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2 INTRODUCTION 

2.1 Features 

IMiS®/wClient is web client intended for the capture and management of content of electronic 

origin or content digitalized using scan procedures. The client operates directly with the 

IMiS®/ARChive Server, which ensures secure long-term storage of documents and archived 

content along with the corresponding metadata. 

Users access the content from any web browser via the web client IMiS®/wClient. 

 

Content is structured by the classification scheme, which sorts materials according to their 

subject, authority, activity, and the business and expert functions of corresponding personnel 

within the company. 

 

Entities follow a hierarchical order (classes, folders, documents), with practically unlimited  

sub-levels specified according to need. Each entity in the archive has its own unique 

classification code. 
 

Secure authentication of a local archive user is enabled via the username and password of the 

user, registered in the external directory, which is synchronized with the archive server via 

LDAP. Secure authentication is provided by username and password, along with all the current 

technological means of protection from unauthorized data access.  

Content security is ensured through unique identifiers (ID), which are assigned to each entity 

and document when it is being stored on the IMiS®/ARChive Server. The identifiers are 

encrypted and prevent unauthorized access, viewing or deletion. 
 

Managing the users' access rights to entities and metadata is a key concept for ensuring the 

confidentiality and integrity of archived content, along with appropriate availability.  

Users are limited to accessing those entities; they have been authorized to access according 

to the security class of the document and the security class level of the user, which are both 

dictated by the access control list (ACL). 

 

The audit log records all instances of server access, along with all the events and changes 

performed on the server. Throughout its entire life cycle, it is impervious to modification and 

protected from any interventions, whether authorized or not. 
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One of the most practical functionalities of the electronic archive is searching by metadata  

or searching the full text of stored content. Users may perform search functions on the 

complete archive, or on any selected entity. 

 

The IMiS®/wClient can be connected to many IMiS®/ARChive Servers, which facilitates the 

capture and management of electronic content of several separate organizational units on a 

single location. 

 

2.2 Versioning and numbering 

The version of the IMiS®/wClient can be read from the name of the installation package, which 

appears according to this scheme: 
 

IMiS.wClient.MAJOR.MINOR.RELEASE.BUILD.zip 

 

The example of installation package name: 
 

IMiS.wClient.1.7.2110.zip 

 

The scheme consists of the name of the IMiS® module (IMiS.Client) and the following elements: 

• MAJOR: marks a major/central version of the IMiS® module, which changes least 

frequently. Changes indicate a new generation of module that introduces major 

functionality changes compared to the previous version. The identifier has values ranging 

from 1-n which grow in successive numbers. 

• MINOR: marks a minor version of the IMiS® module, which changes more frequently. 

Changes indicate fixes and minor changes to functionalities, and fixes to the generation 

of module marked by the MAJOR version. The values range from 1-n, are not always 

successive and revert back to the base value (1) with each change of the MAJOR version. 

• RELEASE: marks the release version. Unlike the other value ranges, the IMiS® module 

release date follows a YYMM scheme, where MM marks the release month (range 01-12) 

and YY marks the final two digits of the year. 

• BUILD: The identifier in this position indicates the unique serial number of the product 

build; this number never repeats. If smaller changes are made to the product within a 

single month, this identifier may change. In this case, all other identifiers remain the 

same. The range of values is from 1 to n. This number is not continuous and can only 

increase. 
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2.3 Functionalities 

The basic functionalities of the IMiS®/wClient are as follows: 
 

• Access to any of IMiS®/ARChive Servers from any web browser. 

• Secured communication with the IMiS®/ARChive Server via SSL/TLS protocol. 

• Secure user authentication (SRP-6A, LDAP). 

• Simple user authentication via Single Sign-on (SSO) mode. 

• Access to the records according to a predetermined classification scheme. 

• Editing of access permissions for entities, attributes of directory entity type and 

metadata. 

• Entry and management of the records metadata according to a predetermined attribute 

scheme. 

• Content management (capturing, viewing data, saving, previewing, downloading, updating, 

copying, moving, deleting, tagging for later indexing or conversion). 

• Document versioning. 

• Storage of archive materials of electronic origin or digitized using the scanner. 

• Streaming-mode access to the records. 

• Audit log that records every operation performed over the records stored on the archive 

server (includes date and time, user name, name of computer, type of event, reason for 

action taken). 

• Secure audit log viewing for authorized users. 

• Search by metadata and search full text of stored content. 

• Sorting of entities according to the values of the categorized attributes (categorized 

views). 

• Establishing of connections between different entities (references). 

• Management of retention policies and disposition holds for the records. 

• Making reports on folders, documents, document contents, retention, reviews, accesses, 

the classification scheme, entities, deleted entities, and entities to be deleted. 

• Support for IPv4 and IPv6 network communication systems. 
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2.4 New functionalities in this version 

We have implemented the following new functionalities and improvements to the previous 

certified version 1.5.2010 of the IMiS®/wClient module: 

 

New functionalities: 

• Access to converted content in grid view. 

