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1 Introduction

1.1 Audience
The intended audience is people who need to know the structure of ePHOENIX.

1.2 Overview
This document has the following general structure:

chapter 2 describes the main components of the ePHOENIX architectural environment
chapter 3 describes the MADRAS and ePHOENIX concepts
chapter 4 describes the MADRAS interface to the ePHOENIX tools
chapter 5 describes the Mailbox

chapter 6 describes the Team Manager

chapter 7 describes the dossier functions

chapter 8 describes the Image Viewer

chapter 9 describes printing

chapter 10 defines working with forms and annexes

chapter 11 describes Document Controls.

chapter 12 covers file inspections

chapter 13 gives the MADRAS settings.
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2 ePHOENIX architecture

The application architecture describes the main components of the ePHOENIX architectural
environment

ePHOENIX is at the core of a system consisting of the following main components:

epoScan system, which allows paper documents to be scanned into ePHOENIX.
MADRAS GUI, which presents the users view of the system, integrating the ePHOENIX
interface with other applications, including batch indexing of documents, emulators for
mainframe systems, user configuration tools etc.

web-based monitoring

back-end systems, including legacy (procedural) servers and the databases for the dossier
images and associated data.

MADRAS GUI Scan
Madras GUI framework epoScan environment
Indexing
[—) = .
Mailbox
CD ROM CD ROM Paper
loader
4 v
Dossier — ——
= i<
l
Management
tool Server Scanners
Middleware
ePHOENIX Web server
Consists of a number of Jini services
Monitor GUI
Backend
R
Databases Bibliographic DMS and PXI
systems databases

Figure 1: ePHOENIX architectural environment main components
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3.1

3.11

3.1.2

3.1.3

MADRAS and ePHOENIX concepts

ePhoenix is built around the concept of the electronic dossier. A dossier is the collection of all the
data and documents belonging to one patent application. The purpose of ePHOENIX is to store as
much as possible of this documentation electronically, to avoid the disadvantages of handling and
storing paper records. A dossier may include folders, which subdivide the dossier into groups of
related documents.

In the course of scanning and indexing paper documents to be added to ePHOENIX, documents
are assembled into packages, which consist of one or more documents of the same legal date
relating to the same dossier. Packages are assembled into a batch, a set of packages scanned and
indexed at the same time.

When a new document is created in ePHOENIX, a message may be generated. This is delivered to
the team or user expected to deal with it. If a user receives a message, they can open the dossier
from the message and take appropriate action on it.

Most of this is done automatically, based on the type of the document and the configuration set up
by the local Administrator and the Team Manager. However, it is also possible to open dossiers
and create messages ad hoc to deal with other situations, for example, phone calls.

ePHOENIX users

Team membership and Mailboxes

Each ePHOENIX user is member of one or more ePHOENIX teams. Examples of teams are the
Receiving Office, Change of Rights department and groups of Examiners.

Each user has access to their own Mailbox. for each team they are a member of, as well as to the
. Team Mailbox for each team. The Team Mailbox contains messages not assigned to any
individual team Member.

ePHOENIX includes facilities for the team manager to configure who shall receive specific
documents within the team. The user Administrator has another tool within MADRAS called the
Management Tool (or Manager). This tool allows formatting such changes centrally.

User profiles.

For each team in which a user is a member, they have a user profile that determines what they can
and cannot do in the system. This profile depends on their employment; for example, a Manager
profile may have access to the Team Manager tool whilst an Examiner does not.

If a user’s profile does not allow access to a menu item, then it is either disabled on the screen ,
appearing in grey, or is not present at all.

After a user has logged into their system, using their personal user ID and password, they can use
MADRAS and ePHOENIX.

Note:

If the system administrator has set up a special user ID . and password. for MADRAS, users
must use this.

Member parameters

ePHOENIX stores information related to membership of each team. It determines how messages
should be distributed to team members, taking account of the information held on members and
also a fair distribution of the workload.
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3.3
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The information stored is:

user profile

team

location of team

working languages

part-time, if appropriate

absence

expertise

Doc Sets

Dossier range, based on end numbers, applicant, class etc.

Preferences for MADRAS and ePHOENIX settings

Users can make changes to the layout and arrangement of the windows and dialogues, the sorting
order of the Mailbox and many other settings in MADRAS. When users first open MADRAS, the
system uses its default settings. Each user can choose to keep these settings or customize them to
suit their preference.

Messages
Note:

It is important to remember that an ePHOENIX message is simply a reference or link to a
dossier; it is not the dossier itself.

It is therefore possible for several messages to exist for the same dossier at the same time and,
possibly, in different mailboxes, although there are measures designed to avoid this. Normally,
messages are linked to new documents, for example:

a newly filed document that has been scanned
a document that has been created by another program (for example, printing system)
an existing message that has been forwarded

Sometimes however, there are no images associated with the message, for example:

a message created by an ePHOENIX user
a trigger generated by a legacy system.

Distribution of messages

ePHOENIX distributes messages automatically either to individual or Team Mailboxes. For those
messages sent to a Team Mailbox, manual redistribution must take place to individuals.

Bulk distribution

Depending on the preferences expressed by the various teams, bulk distribution can be carried out
in various ways, called distribution algorithms

Distribution algorithms

Algorithm Distribution

Round Robin Messages equally distributed amongst team members
Team Distribution only as far as the Team Mailbox

Others Available if set up at that Office
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34.1

3.4.2

3.5

Redistribution of workload

Some messages in ePHOENIX are distributed to Team Mailboxes. From these mailboxes,
messages can be redistributed or transferred by individual team members or managers.

If a user is a Team Manager, they have access to the Team Manager tool. Here they can
assign one or more messages to team members. Within the Team Mailbox, a user can sort
the messages according to date, dossier number, code etc., and there is an overview of the
number of messages currently in each team members mailbox. A user cannot view the
contents of dossiers from the Team Mailbox.

As a team member, a user has direct access to the Team Mailbox. Within the Team Mailbox,
a user can transfer messages to their own mailbox.

Note:
A user can only assign messages to other people from their own mailbox by
forwarding them after they have opened the dossier..

If a team member is unexpectedly absent, the team manager can transfer messages back to
the Team Mailbox. They can then be re-assigned to other team members if necessary.

Dossier ownership
Ownership of a document can be

permanent
temporary.

If a dossier is in either permanent or temporary ownership this overrides the normal distribution
rules and the message is routed to the dossier owner. This measure is intended to prevent the
same dossier being handled by two different people at the same time.

Permanent ownership

Permanent ownership is deliberately selected by an ePHOENIX user. It allows the user to become
the owner of a dossier until that ownership is removed. It has precedence over temporary
ownership. This enables, for example, a senior user to ensure that he or she is the only person to
handle a sensitive patent application.

Temporary ownership

If a user has an unopened, forwarded, or pending message in their mailbox, they become the
temporary owner of the dossier.

Some mailboxes, however, may not be allowed to become temporary owners of a patent
application, for example, the Change of Rights team.

Single dossier concept

In the paper world, it is possible for several paper dossiers to be created for what is essentially a
single patent application, for example, PCT Receiving Office, PCT Searching Authority, PCT
Chapter I, Appeal etc.

ePHOENIX has therefore adopted a single dossier concept so that all documents for one logical
patent application are stored in a single ePHOENIX dossier, comprising a number of folders. This
dossier can be accessed through different dossier numbers.

Each user can specify their preferred folder

In practice, this means that an ePHOENIX user working in the PCT Chapter Il procedure sees the
PCT Il folder by default, but can always choose to look at the PCT Receiving Office folder if it is
useful to do so.

The documents themselves are placed into a particular folder by ePHOENIX based on information
contained in the DocCode that is allocated during indexing. If an incorrect DocCode has been
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allocated, the document could be placed in the wrong folder. It is the responsibility of the person
checking the document to ensure it is correctly identified.
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4.2

The MADRAS interface to the ePHOENIX tools

Overview

All the ePHOENIX tools are available through the MADRAS interface, which the user must start
before they can work with their mailbox and dossiers.

MADRAS contains a number of other tools, which are not covered in this manual.

Starting working with MADRAS and ePHOENIX

Click on the Windows Start button and locate MADRAS in the Start Menu, or, if there is one,
double-click on the shortcut to MADRAS on the desktop.

= Madras - Not logged in as user Version: 1.10

=l og on to Madras 100}

UseriD  |hd21862

Password H

Logon | Cancel

Figure 2: logging on to MADRAS

The system administrator may have configured M;ADRAS to automatically log a uswer on. If not a
user may be prompted to enter the user's user ID and password. In this case the user must type in
their normal password. MADRAS normally fills in their user ID for them.

In order to move the cursor from the User ID to Password fields, use

the mouse and click on the Password field
or
the Tab key.

but do not use the Enter or Return key or the empty Password field will be compared with the
password and login will fail unless the password is an empty field.

To complete the logon process, click on the Logon button or press the Enter or Return key.
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4.3

The MADRAS window

Note:

If a user is not logged in the selection of tools is very limited.

After a user has logged in to MADRAS, the selection includes all the tools to which their user profile
and other settings grant access. Hence they may not see all the options described in this manual if
they have not been granted access.

If the user has changed any of the user settings then the appearance of the window will differ from
the windows shown here.

The MADRAS screen is maximized by default but can be made smaller. This allows the user to

b ration g
UseriD: [RB80850 New Messages: [0 Show: [ <All> -]

Date - | Dossier | Code | t | =1 | Text|

o Messages (0 New)

| menu_[Emaiibox |
R EERN e | GaMy Documents | Bvadras || Madras - Burn... @)ePhoenxcUser .. | 8Jasc Paint Shop... || My Computer » @20 s A 1433

Figure 3: the MADRAS window
There are three main parts to the MADRAS window:

At the top, there is the MADRAS title bar.

Below that, there is an area where windows appear containing the various tools in the
MADRAS set. When the user starts MADRAS, depending on their settings, a window may
already be open in this area, as in the illustration above.

At the bottom is the MADRAS taskbar. When a user has started working with the tools,
various buttons appear here. If no windows are open, there is just the Menu button, which
displays the MADRAS menu when the user clicks on it.

Below the MADRAS taskbar is the Windows taskbar, which is not part of the MADRAS window.
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4.5

45.1

Using MADRAS

Menus

The MADRAS menu is normally on the taskbar. By default, this is at bottom left of the MADRAS
screen, above the Windows Start button.

To choose a menu, click once with the left mouse button on the menu name. A pop-up list appears
showing the available commands on that menu. To choose a command, click once with the left
mouse button on the name.

When the user chooses a menu item in MADRAS, the system often presents them with a dialogue
box in which they have to give further details of theirr request. For example, if they want to print a
document, they are asked where they want to print it, how many copies etc. Select or type in the
required details, then click on OK. If they do not want to proceed with the action, they can click on
Cancel.

The MADRAS menu and tools

The menu
To access a tool in MADRAS:

Click on the Menu button on the MADRAS Taskbar. The MADRAS menu pops up.
Click on the required option in the menu.

The options shown in the menu depend both on the user profile and on the options available to the
user.

&% Team Manager
‘ﬂ[' Manager

%), CD Loader

“‘8_ Create Batch
“@: Edit Batch

“‘i Create Backfile
@: Edit Package
“-s_ Batch Transfer
"‘8_ Paper Storage
&k Mailbox

@9, Phoenix Settings
@- Dossier

@ Emulator

&k Print Jobs

3> Title Tool

& Settings
93. Applications

fo@ Select Team

@ Logoff

@5 Exit...

| Menu

Figure 4: MADRAS menu
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MADRAS menu

An asterisk (*) denotes a function which is available only to users with relevant profiles

or special privileges.

Team Manager (*) | Enables the Team Manager to assign and re-assign messages to team
members.

Manager (*) The ePHOENIX Management Tool.

CD Loader (*)

Create Batch (*)

Edit Batch (*)

Create Backfile (*)

Edit Package (*)

Batch Transfer (*)

Paper Storage (*)

Mailbox Opens the Mailbox

Phoenix settings Customises the user's view of ePHOENIX tools.

Dossier Enables the user to open a dossier and view its data and contents.

Emulator Opens an emulator window to access mainframe programs within the
MADRAS window. The user can open more than one emulator window at
a time.

Print Jobs Enables the user to check the status of print jobs sent to a network
printer.

Other items There may be other tools available that are not part of ePHOENIX.

Settings Enables the user to, amongst other things, adjust the general appearance
of the MADRAS window, including the font size for all tools and the
positions of the MADRAS Taskbar and Toolbar.

Applications Displays a Toolbar (menu) in a separate window that remains open until
the user closes it.

Select Team Enables the user to select the Team they want to work in.

Logon/Logoff Log on to or log off from MADRAS (depends on whether or not the user is
already logged in).

Exit... Exit from MADRAS. The user is asked to confirm that they wish to do this.

Each of these tools is a separate program, running under MADRAS in its own window. In the case
of the emulator, the user can have more than one of these programs active at the same time.

Each active window is represented by a button in the MADRAS taskbar. Click on the button to bring
the associated window to the foreground.
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4.5.2

4.5.3

4.6

4.7

4.8

4.8.1

Right-click menu

If the user right-clicks on an empty part of the Madras window, a menu pops up. This has several
options:

MADRAS right-click menu

Name(s) of active Click on a name to bring that window on top. This does not work if the

window(s) Always on Top option below has been selected.

Settings Same as selecting Settings on the MADRAS menu.

Always on Top Displays the name(s) of active window(s). Click on a name to keep that
window on top of the others. Click again to cancel.

Exit... Same as Exit on the MADRAS menu.

Keyboard equivalents

MADRAS keyboard equivalents

Phoenix settings Press F12
Open dossier Press F2
Close dossier Press F3
Select Team Press F11

The applications toolbar

If the user clicks on the Applications option in the MADRAS menu a toolbar is displayed which is a
menu of tools displayed in a separate window

The Toolbar has two tabs:

Products, which enables the user to select tools
System, which has an option to exit from Madras.

Closing tools in MADRAS

To close a MADRAS tool, click on the appropriate menu item, for example, Exit from a Mailbox or
Close from a dossier. In some cases, the user may have to click on OK.

Often the user has a choice:

to continue with an operation, for example by clicking OK
not to continue, by clicking Cancel.

Logging off and exiting from MADRAS
There is a difference between logging off and exiting from MADRAS.

Log off when the user may want to reopen MADRAS under a different User ID.
Exit when the user has finished working for the day. This logs the user off and closes down
the MADRAS session.

Before the user does either, they must make sure that they have closed all open windows in
Madras. When a tool or window is open, a message may be displayed asking the user to close it
first. The user will need to click OK on the message then close the window before proceeding.

To log off from MADRAS:
choose Logoff from the MADRAS menu, then click on Yes to confirm.
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4.8.2 To exit from MADRAS:

choose Exit from the MADRAS menu
or hold down the Alt button and press F4
or click on the box with the cross (X) at the top right of the MADRAS window.

When the user exits MADRAS, they must click on Yes to confirm.
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5 Mailbox

A MADRAS Mailbox is the electronic equivalent of the traditional in-tray. Each is a container for the
user's current work. The user can work with their Mailbox as they do with mail delivered by the
messenger. The Mailbox displays the work for the day.

In ePHOENIX there are two types of mailbox:

individual (Team member) mailboxes
Team Mailboxes.

Every ePHOENIX user is a member of one or more Teams.

5.1 Opening the Mailbox

After a user has logged on to MADRAS, the first item they will normally wish to access is the
Mailbox.

To open the Mailbox, click on Mailbox in the MADRAS Menu. The Mailbox opens for the user’'s
default Team, unless they have changed this preference.

They can change the setting so that the Mailbox opens when they start MADRAS.

5.2 Mailbox contents

The Mailbox contains messages representing activities that have to be performed on a specific
dossier. These messages are normally distributed to users automatically by the ePHOENIX
messaging system, but they can also be transferred from the Team Mailbox by the user’'s
manager, or the user can transfer them from the Team Mailbox. In rare cases, a colleague can
forward a message to the user.

= Mailbox - Administration = =] S

Messages View

A e N
Team: |Administration Messages: |13 |2|

&
UserlD: |RBS0S60 New Messages: |12 Show: | <All> Y
Date ~ ‘ Dossier ‘ Code | ! ‘ = ‘ Text ‘

23-01-2001 97943457 ADHOC (=]

29-01-2002 75757580 1001 ! =

13-02-2002 98480007 ADHOC = ifasdfadsfasdf:

22-02-2002 75757580 1001 4 =

22-02-2002 7757580 1001 H =

22-02-2002 7757580 1001 H =

22-02-2002 7757580 1001 H =

22-02-2002 75757580 1001 L =

22-02-2002 75757580 1001 H =

13-08-2002 98480007 DESC L = ABCDEFGHIJKLIMNOPQRSTUYWX

13-08-2002 99201192 DESC ! = ABCDEFGHIJKLIMNOPQRSTUYWX

13-08-2002 98480007 1001P t =1 ABCDEFGHIJKLIMNOFPQRSTUVWX

13-02-2003 98200347 ADHOC = worid

|

Figure 5: mailbox
By default, the Mailbox fills about one third of the MADRAS screen.

The user can also change the widths of the columns in the list of messages by dragging the
borders between the column headings to the left or right, until the columns have the required width.
The Mailbox remembers the widths next time it is opened.
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5.3

531

5.3.2

5.3.3

534

5.4

54.1

54.2

Access to mailboxes

Overview

When the user first opens the Mailbox, they see their default Mailbox. If the user works in more
than one team, one of these is always the default.

Viewing the Team Mailbox
To see the Team Mailbox choose Unassigned messages... from the Messages menu.

Changing a user’s Mailbox in another team
Many people are members of more than one team. To change a user's Mailbox to another team:

either choose Select Team from the View menu in the Mailbox
or choose Select Team from the MADRAS pop-up menu in the Taskbar

or press F11.

If more than one team is shown, select the desired team and click on OK.

Changing a user's default Mailbox
The user can change their default team so that a chosen team is displayed on opening the Mailbox:

either choose Select Team from the View menu in the Mailbox
or choose Select Team from the MADRAS pop-up menu in the Taskbar.

Select the team to be the default team from the Default Team drop down list,.

The Mailbox window

Mail status icon

Ea

The Mail status icon is situated near the top right of the screen. When new mail has arrived, a red
arrow points at the letter.

Figure 6: mail status icon

Menus
There are two menus in the Mailbox:

Messages: The user also see the messages menu by selecting messages with the mouse
and then clicking with the right mouse button. Another way to display this menu is to press the
F10 key while using the Mailbox.

View
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5.4.3

Messages menu

Function Shortcut Description

Open Message Ctrl+O Open message.

Close Message(s) Ctrl+C Close message(s).

Forward Message... Forward a message.

Reply Message... Reply to a message.

Delete Message Delete message(s).

Print/close Print document for non-PHOENIX
file.

Print Mailbox Print the current mailbox in a fixed
format.

Print Paperfile... Pre-fill dossier numbers in paperfile
print function.

Refresh Mailbox Messages Refresh mailbox (view new
messages).

Get Legacy Data Get legacy data for selected
messages.

Messages for all Teams... View messages for all teams of
which the user is a member.

Unassigned Messages Open Team Mailbox (view
unassigned messages).

Exit Close Mailbox.

View menu
Function Shortcut Description
Select Team View Select Team dialogue to

access mailboxes in other teams of
which the user is a member.

