer receives an email via the
signature service from the person who activated the signature service. The
signature request does not come directly from you. Contact your KCIM Customer
Admin if you have questions.

In Folders, documents waiting for a signature display the grey "Signing in
progress" icon next to the file name.

2

In Folders, documents with the signature process completed display the green
"Signed" icon next to the file name.

Prepare documents for e-signatures

Before sending a document out for e-signatures, make sure that the document
you send is ready for signatures.
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For a simple document with one or more signers, where the location of the
signatures doesn't matter, make sure there is a location in the document with
enough blank (white) space for the signers to sign. Signers can move their
signature to an appropriate location in the document.

If a document requires signatures by one or more signers at specific
locations in the document, such as a contract, indicate these locations by
inserting invisible markers, called Anchor Strings into the document. The
invisible markers display as "Anchor tabs" (1) to indicate where signatures are
needed. Signers select the Anchor tabs to electronically sign the document
where their signature is needed.

x| 2] @

Signature by employee

About Anchor Strings

If you decide to use Anchor Strings for document signatures, note the following:

Anchor Strings are best used for long documents where multiple signatures
are required at specific locations in the document, such as legal documents.

The minimum length of an Anchor String is 1 character
The maximum length of an Anchor String is 50 characters
No RegEx is allowed in the text used for the Anchor String

Images cannot be signed because the Anchor String cannot be found if
embedded within an image

Spaces are allowed in the text used for an Anchor String

Sufficient blank (white) space must be left for the signature in the document
Anchor Strings embedded in the form of a PDF X-Object in the document are
not supported

The Anchor String must be unique for each person who is to sign the
document

Anchor Strings can be used more than once within the document if the same
person is required to sign the document in multiple locations. The signature
service guides the signer to each signature location in the document.

Create Anchor Strings - Overview

There are four requirements when you want people to sign in specific locations
in a document:

1. Obey the information in the About Anchor Strings topic.

2. Specify the text in the document to use as the Anchor String.

3. Setthe Anchor String to the same color as the background color of the
document

4. If there are multiple signers (to avoid duplicating the text in the document),

the Anchor String must be unique.
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Create Anchor Strings - Example

The examples in this topic are to provide guidance to you when creating Anchor
Strings. You can create any Anchor String you want, as long as you are consistent
within the document.

I_E,-‘ The Anchor String must be unique for each person who is to sign the
document.

The Anchor Strings can be as simple as the examples used below or as complex
as required by your organization.

For example, you must collect an employee's signature on an employment
contract. Below is an example of a simple Anchor String you can use to collect
the signature:

#Worker#

1. Use a # (sharp) symbol to indicate the start and end of the Anchor String.
The symbols ensure that the Anchor String is not confused with text that
appears anywhere else in the document.

2. Let's say you need 4 more employee signers on the same document.
Using the previous example as a pattern, you can create additional Anchor
Strings, one for each signer. The bold text in the examples below indicates
the text added to make the Anchor Strings unique.

|=,~' You can request a maximum of 6 signatures for any document.

Employee signature 1: #Worker#
Employee signature 2: #Worker2#
Employee signature 3: #Worker3#
Employee signature 4: #Worker4#
Employee signature 5: #Worker5#
Employer signature: #Enpl oyer #

Keep a list of these strings handy. Copy and paste these Anchor Strings to
where required in a document if not already present and when you create
the signature request in KCIM.

Add Anchor Strings to a document

Now that you have created all the Anchor Strings, you need to add them to
a document. You can add the Anchor Strings into existing .pdf documents and
existing or new .docx (Microsoft Word) documents.

Add Anchor Strings to a .pdf document - Example

This example procedure adds Anchor Strings to an existing .pdf document. Use
this process to add Anchor Strings to any existing .pdf document.
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I_E,-' Adding the Anchor Strings to an existing .pdf document requires
software that can edit a .pdf document, such as Acrobat Pro.