• Reading collections with a handle. 

• Displays attribute information in entity details. 

• Option of selecting the attribute column to be displayed. 

• Setting the theme and icon in the header of the user interface. 

• Option of hiding and specifying the order of attributes in the search. 

• Verifying the validity of wScan settings. 

• Printing entity content. 

• Export and import of decisions. 

• Moving the position of dialogs and notifications. 

 

Improvements: 

• Transferring multiple email messages to the classification scheme simultaneously. 

• Displays a notification after adding/modifying/deleting a reference. 

• Searching for an archive on the login page. 

• Dropping email messages to the archive. 

• Keyboard use supported in edit mode. 

• Removing all tagged attributes in the search settings. 

• Displays review entities when editing. 

• Refreshing the view in the "Preparing" state. 

 

Small improvements: 

• Default display of the "State" column in reviews. 

• Physical properties tab disabled for email documents. 

• Localization of the date field. 

• Empty status value in the document contained in the folder. 

• Framework upgraded to Angular 12 and PrimeNG 12. 
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3 TECHNICAL DOCUMENTATION 

3.1 Client architecture 

IMiS®/wClient is the user component of an electronic and physical records management 

system. The client connects to the web service IMiS®/Storage Connector Services REST, 

which represents the service level of the interface of the IMiS®/Storage Connector.  

The latter can be connected to many IMiS®/ARChive Servers. 
 

 

Image 1: Client architecture 

 

3.2 Format of import / export files 

The format of the import, export and data transfer files on the IMiS®/ARChive Server is the 

XML file, structured according to a partly modified Moreq2 scheme. 

The differences between XML and Moreq2 schemes are as follows: 

• Attributes which are required (mandatory) in the Moreq2 scheme and are not supported 

by the servers change from required to optional. 

• All attributed in the "Custom" part of the XML scheme are newly added. 
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/<entity_type>/Custom/Evidence 

 Required: NO Number: 1 

Definition: Evidence of entity's authenticity 

Use: Class: NO Folder: YES Sub-File:YES Record:YES 

Commentary: The value represents an evidence record of the entity's authenticity obtained 

from the previous ISDM in case of import. In case of export from ISDM, the 

data is exported into a metadata scheme and a third ISDM can again import it 

into the attributes of transferred entities. The attribute does not influence the 

business logic of the server, it serves merely as a carrier of information. 

Two XML attributes are contained: 

• Hash_algorithm:  »string« type containing the name of the hash 

algorithm. 

• Hash:  hash value of file with the authenticity evidence. 

The value of the XML tag contains the name of the authenticity evidence file. 

XMLSchema type: String Reference: sys:trf:Evidence MOREQ2 code: / 

 

/<entity_type>/Custom/physical_identifier 

 Required: NO Number: 1 

Definition: Identifier of the metadata of physical material 

Use: Class: NO Folder: YES Sub-File:YES Record:YES 

Commentary: The label “physical_identifier” contains the identifier of the metadata of physical 

material. 

XMLSchema type: String Reference: Physical 

content 

MOREQ2 code: / 

 

/<entity_type>/Custom/properties 

 Required: NO Number: 1 

Definition: Other entity attributes together with values 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: The “properties” label contains at least one “property” label, which represents 

the entity attributes together with values that are not a part of the Moreq2 

specification. 

XMLSchema type: complexType Reference: Attribute MOREQ2 code: / 
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/<entity_type>/Custom/properties/property 

 Required: YES Number: Multi 

Definition: Entity attribute together with values 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: The “property” label represents the entity attribute together with values.  

Every »property« label can have the following XML attributes: 

• “name”, which contains the name of the attribute. 

• “type”, which contains the type of the attribute in the database. 

• “value_ type”, which represents the type of the attribute with possible 

values: STRING, STRINGMAX, BINARY. 

• “hash_algorithm”: contains the name of the hash function that is used 

for calculating hash value for STRINGMAX or BINARY type attributes 

and at least one »value« label, which contains either the value of the entity's 

attribute for STRING type attributes or the name of a separate file for 

STRINGMAX or BINARY type attributes. 

XMLSchema type: complexType Reference: Attribute MOREQ2 code: / 

 

/<entity_type>/Custom/properties/property/value 

 Required: YES Number: Multi 

Definition: Value of the entity's attribute 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: The »value« label does not contain XML attributes if the attribute type is 

STRING (see the »property« label). In this case, the value written in the label is 

the same as the value of the attribute. 

If the value of the attribute type is the same as STRINGMAX or BINARY,  

the value written in the »value« label is the same as the name of the separate 

file that contains the value of the attribute. In this case, the »value« label 

contains the XML »hash« attribute that represents the hash value of the file 

with the attribute content. 