Team Overview

View an overview of messages in all
teams of which the user is a
member.

Refresh Team Overview

Refresh the Team Overview
information.

Message display

The Mailbox collects all the outstanding messages for the user’'s team membership and displays
them in a list. The user can define the sequence of headings and the sorting of the messages by
choosing Phoenix Settings in the MADRAS menu..

At the top of the mailbox are shown:

the mailbox name (Team)

the user'S User ID

the number of messages in the Mailbox

the number of new messages.
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For each message there are the following default headings:

Date of message creation
Application number
Leading document code, which is the DocCode of the first document of the package
Priority
High,
Medium
. Low
Status
Unopened (not yet processed by anyone)
Open
Pending (previously processed but not completed)
Forwarded
Closed (completely processed but can be reopened or deleted)
Text, which is text added during indexing, rerouting or forwarding.

If the user points with the mouse at a message, the full text is displayed at the bottom of the
Mailbox window.

The status and priority of messages are displayed as icons to save space.

E4l
Shaw | <Al =l
e| * | = | Tewt | Sender | LastDig
ic = testi.. PHOENIX 4 = unopened
1 closed
£ open
B> forwarded
& pending
Figure 7: message icons
Message icons
Icon Meaning
Grey exclamation mark Medium priority
Red exclamation mark High priority
No mark Low priority
Letter with address facing the user Unopened Status
Open envelope Open Status
Closed envelope Closed Status
Watch Pending Status
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54.4

54.5

5.4.6

Team view of messages

To get an overview of all the messages the user has for all the teams of which they are a member,
choose Team Overview from the View menu of the Mailbox.

= Mailbox - Administration B =] X
Messages View

Team: |Administration Messages: |13 \2|
Team Overview (=3
" serlD: |RB80860 New Messages: |11 Show: | <All> hd
Team | All | New | Date- | Dossier | Code | ' | = | Text [
Admin...| 13 11 [23-01-2001 97943457 ADHOC =
29-01-2002 75757580 1001 ! =
13-02-2002 98480007 ADHOC =
22-02-2002 75757580 1001 ! =
22-02-2002 75757580 1001 ! =
22-02-2002 75757580 1001 ! =
22-02-2002 75757580 1001 ! =
22-02-2002 75757580 1001 ! E
'

22-02-2002 75757580 1001

13-08-2002 98480007 -“ BCDEFGHIJKLMNOPQRSTUVWX

13-08-2002 99201192 DESC ! ABCDEFGHIJKLMNOPQRSTUVWX
13-08-2002 98480007 1001P ! E ABCDEFGHIJKLMNOPQRSTUVWX
13-02-2003 98200347 ADHOC = world

Figure 8: team view of messages
This displays the

number of messages for each team of which the user is a member
number of new (that is, unopened or forwarded) messages for each team
To hide the Team Overview, choose Team Overview from the View menu again.

To refresh the Team Overview window with any changes, choose Refresh Team Overview from
the View menu.

Filtering by status

The user can filter the contents of the Mailbox by status. Select the status in the Show: drop down
list at the top right of the Mailbox. This is set to <All> by default.

This list also shows the meanings of the symbols used for Status.

Other mailbox headings

There are additional Mailbox headings that the user can display. Choose Phoenix Settings from
the MADRAS menu or press F12.
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Additional Mailbox headings

Heading Meaning

Sender

Team

Print status

Last digit Displays last digit of application number
Last 2 digits Displays last two digits of application number
Print/Cls. Print / Close allowed

5.5 Team Mailbox
The displays those messages assigned to the user's team but not currently assigned to any
member.

To view the Team Mailbox, choose Unassigned messages... from the Messages menu.

=Team Messages

Unassigned Messages: |9 Selected Messages: |1 Selected Dossiers: |1
Date~ | Dossier | Code | ! | = | Text |

2301-2001 97943457 ADHOC =]

29-01-2002 75757580 1001 4 =

13-02-2002 98480007 |[ADHOC| | & _|sdfasdfadsfasdfadahagagafgagatgatgaadfadadsiadfadfadadfadtadtad. |
22.02-3002 75757580 1001 !

22.02-2002 75757580 1001
22.02.2002 75757580 1001
22.02-2002 75757580 1001
22.02.2002 75757580 1001
22.02.2002 75757580 1001

(O O A

Transfer | Refresh Extend Selection Get Data for All Get Data for Selected | Close |

Figure 9: Team Mailbox
The Team Mailbox is similar to the user’'s own mailbox. It has the following specific functions:

The window displays the number of unassigned messages in the Team Mailbox, the number
of messages the user has selected, and the number of dossiers corresponding to the selected
messages.

To assign messages to the user, select the message(s), then click on Transfer. (The user
cannot assign messages to other persons.)

To refresh the display, click on Refresh.

To select all the messages that refer to the same dossier as the message the user has
currently selected, click on Extend Selection.

To retrieve legacy data for selected messages, click on Get Data for Selected. (Legacy data
are not retrieved automatically.)

To retrieve legacy data for all messages, click on Get Data for All.

To close the window and return to the user’s own mailbox, click on Close.
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5.6

5.6.1

5.6.2

Changing the Mailbox settings

Overview

The Phoenix Settings tool allows the user to change various aspects of the appearance of
theirMailbox: the columns and the order they are displayed in, the default sorting of the messages,
the way the Sender information is displayed for a message, and the colours used to display the
message details.To change these:

choose Phoenix Settings from the MADRAS Menu.
select the Mailbox tab.

Note:

The user can define different settings for each team and therefore the user must do this
separately for each team in which they are defined.

Phoenix Settings 19 [=] E3

General M | TOC| Tools|

User Information: |UserID LI
Sort messages by: IDate ﬂ

rHeaders

Available: 26 Display: 6
Sender = Date -l
LastDig Dossier
Pr.Cls.

Code
Pt status Add > Priority
Team Add All => Status
Last2D Text
<= Remove
<< Remove All

Default | Up | Down |
~Message type colours
Name Example
0 : unopened Visible text :‘l
1: closed Visible text
2 : ohen Vigible text =l

Default

Ok | Apply | Cancel | Help |

Figure 10: Mailbox settings

Column headings
To select headings and the order in which they are displayed:

select the required heading from the list of available headings.

click on Add to add it to the list of displayed headings or click on Add All for all possible
columns to be displayed.

select an item and click on the Up and Down buttons to move the heading into the required
position in the list. Repeat for other headings until they are in the required order. The heading
at the top of the list is displayed on the left of the mailbox window.

To remove columns from the display in the Mailbox:

select the heading(s) to be removed from the Display list.
click on Remove to remove the heading(s) from the Mailbox.

To return to the default option, click on Default at the bottom of the heading lists.
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5.6.3 Sort order of messages
To change the default order in which messages are sorted, select the heading from Sort
Messages by drop-down list. The messages are then sorted by this heading. The user is strongly
recommended to set this to Date.
5.6.4 Sender information
To alter the default way in which sender information is displayed in the Mailbox, select the option
(User ID, Full Name or User ID and Full Name) from the User Information drop-down list.
The user can change the order of messages displayed in the user's mailbox temporarily, This does
not change the default sorting.
5.6.5 Display colours
Message details in the Mailbox are displayed in different colours depending on the status of the
document. The user can change these colours if they wish.
Under Message Type Colours, click on the document type that it is wished to change the colour
for.
The Pick a Color window appears. This has three tabs, Swatches, HSB and RGB. These offer
three ways to choose the desired colour.
E32Fick 3 Color
Swatohen | H38 | REE| Swatches HEB|ReB| Swatches | HSB RGE |
LN
it e e md BT
*ﬁﬁ# -It— - Green 52 |
L e || || R giina s
e Seemee e o o s
| -] . B Sampls Tesk Sarmple Tawt a - B Sample Text Sermple Texk | 1] - B Sample Text Sample Trat
______ . . .!..??F?E’!‘:T'?’f'. el ACUEEE .. .!_.’%?TF.‘!ET%%‘.?“.TP'.%T%%*_........... . T Ssmple Toxt Sample To+: SRR
oK | Canzel | Reset E Cancel | Reset | ok | cancel | meser |
Figure 11: Pick a Color tabs
To change the colour:
in the Swatches tab, click on the prefered colour sample.
in the HSB tab, click on the colour, or drag the slider up or down, or type the appropriate
numbers for hue, saturation, and brightness.
in the RGB tab, drag the sliders for red, green and blue to the appropriate values, or type in
the appropriate numbers for red, green and blue.
the preview change is displayed.
when the desired colour has been chosen, click on OK.
to reset the colours to the previous selection, click on Reset.
to apply the new colour immediately to the display, click on Apply.
to reset display colours to the default, click on Default in the Message Type Colours panel.
5.7 Organising the user's Mailbox
The Mailbox settings determine how the user’s Mailbox looks by default. They may wish to
reorganise their Mailbox..
5.7.1 Sorting the Mailbox

To sort the messages in the Maibox:

click on the heading at the top of a column to sort the entries into order based on that

particular heading.

click again on the same heading to sort the entries into the reverse order.
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5.7.2

5.7.3

5.7.4

Team: IAdministration

UseriD: IRBBOBGO i
Date | Dossier - Code
42 .09 2003 Q2NN IAT A0

Figure 12: Mailbox sorting

A trianglee in the heading indicates that the entries are sorted on that heading. The direction of
the triangle indicates the order of sorting.

The user can change the default sorting by choosing Phoenix Settings from the MADRAS Menu
Note

It is strongly recommend to use the default sequence: Date, with earliest date at the top.

Printing the Mailbox contents
To print the Mailbox contents choose Print Mailbox from the Messages menu.

Retrieving data from the user’s Mailbox
To retrieve data from legacy servers for specific messages:

select the messages.
from the Message menu, choose Get Legacy Data. The data is retrieved and displayed.

To select all messages in a large Mailbox, select the first message, then hold down the Shift key
and press the Page Down key.

If the user has access to the Team Manager tool, the same mailbox headings are displayed as
those chosen for their individual Mailbox.

Viewing messages in other teams

To check whether a user messages in other teams of which they are a member, click on Messages
for all Teams in the Messages menu. Enter or change the selection criteria and press Refresh
Selection to display the messages. If a user is a member of several teams this may take some
time.

This window is for information only. To open the messages, users must change to the relevant

Team Mailbox.

Selection Criteria

@ All © Selection ¥ Unopened

Eefresh A

¥ Pending

| Date Dossier | Code Text
13-08-2002 98480007 DESC  ABCDEFGHIJKLMNOPQRSTUWVWX
13-08-2002 99201192 DESC  ABCDEFGHIJKLMNOPQRSTUVWX
13-08-2002 98480007 1001P  ABCDEFGHIJKLMNOPQRSTUVWX
13-02-2003 98200347 ADHOC world

Team |
Administration
L Administration
| Administration
Administration

A U e

Figure 13: messages for all teams
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5.7.5

5.8

5.8.1

Viewing messages by status
To view messages with different status:

mark Selection.
mark Unopened or Pending, as required.
click on Refresh Selection.

To return to viewing all messages:

check All.
click on Refresh Selection.

Handling messages in the mailbox
Messages are handled using options on the Message menu.

There are also facilities to handle messages from the Dossier window.

= Mailbox - Administration
Messages RYUEYY

Open Message Ctri+0

Print{ Close
Print Mailbox .
Print Paperfile...

Refresh Mailbox Messages
Get Legacy Data
Messages for all Teams ...
Unassigned Messages...
Exit

Figure 14: Mailbox administration

Opening a message
To open a message:

double-click on the message in the Mailbox window
or select the message and choose Open from the Messages menu
or select the message, hold down the Ctrl key and press O.

If there are other messages for the same dossier, ePHOENIX displays a message: “There are n
more messages for this dossier”, where n is the number of other messages. Click on OK to
continue.

ePHOENIX opens the Dossier window containing the Dossier information and the Image Viewer.
The History is updated with their UserlID, the current date and the code from the message.

Note:

The user has updating rights only if they are the first person to access the dossier. If not,
ePHOENIX advises the user that the dossier is locked for updates. Click on OK. The user
now has read-only rights. This is reflected in the Read-Only caption in the dossier’s title bar,
next to the patent application number and date of filing
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5.8.2

5.8.3

5.8.4

5.8.5

5.8.6

Forwarding a message
To forward a message:

highlight the message
choose Forward Message... from the Messages menu.

This option is restricted by to users with the appropriate profile, which is set up by user
administrators in the management tool. The user should normally forward messages only by prior
arrangement with the recipient.

Close a message
The message must be in Pending status. To close a message:

highlight the message.
choose Close Message(s) from the Messages menu, or hold down the Ctrl key and press C.

Replying to a message
The message must be in Pending status.

= Reply Message

Team : Phoenix Test |DPXDH
User : HD21862 - Dorpema, Huijb

Text: |TEST26-11-0216:05
=

Target team cannot be temporary owner

Ok Cancel |

Figure 15: reply message
To reply to a message:

select the message.

choose Reply from the Messages menu.

type in message text if necessary.

tick Transfer Temporary Ownership if the user wishes to transfer ownership. If the target
team is one which cannot be a temporary owner, then this option is disabled.

click on OK.

ePHOENIX sends the message back to the person who sent it.

Note

It is not possible to reply to a system generated message, and error message will be
generated if this is attempted

Deleting a message
For messages to be deleted, they must have the status Closed.

select the message(s)
choose Delete Message from the Messages menu.

Creating an ad hoc message

In order to send a message to a colleague within ePHOENIX after opening a dossier ad hoc,
choose Create from the Message menu in the Dossier. No temporary ownership is created by
using this function.
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5.9 Refreshing and closing the Mailbox

If the mailbox is closed during the day, all messages (including closed messages) are kept, and are
still available in the Mailbox when re-opened.

5.9.1 Refreshing the Mailbox
To see newly arrived mail:

choose Refresh Mailbox Messages from the Messages menu.
the system redisplays the complete Mailbox including the newly arrived mail.

59.2 Closing the Mailbox
To exit the Mailbox:
choose Exit from the Messages menu.

or double-click on the letter icon at the top left of the Mailbox screen, and choose Close
or click on the letter icon and choose Close.
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6.1

6.2

6.3

Team Manager

Overview

The Team Manager allows managers to control members of the team and their profiles, and to
route messages to members or other teams.

Access to the Team Manager is profile protected. Only designated managers have access to all the
functionality, whilst other profiles may have the authority to assign messages but not to edit
member details. The following details assume that the user has the necessary access permissions.

It is strongly advised that the user familiarises themself with the Mailbox before using the Team
Manager. Some Mailbox functions are also available through the Team Manager.

Most ePHOENIX users have access to the Team Mailbox through the Unassigned Messages
function of the Messages menu in the Mailbox..

Opening Team Manager
To open the Team Manager:

Click on Team Manager in the MADRAS menu.

This opens a window showing the Unassigned Messages (Team Mailbox) in the upper half, and the
details of Team Members in the lower half.

% Team Manager - Administration _[OIx]
Unassigned Messages : |9 Selected Messages : |1 Selected Dossiers : |1
Date~ | Dossier | Code | ! | =@ | Text | Sender |
23-01-2001 97943457 ADHOC =] DK03729 - Klasen, Daniel =|
901:2002 75757580 1too1 |l e 1 IRBS0860.Burnham Richard ]
13-02-2002 98480007 ADHOC = sdfasdfadsfasdfadahagagafgagafafgaad... HD21862 - Dorpema, Huijb
22-02-2002 75757580 1001 ! = DISFTDA -
22-02-2002 75757580 1001 ! = DISPTDA -
22.02-2002 75757580 1001 ! = DISPTDA -
22-02-2002 75757580 1001 ! = DISFTDA - =l

Assign to Member... | Forward Message(s)... | Close Message(s) | Refresh Messages Extend Selection GetDatafor All |

Members : 21

Name - | Uselb | NewMsg | PendingMsg |

Arkesteijn, Antonius AA01318 0 [} =
Arnell, lain 1A03510 1 0

Bambridge, John JB02971 0 2

Blrnham, Richard ———— REsoes0 | 3 |0

Christian Durain CD50198 0 1

Dorpema, Huijb HD21862 0 1

Figueroa, Angel AF02565 0 0

Hamm, Coen CHO1188 0 0

Haybach, Rudi RH22013 0 0

Kavadias, Michael MK02793 0 0

Knauer, Frangois FK20938 0 0

Kremer, Nico NK20578 0 0

Lengui, Rachel RLO1320 0 2]

Mijnders, Alexander AMO1360 0 0

'Szamocki, Guido 801622 0 3

'Van Bart, Arie AV01454 0 0

Van Heumen, Aroud AVE5899 0 0 N
'\Van Oosteroom, Jan JV02643 15 3

'Van Vuren, Marcellinus MV02540 0 0 =l

Edit.. | Add. | Delete.. | Messages.. | PrintJobs.. | Close |

Figure 16: team manager - administration

The user can change the width of the columns by dragging the borders between the headings.
They can also sort either the messages or the members by clicking on the desired heading. This is
similar to their own Mailbox.

Handling messages in Team Manager

Note

Please refresh the messages by pressing Refresh Messages immediately before assigning
or forwarding messages, unless you have just opened the Team Manager.
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6.3.1

6.3.2

6.3.3

6.3.4

Assigning messages to a team member
To assign messages:

sort the messages as necessary in the Unassigned Messages part of Team Manager, for
example, by date or code.

select the message(s).

in order to ensure that all messages for the selected dossiers are assigned, click on Extend
Selection. Team Manager indicates both the number of messages and the number of
dossiers selected.

click on Assign to Member...

select the team member.

click on OK.

As soon as the messages are transferred, the workload of the team member at the bottom of the
screen is updated.

Forwarding messages to another team
Messages should be forwarded to teams only by prior arrangement.

To forward messages:

sort the messages as necessary in the Unassigned Messages part of Team Manager, for
example, by date or code.

select the message(s).

in order to ensure that all messages for the selected dossiers are assigned, click on Extend
Selection. Team Manager indicates both the number of messages and the number of
dossiers selected.

click on Forward Message(s)...

select the team and, if necessary, member.

tick Transfer Temporary Ownership if the user wishes to transfer ownership. If the target
team cannot be an owner, this option is disabled.

click on OK.

Customising the Unassigned Messages

The headings and colours in the Unassigned Messages part of Team Manager are customised in
the same way as for the user’s individual Mailbox The settings apply to both Team Manager and
their own Mailbox.

Retrieving legacy data in the Team Mailbox
Legacy information is not retrieved automatically. The two ways to retrieve the information are:

for individual messages:
select the message(s).
click with the right mouse button.
choose Get Data for Selected.
for all messages:
click on Get Data for All.

The relevant data are then displayed. For teams with a large number of messages, this may take
some time, so if the user needs data for a limited number of messages only, it may be advisable to
use the previous option.
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6.3.5 Transferring messages from one member to another

= Memer Mailbox Burnham Richard ) =]

Messages : |4 Selected Messages : |1 Selected Dossiers : |1
Date | Dossier | Code | 8 ‘ = ‘ Text |
13-08-2002 98480007 DESC ! A ABC..
13-08-2002 (99201192 [DESC | ' | = [ABC.. |
13-08-2002 98480007 1001P H = ABC.
13-02-2003 98200347 ADHOC = world
Unassign Assign to Member... Extend Selection | Close |

Figure 17: Member Mailbox

in Team Manager, select the team member whose messages are to be transferred, and click
on the Messages button. A list of messages in the selected mailbox appears.
select one or more messages to be transferred, after sorting if necessary.
to extend the selection to all messages for dossiers with selected messages, click on Extend
Selection. It is advisable to do so before unassigning or reassigning messages.
to return selected messages to the Team Mailbox click on Unassign.
to transfer the messages directly to another team member:
click on Assign to member...
select the target member.
click on OK.
When finished, click on Close.