This example shows adding an Anchor String for an employee's signature and
another for the employer's signature. This example procedure assumes you
already created the Anchor String for both signatures. For this example, the
following Anchor Strings were used:

* Employee: #Worker#
* Employer: #Employer#

1 Open the existing .pdf document in Acrobat Pro or your .pdTf editing
software.

|_E,! These instructions offer a guideline for making changes to a .pdf
) document using Acrobat Pro as an example, which may have to be
modified, depending on the software you use.

2 Gotothe page where the signatures are required. This example shows
that the employee's signature is needed at location 1 and the employer's
signature at location 2.

Page 4

Sed quis faucibus diam. Lorem ipsum doler sit amet, consectetur adipiscing elit. Etiam
accumsan, diam at elementum vehicula, dui justo tempor sapien, sed egestas arcu tellus a
augue. Proin quis diam ligula. Nunc accumsan odio ex, et pellentesque tortor susdpit nec.
Maecenas elit diam, laoreet ac sagittis at, scelerisque non ligula. Proin quis elementum
felis. In imperdiet sapien massa, quis pulvinar magna finibus et. Nulla pharetra tempor est,
sed hendrerit arcu vulputate et. Suspendisse aliquet massa scelerisque dui auctor sagittis.

\MILWEWWWWW%MEMM o J J

9 ?

X X

Signature by employee Signature by employer

Select Edit PDF.
From the Edit PDF menu, select Add Text.

Using the mouse, click where the first Anchor String should be located.

() I 0 B~ O} )

Copy and paste the Anchor String into the text box.

|
X #Worker#

Signature by employee
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7 Select the text you just pasted into the document (3), and then in the
FORMAT area, select the font color icon (4). Then, select the white square

(5).

FORMAT Ez)
Avrial i B
rial E‘“
T . T EEEEE E
#Worker# EEEEN
X Y | E ] EEEE 2N
Signature by employee ﬁ
= T Other Color

=120~ [ o ~

I 100~ AV o ~

The text is changed to white so that the Anchor String does not appear
underneath the signature when the document is signed.

X

Signature by employee

8 Repeat steps 4, 5, and 6 to add the Employer signature.

9 savethe -pdf document.

The document can now be uploaded to KCIM, and signatures be requested.

Add Anchor Strings to a .docx document - Example

This procedure adds Anchor Strings to a .docx document using Microsoft Word.
This process can be used to add Anchor Strings to new or existing .docx
documents.

The steps also explain, as an option, how to add a place to add a signature line so
the document can be printed and the document signed with a pen.

I_E/-' In KCIM, you can only request signatures for any Microsoft .docx
documents.

This example shows adding an Anchor String for an employee's signature and
another for the employer's signature. This procedure assumes you already
created the Anchor String for both signatures. For this example, the following
Anchor Strings were used:

* Employee: #Worker#

« Employer: #Employer#

1 Open a .docx document in Microsoft Word.
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|_E,! These instructions offer a guideline for making changes to a .docx
document using Microsoft Word as an example.

2 Gotothe page where the signatures are required. This example shows
that the employee's signature is needed at location 1 and the employer's

signature at location 2.
There is no existing signature line in the document.

Page 4

Sed quis faucibus diam. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Etiam
accumsan, diam at elementum vehicula, dui justo tempor sapien, sed egestas arcu tellus a
augue. Proin quis diam ligula. Nunc accumsan odio ex, et pellentesque tortor suscipit nec.
Maecenas elit diam, laoreet ac sagittis at, scelerisque non ligula. Proin quis elementum
felis. In imperdiet sapien massa, quis pulvinar magna finibus et. Nulla pharetra tempor est,
sed hendrerit arcu vulputate et. Suspendisse aliquet massa scelerisque dui auctor sagittis.

0 0

3 Toaddthe signature line for the employee signature, perform the
following steps in Microsoft Word:

a) Click the mouse where you want the signature line to display.
b) On the ribbon, select Insert.