For BINARY attributes the »value« label also contains the XML »mime« 

attribute, which contains data on the content type. 

XMLSchema type: String Reference: Attribute MOREQ2 code: / 

 

/<entity_type>/Custom/retention 

 Required: NO Number: 1 

Definition: Entity retention policy list 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: The »retention« label contains data on the entity retention policy list that is 

not a part of the Moreq2 specification. Individual entries in the retention policy 

list are found in the contained »policy« labels. 

XMLSchema type: complexType Reference: ACL MOREQ2 code: / 

  



IMiS®/wClient Manual Version 1.7.2110 

 

2021 ©  Imaging Systems Inc., All rights reserved. 43 

 

/<entity_type>/Custom/retention/policy 

 Required: YES Number: Multi 

Definition: Entity's retention policy 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: The »policy« value represents the entity's retention policy. The value of the 

label is the same as the identifier of the retention policy. Besides the value, the 

label has an XML »filter« attribute that represents the retention policy's filter 

type with the following possible values: CLASS, FOLDER or DOCUMENT and 

their combinations. 

XMLSchema type: String Reference: ACL MOREQ2 code: / 

 

/<entity_type>/Custom/template_id 

 Required: YES Number: 1 

Definition: Unique template ID 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: Unique template identifier on the IMiS®/ARChive Server. 

XMLSchema type: String Reference: Templates MOREQ2 code: / 

 

/<entity_type>/Custom/transferred_audit_log 

 Required: NO Number: 1 

Definition: Previously imported audit log 

Use: Class: YES Folder: YES Sub-File:YES Record:YES 

Commentary: Content of the attribute sys:trf:AuditLog. The attribute is created only upon 

import to the IMiS®/ARChive Server. 

XMLSchema type: String Reference: sys:trf:AuditLog MOREQ2 code: / 

 

/RDS/Description/abstract/description 

 Required: NO Number: 1 

Definition: Longer description of the retention policy or disposition hold. 

Commentary:  

XMLScheme 

type: 

String Reference: sys:ret:pol:DetailedDescription MOREQ2 

code: 

M043 

 

/RDS/Description/mandate 

 Required: NO Number: Multiple 

Definition: Authorizations, which set the rights of the retention policy. 

Commentary: Name of the file in the file system which stores the authorization in electronic 

form. Only the retention policy has authorizations. 

XMLScheme type: String Reference: sys:Content MOREQ2 code: M030 
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/RDS/Description/abstract/reason 

 Required: NO Number: 1 

Definition: Reason for creating a retention policy or disposition hold. 

Commentary:  

XMLScheme 

type: 

String Reference: sys:ret:hold:Reasonsys:ret:pol:Reason MOREQ2 

code: 

M015 

 

/RDS/Description/title 

 Required: YES Number: 1 

Definition: Title of the retention policy or disposition hold. 

Commentary:  

XMLScheme type: String Reference: sys:Title MOREQ2 code: M015 

 

/RDS/Event_plan/event_type/disposition_action 

 Required: YES Number: 1 

Definition: Default action of the retention policy in the implementation phase of the review 

process. 

Commentary: Valid values: 

• Dispose:  the default action of the retention policy is the disposition of 

entities. 

• Permanent:  the default action of the retention policy is the permanent 

retention of entities. 

• Transfer:  the default action of the retention policy is the transfer of 

entities to another system and their disposition after confirmation of 

successful transfer. 

• Review:  the default action of the retention policy is to leave the entity for 

the next review process. 

XMLScheme type: String Reference: sys:ret:pol:Action MOREQ2 code: M014 

 

/RDS/Identity/system_identifier/disposal_hold 

 Required: YES Number: 1 

Definition: Unique system identifier of the disposition hold. 

Commentary: Set by IMiS®/ARChive Server. 

XMLScheme type: String Reference: Internal entity identifier MOREQ2 code: M137 
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/RDS/Identity/system_identifier/retention_and_disposition_schedule 

 Required: YES Number: 1 

Definition: Unique system identifier of the retention policy. 

Commentary: Set by IMiS®/ARChive Server. 

XMLScheme type: String Reference: Internal entity identifier MOREQ2 code: M008 

 

/RDS/Use/status/inheritance 

 Required: NO Number: 1 

Definition: Specifies whether the retention policy can be inherited by entities. 

Commentary: The IMiS®/ARChive Server specifies that all retention policies are inherited. 

The value is always TRUE. 

XMLScheme type: String Reference: Internal entity identifier MOREQ2 code: M197 

Table 5:  Lists of XML tags 

 

3.2.3 Format of the additional metadata export file 

The additional (user entered) metadata export file is used for the particular requirements of 

the archiving process. Upon export, each entity may optionally be added additional metadata 

which is not part of the arhcived entity's own metadata.  

The additional metadata is prepared by the archivist, using a premade XML file.  

This metadata is not within the framework of the client or server's business logic.  
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The right view provides the directory entity information. 