6.3.6 Printing paper files from the mailbox

Select the message.
Click with the right mouse button.
Choose Print Paperfiles... from the pop-up menu.

6.3.7 Printing/Closing

Select the message.
Click with the right mouse button.
Choose Print/Close from the pop-up menu.

Note

This is only possible with restricted types of dossiers, if at all. An error message will appear
if the selection contains dossiers not falling into this category.

6.3.8 Automatic distribution
ePHOENIX can distribute messages automatically to specific teams or users.
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6.4 Team members

6.4.1 Adding a team member
click on Add... in the Members part of Team Manager.

A dialogue pops up in which the properties of the new team member can be defined.

Member Details | Rangea' Document Sets'

Member Task |

User D |AA01318 - Arkesteijn, Antonius j
Deputy [NO DEPUTY |
Frofile IUser admin LI
~Expertise rPart Time
[ Part Time From|01-01-19?0 To |01-01-1970
Monday [0
[ English Tugsday |O
[ French Wednesday |0
rleeman Thursday [0
[ BESTDG1 Frcay [0
Saturday |0
[ BESTDGZ
rAbsence
[ Absence From|01-01-1970 To |01-01-1970

[" Default Team of the User

[ Remove all PM settings

o | cancel | Heip |

Figure 18: new member
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Fill in the details on the Member Details tab:

Member details

Heading Meaning

Member Task | The role of the member in this team. This entry is mandatory.

User ID User ID and name. This entry is mandatory.

Deputy The ID and name of the member’s deputy, if any.

Profile Select from list of Profiles. This entry is mandatory.

Expertise The entries here depend on the Office. Select the appropriate values for
this member.

Part Time If the member is part-time, select this option.

Enter the period during which this applies in the format dd-mm-yyyy.
Enter a long date range for a permanent part-time User.

Also enter the member’s hours, in the format hh:mm-hh:mm

Absence If the member is absent for a period, select this option.

Enter the period during which this applies in the format dd-mm-yyyy.

Default Team If this is the member’s default team, select this entry. When the member
logs in, the Mailbox displayed will be the member’s mailbox in this team.

Remove all Not used.
PM settings

click on OK to save the details of the new team member, and update the database.
click on Close to return to the Team Manager window.

This window also enables the user to define the Ranges and the Document Sets in accordance
with the member’s expertise..

6.4.2 Changing the profile of a team member

select the member i in the Members part of Team Manager

click on Edit... A window pops up in which the properties of the team member can be changed
change the profile as required. See section Error! Reference source not found. for more
details

click on OK to save the details of the team member and update the database

click on Close to return to the Team Manager window.

6.4.3 Deleting a team member

select the member in the Members part of Team Manager,.

clicki on Delete...

click on Yes to confirm the deletion. The member is immediately deleted and any message
still allocated to the team member is automatically returned into the unassigned mailbox of the
team.

click on OK to update the database.

click on Close to return to the Team Manager window.
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6.4.4 Viewing print jobs
To see the current pending print jobs for a team member:
select the team member in Team Manager.

click on Print Jobs.
the Print Jobs window i appears.

- Print Jobs - G501622 x|

Printjos |

Creation Time | Request Number | Request Printer
K1 I |
F'apen‘ilesl

I35ue Time | Reqguest Number | Queue Status |
4 | i

M Split view Refresh Close |

Figure 19: print jobs

tick Split View to view both Print Jobs and Paperfiles at the same time.
remove the tick to view Print Jobs and Paperfiles on separate tabs.
either click on Refresh to refresh the display or click on Close to close the Print Jobs window.
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7.1

7.1.1

7.1.2

Dossiers

Opening dossiers
The dossier tool, together with the viewer, is the main tool for working with a dossier in MADRAS.

Opening a dossier from the Mailbox
This is the way in which a user will normally open dossiers.

Opening a dossier ad hoc

Whilst the daily workload in ePHOENIX is governed largely by the receipt of messages, the user
may need to open a dossier ad hoc, for example, when they receive a telephone call.

When they make an ad hoc request, no images are loaded in the Viewer unless they have not
previously been viewed.

To open the dossier:

click on Dossier in the MADRAS menu

or press the F2 key

or hold down the Ctrl key and press O

or, in an already open dossier, choose Open from the Dossier menu.

The Open Dossier window appears.
& Open Dossier 9 ] 3

Enter a Number of Dossier:
|98480007

Recently Opened Dossiers:

98480007

75757580

Qpen | Cancel |

Figure 20: open dossier

In the Open Dossier window, type in the dossier number or select it from the list.

If a dossier number is entered by hand, the entry field turns green when ePHOENIX
recognizes the number as valid.

The dialogue box stores a list of the most recently opened dossiers. To open one of these
listed dossiers:

either select it, and click on Open
or double-click on the number.

The requested dossier is retrieved and displayed. An image may also be displayed in the
Image Viewer.

There are several tabs in the Dossier window. By default, the one that is displayed when the user
opens the dossier is the cover.
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7.2

7.3

7.3.1

7.3.2

Using the Dossier Tool

The Dossier tool enables the user to retrieve information from and add information to an
ePHOENIX dossier.

When the user open a dossier, status and other data from legacy systems are up to date. However,
any subsequent updates are not shown automatically.

Many users can access a dossier simultaneously, but only the first to open the dossier can update
it. If the user tries to update a dossier already being accessed by somebody else, ePHOENIX
displays a warning message:

FEAWarning =] E3

@ The dossier is locked for updates by: VC23117.
Do you want to open it in read only mode?

] e

Figure 21: warning
The user must click on Yes to continue.

All users can continue working in the dossier, but updates can be made only by the first person to
open the dossier. To remind the other users, READ-ONLY is displayed on the dossier title bar. The
other users can still make updates to legacy systems.

It can sometimes happen that a dossier is not closed properly when ePHOENIX is closed. In this
case the dossier remains locked for updates for about 2 hours. If the user urgently requires to
make an update, try asking a colleague to open and close the dossier normally. If this is not
possible, contact the Support Desk.

The user can work on more than one dossier at a time; to make this easier they can minimize or
resize dossier window

Dossier settingst

Temporary changes
Some parts of the Dossier Tool contain columns of data, for example, the Table of Contents and
the History.

A user can change the width of these columns by dragging the borders between the column
headings to the left or right. The Dossier remembers these settings.

In the case of multiple Dossiers being given, the remembered settings are those of the last closed
dossier. It is advisable to make changes to the width of columns only when a dossier is open, and
then close the dossier.

A user can also change the order of the columns by dragging the headings themselves to the left or
right. The Dossier Tool does not remember these changes after the user closes it.

Changing default settings

A user can customise some of the default settings in the Dossier Tool. They must customise their
settings separately for each team of which they are a member.

Choose Phoenix Settings from the MADRAS menu.

Page 45 of 114



epo _,@)) line)

= User Settings 1 [=] B3

General | mailoox| Toc|
Imageviewer ¢ Left & Right

Zooming * Fit to Window  © Mo White Borders

Gray levels |16 levels of gray

Derfault Page [Cover

Language IEninsh

Procedure INatiunaI—RR

Ll Led Lef L Lo

Local Print Preferred Font Size |1 0
Central Paperfile Print [

Central Send Print [

Paperfile Monitaring [

ID Display [JserD =]

Ok | Apply | Cancel | HEl |

Figure 22: ePHOENIX user settings
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7.4

7.4.1

Select the General tab and then select from the options offered.

General tab

Heading

Meaning

Image Viewer

Choose whether Image viewer is on the left or the right.

Zooming

A setting for the Image Viewer.

Grey levels

A setting for the Image Viewer.

Default page

This is the tab displayed when the Dossier Tool is opened. This can be
Cover, TOC, History or Checklist. We strongly recommend the user to
keep the Cover as default, so that annotations and labels are always
seen.

Language

Defines the language of document descriptions in the Dossier Tool.

Procedure

Sets the default procedure that is selected when a user opens a dossier.

Local print pref.

Defines the font size for printouts on the desktop printer (only for mailbox
and TOC printouts, not PDSSs).

Central paperfile
print

Sets the central printer as default for paperfiles.

Central SEND print

Sets the central printer as default for SEND output

Paperfile Sets paperfile monitoring to ‘on’: see section.
monitoring
ID display User ID, name or both to display in the Mailbox

If a user wants first to see what the new layout will look like, click on Apply. ePHOENIX
immediately applies the new setting. Drag the window if necessary.

Click on OK.

Dossier tabs

Tabs table
t
Dossier tabs
Tab Meaning
Cover At-a-glance dossier information (procedure-related). This is the default
TOC Table of Contents: a list of all documents (normally procedure-related)
Checkilist Checkilist of items treated (procedure-related; not present in all
procedures)
Status Status screens with legacy data for this patent application (procedure-
related; not present in all procedures)
Structure Dossier structure: shows procedures and participants
History History of access to the dossier
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7.4.2

7.5

7.5.1

Dossier access list
At the top of the Dossier window there is a box displaying the name of the current screen.

Click on the arrow at the right of the box to see a drop-down list. This list shows which screens
have been viewed in the current dossier.

The user can return to any of these screens. Click on the name of the screen in the list to return to
that screen.

= 98480007 .8(19-02-1998) : Administration

Dossier Document Message Windows

<| > [roc>SEARCHIEXAM
CovelTOC>SEARCHEXAM L=
History

MeSSiT 00> SEARCHIEXAM

Cover

OHistory 1=
1902 Structure

19-02/checklist-PAPER FILES

Checklist-EP-EXAM =

1902

Figure 23: dossier access list

Cover

Overview

The t cover is the default tab in the dossier, and is intended to convey the same kind of information
as the cover of a paper dossier.

It displays:

basic dossier-related information
a panel for labels and dossier annotations
temporary or permanent ownership of the dossier.

It is strongly recommended that the user keeps the cover as the default view.

Dossier Document Message Windows _|[C:MA30]C:FAMI[B:M420]C:POST]D:DENE[D:DIVG[D
< |~ |Cover v

TOC| Checklist| Status [ Structure [History
....... -*General Epasys Data"——--

End of International Phase | PROL [EN

Entry European Phase | LOCA [MU

Directorate DG1/DG2 [1261 [as08  1sa [
Cluster fo21 IPEA [ [
-------- —“Epasys Labels -

\ | |

I | |

\ | |

\ | |

[ [aDWI [

[DECA [ [

r—

No model
-Phoenix Label

[ [ Test Dossier | [

[ lEsy [ [

Permanent Ownership:

Team User
Phoenix Test Team Prokhorenko, Alexander
Transfer to Me

Temporary Ownership:

Date Text
EXPT deleted / DECA case

12031998 PB018S0

131052001 |FH21928 Stress Tested

106-06-2001 |FH21928 'Stress Tested
01 HD21862 fhh__

[20-11:2001 [
il

User

i

Remove | ShowRemoved | New.. | |

Figure 24: cover tab
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7.5.2

7.5.3

7.5.4

7.5.5

7.5.6

7.5.7

Labels

Labels are linked to the procedure, that is, what the user sees on the Cover depends on the
procedure. Most labels are generated automatically when a related coding is made in a legacy
system. If the coding is date-dependent, the information is displayed only on relevant dates.

Each label appears in its own box. To see which label corresponds to each box, point the mouse at
the box.

ePHOENIX labels

In addition to the automatic labels, a number of ePHOENIX labels can be manually set, depending
on the procedure the user is in.

To set a label:

position the mouse outside the label boxes, but within the Phoenix Labels panel
click with the right mouse button
select the required label with the left mouse button.

To delete manual labels, use the same procedure.

Dossier annotations
There is a space at the bottom of the cover for dossier annotations. The system always shows
current (valid) annotations in chronological order with the fields:

date
user ID
text

If some of the annotations and/or text are not visible, scroll by clicking in the scroll bars at the
bottom and right of the Annotations space.

Remove annotations
If an annotation is no longer valid, it can be removed by:

selecting the annotation in the list.
clicking on the Remove button.

Restoring annotations

Removed annotations are not displayed, but they are still recorded in the system. To view removed
annotations, click on Show Removed.

If an annotation has been removed in error, it can be restored:

Display the removed annotations using Show Removed.

Select it in the list of removed annotations.

Click on Put Back.

To display the list of valid annotations again, click on Show Valid.

Creating new annotations
To create a new annotation:

Click on the New button at the bottom of the Annotation space. The New Annotation window

pops up.
Enter a new annotation in the Text field.
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7.6

7.6.1

7.6.2

&1 New Annotation E3

Text:

Cancel

Figure 25: new annotation
Click on OK to save the annotation.

The system displays the new annotation together with ‘Now’ as the date and the user's userID. It
appears at the top of the list. After the user closes or saves the Dossier (Close or Save on the
Dossier menu), the annotation has the real date and appears at the bottom of the list.

Please keep annotations short, as otherwise the whole text cannot be seen without manipulation.

Ownership of a dossier

The cover page displays t whether there is an owner, the type of ownership and the owner's name
and team.

Temporary ownership

The temporary owner of a dossier is normally the team or team member whose mailbox contains
the currently pending messages. All new messages relating to this dossier are routed directly to the
temporary owner.

Permanent ownership

Permanent ownership of a dossier can also be defined on an ad hoc basis. The user may want to
become the permanent owner if the dossier the user is treating would normally be distributed to
somebody else, for example, when handling a difficult case such as a request for a decision. The
user cannot transfer ownership to another person.

To transfer permanent ownership to the user:

select the Cover tab.
click on Transfer to me in the Permanent Ownership section.

The user becomes the permanent owner of the dossier and will receive all future documents
(except documents having special distribution rules) until permanent ownership is removed.

To remove permanent ownership click on Release in the Permanent Ownership section.
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7.7 Table of contents (TOC)

7.7.1 Overview

t The TOC provides an overview of all documents filed for a patent application. From the TOC the
user can:

view and sort a list of documents in the dossier
view and edit document details

view and annotate the documents

add new documents to a dossier

print, stamp or send documents

join and split documents

move or clone documents to another folder
copy documents to another dossier

= 98200347 .7(12-02-1998) : Administration

Dossier Document Message Windows ([C:M430[C:FAMI[B:M420]C:POST[D:DENE[D:DIM5][D]
<| > [Toc>SEARCH/EXAM =1
Cover@ Checklist | Status | Structure | History|
Show: [Active =l

Date ~ | Code | Pages | A-Pub | Public Annotation |Hand|e...
1202-1998 1043 1 Yes treated AP95463_‘|
1202-1998 DESC 65 F Yes Document has been repl... TA85628
1202-1998 CLMS 2P Yes clms 1-10 TAB85628
1202-1998 DRAW 3F Yes TAB85628
12-02-1998 RAEX ] Yes +¢%8&I)=7 TAZ6628
12-02-1998 SRCH 1 Yes searched TAZ6628
12-02-1998 SRCH 1 Yes searched TAZ6628
12-02-1998 SRCH 1 Yes sdsds TAZ6628
24021998 PRIODOC 12 Yes CD8E6...
24021998 PRIODOC 1 Yes CD8E6...
24021998 PRIOTRAN 17 Yes Stress Tested on 06-06-... EB86024
24021998 PRIO 1 Yes WE204...
24021998 PRIODOC 12 Yes
24021998 PRIODOC 12 Yes
24021998 PRIODOC 12 Yes
24021998 PRIO 12 Yes jhhjh
24021998 PRIO 1 Yes APB5463
04-03-1998 BIBL 1 No aaa TAS6628
04-03-1998 BIBL 1 No HD218...
04-03-1998 BIBL 1 No APB5463
19-03-1998 PAYMEP 1 Yes 123445566kl a2$| PWO17...
19-06-1998 1507 1 Yes exred codedfauthorisati... AP85463
07011999 FEES 1 Yes EB25024
07-01-1999 FEES 1 Yes
20-01-1999 PAYMEP 1 Yes aspe ok MG216... —
22011999 PAYMEP 1 Yes MG216...
22011999 PAYMEP 1 No EB85024
23-12-1999 FEES 1 Yes paid 1A03510
06-03-2000 DESC 3P Yes EB85024
06-03-2000 DESC 3P Yes EB85024
06-03-2000 EXRE 1 Yes exre3 kb KB208S...
06-03-2000 DESC 3P Yes aaaaaaaaaaaaaa KB208S...
06-03-2000 CLMS 2P Yes KB208S...
06-03-2000 EXRE 1 Yes exre3 coded KB208S...
24-11-2000 FEES 1 Yes fee04 ok se SE20028
04-01-2001 AGRA 1 Yes agra3/l kb KB208§...
156-01-2001 2005 4 Yes 5120923
22-01-2001 MEDA 1 No DECAS3 sl EB85024
19-02-2001 2908 1 Yes EB85024
20-11-2001 DESC 5P Yes TF85607
20-11-2001 DESC 3P Yes HD218...
21-11-2001 DESC 3P Yes HD21B:l_'|
| | »
Appeal} (NL_Aanvraag) (NL_PCT. ‘

Figure 26: table of contents

The user can access TOC functions through the Document menu of the Dossier. To access this
menu either click on Document in the Application Manager menu bar or click on the right mouse
button with the cursor in the TOC. Most menu items are not available unless one or more
documents are highlighted.
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1347.7(12-02-1998) : Administration

r LIy Message Windows

[0 New... ctri+N [
Close

= Refresh Status

BS  Addto Viewer Ctri+M E

Details... G

g¢ Append Annotation...

9¢  Only Show »
% Print...

Send...

EE Stamp...

9¢  Copy...

Clone...

g¢ Move...

i'U'U o

9¢  Split...
Set Handled
gc  Select All Ctri+A

9¢  Deselect All
998 PRIODOCT Zz

Figure 27: dossier document menu

7.7.2 Information displayed in the TOC

The TOC displays a listed inventory of the dossier's current contents. Each row in the list pertains
to a single document.

TOC inventory list

*) indicates that item can be updated.
Heading Meaning
Legal date (dispatch or receipt)

DocCode (*)

Number of document pages

Related procedure (folder) (*)

Status settings

Scanned (date)
Public document (*) Yes or No
To be sent to Publisher (*) Y,NorR
Sent to Publisher (date)

User ID of the person who viewed the document
the first time

Related group (*)

Indication of incoming, outgoing or internal
document

Package number within the dossier

DocCode description The DocCode description can be updated
through the DocCode function in the
Management Tool (restricted function)

Document annotation (*)

Physical Package sequence number

Logical sequence number within the package
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7.7.3 Changing the TOC settings

The user can change the headings (columns of data), the sequence of headings and the sorting of
data in the user’'s TOC.

The user must do this separately for each team of which they are a member.