¢) Inthe Text area, select the Signature Line icon. On a large monitor,
the icon displays, as shown in image 3. Small monitors, like laptops,
display the icon in image 4.

saweind - | [ 5

& Date & Time

Text

The "Signature Setup" window displays.
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d) Inthe "Suggested signer's title" text box, enter the information
you want to display below the signature line in the document. For
example, "Signature by employee" (5).

Signature Setup

Suggested signer (for example, John Doe):

Suggested signer’s title [for example, Managerl
Signature by employee

Suggested signer’s g-mail address:

Instructions to the signer:

6 Allow the signer to add comments in the Sign dialog
Show sign date in signature line

Cancel
e) Clear the two check boxes at the bottom of the "Signature Setup"
window (6).
f) Select OK.

The document displays the signature line.

X

Signature by employee

4 Next, you have to insert the Anchor String into a text box:
a) Click in the white space either above or below the signature line.

b) On the ribbon, select Insert, and from the "Text" area, select Text
Box > Simple text box.
A text box displays on the document page.

¢) Copy and paste the Anchor String into the text box.

T

#Workerd A

)
o

5 onthe edge of the text box, select the "Layout options" icon.

EHat

The "Layout Options" menu displays.
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6 In the "With Text Wrapping" area, select the In Front of Text icon.

With Text Wrapping
Hatl- a Tl ~ F
Q — E

7 Right-click the border of the text box and select Format Shape.
The "Format Shape" pane displays.

8 Inthe "Fill" area, select No fill so the signature line displays properly on
the page.

O Resize the text box to make it smaller so that only the Anchor String
displays in the text box.

% #Worker#t % i

L

10 Move the text box so that the text box is above the signature line.

Signature by employee

11 From the Format Shape pane, select the Fill & Line icon and, in the "Line"
area, select No line.

12 select the Anchor String, and from the pop-up menu, select white as the

font color.
Times Mew Re » |12 - A AT N v
imes Mew Re A A &,
? B I U 3%~ A = EE * Styles
___________________________________ o

0 p— A .
Xg#wmkel—# 0 E li‘ Automatic

------------------ g WSS— Theme Colors
6 B EEEEAEE
Signature by employee E@

White, Background 1
EEEFEemnmn

The text is changed to white so that the Anchor String does not appear
underneath the signature when the document is signed.

13 Repeat steps 3 through 12 to add the Employer's signature.

14 Save the .docx document.

The document can now be uploaded to KCIM, and signatures be requested.
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Request one signature

You can request someone sign a document that has been uploaded to KCIM. The
signer does not have to be a KCIM user.

=

1

(O

The Request signature feature is only available if Signatures has been
configured by your Customer Admin.

Select the document that requires a signature.

|__' Documents with grey icons in the Status (first column), documents
under retention management, or documents that are already
signed are not available for signature.

From the Actions menu, select Request signature.

The "Request signature" window displays. The signature service used for
signatures is indicated below "Request signature." You cannot change the
signature service used.

In the "Signers list" area, select +.

Make entries into the following fields. "Signer's name" and "Signer's email"
are required.

+ Signer's name: Enter the name of who will be signing the document.
« Signer's email: Enter the signer's email address. Make sure the email
address is valid for the signer. If this email cannot be reached, the
signing service sends an email to the person in your organization that

administers the signing service.

+ (Optional) Anchor String for Signature: Enter the Anchor String,
which indicates where to place a signature tag where someone signs
the document. See the Prepare documents for e-signatures topic for
information about Anchor Strings.

With one signer, there should be one place in the document with
unique Anchor String to indicate the placement of the signature.

Select Add Signer.
The added signer displays in the Signer's list. If you added an Anchor
String, the string displays beneath the signer's email address.

Signers list Templates

1 o

’

] V|

By default, the email subject is the selected document's filename. You can
change the email subject to a different subject.