 

Image 32:  User data 

 

4.2.1.5 The Administration folder 

The folder Administration is available to the user in the left view with a default display of 

subfolders: 

• Reviews:  a list of reviews in the review process.  

For more information see chapter Review process. 

• Export:  a list of entity exports containing reports. 

For more information see chapter Export. 

• Import:  a list of entity imports containing reports. 

For more information see the chapter Import. 

• Trash:  a list of deleted entities. This folder contains the following subfolders: 

− Disposed:  a list of entities disposed of during the review process. 

− Deleted:  a list of deleted entities. 

− Queue:  a list of entities waiting for deletion. 

 

4.2.2 List of entities 

A list of contained entities (classes, folders or documents) of the selected class is located in the 

central view of the user interface. The contained entities are shown below the bar with the 

titles of the common attributes. 
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Image 33:  A list of contained entities of the selected entity 

 

By selecting the arrow next to the title of the common attributes column, the logged-on user 

is shown the entities in descending or ascending order. Similarly, by selecting the title a menu 

appears with the options “Ascending” and “Descending”. The entities on the list are sorted first 

by entity type and then by title. 
 

 

Image 34:  Sorting by entity type 

 

Sorting in ascending or descending order is also possible for “Classification code” and 

“Modified”. 

 

Note:  The user can select entities from the list using arrow keys on the keyboard (up/left, down/right). 
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If the contained entity contains a greater number of entities than specified in the settings,  

the user is shown the notification Entity collection contains XXX entities and is too large to be 

displayed automatically. 

For more information on setting the number of entities shown on the list see chapter 

Installation settings. 
 

 

Image 35:  Limiting the display of a greater number of entities on the list 

 

The user has two options: 

• The user can limit the set of entities displayed on the list with a search  

(the recommended choice). 

• The user loads the entities and displays them on the list. 

 

If the user selects the action Search, a dialog box appears for entering the search string.  

For more information on limiting the set of attributes for a search, see chapter 

Full text search. 

 

Image 36:  Limiting the set of entities displayed on the list with a search 
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If the user selects the action Load, the entities are loaded and displayed on the list. 

 

The user add or remove the columns of the selected attribute Classification code, Description 

and Modified with the icon   in the command bar. The Title column is always present and 

cannot be removed.  

For more information on the entity display options see chapter Menu functions. 

 

By selecting the arrow or title of the column of the selected attribute Title, Classification code 

or Modified, the user specifies the order of the entities shown. 
 

 

Image 37:  Selecting the order of displaying the list of entities 

 

Note: 

The setting of displayed attributes applies to the selected browser at the level of the entire archive for 

all entities shown on the list of contained entities. 

 

Tip: 

In order to preserve a clear classification scheme and limit the moving of entities, users are advised 

AGAINST classifying documents directly into classes but always in folders. 

 

4.2.3 Entity information 

Information about the selected entity is found in the right view of the IMiS®/wClient user 

interface. The tabs are available in the following modes of displaying information on the selected 

entity: 

• Preview:  a display of tabs and their contents which are publicly accessible to the user. 

• Open:  a display of tabs according to the user's effective permissions. 

• Edit:  a dialog box opens with the attributes whose values can be modified. 
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Image 38:  Tabs containing entity information in the reading mode 

 

Note:  By moving the cursor over the attribute name, the tooltip shows the following attribute 

information:  Identifier, Label, Description, Type and Options for attributes located in templates (see 

image above the note). 

 

4.2.3.1 The Details tab 

The Details tab contains a list of the metadata of the selected entity. 

The first column gives the titles of attributes, while the second column displays their values. 

 

4.2.3.1.1 General metadata 

The Details tab contains general and general metadata for the selected entity. 

By selecting the name in front of a given set, the user is shown the remaining entity details. 

For more information on required and optional attributes see chapter General system 

attributes. 
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If this element has not been defined, the settings apply to all archives. 
 

details.display Description 

profile Profile identifier from details.profiles.id. 

templates Collection of templates to which the profile applies. If this element has not 

been defined or is empty, it applies to all templates. 

members Collection of directory entities of type user or group. The "subject" or "alias" 

is defined for the user. If a group has been defined, the setting applies to all 

members. 

archives Collection of archives. If this element has not been defined or is empty, it 

applies to all archives. 

Image 45:  Settings for hiding and specifying the order of attributes in the file settings.json 

 

4.2.3.1.5 Reference 

The user with the effective Change references permission can add new references, edit and 

delete them. 

In the References set the user is shown the references to other entities by clicking on the 

arrow in front of the name in open mode. 
 

 

Image 46:  References in the Details tab 

 

For more information on editing a reference see chapter Adding and editing references. 
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- Move:  moves the selected entity around the classification scheme of the archive. 

- Delete:  deletes the selected entity. 

- Import:  imports the selected entities to the archive. 