7.7.3.1 To display the Phoenix Settings window
Choose Phoenix Settings in the MADRAS Menu or press F12..

Select the TOC tab.
Phoenix Settings [_[D[x]
General| Mailbox | TOC] Tools|
Default sorting by: |Date -
Headers
Available: 156 Display: 7
Procedure = Date El
Dir. Code
LogPkg. Pages
SeqNr. A-Pub
Source Public
Descr. Add All >> Annotation
Closed Handled by
Status
Scanned << Remove All
A-Pub Date
B-Pub
B-Pub Date = |
Defaut | |
TOC type colours
Name Example
BNS Visible text =
CASX Visible text
COPY Visible text =
Default
Ok Apply Cancel

Figure 28: PHOENIX settings

7.7.3.2 To display more headings

In the Phoenix Settings window, on the left is a list of possible headings to be displayed in the
TOC. Select a heading from the list of available headings.

To add this heading to the list of displayed headings, click on Add.
To add all the headings to the user’s display, click on Add All.
Repeat for all the headings required.

If too many headings are selected they will not all be displayed in the TOC, because of lack of
space, and the userwill have to scroll horizontally to see all the information.

7.7.3.3 To display fewer headings
On the right of the Phoenix Settings window, is a list of headings currently displayed in the TOC.

Select the heading to remove. To remove this heading from the list of displayed headings, click on
Remove. To remove all the headings from the display, click on Remove All. Repeat for all the
required headings.

7.7.3.4 To change the sequence of headings

The heading at the top of the list of displayed headings is the one that appears on the furthest left
of theTOC.

Select the heading in the Phoenix Settings window to be moved.
Click on the Up or Down button until the heading is in the correct place in the list.

Repeat for all the headings to be moved.
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7.7.3.5

7.7.3.6

7.7.3.7

7.7.3.8

7.7.4

To return the headings to the recommended selection and order
In the Phoenix Settings window, click on Default under the Headers pane.

To change the sorting of data in the columns

Select the heading In the Phoenix Settings window, in the Default Sorting By drop-down list, on
which the contents are to be sorted. This is not reset by the Default button.

Changing display colours
Documents in the TOC are displayed in different colours depending on the source of the document.
The user can change these colours if they wish.

There is a pane called TOC type colours in the Phoenix Settings window,. Click on the document
type to change its colour.

The Pick a Colour window appears. This has three tabs, Swatches, HSB and RGB. These offer
three ways to choose the colour.

[ Pick & Calar
Swatohes | HsB| REE| Swatches HE2|REE| Sweanchan | HSE RGE |
L TR
c s [l Reo i Hitio |
b a g5 TR =S
Y g |8 |
gz i 17!:;”2'55,0—
Rla
G[1a8 Ejtig [0 90 Ceoe L7
B a B TR =S
EETavIoT JoH3339013399333993339933399333933339333393335133350333 =
| ol m Sample Text Sample Teut O Bl B sarpie Text Sample Text | o Elw sampie TexcSampie Text
u Hel L]
. . Sampla Text S arpls Toxt Sample Text BEample Text . . Sample Text Sample Taut
oK | Concel | Reset OK | Cancel | Reset | on | cancel | Reser |

Figure 29: change display colours
To change the colour:

in the Swatches tab, click on the colour prefered sample.

in the HSB tab, click on the prefered colour, or drag the slider up or down, or type the
appropriate numbers for Hue, Saturation and Brightness.

in the RGB tab, drag the sliders for Red, Green and Blue to the appropriate values, or type the
appropriate numbers for Red, Green and Blue.

The preview willchange.
When the colour has been chosen, click on OK.
To reset the colour to the colour previously set, click on Reset.

To apply the new colour immediately to the display, click on Apply.

To reset display colours to the default
Click on Default in the Phoenix Settings window under the TOC Type Colours pane.

Viewing documents by pocedure

Documents are placed into procedural folders according to their document code. To see
documents that are only in a particular procedure, click on the tab for that procedure at the foot of
the TOC window.

All the tabs at the top of the window then belong to that procedure in which the user is working,
apart from Message, History and Info, which are dossier-related.

If a user normally works in a single procedure, for example, the Search/Exam procedure, they can
set this as default in the user’s Phoenix Settings so that dossiers always open in this procedure.
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7.7.5

7.7.6

7.7.7

To see all documents in the dossier, click on the All tab in the TOC. This is the default.

In certain procedures, such as Opposition, there is also a tab All/Proc for all documents for all
participants in that procedure.

Viewing documents by Message

If the user has opened the dossier through a message, the TOC contains a Message tab showing
only those documents associated with the message and a list of all currently unopened and
pending messages for the dossier.

To see all documents belonging to the dossier, select the All tab.

= 98200347.7(12-02-1998) : Administration

Dossier Document Message Windows C:M430| C:FAMI| B:M420 |C:POST |D:DENE | D:DIM5 [ D:
< | > |[TOC>Messages LI
[Cover | LI Status | Structure | History

UEEEELEEN APPLICANT [second | AlFProc [ All

va

All Unopened I Pending Messages for Dossier

Date Receiving Team Receiver Code Status Text
15-05-2001 |Phoenix Test T... |EBS0109 ADHOC pending Refresh test i’
30-10-2001 |Phoenix Test T... |TF85607 ADHOC pending testt
16-11-2001 |Sys delivery_E 1014 forwarded man mess sc
06-12-2001 |Directorate 2.3.12|HD21862 ADHOC forwarded
19-12-2001 Directorate 2.3.01 GR22381 1001 forwarded
19-12-2001 Directorate 2.3.12 HD21862 1002 forwarded oK
19-12-2001 Directorate 2.3.12 | HD21862 1001 pending
04012002 Phoenix Test T... |ST85085 1002 unopened
17-01-2002|Phoenix Test T... |FH21928 1001 pending
2702-2002|Phoenix Test T... |AV01454 1002 pending
28-02-2002Phoenix Test T... \WE20493 ADHOC open Hallo!
08-03-2002|Phoenix Test T... |WE20433 NEWEP open
25-03-2002|Phoenix Test T... |TF85607 ADHOC forwarded test
10-04-2002 |Phoenix Test T... |AP85463 ADHOC open testas asdikos
05-07-2002|Phoenix Test T... |AP85463 FEES forwarded ererererr
25-07-2002|Phoenix Test T... |FH21928 ADHOC pending THIS DOSSIER .
26-07-2002 DG3 RP22500 /ADHOC pending is intg ptda run.
04-09-2002|Directorate 2.3.01|GH23121 ADHOC open forwarded 2 - s..
4<T NG 2NN2? Phaaoniv Tact T ADQRARR [=T=TTa} Anan I 5 hd

Neue Nachricht Nr: 999

Documents for Current Message
Date - | Code | Pages | A-Pub | Public | Annotation |Handle...|

(SEARCHIEXAW) (PCTZ) (OPPO} (I (NL_Aanvraag) (NL_PCT,

Figure 30: viewing documents by message

Viewing documents by status
To display documents with a particular status either select Only show... from the Document menu

or select the option from the drop down list in the Show window at the top right of the TOC.

Sorting the TOC
To sort the entries in the TOC:
click on the heading bar at the top of a column to sort the entries into order based on that

particular heading.
click again on the same heading bar to sort the entries into the reverse order.

A triangle « in the heading bar indicates that the entries are sorted on that heading. The direction
of the triangle indicates the order of sorting.
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7.7.8

7.78.1

7.7.8.2

The user can define the default sorting by choosing Phoenix Settings from the MADRAS Menu,
then going to the TOC tab. We strongly recommend using the default, which is Date sequence with
earliest date at the top.

Document details

Viewing and changing document details

Documents are identified by their document code or DocCode. A DocCode summarizes various
attributes of the document, some of which may change. It is very important to update document
details when circumstances change, to ensure that ePHOENIX carries out certain automated
functions, such as printing paper files and publication, and to provide other ePHOENIX users with
reliable data.

Select the document in the TOC.

Choose Details... from the Document menu. The Document Details window appears. It displays
the data associated with the document in a series of tabs.

General tab

General | status| Publication| Storage |
General Document Infarmation

Code: [FREP codes... |

Dacurment concerning representation

Description:
Date: |11-06-1996 source: |Scanned
Pages: |2
First User: |PHXRRO1 Inclex Officer: [FT03973

Annotation:

Procedure: |Search/Exam
Move. . |

Participart. [APPLICANT

Ok | Undo Cancel

Figure 31: general tab

Page 56 of 114



General tab

*) indicates that item can be updated.
Field Content
Code (*) Highlight the DocCode and overtype or use the Code Helper
Doc description Display only. The language can be changed in the Phoenix Settings.
Date Legal date.
Pages Number of pages in this document.
Source For example: scan, copy, or name of legacy system.
First User User ID of the user who viewed the document the first time.
Index Officer The person who indexed the document.

Annotation (*)

Document annotation.

Procedure (*)
and

Participant (*)

In order to change the Procedure and Participant, click on the Move
button, and the Move Document(s) window pops up.

= Move Document(s)

Mowve Selected Document(s) to:

Application Structure

Frocedures Participants

Mame Cefault | Open Mame
search/Exam

A | | Renarme... | |

| Cancel |

Figure 32: move document(s)

Select the desired target location (Procedure, Participants) and click
on OK.
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7.7.8.3 Status tab

= Document Details %]

General

ublication | Storage|

Status | on for Application
Package Status: |7 |TREATED
I Public
& Puplic
[ Closed
" Not Public
v Handled
g  Mayhe
[ Model Mumber: I
Box: |
Roorm: |
Ok | Undo Cancel

Figure 33: status tab

General tab
®* indicates that item can be updated.
Field Content
Package Status Display only.
Scanned Display only; indicates that the document has been scanned.
Closed (*) Click to update. Documents can never be deleted, only closed.
Public (*) Click to update. Maybee is not used.
Handled (*) Click to add the user's User ID.
Model (*) Click to indicate whether a model is filed. If not, the following items do
not apply.
Number (*) Type in number of model.
Box (*) Type in the box number where the model is stored.
Room (*) Type in the room number where the model is stored.
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7.7.8.4 Publication

= Document Datails

General | Status | Storage |
~4 and B Publication Information for Application

A Publication
& No
' For Publication Date: I
" For Republication
" For Correction

Annotation:

B Publication

* No

' For Publication Date: I

' For Republication
" For Correction

Annotation:

ok | uneo Cancel

Figure 34: publication tab

General tab

*) indicates that item can be updated.
Field Content
A-Publication(*) For publication/republication/correction.
Date Date sent to printer.
Annotation Note for printer.
B-Publication(*) For publication/republication/correction.
Date Date sent to printer.
Annotation Note for printer.
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7.7.8.5 Storage

= Document Details

General| status| Publicatian
Information About Paper and COR Storage

PXI Document 1D [E1 9591802404P1 offset [+
Original Application Mumber: IW
Logical Package: |4 Seg.humber[t
Batch Number.  [RR17-06-2003 000
COR Number. [ 19-06-2003 0305
Box Mumber: I— Location: I—
Room: I—

| | Packane Histary |

Ok | Undo Cancel

Figure 35: storage tab

Note:
This tab is for information only. The user cannot make any changes.

General tab
Field Content
PXI document Package number and type of document.
Original dossier Original patent application number.
Logical package Package number in dossier.
Batch number Includes date indexed.
CDR Number Includes date put to CDR.
Box number Where the paper document is stored.
Edit package... The package can be edited if not scanned.
Print PDS... PDS can be reprinted if not scanned.
Package history History of package status (restricted).
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7.7.9

7.7.10

7.7.11

7.7.12

Updating document details
The user can only update document details if the dossier is not already being accessed by

somebody else. If the dossier is already being accessed, ePHOENIX advises that the dossier is
locked for updates and that the user only has READ-ONLY rights.

When the necessary updates have been made, click on OK. ePHOENIX validates the updates,
stores them in the Dossier Management System data base and updates the content of the TOC
window.

If the update is unsuccessful, ePHOENIX gives an error message. In this case, try Save in the
Dossier menu. It may be necessary to close and reopen the dossier before trying again.

Shortcuts

To update DocCode, publication, Public and Document annotation directly in the TOC:
click with the left mouse button to activate the required field.
overtype the old entry.
either press the Return key or click on any other part of the TOC.

To change the publication flag:
type P for publication
type R for republication
type C for a corrected publication
type a space for no publication.

To change the public flag:
type Y for yes
type N for no
Maybe is not used.

To close one or more documents:
select the document(s) in the TOC.
choose Close from the Document menu.

To reopen documents:
choose Only show, Closed.
highlight the document(s) in the TOC.
choose Re-open from the Document menu.

Adding documents to the Image Viewer
To select a particular document, double-click on the entry in the TOC.

To look at documents that are not loaded in the viewer:

select the document(s) in the TOC.
choose Add to Viewer from the Document menu.

ePHOENIX displays the documents in the Image Viewer.

Removing documents from the Image Viewer
To remove documents from the viewer:

select the document(s) in the TOC.
choose Remove From Viewer from the Document menu.

Alternatively access the Viewer menu in the Viewer by pressing the right menu button and
selecting Remove from Viewer.

This can be useful if it is necessary to have the documents displayed in a certain order in the
viewer. The user must then sort the TOC in the required order before loading the documents again
into the viewer.
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7.7.13  Printing from the TOC
The user can
print documents from the TOC.
print the TOC listing on the local printer.
7.7.14 Copying documents to another dossier

To copy a document or documents to another dossier:
Select the document(s) in the TOC.

Choose Copy... from the Document menu. The selected documents are listed in the Copy

Documents dialogue box.

B Copy documents

Code |Pages| Date

| Procedure

PRIO
PRIODOC
PRIODOC

124021998 PCT2
1224.02-1998 Search/Exam
124-02-1998 Search/Exam

PRIOTRAN
PRIO
PRIODOC

17 2402-1998 Search/Exam
124-02-1998 Search/Exam
12 24-02-1998 Search/Exam

|Se|ected LI
Selected

In Viewer

With Tagged Pages

[Te710010 | Add

Load List ...

Paste from Clipboard

v Copy with Overlay

1

=l

¥ Generate Message |Documents in wrong dossier

Teams

Users

¥ Manual Message |Administration

~| |RB80860:Bumham, Richard

_I Cancel

|

Figure 36: copy documents

In the drop-down list box, select:

Selected to copy documents currently selected in the TOC
In Viewer to copy documents currently in the Image Viewer
With Tagged Pages to copy only documents with tagged pages.

Enter the target dossier number in the red entry field. The field turns green when a valid dossier

number is entered.

Press the Enter key to add a dossier to the left or right. Should the focus not be on the Add button,
either click on Add or hold down the Alt key and press A. Repeat to add more dossier numbers to

the list if required.

The use can load a list of dossiers from legacy systems, by clicking on Load List, and then
selecting the file containing the list. Contact the Support Desk for help with this special function.

Make sure the box Copy with Overlay is not ticked if the document is to be published. Otherwise,

it should be ticked.

If the user wants a message to be generated on completion of the copy, select Generate

Message, and type text for the message into the box.

Page 62 of 114



Unless the user intend automatic distribution, select Manual Message, then select a team, and a
user if the message is to go to a particular person in that team.

Click on OK. A window appears showing the progress of the copy:

To do: Dossiers not yet copied to
Done: Dossiers completed
Not Found: Dossiers not found

The list of dossiers Not Found can be printed out, by clicking on Print.

Click on OK to complete the action. The copied document normally appears in the new dossier
after a few minutes.

7.7.15 Moving documents to a different procedure
To move one or more documents to another procedure or participant in the same dossier:

Select the document(s) in the TOC.
Choose Move... from the Document menu.

= Move Document(s) k3
Move Selected Document(s) to:
~Dossier Structure
Procedures Participants
Name Default | Open Name
SEARCHI/EXAM ] [N APPLICANT
PCTZ2 L] L]
OPPO O M
Appeal [ M
NL_Aanvraag O |
NL_PCT o o
Up | Down | Up | Down |
Add.. | Detete | | Add, | Rename.. | Delete |
10]3¢ Cancel |

Figure 37: move documents

Select the procedure (and, if applicable, participant) to which the user wants to move the
document(s). If the procedure or participant is not yet present for this dossier, the user must first
add the new procedure/participant.

Click on OK.

7.7.16 Cloning a document to a different procedure

Cloning creates a copy of a single document in the same or another procedure or participant in the
same dossier.

To clone a document:

select a single document in the TOC
choose Clone... from the Document menu.
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= Clone Document %]
Give Resulting Document the Document Code:

IPRIO Codes...

Clone Selected Document to:
rDossier Structure

Procedures Participants
Name Default | Open Name
SEARCHIEXAM [ [mEN APPLICANT
PCT2 [ ] ]
OPPO [} ]
Appeal ] [l
NL_Aanvraag a |7
NL_PCT 7 ¥l

Up | Dgwnl Up | Dowgl
Add... | Delete | Add... | Rename... | Delete |

Ok | Cancel |

Figure 38: clone document

select the Procedure and, if applicable, Participant, to which the user wants to clone the
document. If the Procedure or Participant is not yet present for this dossier, the user must first

add the new Procedure/Participant

if required, the user can change the DocCode of the cloned document by overtyping or by

selecting an appropriate code from the Code Helper.
click on OK.

7.7.17 Joining two or more documents

This function joins two or more documents which have been scanned in the same package and

which are consecutive in that package.

The function is disabled if the documents are not consecutive or are not part of the same package.

In this case please send a message to Support Desk.

To join documents:

select the documents in the TOC.
choose Join from the Document menu. The Join Documents window appears.

= Join Documents

The Target Document will Receive the DocCode of the Document Selected:

Code |Pages|Procedu..| Public Annotation
1043 1 |SEARC.. Yes treated
DESC 5 |SEARC.. Yes Document has be...

’Tl Cancel

Figure 39: join documents
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7.7.18

From the documents in the window, select the entry that best fits the description the user wants for
the joined document.

Click on OK.

If necessary, change the DocCode of the joined document in the TOC.

Splitting a document
This function splits a single document into two or more documents.

Make a note of how many documents are required and the page numbers of each document (for
example, pages 1-4, pages 5-9, pages 10-12).

Select the document in the TOC.
Choose Split... from the Document menu. The Split Document window appears.

= Split Document E3

Document will be Divided into:

# Code Start Page End Page
1 PRIODOC 1 12 |

4 o

Add.... Edit... Delete |

Ok Cancel |

Click on Add... to specify a fragment to be created from the document. This displays the following
window:

= Add New Fragment of Document
Start Page: |5 ill Frem
End Page: |12

Document Code: |pRIODOC| Codes... |
Ok | Cancell

Figure 40: add new fragment of document

Specify the position where the document is to be split: the Start page humber should match the
page number noted in the first step.

If the user wants to split the documents into more than two fragments (for example, in the above
example three documents are to be created from one original), the first fragment they define should
contain everything except the part of the original document that they wish to remain in the first
document. This is because the End Page cannot be set manually, but is calculated from the input.

So, in the example everything from page 5 to page 12 should be put into the fragment, and then
this fragment can be subdivided later.

Page 65 of 114



7.8

7.8.1

7.8.2

If required, the user can change the DocCode of the fragment by overtyping the code in the text
box or by clicking on Code and selecting an appropriate code from the Code Helper.

Click on OK to close the Add New Fragment... window.

Repeat the procedure to subdivide fragments further.

=1 Split Document
Document Will be Divided Into:
# | Code | Start Page | End Fage|
1 PRIODOC 1 4 =
2 PRIODOC 5 9
3 PRIODOC 10 | 12
|
Kl i |
5ﬁd____ Edit... Delete |
Ok | Can |

Figure 41: split document

Check that all the documents (fragments) contain the correct pages. If there is a mistake, the
DocCode and the Start page of each fragment can be edited:

select the fragment.

click on Edit... The Edit Fragment of Document window opens. This is very similar to the Add
New Fragment window described earlier.

modify the Start Page and DocCode, as described earlier.