I__' The body of the email is set by the person in your organization that
administers the signing service. You cannot change the body of the
email that the signer receives.
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7 Make a selection from the "Select a Signature type" menu. The signature
types differ in how signers identify themselves with the signature service.
Some signature types require higher levels of signer verification.

,_E,! The available signature types depend on the types your
) organization has subscribed to from the signature provider. Not all
types may be available. Ask your KCIM admin if you are not sure
which signature type to use.

8 select Request.

An email from the signing service is sent to the signer.

After the signer signs the document, the signed document is uploaded back to
KCIM as a new version of the document.

To monitor a signature request, first select the document from "Folders." Then in
the "Properties" area for the document, select the Signatures tab.

Summary Metadata Content History Comments Signatures

Digital signature

Request date 08/11/2021, 04:07 PM
Requested by By W (admin)

Subject 1 = = B el doCX
Sj I

Signers i

= S
08/11/2027, 04:08 PM

Request multiple signatures

You can request that up to six people sign a document that has been uploaded
to KCIM. The signer does not have to be a KCIM user. You can set the order of
the signers.

I_E,-' The Request signature feature is only available if Signatures has been
) configured by your Customer Admin.

If a document requires signatures by multiple people at specific locations in the
document, indicate these locations by inserting invisible markers, called Anchor
Strings into the document. The invisible markers display "anchor tabs" in the
document to indicate where signatures are needed. Signers simply click on these
anchor tabs to electronically sign the document where their signature is needed.
See the Prepare documents for e-signatures topic for information about Anchor
Strings.

You can set up signature templates if you repeatedly request signatures from the
same recipients. See the Create a Signature template topic for more information.

1 select the document that requires a signature.
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|_E,! Documents with grey icons in the Status (first column), documents
) under retention management, or documents that are already
signed are not available for signature.

From the Actions menu, select Request signature.

The Request signature window displays. The signature service used for
signatures is indicated below "Request signature." You cannot change the
signature service used.

In the "Signers list" area, select +.

Make entries into the following fields. "Signer's name" and "Signer's email"
are required.

« Signer's name: Enter the name of who will be signing the document.
+ Signer's email: Enter the signer's email address.

+ (Optional) Anchor String for Signature: Enter the Anchor String for the
first signer, which indicates where to display an Anchor tag. See the
Prepare documents for e-signatures topic for information about Anchor
Strings.

Select Add Signer.
The added signer displays in the Signer's list. If you added an Anchor
String, the string displays beneath the signer's email address.

Signers list Templates

’

. Yl |

To add another signer, select +.

Make entries into the following fields for the additional signer. Both fields
are required.

+ Signer's name: Enter the name of who will be signing the document.
+ Signer's email: Enter the signer's email address.

+ (Optional) Anchor String for Signature: Add the Anchor String for the
next signer of the document.

Select Add Signer.
The added signer displays in the Signer's list. If you added an Anchor
String, the string displays beneath the signer's email address.

Signers list Templates

“ N #sign:i=Worker

1 Y |

If more signers are to be added, repeat steps 6, 7, and 8. Otherwise,
proceed to the next step.
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10 the "Signers list" displays the order in which the signers are requested to
sign the document. You can edit, delete, or reorder the Signers list.

11 By default, the email subject is the selected document's filename. You can
change the email subject to a different subject.

|_E,! The body of the email is set by the person in your organization that
) administers the signing service. You cannot change the body of the
email that the signer receives.

12 Make a selection from the "Select a Signature type" menu. The signature
types differ in how signers identify themselves with the signature service.
Some signature types require higher levels of signer verification.

|_E_,! Evlerytone in the "Signers list" uses the same signature type you
select.

|_E,! The available signature types depend on the types your
) organization has subscribed to from the signature provider. Not all
types may be available. Ask your KCIM admin if you are not sure
which signature type to use.

13 select Request.

An email from the signing service is sent to the first signer. After a signer adds
their signature to the document, the signing service sends the next signer the
document.