- Export:  exports the selected entities of the archive. 
 

 

Image 59:  Command bar above the information of the selected entity 

 

Below the command bar is the search results counter. It displays the number of entities on the 

list in the central view. 

 

To the right of the icon for the entity display mode, the user can close or open the right view 

with entity information by selecting the icon . 

 

Image 60:  Enabling/disabling the display of entity information 

 

4.2.5 Menu functions 

By selecting the user's name or icon, the following commands are available in the popup menu: 

• Profile:  information about the user. 

For more information see chapter User information. 

• Activity: information about audit log events for the selected user and entity. 

For more information see chapter Searching audit log events. 
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• Reports:  reports on document contents, retention periods, reviews, access 

permissions, classification schemes, entities, deleted entities and entities waiting for 

deletion. 

• Log out:  log out from the application. After logging out of the selected archive, a dialog 

box appears for the user to log in again to the selected archive. 

• About:  information about the application. 
 

 

Image 61: Popup menu in the header of the user interface 

 

4.2.5.1 User information 

By selecting on Profile, a dialog window opens, showing the following sections: 

• Details 

• Security 

• Settings 

• Search History 
 

Note:  The user leaves the profile settings by selecting the name of the IMiS®/wClient application or 

archive  (e.g. IMiS/ARChive 10.2). 
 

 

Image 62:  Transition from profile settings to the entity review in the archive 
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4.2.5.1.1 The Details tab 

The “Details” tab contains the following information on the logged-on user: 

• First name: the first name of the user. 

• Last name:  the last name of the user. 

• Email:  the email address of the user. 

• Security class level:  the security class level of the user. 

• The modified value is shown after 15 minutes or after logging out and logging back in. 

The administrator has a special value (1) which is not mapped to the text. 

• Created:  the user that created the directory entity and the date and time of creating 

the directory entity. 

• Modified:  the user that last edited the directory entity and the date and time of the last 

change to the directory entity. 

• Aliases:  alternative names of the directory entity with which the directory entity can 

access the archive. 

• Member of groups:  view of the list of groups of which a specific user is a member. 

• Type:  a directory entity type (user, group). 

• Identifier:  the unique identifier of the user. 
 

 

Image 63:  Display of the “Basic” tab 
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By selecting the arrow next to the number of entities selected, a menu opens with the 

following options: 

• Move 

• Delete 

• Deselect all. 

 

Image 81:  Set of actions on selected entities 

 

The procedure of moving multiple entities is the same as the procedure of moving a single 

entity. For more information see chapter Entity move. 

Likewise, the procedure of deleting multiple entities is the same as the procedure of deleting a 

single entity. For more information see chapter Deletion of an entity. 

 

4.2.5.6.2 Categorization 

In the Categorize by set the user defines how the entities are classified in the central view. 

Categorization enables a view of entities belonging to the same category at the same 

hierarchical level. 

Two categorization options are available: 

• Category 

• Keywords. 
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Image 82:  An example of an entity with a defined value of the Categories attribute 

 

If the value of the Categories attribute has been defined, the central view shows the user a list 

of entities classified into the same category at a specific hierarchical level. 
 

 

Image 83:  A categorized Categories view 

  



IMiS®/wClient Manual Version 1.7.2110 

 

2021 ©  Imaging Systems Inc., All rights reserved. 106 

 

4.3 Actions 

This chapter describes the actions of the IMiS®/wClient on the selected archive: 

• Entity access 

• Creating an entity 

• Editing entity data 

• Entity move 

• Content management 

• Versioning 

• Search functions 

• Archiving email messages 

• Acquiring authenticity evidence 

• Import 

• Export 

• Deleting an entity. 

 

4.3.1 Entity access 

Access to the entity in the classification scheme depends on the: 

• Security class of the entities. 

• User’s security class level. 

• User’s access right. 

 

4.3.1.1 Security class of the entities 

This setting in the entity details specifies the set of available entity security classes based on 

the entity's position in the classification scheme. 

For more information on security classes see chapter Access in the IMiS®/ARChive Server 

user manual. Changing the security class of the entities is described in greater detail in the 

chapter Changing the security class. 

  



IMiS®/wClient Manual Version 1.7.2110 

 

2021 ©  Imaging Systems Inc., All rights reserved. 108 

 

4.3.2 Creating an entity 

The user can create root classes and sub-entities in the IMiS®/wClient, if he has the Create 

entities right on the selected class or folder. 

 

For faster capturing and classifying of entities to appropriate places in the classification 

scheme, it is recommended that users separate (organize) the documents by type before 

capture. 

 

Documents separation is performed by classifying documents into the appropriate templates 

in the classification scheme. Each template has predefined attributes, which are set by the 

administrator in the settings of the IMiS®/ARChive Server. The user must enter the 

mandatory attributes before saving. 