The End Page of the fragment cannot be edited here. To do this the user has to Edit the Start Page
of the next fragment.

Click on OK to confirm the split.

Check in the TOC that the split documents contain the correct pages. If not, contact Support Desk.

Handling messages within a dossier

Overview
t The ad hoc creation, or forwarding, of messages can be done only after the user has opened a

message. Creating or Forwarding of a message from within an open Dossier is described here.
Forwarding of a Pending message is also possible from the Mailbox.

Forwarding a message within a dossier
The user can forward a message to a colleague or another team:

Either select Forward from the Message menu within the dossier or select Forward from the
dialogue box shown when the user closes the dossier.
Provide the following information:
Team: Select the required team from the drop-down list.
User: Select an individual user from the team, only if agreed in advance.
Text: Type in. This appears in the destination mailbox, so please keep it short.
Click on OK.

When a message has been forwarded it disappears from their mailbox.

The user can use a shortcut to find the Team or User by typing the first letter of the name to go
straight to that part of the list. The user can go to the next or previous hame using the Up or Down
arrow keys on the keyboard.
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7.8.3

7.8.4

Creating a message
Choose Create from the Message menu in the Dossier.

=l Create Message

Dossier ID 98200347

Team |Administration Ll
User |<:None> ll
Text |

Ok | Cancel |

Figure 42: create message
Fill in the fields:

Team: Select the required team from the drop-down list.
User: Select an individual user from the team, only if agreed in advance.
Text: Type in the box. This appears in the destination mailbox, so please keep it short.

Click on OK.

When the user creates a message it appears in the target mailbox with the code ADHOC.

Closing / keeping / forwarding a message

When the user has selected Close in the Dossier menu, the system prompts the user to confirm
what to do with the message:

Close all messages for the dossier (in their mailbox)

Close message

Keep message (the user can add a text to the pending message)
Forward message

Forward all messages for the dossier (in theirr mailbox)

Reply to the message

The first option is available only if they have more than one message for the same dossier in theirr
mailbox.

After asking the user for action in case there are any previously unviewed documents, ePHOENIX
then returns to the mailbox and marks the messages.
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7.9 Checklists

7.9.1 Overview

t Checklists enable the user to record in a systematic way what has been done in a dossier. They
minimize duplication of work. As with the cover and status screens, the checklists are linked to the

procedure that they are working in. There may be more than one checklist for a given procedure,
as shown in this example.

= 95110170 : Phoenix Test |DPXDH

Dossier Document Message Windows [A:DENE [ A:\DEWP | B:DIM5 | B:EPRC | C:EPSV | C:FAMI | D:FLOC |
| <[> [checkiist-EP-SEARCH — =l
[cover|Toc JEubLliB Status | Structure [ History

I FEES

I~ DFIL

" APPR

[ FREP

[” FILLLPROLTRAN
[ TITLES

" PRIO

I~ BIOM

[~ SEQL

[ DEST

[ EXPT

¥ PANR HD21862 Now Remark: PANR checked yesterday
" cLMS

[~ DRAW

[ INVT

[~ PUBL DOGS
[ REFUND

" ISAT/IPEA

[~ IPER (TRAN)
[~ EXAM

[ DECA

[ PREC

[ DIMS

SEARCH/EXAM X{c]s}

Figure 43: checklist

7.9.2 Checklist Toolbar
To open the Checklist Toolbar, choose Checklist Toolbar from the Windows menu in the dossier.

The Toolbar floats on top of the other windows, enabling the user to view and use it simultaneously
with the Image Viewer and other dossier information. The user can :

move the Toolbar around, drag its title bar with the mouse.
close the Toolbar, click on the cross at the top right of the Toolbar.

If the user can see more than one checklist on the Toolbar:

to select a checkilist, click on the appropriate tab.

if the Toolbar is too narrow to display all the tabs, and the required checklist is not visible, click
on the > or the < button until the tab is visible.
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7.9.3

7.9.4

Marking a checklist item
Select the appropriate checkilist.

Click on the item. ePHOENIX generates a checkmark in the relevant box together with the UserID,
and the word ‘Now’.

When the dossier is saved or closed, the word Now is replaced by the current date.

Updating a checklist item

Note:

This is a restricted function.

Click once to remove the checkmark and again to update it with the current date.

Add a remark to the item, if required, by clicking in the field at the right of the date and typing some
text.

The text is confirmed when the user leaves the checklist or save or close the dossier.
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7.10

7.10.1

7.10.2

Status screens

Overview

t Status screens give information about the dossier within a procedure. Status screens are linked to
procedures, so the user sees only those screens relevant to the selected procedure.

Viewing status screens
To view a status screen, click on the Status tab.

Click on the tab of the required status screen. The screen is displayed. Only one screen can be
viewed at a time.

Dossier Document Message Windows [[A:DENE]A:DEWP |B:DIM6|B:EPRCC:EPSY|C:FAMI]

<[> [status>EPBIBL =l
Cover|TOC ChecklistwStructure]Historﬂ

SUSU PUBL STATIEXAM USTIPAMPHLET]epbibIT]

EP SEARCH PROCEDURE {BIBLIOGRAPHIC)
APPL [99830228 DFIL  [20/04/1999  LOCA [H1
COPD [20/10/2000 MEPA [
RENA [18/05/1999/18/06/1999 AREF [EM1470-GL

EXAM [20/04/1999/IT/00000 DREC [20/04/1999

TSUB [EXAMIZ0/041M999 ~ ELFO [20/04/1999

APPR [01/INSTRUMENTATION LABORATORY S.p.AJViale Monza, 33811-20128 Milanof =
FREP |01!Long, Giorgio/lJacobacci & Perani@Via Senato, 8120121 Milano! LI
PADR [ FILL  [IT TRAN [EN
GENA [ INvT20 [ PROL [EN

TIDE |Photometrisches Analysegerat mit automatischer Ladevorrichtung

TIEN |Photometric analysis apparatus with automatic loading

TIFR |Apparei| d'analyse photométrique avec dispositif de chargement automatique
PRIO | =]
BloMm [w

SEQL [

DEST [ATIOT/  ~| PANR [
EXPT [ALINI =1 EANR [
CLMS [019/10/06/1999 PREC [GOINZ700

DRAW |11/

AsocC [

DECA | DEPA |

INVT |01.l1fNebquni, Luigifinstr. Lab. 5.p A, @Viale dell'lndustria, 320037 Paderno Dughano LI
CLSS |GO1 N36/02, GO1N21/07

IPCL |GO1N3502 -
OBSC [0UGDIN21... ~ NOSC

Figure 44: status screens

Some items are underlined. These are items that contain multiple data than can be displayed in a
pop-up window.

To display full details of an underlined item, double-click on it. The information appears in a pop-up
detail window.

Some detail windows contain several sub-items, with a >> button in the bottom right of the window.
To move to the next sub-item, click on the >> button.

To close the detail window, either click on the cross icon at the upper right corner, or press the Esc
key.

Some items appear as drop-down lists.To see the list of items in a drop-down list, click on the
arrow at the right.
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7.11

7.11.1

7.11.2

Structure

t The Structure tab contains the dossier structure information. Unlike most other tabs, this tab is
independent of the selected procedure.

When a procedure is selected, Applicant is by default given as the main participant. In the
Opposition and Appeal procedures, there may be other participants. Within the Structure screen
the user can add, edit or delete a procedure or participant.

m| 97943999 : Phoenix Test |DPXDH

Dossier Document Message Windows ADENE [ ADEWP | B:DIM5 | B:EPRC [ C:EPSV] G:FAMI[D:FLOC [T
<| lEtructure LI:
Cower| TOG | Shecklist| Status [EEEEID] History|

Procedures Participants

Name Default | Open Name

[ oo | o | oom |
s | oo | e 55

SEARCH/EXAM

Figure 45: structure tab

Adding a new procedure
Select the Structure tab.

Click on Add... from the Procedures list. The Add Procedural Group window pops up.

= Add Procedural Group

Name:

[ Default ¥ Open

Ok I Cancel |

Figure 46: add procedural group
Select the procedure name from the drop-down list.
Check the Default box if this procedure is the current procedure.

Check the Open box if this procedure is a pending one (as it normally is). Otherwise, uncheck this
box.

Click on OK.

Adding a participant
Select the Structure tab.

Select a multi-party procedure, and click on Add... from the Participants list. The Add Participant
window pops up.

a Add Participant

Name: |

| cancel |

Figure 47: add participant

Page 71 of 114



7.11.3

7.11.4

7.11.5

7.11.6

Type in the appropriate name (for example, OPPO 01) and/or the name of the party (for example,
Siemens).

Click on OK.

Editing a participant
Select the Structure tab.

Select a procedure and Rename from the Participants list. The Rename Participant window pops
up.

Type in the appropriate name (for example, OPPO 01) and/or the name of the party (for example,
Siemens).

Click on OK.

Deleting a participant

Ensure that no documents are present for this participant, even closed documents. They may be
moved to another participant or procedure if appropriate.

Select the Structure tab.
Select the appropriate procedure and the participant.

Select Delete from the Participants list. The participant is removed.

Deleting a procedure

Ensure that no documents are present for the participants, even closed documents. They may be
moved to another participant or procedure if appropriate.

Select the Structure tab.
Select the procedure.
Delete all the participants for that procedure.

Click on Delete from the Procedures list. The procedure is removed.

Changing the orders of procedures or participants

The user can change the order of procedures in the Procedures list, or of participants in the
Participants list. The order of Procedures is reflected in the order of the buttons at the bottom of the
Dossier window, used to switch between procedures.

Each list has an Up and a Down button. Select one item from the list and click on Up or Down to
move it in the list. Repeat for other items in the list until the list is in the desired order.
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7.12  History

7.12.1 Overview
t At the moment the user opens the dossier, the system updates the history with the users UserID,
date, time and type of access to the Dossier.
The type of access is:

the DocCode of the message, if the dossier was opened from the Mailbox
ad hoc otherwise.

On the History tab, the system displays the following information for each dossier-related action.
The actions are in chronological order with the most recent action on top:

date of first opening by user
time
DocCode
UserlD
comments
You can scroll through the information in the History tab.

=1 98480007 .8(19-02-1998) : Administration

Dossier Document Message Windows |[C:M430][C:FAMI[B:M420[C:POST[D:DENE[D:DIM5]D:

< | > |History LI:
Cover TOC|Checklist]Status]Structure
~Action Log
| Date Type User | Action
04-07-2002 Ad hoc BD22769 laction test
05-08-2003 EP Search GM01520 Paperfile Printed
05-08-2003 EP Exam GM01520 Papetfile Printed
05-08-2003 EP Search GM01520 aperfile Printed
05-08-2003 EP Exam GM01520 Paperfile Printed
05-08-2003 EP Exam GM01520 aperfile Printed
05-08-2003 EP Search GM01520 Paperfile Printed
|06-08-2003 EP Search JV0264. aperfile Printed
Add Action ...
~Dossier Access History
Current Session:

DatefTime User Code Comment
12-03-2004 16:05:00 RB80860 ADHOC |
12.03-2004 15:22:21 RB80860 ADHOC
01-03-2004 17:46:50 RB80360 ADHOC
09-02-2004 11:14:34 RBS0S60 ADHOC
04-02-2004 15:16:53 RB80860 ADHOC
26-01-2004 14:36:09 RB80860 ADHOC
22-01-2004 10:19:40 RB80860 ADHOC
2101-2004 17:51:63 RB80860 ADHOC
20-01-2004 13:41:46 RB80860 ADHOC

-01-2004 10:06:06 RB80860 ADHOC
5.01-2004 09:35:11 RB80360 ADHOC
4-01-2004 17:47:04 RB80860 ADHOC
2.01-2004 12:33:58 RB80360 ADHOC
12-01-2004 05:44:46 RB80860 ADHOC
9-01-2004 17:33:39 RB80360 ADHOC
09-01-2004 13:45:36 RB80360 ADHOC
08-01-2004 15:28:34 RB80360 ADHOC
08-01-2004 15:27:5 RB80360 ADHOC
08-01-2004 16:26:19 RB80860 ADHOC
08-01-2004 13:56:09 RB80860 DESC ABCDEFGHIJKLMN...
08-01-2004 13:53:13 RB80860 ADHOC
08-01-2004 11:12:0. RB803860 ADHOC |
07-01-2004 16:11:4 RBS0S60 ESC ABCDEFGHIJKLMN...
07-01-2004 15:09:06 RB80860 DESC ABCDEFGHIJKLMN....|
0701-2004 11:02:36 RBS0S60 ESC ABCDEFGHIJKLMN...
-10-2003 10:23:37 ADB5357 ADHOC
0-2003 10:05:28 ADBB36T ADHOC
0-2003 10:00:45 ADB5357 ADHOC
-10-2003 09:32:57 ADBB357 ADHOC
-10-2003 09:26:55 ADBB357 ADHOC
4-10-2003 15:18:14 ADB5E357 ADHOC
08-2003 15:11:06 GMO01520 ADHOC
08-08-2003 14:57: GM01520 ADHOC
08-08-2003 09:42:18 GM01520 ADHOC
06-08-2003 14:02:49 JV02643 ADHOC
05-08-2003 14:31:44 GM01520 ADHOC
05-08-2003 14:08:17 GM01520 ADHOC =
SEARCHIEXAM

= Menu [ 98480007

Figure 48: history tab
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7.12.2

7.13

7.13.1

Action Log

The Action Log records system-generated actions, such as the request, printing and receipt of a
paper file.

You can also record actions manually:

Click on the Add Action... button. A window pops up.

= Add Action E3
Type: |Ad hoc LI
Action: |

Ok I Cancel |

Figure 49: add action

Either select an Action Type from the drop-down list
or type one in.

Add a description of what has been done in the Action field.
Click on OK.

The system adds the user’s UserlD automatically.

Emulators

Using an emulator

t ePHOENIX allows the user to access other (legacy) databases without leaving the ePHOENIX
environment. This is done through emulator windows. Where appropriate, the current dossier
number is automatically filled in for the user.

Note

Access to these tools is restricted by the level of authorisation in the user’s profile.

To open an emulator window, choose Emulator from the MADRAS menu.
To close an emulator window:

exit from the system
either choose Exit from the File menu in the emulator window or click on the cross icon at the
top right of the emulator window.

The emulators behave in the same way as other windows. When another window is activated in
MADRAS, the emulator may disappear behind it. Like other open windows, it is always accessible
as a button in the MADRAS Taskbar. These buttons have letters (any of A - F) to distinguish the
different emulator sessions.
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Emulator

Field Content

File, Print Screen Prints the display inside the emulator window. You are first shown
standard dialogues to select how the print is to appear and the printer
to be used. Copies the text from the screen so that it can be pasted
into a document in Windows

File, Exit Closes the emulator window.

Edit, Copy Copies the text from the screen so that it can be pasted into a
document in Windows. Text is selected by dragging a box around it.
The command then copies only this text.

Edit, Cut Same as copy, and deletes the selected text also.

Edit, Copy Append Copies the text from the screen, adding it to the end of any text that
has already been copied. Text is selected by dragging a box around it.
The command then copies only this text.

Edit, Paste Takes any text you have already copied from a Windows application
and pastes it into the emulator window at the position of the cursor.
This is possible only if the system allows it.

Edit, Clear Clears any text you have entered into the emulator window. This is
possible only if the system allows it.

Edit, Blink Cursor If ticked, the cursor blinks. Otherwise, the cursor is constant. The
default is blinking. Changes do not take effect until you restart
MADRAS.

Edit, Block Cursor If ticked, the cursor is a block. Otherwise, the cursor is an underline.

Communication, Disconnects from the system in the emulator window.

Disconnect

Communication, See the system documentation.

SysReq

Emulator n

ulator buttons %l%l %ll

(in order shown)

Copies selected text from the emulator window. It can be pasted into a
document in Windows.

Select the text to be copied by dragging a box around the text in the
window before using this button.

it into the emulator window at the position of the cursor. This is
possible only if the system allows it.

Prints the display inside the emulator window to the local printer.

Select the text to be copied by dragging a box around the text in the
window before using this button.. The command then prints only this
text.

Configures display colours for the window.

% Takes any text already copied from a Windows application and pastes
&
| |
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7.13.2

7.13.2.1

7.13.2.2

Configuring emulator settings

Emulator window position and size

When an emulator is opened for the first time, it appears with a default position and size. The size
and position can be changed and ePHOENIX will remember these changes for next time.

Emulator window colours
To change the display colour settings for an emulator, click the rightmost button in the emulator’s
menu.

Color Remap o]

1. On your screen, click the area you want to change Advanced »> |
2. Select the color to be assigned.

Foreground colorl 1 E D [ .
Background colorl' HN I N

Accept Cancel | Undo | Default

Figure 50: color remap

Either click on the colour bars to choose colours for the foreground and the background or click on
the required button (Foreground Color or Background Color) to see a box where the Red, Green
and Blue components of the colour can be chosen. Click on OK to set the colour.

Red Green Blue
|120 |144 |240

ﬁl Cancel

Figure 51: color
Click on:

Accept to confirm the colour change

Undo to undo the changes that have just beenmade

Cancel to cancel the change, and close the Color Remap dialogue.
Default to return to the default colours.

Click on the Advanced >> button to get to an additional way to set colours of individual items in the
emulator window:
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Color Remap _[O]x]

1. On your screen, click the area you want to change << Basic

Or select categoryielement pairs from lists below.

Category: Element:

Base Aftributes Turgquoise [<]
Extended Background White

OlA Color Yellow

=
Default Intensified =l

2. Select the color to be assigned.

Foreground color| B EEEE() me pme e
Background color ] = o e

L sampe |
Accept | Cancel | Undo I Default |

Figure 52: color remap

Click on the category to be modified Click on the element to be modified from that category.
Choose the colour for that element. Changes occur in the window as the selection is made.
Click on Accept to confirm the colour changes.

After the new colours have been acceptesd, they apply to all new emulator windows opened.

7.13.2.3 Emulator session letters
You can change the Session letters associated with each emulator transaction, and whether a
button is shown for an emulator transaction.
Choose Phoenix Settings from the MADRAS menu. Select the Tools tab.

Phoenix Settings [_Io]x]

General| Mailbax| TOC Toolsl

Emulator Settings

Name Session Visible

DENE
DEWP
DIMS

EPRC A
EPSV 5
FAMI
FLOC g
M420
[m430

3=
L]

m

FPIPS
PMI4
POEM
POST

O
Rliciaialialialalia sl ks

000 m

Default
Ok Apply | Cancel | |

Figure 53: PHOENIX settings

For a specific legacy system, click on the Session entry and select the letter to be used for that
server.

Tick in the Visible column for a button to appear on the MADRAS Taskbar whenever an emulator
session is open to that server.

Click on Apply to apply the new settings or click on OK to apply the new settings and close the
dialogue box.

Click on Default to return all settings to the default, including all taskbar buttons set to visible.
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7.14

Close, keep, or forward
To stop working on a dossier, click on Close from the Dossier menu.

If the dossier has been opened ad hoc, the dossier is simply closed.

If a message has been opened, a window with options is displayed.