After the last signer signs the document, the signed document is uploaded back
to KCIM as a new version of the document.

To monitor a signature request, first select the document from "Folders." Then in
the "Properties" area fo the document, select the Signatures tab.

Summary Metadata Content History Comments Signatures

Digital signature

Request date 08/11/2021, 04:07 PM
Requested by By W (admin)
Subject 1 " g e el g dOCX
Signers i L

.

= ] mEmEe n

[ signed | 08/11/2027, 04:08 PM
B e s
v

08/11/2024, 04:07 PM
A
i "

08/11/2023, 04:07 PM
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Create a Signature template

If you repeatedly request signatures for the same recipients, you can create

a reusable template that contains the recipient information. You can create a
Signature template based on a signature request you are creating, or you can
start with a blank template and build your list of recipients there.

Any templates you save are only available to you.

Create a Signature template based on the current
signature request

You can create a Signature template based on the current signature request you
are building.

1 set up the signature request as detailed in the Request multiple signatures
topic.

2 Select Templates (1).

Request signature
DocuSign will be used for signing.
lsigners list o Templates

1 TestUser1

| testuserl@anymail.com /s u
Test User 2 |
testuser2@anymail.com
’ ‘,.51 - o W Pt P

The Templates window displays.

3 The window refreshes with "Current list" selected by default and displays
the "Signers list" for the signature you request you were creating.
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4 Enter a name for the template (2).
. _________________________________________________________________________________________________________________|]

Templates Current list

Current list Name *

| AnyMail Corporation signatures

Filter

Signers list
s 1 TestUserl -
* | testuserl@anymail.com 7 n
2z 2 TestUser2 VR
** | testuser2@anymail.com
+ 3 TestUser3 PR
H s B

| testuser3@anymail.com

Cancel o Save as new template

I_E,! If you added an Anchor String, the string displays beneath the
©  signer's email address.

Signers list Templates

T
1 - e a s aa e a V|

| #sign:f=Worker

5 check the "Signers list" to make sure it is correct. You can edit this
template signers list (3).

6 When finished, select Save as new template (4).
The new template name displays in the Templates list.

7 select Apply to apply the template to the current signature request.

Create a Signature template from a blank Signers list

1 select a document from Folders to use to create the Signature template.

2 Select the Actions menu and then select Request signature.

Kyocera Cloud Information Manager 6-53



Folders

3 Select Templates (1).

Request signature
DocusSign will be used for signing.

Signers list o Templates [EJ

Email subject

Photo-release-form_Person_Photos_Nov_17_202 pdf

Cancel

The Templates window displays with "Current list" selected by default.

4 Enter a name for the template (2).

Templates Current list
Current list

Fiiter o J
Signers list

pon s  J e preancimns oo NPl e

Cancel o

|_E,! If you added an Anchor String, the string displays beneath the
©  signer's email address.

Signers list Templates

| s _
= e n n e V|

| #sign:f=Worker

5 Select + (3) and create the "Signers list." A maximum of six signers can be
added.

6 When finished, select Save as new template (4).
The new template name displays in the Templates list.

7 select Apply to apply the template to the current signature request.
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Apply a Signature template

You can apply a Signature template to a new signature request.

1 select the document that requires signatures from Folders.

|=,-' You can request signatures for only one document at a time.

2 Select the Actions menu and then select Request signature.

w

Select Templates.

4 Fromthe Templates list, select the template you want to use for the
signature request. If the list is long, type part of the template name into
the Filter box and select the template.

5 select Apply.
The template signers are applied to the signature request. You can edit
and reorder the signers from the list that displays.

6 select Request to begin the signature request.

Delete a Signature template
You can delete Signature templates that are no longer used.
1 select any document from Folders that does not display a status icon.
2 Select the Actions menu and then select Request signature.
3 Select Templates.
4

From the Templates list, select the template you want to delete. If the list
is long, type part of the template name into the Filter box and select the
template you want to delete.