 

The user has the option of modifying the template when editing an entity. By selecting the field 

with the values of the attribute Template, the list shows the available templates of the same 

type. 
 

 

Image 90:  Modifying a template in editing mode 

 

For more information on templates see chapter Templates in the IMiS®/ARChive Server 

Manual. 

 

4.3.2.1 Creating a new entity 

Besides the Create entities permission, the user has to have the Change retention permission 

to create new entities. 
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4.3.2.1.2 Creating subentity 

In the classification scheme in the left view or in the entities list in the central view the user 

selects the entity into which he wants to classify a new class, folder or document.  

The user does that by selecting the “New” command in the command bar and selecting the 

relevant template from the list, same as when creating a root class. 

 

 

Image 93:  Display of contained entities. 

 

The user is shown a dialog box with the relevant tabs and set of attributes based on the 

selected template. In the Details tab the following attributes are available to the user: 

• Parent:  the name of the parent entity. This attribute is read-only. 

• Template:  a set of available templates for creating allowed entities and classifying them 

under the selected class or folder. The attribute value is mandatory. 

• Title:  name of the entity. The attribute value is mandatory. 

• Classification code:  the classification code of the created entity in the classification 

scheme. 

• Description:  short description of the entity. 

• Status:  the status of the entity. 

• Security class:  a set of available entity security classes based on the entity’s position in 

the classification scheme. 

• Significance:  a set of available entity significances. 

• Owner:  a directory entity (user or group) entity that is responsible for the selected 

entity (owner). 
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In the editing mode, the drop-down list of the field Child classification code generation allows 

the user to set the entry type for the selected class or folder: 

• Automatic:  Entity numbering is automatic. The classification code of child entity is 

generated automatically by the IMiS®/ARChive Server. These classification codes appear 

as successive numbers, with each new child entity increasing the number by one. 

• Manual:  Entity numbering is manual. The classification code of child class or folder entity 

must be entered manually by the user. This classification code may be any combination of 

letters and numbers, providing it is unique inside the entire parent class. 

• »Manual (Optional)«:  Entity numbering is flexible.  

If the user manually sets the classification code, the server first checks whether the code 

is duplicate. If it is, it rejects it with an error. If the user does not manually set the 

classification code, the server assigns it automatically. 
 

 

Image 103:  Selecting the type of classification code entry for the contained entity 

 

In the event of a manual entry of the classification code, the user only enters the relative (own) 

part of the classification code, and the full classification code is then created from the parent 

entity's own classification code and the code input by the user. 

 

Example:  (see below) Inside a class with the classification code 03.04, the user creates a new folder for 

which user manually input IS-EXP-1000 as the relative part of the classification code. When the folder is 

saved to the IMiS®/ARChive Server, its full classification code will be 03.04.IS-EXP-1000. 
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Image 104:  Manual entry of a child entity’s classification code 

 

 

Image 105:  Display of manually entered classification code 

 

4.3.2.4 Setting an entity's security class 

This setting hides entities from users whose security class level is not high enough to access 

them. The user with the Create entities permission can specify a new Security class for new 

entities in the Details tab in the Create entity dialog box. 
 

 

Image 106:  Specifying the security class of a new entity 
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Security classes are predefined, and range from lowest to highest as follows: 

• Inherited:  The security class is implicitly inherited from the parent entity.  

In case of root classes, the inherited security class value is empty. 

• Unspecified:  Access to this entity is not specified. 

• Restricted:  The entity is an internal matter. It may only be accessed by users with a 

clearance level Restricted or higher. 

• Confidential:  The entity is considered confidential. It may only be accessed by users with 

a clearance level Confidential or higher. 

• Secret:  The entity is considered secret. It may only be accessed by users with a 

clearance level Secret or higher. 

• Top Secret:  The entity is considered top secret. It may only be accessed by users with a 

Top Secret clearance level. 
 

 

Image 107:  Entity information after entering the security class 

 

4.3.2.5 Entering the status of an entity 

The user with the Create entities permission can specify the Status of new entities in the 

Details tab in the Create entity dialog box. 

 

The user can choose from predefined values for the status of an entity: 

• Inherited:  the status of the entity is implicitly inherited from the parent entity. 

In the case of root classes, it matches the status Opened. 

• Opened:  the status of the entity changes explicitly to Opened. 

• Closed:  the status of the entity changes explicitly to Closed. 
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Image 108:  Specifying the status of a new entity 

 

4.3.2.6 Entry of physical content metadata 

In the case of a document- or folder-type entity, information about the physical content is also 

available to the user in addition to the above-mentioned information when in open or edit mode. 

 

When capturing physical content into its electronic form, users may add metadata that 

describes the physical location of the stored content, in addition to other types of metadata. 

The location metadata is optional. Entry of physical content metadata is possible upon 

capture/import, or later when the content is already stored in electronic form. 