= Close Dossier - 98480007 ]

" Close All Messages of the User in the Team for Dossier
« Close Message

" Keep Message

 Forward

© Forward All Messages of the User in the Team for Dossier

© Reply
Message Text: |ABCDEFGHIJKLMNOPQRSTUVWX
[ ok | cancel
Figure 54: close dossier
Close Dossier
Field Action

Close all messages of
the User in the Team
for Dossier

ePHOENIX closes the dossier and marks all messages for the current
dossier in the users mailbox only as Closed.

Close Message

ePHOENIX closes the dossier and marks the message as Closed.
(This is selected by default).

Keep Message

ePHOENIX closes the dossier and marks the message as Pending.

Forward

The user may add text and must indicate to which team (optionally
which user) the message should be forwarded. ePHOENIX asks
whether or not the user's UserlID should be added to any unviewed
document, and when you respond it closes the dossier.

Forward all messages
of the User in the
Team for Dossier

The user may add text and must indicate to which team (optionally
which user) the message should be forwarded. Any text is added only
to the current message; the other messages keep their original text.
ePHOENIX asks the user whether theirr UserID should be added to
any unviewed document. When they respond, ePHOENIX forwards all
messages in their mailbox only for the current dossier to the team or
person indicated, and then closes the dossier.

Reply

The user may add text. ePHOENIX asks them whether theirr UserlD
should be added to any unviewed document. When they respond,
ePHOENIX forwards the message to the team and person indicated,
and then closes the dossier. Please do not use this function if team is
indicated as ‘unknown’.

Message Text

Type in any text for the message (where appropriate).
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7.15 New documents

7.15.1 Adding a new document

t Any letter, form or other document created by an ePHOENIX user must be added to the relevant
dossier. For this purpose, a Package Data Sheet (PDS) must be printed and an entry made in the
Table of Contents for a document to be sent to scanning,

Choose New... from the Document menu of the dossier. The dossier number is pre-filled.

= Add Documents to Dossier

Dossier: (984800078

Type | Name |
E1 198480007 |
I

Annotation: |This is a demo annotation

rDocuments to add
Msg | Pkg | Date |DocC...|Pages|F...| Annotation | Procedure | Participant(s) |Public|
M | 1/14-01-2004 /A2 | 2| [This is a demo..|Search/Exam | | =
Date Codes.. Pages Fax Annotation
[12-01-2004 ={[a3 [1 i [This is a demo annotation =]
Add | bodiy || Delete | clear |

rMessage distribution Document details
Message v |This is ademo Procedure |Search/iExam LI
Priority  © High & Medium © Low Public [~
 Auto
 Manual Team [Administration |
Member IBurnham, Richard LI

Pages: 2 oK Cancel

Figure 55: add documents to dossier

Note

It must be possible to reproduce documents sent for scanning if they are lost, so please
keep copies of any free-text letters.

A date of despatch is suggested. If the user wants to overwrite this, they can either type in the date
or

click on the date, or move to it using Tab or Shift-Tab keys.
use the PageUp and PageDown keys to adjust the month, and the cursor Up and Down keys
to adjust the day.

Enter the DocCode.

Enter the number of pages.

Optionally, check the FAX box to show that this document is a fax.

Optionally, choose an annotation from the list, or type one in freehand.

To add the entry to the display window, click on the Add button, or press the Enter.
Repeat the steps to add further documents, if required.

Select the Procedure to which the document relates.

If the document is to be public, tick the Public box.
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7.15.2

If a message is to be sent::

tick the Message box, then type in the text

select the Priority

select Auto or Manual

for a manual message, select the Team and if appropriate the Member to receive the
message.

Check the details in the display window. You can make corrections at this stage.
Click on OK.

Code Helper
The Code Helper helps the user find the right code for a document.

If unsure of the code to be used click on Codes... A dialogue window appears.

= Document Codes

From LiStl Document Set| Description |

o 1]2|s]4|s|s]7] o

als[clolerle[n[1][s]|c|m|n]o|r|alr|s|T[u]v]w|x|v|z|

Select: [2)

DocCode ~ Description
2001 Examination report B
2002 Communication under Rule 112 EPC [CAS...
2004 Communication under Rule 51{4) EPC
2004 A Communication under Rule 51(4) EPC
2005 Communication under Rule 51(6)EPC
2008 Decision to grant a European patent pusua...
2006A Decision to grant a European patent pusua...
2007 Decision to refuse the application (Article 9...
20081 Summons to attend oral proceedings
2008-1PH Summons to attend oral proceedings
2008-2 MNotice to conference room service
2008-2PH Motice to conference room service
wialai=Nei Matira ta tha infarmatinn affira ll

oK Cancel

Figure 56: from list
To see all the codes beginning with a particular letter or number:

click on the appropriate button: for example, clicking on 1 shows a list of all DocCodes
beginning with the number ‘1’ and clicking on P shows a list of all DocCodes beginning with
the letter ‘P’.

type the first letters of the required code in the Select box. The first code beginning with those

letters is highlighted.
select the code from the list.
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b

To search for a specific DocCode by keyword

select the Description tab.

= Document Codes

From Listl Document Set Description |

Search for: |

© Al

 Current list

Bearch

Select: |201

DocCode ~ Description
2009-1 Minutes of the oral proceedings (Examining... =l
2009-2 Minutes of the oral proceedings (Examining...
2011 Refusal of the application according to Rul...
2011R
2012 Communication regarding the request for a...
2013 Processing of the re-establishment of right...
2013R
2014 Restitutio in integrum allowed
2014R
2015 MNoting of loss of rights - Rule 69(1) EPC
2015A Noting of loss of rights
MNARAR Ramindar _ Tima limit 1 TR hace avnirad j

Figure 57: description tab

type in a key word, for example, ‘invent’.

select the option All to search though all DocCodes, or Current List to search the currently

displayed list.

oK Cancel

click on Search. A list appears of all DocCodes containing the key word.

select the code from the list.
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Document Sets are sets of codes related to a specific task. To search in a specific Document Set

select the Document Set tab.

= Document Codes

From List Document Setl Description |
Name ~
DG1 FO =
DG1 FO 1200
DG1 MANIFO
DG1 Manager
DG2 FO
NEW DG1 FO
Opposition
Pre-index
nrofdis1 ;I
Select:
DocCode ~ Description
1003 ‘Authorisation of representative ﬁl
1004 General authorisation
1200 Request to enter regional phase (EPCT)
12011 Info on entry into regional phase (pages 1-2)
1201-3 |Info on entry into regional phase (pages 3-4)
1202 lInfo on time limit for EXAM request
1203 Info on forthcoming publication
1204 Comm. to desighated Inventor
1205 FFEEISFEE/DEST not paid/ADWI|
1207 Comm. on impossible DEST in Euro-PCT a...
1208 No translation filed in due time/ADWI
1209 MNo valid request for Examination/ADWI
1210 Raniiact far dariimante fram WIBN Ad]
oK Cancel

Figure 58: document set

select the document set
select the code from the document set.
click on OK.

7.15.3 Modifying the new document
If a mistake is made before the Package Data Sheet (PDS) has been printed

highlight the document in the Add Documents to Dossier window. This fills the data fields for
editing.

make the necessary correction

click on Modify.

You can use this to change the procedure to which the document will be scanned, or to give a
document a non-public flag.

An added document can also be deleted in a similar way:

highlight the document in the Add Documents to Dossier window.
click on Delete.

If a mistake is discoveredafter the PDS has been printed, it can be edited in the Document Details
window:

select the document in the TOC

choose Details... from the Document menu

select the Storage tab

select Edit Package...

modify the entry in the Edit Package screen if need be
click on OK. A new PDS is printed

discard the old PDS.
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7.15.4

7.15.5

7.15.6

Clearing the entry field

If a mistake has been made in the Add Documents to Dossier or the Edit Package dialogue, click

on Clear to start again,.

To OK the documents while the entry field is still active click on Clear first.

Sending a message

The message column in the Add Documents window shows whether a message will be created for
this document. The default settings can be overwritten.

Sending a message

Field Content

Message Tick this box if a message is to be sent

Auto Automatically distributed message

Manual Manual message: select the Team and (optionally) the Team Member
Priority Message priority: High, Medium or Low

Printing a PDS

When everything in the screen has been completed and OK clicked, a PDS is printed on your
desktop printer. Please make sure this is printed on coloured paper.

At the same time, a new document entry appears in the TOC in grey. Send the document(s)
together with the PDS for scanning.

If the PDS does not print properly, you can reprint it provided that the document has not been
scanned by choosing Details, Storage, Print Package Data Sheet from the Document menu,

choose
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8.1

Image Viewer

Overview

The Image Viewer makes ePHOENIX documents available on screen as images and contains a
number of functions to manipulate these images. The Image Viewer appears, by default, on the
right of the dossier window, but this can be changed.

One image is displayed at a time, but two images can be displayed if a second viewer is opened.

Images related to a message are loaded automatically when the message is opened. If the viewer
is empty, it means that there are no images belonging to the message.

Documents not previously viewed are also loaded automatically in the viewer, and ePHOENIX
saves the UserlD of the person viewing the document for the first time (under certain conditions).
The first person to view the document is responsible for the quality of the images and
completeness of the document.

155110170 | Pho ehix Test DFDH

Desnier Documant kesssgs Windaws ADENE | A'DEWF | B:DIKIE | BEFRC | CEPEY [ C2FAMI [DiFLOC | DOV |E*FIFE [E=FIPEMAZD | F2FIPEMA D0 | FFIMK | GIFOEM | G:ROST
i ; -4 ]
2| [roes sEaRen ExAN M exre) rro T e 1] s | = I.
'Coverﬁcneckllsc'{sms]’ Aueture [ Hisony| 3 1
oo En
Bhowr [ctive =l : L £
Oate - Code Daier. | rages | Fublic
D¥0E-1335 oM RaguastTer gram oF i Eura... T oTdE
B0 E-1 338 1ot Cawmignation of imwentor 1 Tan
EBOE-1995 EPEC fpecificadon fledby Fax a .. 14 Yes
ZD96-1995 DESG Desoriplen B Yes
25061998 CLMS €laims 2 Yas
g ] T
Zh0k-1285 AEAT abstract 1. Yai
214971998 BIEL Eibhipgraphc d93ta shaet 1 Ne
OB« 335 FATMEP Faymunt shuat 1 Tan
o0r-19-1336 FRIO Dacument consernimg the . 1 Yey
20-10-1995 PRIODOG Frnomty document 19 Yes
20-10-199% PRICTRAN Translatien = preeriy decu.. 16 TaE
08114938 RPUBM 1-EP Waming RPUB A1 (EP] 1 Na
24-01-1847 BRCH Do cuMENt Concerning sear. . I Yes L]
21911997 1382 Commumacohon te search d... 1 o
24024997 1407 Caver Ietter EPO sqarzhra.. 1 Yas
24804847 16090 EPC nasreh rapar 2 Yan
ET-19-1897 Zom Examinatien reporm 4 Yes
224911998 EXRED F2ply te esamination report T Yes
£901-1998 2004 Examinstion repart E Yan
oTQ4-1558 EXRE] Raply to exarminatian repore 4 Yay
13I97-2000 20363 Do cuments tar grant I Yes
CT-0B-2000 2004 CammumEat en under Al e... ERLT]
COTAB-B040 DREX Bruckmesmplar 13 Yan
E6-Q8-0a0 AGRA Keply 1o the commurilcade... 1 Yes
D6-10-2000 2005 Commumcat on under fule. 3 Yes
9192990 T CoOmmuMSaRen B F1eregis. 1 TEE
Of-10-2080 2646 Regietrad en af 3 trarsfer g 1 Yas ©
ET-12-2000 IGRAT Eeply te the commurlcado.. 1 Yes
ZT-12-2000 CLMS TRAN Translated clonns 4 Yes
27128000 CLMIE TRAN Tranmlated clzims I Tan
O&-22-20a1 a7 Wamimg RPUB & Yan
1601-2001 2008 Deisien te grant 1 Eureps I Yes
C803-2001 EFLETT Lattar ralating te the Seare... 1 TaE
#400-8001 EPLETT Latter relating to thm Searc... 1 Tan
2 Q5-20e1 2311 Erlef ¢ sinmnumicatian 1 Yes
AT 04-2001 USTTOR Feque sttor transrer of righ . 108 Yes
02052001 94 Cammumeaben ot Eregis.. 1 Yag
20052001 FAYRIEP Faymant sheat 1 Na
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Figure 59: image viewer
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8.2 Image Viewer settings

Users can customize some of the default settings in the Image Viewer. Users must customize your
settings separately for each team of which they are a member.

Choose Phoenix Settings from the MADRAS menu, or press F12.

ImageViewer ¢ Left & Right
Zooming * Fit to Window ¢ No White Borders

Gray levels |16 levels of gray LI

Default Page |Cover LI

Language |Eng|ish LI

Procedure |Appea| LI

Local Print Preferred Font Size |10 LI
Central Paperfile Print [
Central Send Print [~
Paperfile Monitoring [

ID Display |UserlD and Full Name LI

Phoenix Settings 1 [=1 B3

General | Mailbox| TOC | Tools|

Ok | Apply | Cancel | |

Figure 60: PHOENIX settings
In the Phoenix Settings window, select the General tab.

General tab
Field Content
Image Viewer Choose whether Image viewer is on the left or the right.
Zooming You can set this to Fit to Window or No White Borders.
Grey levels Black and White, 4 Levels of Grey and 16 Levels of Grey.

Local print pref.

Defines the font size for printouts on the desktop printer (only for
mailbox and TOC printouts, not PDSs).

To see what the new layout will look like, click on Apply. ePHOENIX immediately applies the new
setting. (Drag the window if necessary.)

Click on OK.
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8.3

8.3.1

8.3.2

Image Viewer menu

Viewer functions are controlled from the View menu. To call up the Viewer menu, click the right
mouse button in the Viewer window.

[4)1]]
Tag
Remove All Tags
Zoom In
Zoom Out ABSTRACT / ZU|

Zoom Optimum
Zoom Full Page
Rotate +90
Rotate -90

me (1) that is &|

Black & White ed crush barrie

4) mounted to

4 levels Gray et between thd

¢ 16 levels Gray rs can nat slide
Print Page

Print Tagged Pages
Print Document
Magnifier

Remove From Viewer

Figure 61: image viewer menu

Displaying documents

By default, the first page of the leading document is displayed in the Viewer. The document codes
of the other documents retrieved are listed as a series of tabs, above the image, on the left.

Elf < DECA | DECA 2548 | CLMS | DREX | PAYMEP | 2544A [(I) > | I T2y R | ;lilf

Figure 62: document codes

You can scroll through these if there are too many tabs to see at once.
To scroll left through the tabs, click on the < button

To scroll right, click on the > button

To view a document from the TOC either double-click on the appropriate entry in the TOC or select
the entry, then choose Add to Viewer from the Document menu.

The tab showing the document code appears in the Viewer. The tabs for documents selected from
the TOC are displayed in the order In which they were selected.

To move between documents, select the tab with the required DocCode or hold down the Shift key
and press the right arrow or left arrow key to jump from one document to the next.

Note:

These arrow keys are on the main part of the keyboard, not the numeric keypad.

Selecting pages

Above the image on the right, there are buttons enabling the user to go to specific pages in the
displayed document. On the rightmost button, the total number of pages in the document is shown.

Elf < DECA | DECA | 2548 | CLMS | DREX |[PAYMEP | 2644A [(IH] > | Tag P | ilr

Figure 63: selecting pages
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8.3.3

8.4

8.4.1

8.4.2

8.4.3

To go to a specific page, type the page number into the box and press the Return key.

To page through the document, click on the > button to go forward in the document and the <
button to go back.

To go to the first page, click on the leftmost button, displaying the page number 1.
To go to the last page, click on the rightmost button, displaying the number of pages.
If the (whole) image is not displayed, press the - (minus) key on the numeric keypad a few times.

Click on the viewer again after using these buttons, as the behaviour of shortcut keys may not be
correct unless this is done.

Removing documents from the Image Viewer
If the list of document tabs is too long, remove some or all of the documents from the Viewer.

From the TOC:

Select the document in the TOC
Choose Remove from Viewer from the Document menu.

From the Viewer:

Display the document in the Viewer.
Right-click on the document to see the Viewer menu.
Choose Remove from Viewer.

If the documents are displayed in the wrong order, remove them from the viewer, sort the TOC in
the required order and then add the documents to the viewer again.

Zooming

Zooming in
The image can be changed by either pressing the + key on the numeric keypad or choosing Zoom
In from the Viewer menu

Part of the image can also be enlarged by selecting the section of the image by dragging with the
left mouse button horizontally, then vertically, to form a rectangle, then releasing the button.

Zoom optimum/full page

The default view is that the whole of the selected page fills the Viewer window. To return to this
view choose Zoom Full Page from the Viewer menu.

There is also another view in which the page is displayed at about its correct size, regardless of the
size of the Viewer window which means that not all of the page will necessarily be shown at one
time. Choose Zoom Optimum from the Viewer menu.

To switch between the full-page and optimum views and back, press the / forward slash key.

The Magnifier

For parts of an image which are very difficult to read, a magnifier is available. Choose Magnifier
from the Viewer menu.

A pop-up window opens displaying a magnified view of part of the page. To view a specific area in
the magnifier, move the mouse in the Viewer window.

The magnifier window can be resized, changing the magnification.

Choose Magnifier again from the Viewer menu to close the magnifier window.

Page 87 of 114



8.4.4 Opening viewer in full screen (study mode)

To view a whole document in greater detail, open a viewer to fill the entire screen. Either choose 1
Image Window from the Windows menu of the Dossier or press the F8 key. Either choose
Default Layout from the Windows menu or press the F6 key to close ‘study’ mode:

8.5 Rotating the image

An image can be rotated by 90 degrees. By repeating this, the image can be rotated by 180 or 270
degrees. To rotate an image 90 degrees clockwise either choose Rotate +90 from the Viewer
menu or press the * (asterisk) key on the numeric keypad. To rotate an image 90 degrees
anticlockwise choose Rotate -90 from the Viewer menu.

8.6 Second image viewer

To compare two documents of the same dossier, open a second viewer. Select the documents you
want to view and load them into the viewer window and either choose 2 Image Windows from the
Windows menu of the dossier or press the F7 key.

The original viewer moves to the opposite side of the screen and the second viewer replaces the
first one. You can then select the same or different documents in the two viewers, provided they
have been loaded to the viewer previously.

The keyboard shortcuts for zooming or rotating operate only in the first viewer. Use the mouse in
the second viewer.

To close the second viewer either choose Default Layout from the Windows menu or press the
F6 key.

8.7 Keyboard shortcuts
The functions listed below have keyboard shortcuts. The first four keys are in the group of 6 keys

above the cursor keys. Mouse operation is by a single click of the left mouse button.

Mouse operation, single window

of the keyboard).

The keys marked (*) are keys on the numeric keypad (the group of keys on the far right

Action Mouse action Keystroke
Next page > Page Down
Previous page < Page Up
Last page Box with last page number End

First page Box with first page number Home

Tag for printing (*) Checkbox above image Enter
Zoom in (*) Viewer menu - Zoom +

Zoom out (*)

Viewer menu - Zoom out

Zoom optimum (*)

Viewer menu - Zoom Optimum

/

Window

Full page (*) Viewer menu - Zoom Full Page /
Rotate (*) Viewer menu - Rotate *
Select document (*) Document tab Shift + right/left arrow
Second viewer Windows menu - 2 Image F7
Window
Study mode Windows menu - 1 Image F8
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When two viewer windows areopen, the Page Up and Page Down keys described above act on
the second image viewer.