)]

View the template to make sure it is the one you want to delete.

6 Select Delete template.
The template is removed and is no longer available.
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7 Processes

Select Processes from the navigation pane to monitor and manage your running
and completed single task and task sequence processes in Kyocera Cloud
Information Manager.

The image below shows the Table view of Processes.

Processes &

Subject o Created on Status Ended on Check the IJhC:WSe for S‘QG

Summary Progress Attachments Comments
ﬂ: Check the photo release for sigt  09/26/2021 02:51 PM T N
9 i Delete process e

o: Check the numbers 09/08/2027%, 11:46 AM Running

e (1] 64a4a46b-3ded-11ed-9ba7-d2e1609f4987
Initiator % & (admin)

< @ > Created on 09/26/202., 02:51 PM

2 hit(s) Business key f60935dd-429f-4c24-a514-04a7 Fana

Subject (1)

Each workflow task you created can be viewed here. Information included
is when the task was created (Created on), the current task Status and
when the task ended (Ended on). By default, all tasks with the Running (2)
status are displayed. Switch between All, Running, and Completed tasks
by making a selection in the header (3).

Summary (4)

The Summary tab is displayed by default. You can see information (5)
about the selected workflow task, including when the tasks were started
and completed.

To end a process, select Delete process (6). Confirm by selecting Delete
process. If you end a process this way, the process does not appear in All,
Running, or Completed. Once you delete a task, you cannot restore it.

Progress (7)

The Progress tab details the progress of the task from inception to com-
pletion. Included is the date and time that the task was assigned.

Attachments (8)

The Attachments tab lets you see any attachments associated with the
workflow task. Select the Summary, Metadata, Content, History, Com-
ments, and Signatures tabs to see information about any attachments.
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Comments (9)

The Comments tab displays comments that were added to the task as
opposed to comments that were added to any of the attached documents.

View (10)
Switch between Table and List views.

* The Table view includes the date the task was created, current task
status, and the date the task ended.

* The List view includes the date and time information but you have to
select a task to see the status.

An example of the List view is shown below.

Processes c

All 'Running Completed

Single task
Check the photo release for signatures
o Check the photo release for signatures
* 09/26/200, 02:51 PM summary Progress Attachments Comments

o Check the numbers

), B Delete process
09/08/207 , 17:46 AM

status

D 64a4a46b-3de5-11ed-9ba7-d2e1 60914987
Initiator (admin)
Created on 09/26/20 ,02Z:51FM

2 hit(s) Business key 60935dd-429f-4c24-a514-04a1d4688111

Completed tasks

The system does not automatically delete completed tasks in case you
need to refer back to see when a task was completed. You can manually
delete completed tasks by selecting Completed (1), and then for each
completed task you want to remove, select the task (2) and then select
Delete process (3). You can only delete one process at a time.
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Processes c

All|| Running Single task

Check the photo release for signatures

p*- Check the phaoto release for signatures
+
09/26/202  02:51 PM Summary Progress Attachments Comments =

Ll
o i Delete process

status

D 64a4a46b-3de5-11ed-9ba7-d2e160974987

Initiator Y
Created on 09/26/202 ;, 02:51 PM

Ended on 09/26/202",03:11 PM
1 hit(s)

Business key 160935dd-429f-4c24-a514-04a1d4688111
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8 Using an MFP with KCIM

You interact with KCIM at an MFP (Multi-Function Printer) by using the KCIM MFP
client application. The client provides a touch-screen interface to scan documents
to KCIM. The MFP can also route incoming faxes to KCIM for indexing.

Log in and log out

To use Kyocera Cloud Information Manager (KCIM) to scan, you must log in to
the KCIM MFP client application on an MFP (Multi-Function Printer). When you
have finished using KCIM, log out to prevent unauthorized or accidental use of
your account.

|_E,-' The KCIM client automatically logs you out of the MFP after a period of
) inactivity. It is always good practice to manually log yourself out.