 

By selecting the Physical Content tab in the editing mode, a list of attributes, referring to the 

description of physical content, appears. 
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Image 109:  Display of the entry of physical content metadata 

 

The user can specify all of the attribute values except for Date of status change, which is 

automatically filled in with the date of the last change of the Status attribute. 

When capturing physical content, set the Status to the Checked-In value.  

For more information on physical content attribute description see chapter Physical content 

attributes. 

 

Image 110:  The date of the last change of the Status attribute 

 

4.3.2.7 Specifying retention periods 

A condition for successfully saving new entities is the existence of effective retention periods 

on the entity. This condition applies to all types of entities, except for documents in a folder for 

which retention periods cannot be specified. 

 

Only a user with the Change retention permission can add retention and disposition hold 

periods. The user adds retention and disposition hold periods by selecting the command Add in 

the top part of the view. 
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For each retention period the user specifies the validity and type of entity to which it refers: 

• Classes:  the retention period is valid for all classes under and including the selected 

entity. 

• Folders:  the retention period is valid for all folders under and including the selected 

entity. 

• Documents:  the retention period is valid for all documents under the selected entity. 

 

The retention period can be valid for or not valid for a specific type of entity. 
 

 

Image 111:  Selecting validity for a specific type of entity 

 

After creating an entity, the effective retention periods are ticked in front of the information 

about the validity of individual types of entities. 
 

 

Image 112:  Display of the »Retention« tab 

 

4.3.2.8 Saving an entity 

Before saving and entity, the user has to enter all of the mandatory metadata and specify an 

effective retention period. The user saves the entity to the IMiS®/ARChive Server by selecting 

the Create command in the bottom part of the dialog window. 
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Image 113:  Saving a new or modified entity 

 

Troubleshooting: 

Most frequent errors when saving: 

• The value of a mandatory attribute was not specified. 

• The entered attribute value does not correspond to the limitations prescribed by the attribute. 

 

When saving an entity to the IMiS®/ARChive Server, the following metadata is automatically 

recorded into the entity: 

• Classification code:  according to the classification of the entity in the classification 

scheme, the server creates a unique string of characters. 
 

 

Image 114:  Example classification code 
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• Creator:  the user who created the entity; meaning the user who was logged in during 

the session when the entity was created. This metadata never changes. 
 

 

Image 115: Example creator of entity 

 

• Created:  records the date and time the entity was created on the server.  

This metadata never changes. 
 

 

Image 116: Example date and time an entity was created 

 

• Modified:  records the date and time of the last change to any of the attributes or the 

content of the entity. This metadata changes every time the entity is saved. 
 

 

Image 117: Example date and time of last changes to the entity 

 

• Accessed:  records the date and time the entity was last opened in the reading mode 

or the editing mode. This metadata changes whenever a user accesses or edits the 

entity. 

 

Image 118: Example date and time of last access to the entity 

 

• Opened:  records the date and time the Status attribute was saved with the Opened 

value. 
 

 

Image 119: Example date and time an entity was opened 
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• Closed:  records the date and time the Status attribute was saved with the Closed value. 

 

Image 120: Example date and time an entity was closed 

 

• Identifier:  the entity's unique identifier on the server. This metadata never changes. 
 

 

Image 121: Example entity identifier 

 

4.3.3 Editing entity data 

Changing data about an entity in the IMiS®/wClient includes editing metadata and modifying 

content. A user can only change entity data when user have the Write permission on the 

entity. To edit the selected entity, use the Edit command in the command bar. 

 

The user edits the selected entity using the Edit command in the command bar. 

A dialog box opens with the attributes and their values. 

The value can be text, date, logical or one of the predefined values, which may be multiple. 

 

4.3.3.1 Editing entity metadata 

In the Details tab the user can edit the attribute values. 

The selection of attributes is defined by the selected template. 

For more information on the set of editing metadata see chapter Creating subentity. 

 

4.3.3.2 Editing content 

In the Details tab the user edits document contents. 

For more information on editing contents see chapter Content management. 

 

4.3.3.3 Editing physical content metadata 

In the Physical Content tab the user edits the metadata referring to the location of the 

physical content. The metadata are not mandatory for archiving physical content.  

Physical content metadata can be entered for a folder or document. For more information on 

editing physical content metadata see chapter Physical content attributes. 
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The user can edit the following values of physical content attributes: 

• Identifier:  unique identifier of the physical content. 

• Description:  description of the physical content. 

• Status:  the current status of the physical content. 

• Home location:  the home location of the document's physical content. 

• Current location:  the current location of the document's physical content. 

• Return due:  return date and time of checked out physical content. 
 

 

Image 122:  Editing of the physical content metadata 

 

By changing the value of the Status attribute and saving the entity, the Status Change is 

written below the value field. Status Change is automatically filled in with the date of the last 

change of the Status field. 

The user can change the value of the Status attribute to CheckedIn when checking in physical 

content or to CheckedOut when checking out physical content. 
 