Mouse operation, two windows

The keys marked (*) are keys on your numeric keypad (the group of keys on the far
right of your keyboard).

Action Keystroke
Next page in first Alt + Page Down
viewer

Previous page in first Alt + Page Up
viewer

Next page in both Ctrl + Alt + Page Down
viewers

Previous page in both | Ctrl + Alt + Page Up
viewers

8.8 Printing from the viewer

8.8.1 Printing
The desktop printer can print
the current page

the current document
tagged pages.

8.8.2 Tagging pages
To tag pages for printing:

view the page you wish to print.
either click on the Tag check box above the image or press the Enter key.

Individual tags can be removed in the same way.

To remove all tags at once, choose Remove All Tags from the Viewer menu.

8.9 Troubleshooting

8.9.1 Images are not available
If no images are available, there are several possible reasons:

The document is indexed but not yet scanned/loaded. lin this case the TOC entry is shown in
grey.

The document was not automatically loaded in the viewer and it has not been requested. In
this case, request the document from the TOC, for example, by double-clicking it.

A document has been seen, but cannot be found when the dossier is reoopened. The
document could have been associated with a message, and therefore it was visible, but it is
stored in another procedure. Check in the All tab in the TOC.

PXI (the ePHOENIX Imaging System) is currently unavailable. An error message should be
received in this case. Other parts of the system can still be used.

If a colleague has normal access to PXI but you still do not, try closing MADRAS and rebooting
your PC. If the problem persists, contact the Support Desk.
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9 Printing

9.1 Printing a document

You can print documents selected in the TOC or the documents displayed in the Viewer:

Choose Print... from the Document menu. The Document Printing dialogue opens.

Select the Print Document Information tab.

# Document Printing

Print Dossier Information Print Document Information |

Show Documents: |Displayed in Viewer LI
Code Pages Date Procedure Double Sided Copies

WDRA 103-04-2000 Search/Exam (] 1 Add
1001P 630-08-1999 Search/Exam m 1
\ABST 1/30-08-1999 Search/Exam m| 1 Remove |
WDRA 103-04-2000 Search/Exam 0 1 U
1001P 630-08-1999 Search/Exam 0 1 ——pl
ABST 130081999 Search/Exam 0 1l
DESC 4030-08-1999 Search/Exam 1 =
DESC 40[30-08-1999 Search/Exam O 1
[1001P | 720-04-1999 |SearchiExam | [ | 1|
Nr. of Documents: 9
Nr. of Pages: 103

Include Document Settings

[~ Document Annotations [ All Documents: |Sing|e Sided j

I« Document Overlay [ All Documents: |1 ~ | copies

¥ Comment:

This is a demo|

Print: [an =l

[” Show copies separate to change sequence

Printer selection

 Central printer: P9253
& Departmental printer: |P01d2 hd Select...

Printer selection (One Shot: valid for current print job only)

 Departmental printer: I -

Print Cancel Set as Default

Figure 64: document printing

Either select Selected in TOC to print documents pre-selected in the TOC (this is the default) or
select Displayed in Viewer to print documents displayed in the image Viewer.

A list of documents with their details is displayed. The dialogue also shows the total number of
documents selected and the total number of pages.

A further selection can be made for documents in the Viewer, in the Print drop-down list under

Document Settings:

Print document settings

Field

Action

All

Print all documents in the viewer (default)

With Tagged Pages

Print complete documents which have been tagged in the viewer

Only Tagged Pages

Print only pages which have been tagged in the viewer
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To print documents in a certain sequence, select a document in the list, then click on the Up or
Down button to move the document. Repeat for other documents until the list is in the required
order.

To remove a document from the print list, select it and click on Remove.

Include Document Settings
& Document Annotations [ All Documents:  [Single Sided =
¥ Document Overlay [ All Documents: |1 ~ | copies
¥ Comment:
Print: Al =

This is a demo . Al
I” Show copies sePaWith Tagged Pages
Only Tagged Pages

Drintar calantinn

Figure 65: removal of a document from the print list

To add a further document from the TOC or Viewer, depending on the setting already chosen, click
on Add to see the Add Documents window.

= Add Documents from Viewer - = i _

Available

Code | Pages | Date | Procedure | Double Siced | Copies |
1001P 630-08-1999 SearchiExam O 1
ABST 130-08-1999 SearchiExam O 1
1001P 630-08-1999 SearchiExam O 1
ABST 130-08-1999 SearchiExam O 1
DESC 4030-08-1999 SearchiExam O 1
DESC 4030-08-1999 SearchiExam O 1
1001P 720-04-1999 SearchiExam O 1
Selected

Code Pages Date Procedure Double Sided | Copies |
WDRA 103-04-2000 SearchiExam O 1
WDRA 103-04-2000 SearchiExam M 1
Nr. of documents 2
Nr. of pages 2

OK Cancel

Figure 66: add documents from viewer
To add a document, select the document(s) in the Available list, and click on Add.
Remove selected documents by highlighting them and then clicking on Remove.

Click on OK to return to the Document Printing dialogue.

Include

Field Action

Document annotations | Prints the DocCode and (if any) document annotations for each
selected document on the banner sheet.

Document overlay Prints each page overprinted with the dossier number, legal date,
DocCode, page number and date of printing.

Comment Type the required comment in the box. This is printed on the banner
sheet of the printed output.
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Document settings

Field

Action

All documents

All documents are printed single-sided unless double sided is
selected. Each document starts on a new page. Use this option to print
all documents double-sided or single-sided.

All documents

Select the number of copies of the set. 1 is the default. If more than
one copy is selected, the printing is output in sets.

Print

Select which to print: All, With Tagged Pages or Only Tagged Pages

Show copies separate
to change sequence

If this option is not selected (the default), copies of documents in the
print list are shown simply as a number under the heading Copies.

If this option is selected, then copies are shown separately in the list,
with full details.

To add extra copies of documents already in the list:

tick the Show copies separate to change sequence option
select the document to copy from the list
click on Copy as many times as you require copies.

The Copy button is not available if the Show copies option is not selected.

Printer selection

Field

Action

Central printer

Printing on the central printer.

Departmental printer

Printing on the departmental printer.

Select the printer from the drop-down list. This list displays the three
printers most recently selected with the latest one as default.

It is possible to overtype the printer ID in this box.

If the required printer is not displayed, click on Select to bring up a
dialogue in which you can select a printer from all those available.

Departmental printer
(One Shot: valid for
current print job only)

This works the same way as the other Departmental Printer option, but
it allows for printing a single job to a different printer without changing
your defaults. Like the other option, it also remembers the last three
choices. This is entirely independent of the other option.

All documents shown in the display window are printed. If no documents are displayed, none are

printed.

Click on Set as Default to make these settings your default.

To start printing, click on Print.
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9.2 Printing Dossier information
Information can be printed for the current Dossier:
Choose Print... from the Document menu. The Print dialogue opens.

Select the Dossier Information tab.

Information Displayed

Table of Contents None hd

[ Dossier Annotations

[ History

Print Cancel

Figure 67: print dossier information

Select an entry for the Table of Contents.

Table of Contents settings

Field Action

Standard This is the default. Gives you a print of the TOC with a predefined
sequence and number of headings.

Displayed Prints exactly what you have displayed in the TOC. If you have
displayed a large number of headings, the TOC may not print as a
coherent list.

Selected Prints only the documents highlighted.

None The TOC is not printed.

Select Dossier Annotations to print all dossier annotations.
Select History to print the History screen.

Click on Set as Default to make these settings your default.
Click on Print.
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9.3

9.3.1

9.3.2

9.3.3

9.34

Page printing from the Image Viewer

Overview
It is possible to print
the current page

the current document
tagged pages.

Printing a page
To print the single page currently displayed in the Image Viewer:

right-click in the Viewer window
choose Print Page from the pop-up menu.

The Windows print dialogue appears with the default printer selected. Make any necessary
changes and click on OK.

Print tagged pages
Tagged pages can be printed:

right-click in the Viewer window
choose Print Tagged Pages from the pop-up menu.

The Windows print dialogue appears with the default printer selected. Make any necessary
changes and click on OK.

Printing documents from the Image Viewer
This is not recommended from the Viewer, for reasons of speed, but could be used in urgent cases
for small documents.

right-click in the Viewer window
choose Print Document from the pop-up menu.

The Windows print dialogue appears with the default printer selected. Make any necessary
changes and click on OK.
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9.4 Printing paper files

94.1 Printing paper files
Paper files can be printed from

the Mailbox (options 1 and 2 below)
the Dossier (option 3)
the Team Manager (option 4)

Note:

Do not print more than about 10 files in one batch, because of system limitations.

To open the Print Paperfiles dialogue:

option 1:
select one or more messages in either your individual mailbox or the Team Mailbox,
choose Print Paperfile from the Messages menu in the Mailbox,... The Print Paperfiles
dialogue appears with the dossier number(s) already entered for you.
option 2:
choose Print paperfile... from the Messages menu without selecting any messages in
the Mailbox,. The Print Paperfiles dialogue appears without a dossier being selected.
option 3:
choose Create Paperfile... from the Dossier menu in the Dossier window,. The Print
Paperfiles window appears, with the dossier number filled in for you.
option 4 (for authorized persons only):
: select one or more messages in the Team Manager,.
right-click on the messages. A pop-up menu appears.
choose Print Paperfile... The Print Paperfiles dialogue appears with the dossier
number(s) already entered for you.

== Print PaperfilesAdministration

Dossiers Available Paperfiles ¥ Check Action Log
Dossier nr. [RMFC 2 oREr ||
Add
I PCT2 file J
Remove PCT2-EPnolSA Remove
Selected Dossiers: PCTBestFile

' U
98200347 4 ziiigg ; ﬁ
76757650 o :  _Down

Selected Papetfiles

Name | Copies |Doublesided| Overlay | Info | TOC | Docsheet |Documents| Staple |
1 v o ~ v = ~ G

EP Search

Number of paperfiles: 3 [ All paperfiles:  |Double Sided -
[ All paperfiles: 1 ¥| Copies

Include Printer selection

[ Comment:

 Central printer: P9253
@ Departmental printer: |P0142 = Select...

[" Use Monitoring:

OK Cancel Set as Default

Figure 68: print paperfilesadministration
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If no dossiers are selected, or to enter more dossier numbers:

enter the relevant dossier number by hand under Dossier nr. After you have entered a valid
number, the box changes from red to green.

click on the Add button.

repeat for all the required numbers. The numbers you have selected appear in the Selected
Dossiers box.

To change the order of the dossiers, if you have entered more than one dossier number:

select one of the numbers in the list.
click on the Up or Down button to move the number up or down in the list.
repeat this for other numbers until the list is in the desired order.

To delete a number from the list, select it and click on Remove. For the numbers entered, the
available paperfile types appear in the Available Paperfiles box. The list of available paper files is
based on your team and user profile, so if you cannot see the file type you need, please contact
your Support Desk.

Select each item required and click on the Add button to add it to the list of Selected Paperfiles.
The order in which they appear is the order in which they are printed.

Tick-box options

Field Action

Double-sided For double-sided, each document starts on a new page.

Overlay If selected, overlays are printed, otherwise not. Overlays contain
Application number, DocCode, Page number, Legal date and Date
printed.

Info Select this to print info sheets.

TOC Select this to print the Table of Contents.

Docsheet Select this to print a sheet containing the names of printed documents.

Documents Select this to print the documents.

To change the order of printing:

select one item in the Selected Paperfiles list
click on the Up or Down button to move the item up or down in the list
repeat this for other paperfiles until the list is in the desired order.

To delete a paperfile from the Selected Paperfiles list, select it and click on Remove.
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Additional required information

Field

Action

Check Action Log

The system automatically records, in the Action log, the type of paper
file printed, and the date.

If this item is ticked, ePHOENIX warns if an attempt is made to print a
paperfile that has already been printed.Printing must then be
confirmed by clicking on OK.

Number of paperfiles

This displays the number of paper files selected.

All paperfiles: To print all paper files Single or Double Sided, tick the upper All
Paperfiles box, and then select the option.
To print the same number of copies of all paperfiles, tick the All
Paperfiles box and select the number of copies required (1 to 30).
Comment Tick this box and type in a comment, if required. The comment

appears on the banner sheet.

Use Monitoring

This option sets paperfile monitoring on or off - this enables the system
to trace whether the file has

- actually been printed
- been received.

If the option is set to On, receipt has to be recorded manually by the
receiving unit. Failure to do so means that the log shows the file as not
having been received.

Please make sure which setting is correct before using the Print
Paperfile function. If in doubt, consult the Support Desk.

C hoose where to print the

documents under Printer selection.

Printer selection

Field

Action

Central printer

Printing on the central printer.

Departmental printer

Printing on the departmental printer.

Select the printer from the drop-down list. This list displays the three
printers most recently selected with the latest one as default.

The printer ID in this box can be overtyped.

If the required printer is not displayed, click on Select to bring up a
dialogue in which you can select a printer from all those available.

Click on Set As Default if you want the selected options to be used as default for paper file

printing.
Click on OK.

To set the central printer as the default for paper files, choose Phoenix Settings from the
MADRAS menu, then tick Central Paperfile Print on the General tab, otherwise the departmental
printer is the default printer.
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9.5

Print and send

Using the Send function, it is possible to have an outgoing document, which is available in image
form, printed with an overlay for the date and the user's for despatch. At the same time,
ePHOENIX closes the original TOC entry, creates a new entry for the outgoing document and soft-
copies this document to the ePHOENIX dossier.

Open the dossier and select the document to send.

Choose Send... from the Document menu. The Send Documents dialogue appears.

Send Documents IO
Date of Dispatch: |15-01-2004 ﬂ Country of Destination: |Europe v
Required Action
& Normal © No Paper Print Bipiepselecton
© Registered " Mailroom Printer © Central printer: Po253
« Send Immediate . " . :
" Advice of delivery = Select Printer
 Departmental printer: |P0142 v Select...
© Fax P P —I
Printer selection
© Printincl.PDS | G92e3
& |P0142 ¥ Select...

Qverlays

-

© Custom Overlays  Edit (FOG)

What Documents

Available Documents Documents to Send

Code | Date [Pages Code | Date |Pages|
1001 19021998 6/ 1002 19.02-1998 ||
001P 5008-1999 6 1010 27031998 |
001P 30-08-1999 6
001P 2004-1999 7
002 19.02-1998 1
014 31-07-1999 2
135 16-08-2003 3=
Available Annexes
Article 8 RFees =
DE Merkblatt zum Antrag 1001
DE Merkblatt zum Antrag 1200
EN Notes on the request 1001
EN Notes on the request 1200
F 1200
Fee Sheet 10.05.2000 =
oK | cancel

Figure 69: send documents

Select the date of despatch. Depending on the mode of despatch, the system presents a pre-filled
date of despatch, which takes account of weekends and public holidays. It is recommended that
the user accepts this date. If they do decide to change it, however, all dates are accepted. If there
is no tick in the Date Overlay box, they cannot use this option but must use Form Filling instead.

Select the Country of Destination. This determines the order in which the documents are printed
out for the mailroom.

Select Send Immediate if a soft scan to ePHOENIX is required and possible immediately. You
must then select the mode of despatch and printing options.
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These items are already filled in with defaults specified by the DocCode.

DocCode defaults

Field

Action

Normal

Registered

Advice of Delivery

Registered with Advice of Delivery

Fax

Enter the fax number.

No Paper Print

Select if a printed copy is not required.

Mailroom Printer

Select if the copy is to be printed in the mailroom.

Select Printer

Select to choose a printer, and then select Central printer or
Departmental printer as described below.

Central printer

Printing on the central printer.

Departmental printer

Printing on the departmental printer.

Select the printer from the drop-down list. This list displays the three
printers most recently selected with the latest one as default.

The printer ID in this box can be overtyped.

If the required printer is not displayed, click on Select to bring up a
dialogue in which you can select a printer from all those available.

Alternatively, select Print incl. PDS option to close the original document, and print the form and a
Package Data Sheet to send for scanning. (The form filling facility has made this option largely
redundant.) The options for Print incl. PDS are the same as for Printer Selection above.

If Standard Overlay is selected, a Date Overlay and/or a Sender Overlayn can be selected. For a
Sender Overlay, the user must check and edit their Name, Telephone and Site, as they will appear
on the form. The details are filled in by the system according to the DocCode.

If it is needed to need to add text to the form or cross boxes, the ePHOENIX Form Filling tool FOG
must be used. Select Custom Overlays and click on the Edit (FOG) button.

ePHOENIX displays

the document selected in the TOC, normally an outgoing form, under Documents to Send,
other documents in this dossier under Available Documents,. To add more documents to the
To Send list, select them and click on Add Doc.

Documents can be removed from the To Send list. Select them and click on Delete. (cannot
remove the original document.)

annexes available to send under Available Annexes,. To add more annexes to the To Send
list, select them and click on Add Annex.

Annexes can be removed from the To Send list. Select them and click on Delete.

To change the order of printing of the documents:

select a document in the Send List.
click on Up or Down until it is in the required position in the list.
repeat for other documents until the list is in the desired order.

Click on OK to send the documents.

A confirmation dialogue box appears. Click on Yes.
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9.6

The original TOC entry then closes. If Send Immediate was selected, a new TOC entry in grey
appears with the date of despatch. This turns to the appropriate colour when the importing of the
image, together with overlays, is complete. The document is printed out.

Stamp and print

This function enables stamping of a standard overlay onto the image, make a soft copy of this
image and print it out, if desired, on a departmental printer.

Either select the document(s) in the TOC or open the document(s) in the Viewer. Choose Stamp...
from the Document menu. The Stamp Documents dialogue appears, showing the document
selected in the TOC.

= Stamp documents i

Code |Paes| Date | Procedure |
BIBL 204-03-1998 Search/Exam
PAYMEP 111031898 Search/Exam
Selected j
Language Stamp text

FEUILLE DE REMPLACEMENT (REGLE 26)
FEUILLE RECTIFIEE (REGLE 91)

r DE FEUILLE MODIFIEE (ARTICLE 19)
FEUILLE MODIFIEE
 EN FEUILLE RECTIFIEE

FEUILLE DE REMPLACEMENT (REGLE 9.2)

&
AR Nouvellement déposé
Revendications modifiées
Printer selection
F Include Dossier Number
& Print  Central printer: P9253
© Close Original = Departmental printer: |P0142 v Select...

Number of Copies |1 hd
l:l Cancel

Figure 70: stamp documents

Select an option from the drop-down list.

Drop-down list options
Option Action
Selected Stamp the documents selected in the TOC.
In Viewer Stamp the documents shown in the Viewer.
With tagged pages Stamp documents with tagged pages.

Select the required language, then highlight the required text by clicking with the mouse. The
options here depend on your Office.

To stamp the dossier number on the document as well as the chosen text, select Include Dossier
Number.

If a print of the document is required, tick Print. Removing the tick disables the print option.
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9.7

Choose where to print the documents under Printer selection.

Printer selection

Field Action

Central printer Printing on the central printer.

Departmental printer Printing on the departmental printer.

Select the printer from the drop-down list. This list displays the three
printers most recently selected with the latest one as default.

The printer ID in this box can be overtyped.