Log in

You can use the following method to log in to the KCIM client on an MFP:
* Enter your user name and password.

* Your account is locked after three failed attempts to log in within 15
minutes.

* Your account is automatically unlocked after 30 minutes to allow you to
retry logging in.

+ If you have forgotten your login information, select the Forgot password?
link on the KCIM Login window and follow the instructions. See the About
the Log in page in the Getting started chapter for more information.

[=! When you login on the KCIM client, the system checks if you have agreed
) to the "End User License Agreement" (EULA) and "Privacy Statement" for
KCIM.

If you have not already agreed to the EULA and Privacy Statement, or
there is an update to the statements, an error message displays that you
must log in to the Customer Portal using a web browser to indicate your
agreement. Any statements you have not agreed to is displayed on the
screen immediately after you log in to the Customer Portal. You cannot
agree to the EULA and Privacy Statement on the MFP.

After agreeing to the statements on the Customer Portal, return to the
MFP and try logging in to the KCIM MFP client application again.
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Log out

You can use the following method to log out of the KCIM MFP client application
on an MFP:

+ Select the Authentication/Log out button on the MFP.

+ Select the X (1) on any KCIM client screen. This also cancels the current job on
the screen.

23 Scan to cloud X
[ file name asmith-16256415463 ]
Scan settings
Continuous scan — Color mode S;_

off — Auto color / Grayscale l!
Resolution s Scan side ==
[ 300x300 H ] [ One side I% ]

[ Orientation | | ]

Top edge top | Aﬂ
| ]
K4 - . . .

If the MFP authentication mode/function is available, after you are
logged out, the Login window displays. The default local username of
the MFP is automatically entered in the User Name field. To log in
again, enter your user name and password.

Original size
Auto

Scanning

You can scan documents and have the resulting files saved to Kyocera Cloud

Information Manager (KCIM). The following method is available for scanning:

+ Scan to cloud: Send scanned documents to KCIM

General scanning information

You can configure scan settings before scanning your documents.

OCR accuracy depends on the quality of the PDF document uploaded. Poor

character quality, such as low resolution, too small character size, and noise in a

document, may affect OCR accuracy. The default settings typically work the best

for OCR but these are the recommended settings:

+ Color mode: Grayscale

* Resolution: 300 x 300

+ File format: PDF

Scan settings include:

+ File name: (Required) The name of the document when it is uploaded. You
can change the default name. The valid name length is between 1 and 128
characters. You cannot use the following characters in the file name:
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¥ *?2"<>] .,/

« Continuous scan: Choose from On or Off. With the continuous scan option
enabled, scan jobs are not sent until Finish scan is selected. After selecting
Begin scan, the printing device scans another batch of pages.

* Resolution: 600x600, 400x400, 300x300, 200200, 200x100

+ Orientation: Top edge top (default), Top edge left

« Preview: Choose from On or Off. Selecting On results in previews of the scans
that display on the device screen.

+ Color mode: Choose from Auto color / Grayscale, Auto color / Black and white,
Full color, Grayscale, Black and white

* Scan side: Choose from One side, Two sides (flip on long edge), Two sides (flip
on short edge)

+ Original size: Choose the original size of the document to be scanned from
the list presented

« Begin scan: Start scanning the loaded documents using the current scan
settings

These icons display on the user interface:

Icon Description

Cancel the job and / or log out.

+ If you select this icon after you have started scanning, the
job is canceled.

+ If you select this icon before you start scanning, you are
logged out of the device.

Cancel the job and close the application.

Return to the Scan settings window from the Preview window.

Scan to cloud

You can send scanned documents from the KCIM MFP client application by
using the "Scan to cloud" feature. See the General scanning information topic for
information about settings and how to use the Continuous scan feature.

1 Go to the MFP where you want to scan your documents.

Select the KCIM icon.
The KCIM log in window displays.