If the required printer is not displayed, click on Select to bring up a

dialogue in which you can select a printer from all those available.

Select the Number of Copies to print.

Click on OK to complete the procedure.

Print Jobs

To check the status of print jobs you have submitted to the system, choose Print Jobs from the
MADRAS menu.

| Primtiobs|
| Creation Time Request Number| Reguest Printer | PXIPrint Statug | Completion Time Frinted Time Request BPSID | RequestPrinterType | Errer Code| Request Error Message
2003 0520055057 G634 FO200 Freparation HF0I2009808F - GVEPSaT P52
2003.03-2002:50:53 §5342 F3002 Preparation 200340320 09:60.63 L GVEPSOT P82
2003-03-20 08:50:16 58340 Pa002 Frinted M0303-2009:80:21 20030320 09:80:4% GVBPSIT P52 FRINTED
200303-2009:47:22 G633 FO200 Printed 00303-2009:47.2F  200303-2009:42:03 GVEPSOT P82 FRINTED
Papediles |
Issue Time Regquest Number Queue Status Phoenix Name Lest Modified Mailbos 1D
20020TA615:01°19 64220 Arrived in Directorate PAPERFILE 20020716 15:00:32  PHTESTOY
20020716 15:01:45 54231 Arrived in Directorate PAPERFILE 20020716 15:00:41  PHTESTO1
2002071616,23:24 64222 Arrivedin Directorate PAPERFILE 20020716 15:22:21  PHTESTO)!
20020716 1526208 54223 Arrived in Directorate PAPERFILE 200207-1615:26:08  PHTESTOM
= SplitView | Refresh || close

Figure 71: print job status
The Print Jobs dialogue lists the print jobs sent to the LAN printer only:

under the Print Jobs tab: prints originating from printing of documents, including those related
to Send and Stamp operations, but also the associated softscans (the direct electronic
transfer of the modified document to the ePHOENIX image archive.

under the Paperfiles tab: prints any paperfiles ordered.

Local prints are not listed.

If the Split View box is ticked, the Paperfiles and Print Jobs tabs are both shown. If not, only one is
shown at a time.

If any print jobs seem to fail or incur an overly long delay, contact your Support Desk, giving the
Request Number shown against the job.

To update the display, click on Refresh.

To close the dialogue, click on Close.
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9.8

9.8.1

Printer selection

There is the option to select a printer whenever sending a printing job to a LAN printer, as opposed
to the local desktop printer, is possible.

Click on the Select... button wherever it appears (for example, in the Print, Send and Stamp
screens).

Follow the on-screen instructions till you have selected the printer required.

Click on OK. The selected printer is entered into the Departmental Printer field of the Printer
Selection area.

If the printer number is known it is also possible to type it into this box. The box turns green if the
number typed is on the list of known LAN printers, and remains orange otherwise.

Images are not in PXI

If one or more documents are not available in PXI, ePHOENIX informs you which document(s)
cannot be found by displaying the corresponding viewer tab(s) in red.

Page 102 of 114



10 Working with forms and annexes

10.1 Forms
To use forms within ePHOENIX, open the relevant Dossier in the TOC, and choose Send from the
Document menu.

Forms are generated by legacy systems and printed out either in a batch program or individually by
the user. They can be divided broadly into two categories:

outgoing forms
internal forms.

In addition to processing batch output, it is possible to order forms from a legacy system through
the emulator for import into ePHOENIX (soft-scanning).

10.2 Internal forms
Internal forms can be classified in two categories:

forms for information; these are simply file copies and require no manipulation
forms for completion and sending to, for example, an examiner. These often need to be
rescanned when returned with information added.

10.3 Outgoing forms

10.3.1 Types of outgoing forms
Outgoing forms can be classified into three categories:

forms that are despatched automatically; these are simply file copies and require no
intervention by support staff (the date is pre-filled)

forms that need no added information, apart from the date, but must be despatched to the
applicant

forms that need information to be added, in addition to the date, before despatching to the
applicant.

10.3.2 Automatic forms

The form is generated by the procedural system, and ePHOENIX prints the form together with date
of despatch, seal, name of Formalities Officer etc. at the postroom for automatic despatch. A copy
of the form is placed on the ePHOENIX file, but no message is generated because no further
action is required.

10.3.3 Forms with no data added
An image of the form, without date or other details, is imported into ePHOENIX.

Decide whether the form should be sent. If not, then close the document.
If the form is to be sent, highlight the form in the TOC.
Choose Send... from the Document menu in the Dossier. When Send... is invoked, ePHOENIX

closes the original entry in the TOC.

creates a new entry in the TOC for the newly created document, if Send Immediate was
selected

prints the form, plus annexes, with an overlay

it imports the form, including overlay, to the ePHOENIX dossier, if Send Immediate was
selected.
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The following overlays are available:

date of despatch
posting date
name, location and phone number of user.

If the relevant item is not ticked in Standard Overlays, the overlay has not been defined and will
therefore not be printed.

10.3.4 Forms with data added

An image of the form, without date or other details, is available in ePHOENIX and a message
generated for the document.

Decide whether the form should be sent. if not, then close the document.
Highlight the form in the TOC.

Choose Send... from the Document menu in the Dossier. Check that Registered or Normal Mail is
correctly selected (this aids sorting in the mailroom)

Check that that the date shown is a working day, and select a working day if it is not.
Select the mailroom printer, if applicable.

Select the departmental printer, if applicable.

Select No Paper Print for internal forms, or if you want only to add text to the form.

Select Custom Overlays, then click on Edit (FOG). The form filling screen appears. If no image
appears, it may not be available in the image archive.

=]

&
v
>

(5002030) RECEIVING SECTION EPASYS 04,/03/98~
== BIBLIOGRAPIIC DATA OF APPLICATION: 98480007.8 (= EP application)

SUSI: 00.00.00(00.00.00)// RESU: 00.00.00(00.00.00)// Date

DREC: 19.02.98 DFIL: 19.02.98 MEPA: 00.00.00

EXAM: 19.02.98/00.00.00// 00.00.00)/00,00.0¢

AREF: TR 9 97 053

TSUB: (
RENA: 26.02.98/26.02.98  COPD: 19.08.99 jiexs
APPR: 01/00200120. 4/DEST
1

International Business Machines Corporation Bame
Ol Orehard Rosd

Armonk, N.Y.. 10506
s CheckMark
PADR: (NO PADR) CrossMark

FREP: 01/00077261.6(19.02.98)/19.02.98/
Therias, Philippe
Compagnie TBM FRANCE, Département de Proprité Intellectuells oK
® 06610 La Gauda =
R
Print
GENA: (00.00.00) FILL: EN PROL: EN =
Title: Flow control process for a switching system and systen for
perforning the same(11.11,11) gancel
PRIO: //00.00.00(00.00.00)/(00.00.00)/(00. 00.00)/00. 0000
BIOM: £00.00.00// sEQ: ////
DEST: AT/04/N BE/05/N CH/08/N LI/06/N
DE/01/Y DK/OT/N 25/08/K F1/09/N
/02/Y 6B/03/Y GR/10/N IEAYN
/12N L0713/N HC/14/N NL/15/N
PI/16/N SE/1T/N

EXPT: AL/00.00.0000/00.00. 0000
® LT/00.00.0000/00.00. 0000
L¥/00.00. 0000/00. 00. 0000
MK/00.00.0000/00.00. 0000
R0/00.00.0000/00. 00. 0000
$1/00.00.0000/00.00. 0000

PANR: EANR:

CIL¥S: 006/00.00.00 AUCL(1): AUCLE3):
AUCL():

DRAV: 1/28 3 i 3 3/if

ASOC:  /00.00.00/00.00.00

DECA:  /00.00.00/00.00.00/ DEPA: 28040064/00.00. 00

INVI: 01(19.02.98)/1/Blanc, Alain/983 Rte ¢u Plan Buisson/Tourzsttes s/

up, 06140 Vence/FR72,
02(19.02.98)/1/Brezz0, Bernard/Le Manoix N 25, 261 Avenue de
Pessicart/06100 Nice/FR/2/Y

Figure 72: form filing screen

Add details to the form as necessary:

Page 104 of 114



To add a date:

click on the Date box at the top right of the displayed image.

release the mouse button and move it to the date field on the form.

click the left mouse button in the date field (the mouse pointer shows the bottom left corner of
the displayed date). This places the date in the form.

To insert a cross in a box:

click on CheckMark (for a tick) or on CrossMark (for a cross) at the top right of the displayed
image.
release the mouse button and move it to the box on the form.
click the left mouse button in the box. This places the mark in the form.
To insert free text:

click on Text at the top right of the displayed image.

release the mouse button and move it to the required position on the form.

click the left mouse button, making sure there is sufficient space for your comment. A small
window pops up for entering the text.

Enter Text for Overlay

Size 12 -

ok | cancel

Figure 73: enter text for overlay

type in the required text.
select a different font size if necessary. (Transparent is not used at present.)
click on OK to enter the text. It appears in red on the document image.

Check that all overlays are correctly positioned. If not, click on Select.
To move the overlay:

point the mouse at the overlay.
hold down the right mouse button and drag the overlay.

To edit the overlay:

point the mouse at the overlay.

click the right mouse button.

select Edit from the pop-up menu. The text box appears (as in step 7).
edit the text and click on OK.

To delete the overlay:

point the mouse at the overlay.
click the right mouse button.
select Delete from the pop-up menu. The overlay is deleted immediately.

To print a hard copy, click on Print. A copy is printed on your desktop printer.

Only the page being viewed will be printed. For more pages, go to each page in turn (click on the
right arrow at the top of the screen) and choose Print again.
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Make sure that:

the seal is present, or the user's name added by free text
there is no data to be added on other pages of the form.

Click on OK to return to the Send dialogue.

If the date in the Send dialogue is changed, select Edit (FOG) again, and change the date overlay
by deleting the old date and adding the new one.

It is possible to make a hard copy print direct from the FOG screen to your desktop printer and then
use the No Paper Print option for the file copy.

10.4 Standard annexes

Standard annexes are documents that are not part of the dossier, but are needed for general use in
the procedure. They can be attached as annexes to outgoing forms in the Send function.
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11

111

11.2

11.3

Document controls

Overview

All documents in ePHOENIX have a document code (DocCode). These DocCodes are listed in the
database in a Document Control Table that specifies attributes of the document, such as:

public
scanned
generate message

group
to be published.

Various ePHOENIX tools use this table to retrieve data to be displayed or to determine which
actions should be taken.

A DocCode is allocated to an incoming document during indexing and before it is scanned in order
to:

route the document to the correct mailbox
identify the document within the dossier
enable ePHOENIX to perform automatic actions.

For incoming documents, DocCodes are allocated by the receiving officer. When outgoing or
internal communications are created either by a system or by an officer, the officer concerned is
responsible for the indexing.

In all cases, the officer is responsible for checking the DocCode and updating it if necessary. You
should decide whether the preliminary DocCode gives sufficient information in the TOC to properly
identify the document. You can also give more information using a document annotation.

Routing of documents

DocCodes tell the system if documents are, for example, public, for publication, incoming,
outgoing, or if they belong to particular procedures, such as Search/Exam, Opposition, PCT. One
of the attributes that can be specified is create message, so that a DocCode with that attribute will
always generate a message when the document is created.

ePHOENIX uses DocCodes to recognize where a document should be routed.

Automated functions

Some functions in ePHOENIX are automated, such as printing a paper search file or publication.
For these functions, ePHOENIX looks for documents with certain codes and/or attributes, and
performs defined actions on them.
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12

12.1

12.2

12.2.1

12.2.2

12.2.3

File inspections

Preparation for file inspections

Messages are sent to the appropriate mailboxes. The relevant documents are printed out from
ePHOENIX.

Making files available

File inspection on the premises

At the appropriate date, the requester presents his ID and authorization. A paper copy of the file
printed out from ePHOENIX is presented to the requester for inspection.

File inspection by copies
A copy of the requested documents printed out from ePHOENIX is sent to the requester at the
address given.

Models

It must be determined whether any models have been filed by selecting the Cover and checking for
the presence of a MODEL label.

To find the location of the model either choose Details from the Document and then select the
Status tab or go to the document called MODEL.

If the model is sent to the Info Desk:

choose Details from the Document and then select the Status tab.
enter the details of the addressee.

When the model is returned:

choose Details from the Document and then select the Status tab
update the details.
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13 MADRAS settings
To change the MADRAS settings, choose Settings from the MADRAS menu:

6 cDs

Eﬁ Applications

‘63 Select Team
@ Logoff

& Exit..

“H Menu (=3 Mailbox

Figure 74: MADRAS menu

The dialogue box that appears has a number of tabs. The tabs that you see depend on your user

profile.

& General

E.-ﬁ Applications

E.-ﬁ Versions

| Local Formatting

H Ufo Preferences

Figure 75: MADRAS settings

13.1  Settings

13.1.1 General

i Settings =1 B3
IWT Task Bar Position

Eﬁ Applications “ Top ¢ Right & Bottom ¢ Left

';3 Versions Application Bar Position

@ CD Loader © Top ¢ Right ¢ Bottom ¢ Left « Hidden

Image Viewer

Local Formatting Caret Thickness: <1 2 3

Phoenix FontSize: [t6 =] ©Bold

H Ufo Preferences Language: |Eng|ish LI

il Apply Cancel

Figure 76: MADRAS general settings

Page 109 of 114



MADRAS general settings options

Field

Action

Taskbar Position

Position the MADRAS Taskbar in the MADRAS window:
Top, Right, Bottom or Left. The default is Bottom.

Position

Application Bar

Position the MADRAS Application Bar in the MADRAS window:
Top, Right, Bottom, Left or Hidden. The default is Hidden.

Caret Thickness

The thickness of the flashing cursor symbol in any entry field waiting
for user input. It can be set at 1, 2 or 3 pixels.

Font Size The size of the text in MADRAS windows and dialogue boxes,
expressed in points The default is 16pt.
Bold When this is ticked, the text in MADRAS windows and dialogue boxes
is shown in bold type. This is the default.
Language Selects the language used to display the MADRAS interface.
Applications

*t Settings

& General

S [= E3

w
&
=1

Application Startup Maximized On Top External

ADM

|§:3"‘".=

Eﬁ Versions

Applications
[Batch Transfer
CD Loader

) CD Loader

cDS
CasexPriMa

Image Viewer

Local Formatting

Create Backfile
Create Batch
Dossier

Phoenix

5 Ufo Preferences

Edit Batch
IEdit Package
Emulator
KeyFaster
Logon
Mailbox

Manager
Paper Storage
Phoenix Setti...
Print Jobs
Print Queue
Print Tool
Select Team
Settings

Team Manager
Title Tool

UFO

o | o o o o o o o o o o o o o { o |
o | o o o o o o o o o o o o o { o |
o | o o o o o o o o o o o o o { o |
o | o o o o o o o o o o o o o { o |
ARG IR JRERFRCR ERCIRCR IR JRC | RCH ERCH RACH M MR ACR A R IRCR IR IR DR ARG AR AR R e |

Ok Apply Cancel

Figure 77: MADRAS application settings

MADRAS application settings options

Field Action

Application This is the name of the tool or window.

Startup When this is ticked, the tool opens automatically when the user starts
MADRAS.

Maximized When this is ticked, the window is maximised when the user opens it.

On Top When this is ticked, the window always opens on top of other windows.

External When this is ticked, the window always opens as a separate window
on their Windows desktop, not inside the MADRAS window.

Skin This is on by default. It displays a coloured identification bar under

Title bar of the program.
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13.1.3 Versions

# Settings [_[Ofx]
| |
@ General | Application Version
= T ADM 175
Sﬁ- = Batch Transfer 431
=0, A CD Loader 431
’ Qﬁ Versions DS 113
g CasexPriMa 323
@_: CD Loader Create Backfil 431
Image Viewer Creatle Batch 431
Dossier 431
Local Formatting Edit Batch 431
Phoenix Edit Package 431
Emulator 431
H Ufo Preferences | [KeyFaster 14.4
— | |[Mailbox 431
Manager 431
Paper Storage 431
Phoenix Settings 431
Print Jobs 431
Print Queue 431
Print Tool 2.00.19
Select Team 431
Team Manager 4.31
Title Tool 2.00.29
UFO 0.990
Ok Apply Cancel

Figure 78: MADRAS versions settings

This dialogue displays the version numbers of all the tools in the MADRAS set.

13.1.4 Local formatting settings
These options are available only if the user has a User profile authorized to access them.

13.1.5 Phoenix

These options are available only if the user has a User profile authorized to access them. They refer
to visualisation settings.

13.2 Menu

13.2.1 Phoenix

These options are available only if the user has a User profile authorized to access them. They refer
to operational settings.
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Glossary

Abbreviation

Meaning

TOC

Table of contents
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Index

A

Application architecture
back-end systems
epoScan
MADRAS GUI
web-based monitoring

C

Concepts
Ad hoc messages
Batch
Electronic dossier
Electronic Folders
Message
Packages
Team Manager

D

DocCode

Document controls
Automated functions
DocCode
Making files available
Routing

Dossier ownership
Permanent
Single dossier concept
Temporary

Dossiers
Adding a new document
Checklists
Close, keep, or forward
Cover
Dossier settings
Dossier Tabs
Dossier Tool
Emulatorsl|
Handling messagesl|
History
Opening a dossier ad hoc

Opening a dossier from the Mailbox

Ownership

Status screens
Structure tab

Table of Contents
Using the Dossier Tool

F

File inspections
Preparation

Forms and annexes
Forms
Internal forms
Outgoing forms
Standard annexes

HSB

Image Viewer

109
109
104
104
104
104
107

33

84

Keyboard shortcuts
Menu

Printing from the viewer
Rotating the image
Second image viewer
Settings
Troubleshooting
Zooming

MADRAS

Applications option
Closing a MADRAS tool
Interface

Keyboard equivalents
Log off and exit
Mailbox

Menu

Menu

Right-click menu

Set

Settings

Start

Taskbar

Title bar

Window

Windows taskbar bar

MADRAS settings
Mailbox

Access

Changing default team
Changing settings
Changing to another team
Closing

Closing messages
Contents

Creating ad hoc messages
Deleting messages
Display

Display colours

Filter

Forwarding messages
Handling messages
Headings

Menus

Message icons

Messages

Opening

Opening messages
organising

Printing

Refreshing

Replying to messages
Retrieving data

Sender information

Sort order

Sorting

Status icon

Team Mailbox

View for all member teams
Viewing by status

Viewing messages in other teams
Viewing the Team Mailbox
Window

Member parameters
Messages

Assigning
Bulk distribution
Distribution

30,

26, 31,
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P

Password
Phoenix Settings tool
Pick a Color
Preferences for MADRAS and
ePHOENIX settings

Printing

Document

Dossier information

Page from Image Viewer

Paper files

Print Jobs

Printer selection

Send

Stamping standard overlay

RGB

S

Single dossier concept
Swatches

T

Team Mailbox

16
32
33

33

18
33

16

Team Manager
Adding a team member
Assigning messages
Automatic distribution
Changing a profile
Customising unassigned messages
Deleting a team member
Forwarding messages
Handling messages
Opening
Printing paper files
Printing/closing
Retrieving legacy data
Transfering messages
Viewing print jobs

Team membership

U

User ID
User profiles

Users
Mailbox
Password
Profiles
Team Mailbox
Teams
User ID

16
16

16
16

16
16

16
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