2

3 Enter your user name and Password and then select Log in.
The Scan to cloud window displays.

4

Edit the file name or leave it as the default file name.

Kyocera Cloud Information Manager 8-3



Using an MFP with KCIM

0 NO U

10

Edit the scan settings to match the document you are scanning and the
output you want.

Place your documents in the document feeder.

Select Begin scan.
A message displays when the scan finishes.
If you selected the Preview setting: move through the preview images.

a) Move through the preview images selecting < or > to see the next
or previous image. This only appears after four or more consecutive
scans.

b) Select a preview image and use the image tools to increase or
decrease the size of the image, shift up or down the displayed image,
or return to the list of preview images.

¢) You can reject all the scanned images by selecting X.

Once you have finished previewing the scans, select Send the scanned
document.

After the document has been sent to KCIM, select the X on the screen or
the Authenticate/Logout button to log out.

Your documents are sent to KCIM and are listed on the Documents to index
area on the KCIM Dashboard. See Documents to index for information about next
steps after scanning documents.
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9 Mobile application

The Kyocera Cloud Information Manager (KCIM) Mobile application lets you take
photos of your documents and upload them to KCIM. The uploads are ready for
you when you open the KCIM web interface. You can view and manage your
upload history on the application.

I_E,-' When you log in using the KCIM Mobile application, the system checks if
"~ you have agreed to the "End User License Agreement" (EULA) and "Privacy
Statement" for KCIM.

If you have not already agreed to the EULA and Privacy Statement, or
there is an update to the statements, a message displays for you to
indicate your agreement.

Install and log in to the Kyocera Cloud Information Manager Mobile
application

The Kyocera Cloud Information Manager (KCIM) Mobile application is available
from the Apple App Store (iOS) and Google Play Store (Android).

I_E,-' You need the KCIM "Organization name" for your organization or
) company to log in to the mobile application. Ask your admin for the
Organization name.

1 Gotothe appropriate store to search for and install the following
application: Cloud Information Manager

2 After the application is installed, open it and log in using the "Organization
name" for your organization or company, your KCIM username, and
password.

Upload

You can take photos of documents and upload them to Kyocera Cloud
Information Manager (KCIM) using your mobile device.

Photos are uploaded as PDF documents. OCR accuracy depends on the quality of
the PDF document uploaded. Poor character quality, such as low resolution, too
small character size, and noise in a document, may affect OCR accuracy.

1 Open and log in to the KCIM Mobile application on your phone.
2 Select Upload.

|_E,! The first time you use the application, you are asked to provide
) permission to take photos.
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5

The camera activates for you to take a photo of a document.

Take a photo of the document you want to upload. You can toggle the flash
to auto or off from the camera screen. You can zoom in or out using a
2-finger pinch.

Select the icon at the bottom of the window to upload a PDF version of the
photo to the KCIM server.
A message displays that the photo is uploaded to the server.

If you want to take more photos and upload them, select Upload another
otherwise, select Done.

The photos of documents you uploaded are available in the "Documents to
index" area when you next log in to the KCIM web interface.

History
You can view and manage the PDF renditions of your documents stored on your
Kyocera Cloud Information Manager (KCIM) Mobile app and uploaded to KCIM.
1 Open and log in to the KCIM Mobile application on your mobile device
2 Select History.
A list of PDFs display. Next to each PDF icon is the PDF file name, date of
upload, and file size. You can sort the list.
3 To view a PDF from the History list:
a) Select the PDF to view the file.
b) Pinch two fingers together or apart to adjust the zoom.
c) Double tap the screen to return to the default zoom.
d) Tap the back button to return to the History list.
4 use the file deletion method for your device's operating system to remove
items from your mobile device. For example, swipe left to delete a single
PDF.
[} PDFs deleted from the mobile app are not deleted from KCIM
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For the KYOCERA contact in your region, see Sales Sites sections here
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