 

Image 123:  Popup menu for selecting the status of the physical content 
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The user writes a reason for the status change in the Reason to change field.  

The change of status for the selected entity is confirmed using the Save button. 
 

 

Image 138:  Selecting the status and giving the reason for the change 

 

4.3.3.8 Changing the security class 

To change an entity's security class, the user must have the Change security class access 

right on the entity. 

The user can change the current security class on existing entities by selecting the Actions 

command in the command bar and Security class in the popup menu. 
 

 

Image 139:  The popup menu for selecting the Security class command 

 

In the Change security class dialog box in the Security class field the user selects the desired 

security class from the drop-down menu. 

For more information on the set of predefined values for the entity's security class see chapter 

Setting an entity’s security class. 
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Image 140:  Selecting the security class 

 

The user enters the reason for the change of security class into the Reason to change field. 

The change is confirmed by clicking the Save button. 
 

 

Image 141:  Selecting the security class and giving the reason for the change 

 

4.3.3.9 Sharing an entity 

An entity can be shared by a user with the Read permission. 

The user creates a copy of the link to the entity and saves it to the clipboard.  

In open mode, the user selects the entity. By selecting the popup menu on the marked entity, 

the user selects the command Share. 
 

 

Image 142:  Selecting the command Share in the popup menu 
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A dialog box opens containing the created link to the selected entity or content. 
 

 

Image 143:  Displaying the created link to the selected entity 

 

By clicking on the field, the user can select the full text of the displayed link. Selecting the email 

icon opens a window for a new email message in the default application. The button Copy copies 

the link the same as using a right click and Copy over highlighted text or Ctrl+C over 

highlighted text. 
 

 

Image 144:  Copying the link to the selected entity 

 

By confirming the action Copy, the link to the entity is copied to the clipboard. 
 

 

Image 145:  Notification of copying a link to the clipboard 
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By selecting the icon , the user is shown the email content in the default messaging client 

with a link to the entity/content. 
 

 

Image 146:  Sending a link to the selected entity/content by email 

 

By clicking the link, the email recipient is shown a login window of the IMiS®/wClient.  

After login, the user is shown the selected entity/content in the preview mode. 

 

4.3.3.10 Adding and editing references 

References enable a user to establish connections between entities and instantly move to 

other entities in the classification scheme. 

To add references on an entity the user must have the Create reference permission.  

The user can add a reference on existing entities by selecting the Actions command in the 

command bar and New reference in the popup menu. 

 

Note:  Functionality is supported in IMiS/ARChive Server version 9.9 or higher. 
 

 

Image 147:  The popup menu for selecting the New reference command 
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The user is shown a dialog box for adding a reference. 
 

 

Image 148:  The dialog box for adding and editing a reference 

 

By selecting Search for entity, an entity tree opens for the user in the dialog box.  

By confirming the selection of the relevant entity (Add), the user establishes a reference 

between the entities. 
 

 

Image 149:  Selecting Search for entity« in the New reference dialog box 
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When adding, modifying or deleting a reference, a notification is shown on save. 
 

 

Image 152:  Notification about an added, modified or deleted reference 

 

Note:  Saving is enabled in the dialog for editing a reference if at least 2 entities are displayed.  

A reference with a single entity cannot be saved. 

 

References between entities are visible to the user in the set References in the Details tab in 

the right view. The user can edit the reference in the preview mode or in the open mode by 

selecting the icon  at the end of the reference record.  

One exception is a document classified under a folder, in which case the set References is 

visible only in open mode. 

By selecting the Edit command, the user can edit existing references or add new ones. 

By selecting the Delete command, the user removes the reference from the list.  

The user cannot delete an entity that contains a reference which the user is editing. 
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Image 153:  A dialog box for selecting an action on the reference 

 

4.3.4 Entity move 

The IMiS®/wClient enables the movement of entities across the classification scheme.  

To move entities, a user requires the following permissions: 

• Move:  on the entity he is moving. 

• Delete:  on the entity he is moving. 

• Create entities:  on the newly selected parent entity or root class. 

 

To begin moving single or multiple entities within the classification scheme, select the entity 

you wish to move, and then the Move command, which is available via: 

• Actions command in the command bar. 

• popup menu on the entity chosen from the list of contained entities. 
 

 

Image 154:  Selecting the Move command via the Actions command in the command bar 
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Image 155:  A popup menu on the selected entity for selecting the Move command  

 

When selecting the Move command, user will receive the Move dialog box, where he selects 

new parent entity from the list of entities, and the Reason field to enter the reason for the 

move. The move of the entity is confirmed using the Move button. 
 

 

Image 156:  A dialog box for moving an individual entity 

 

The user can manually set a new classification code for the entity when moving it. In the dialog 

box for moving, the user enters the new classification code in the field for entering the value of 

the attribute Classification code. 
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Image 157:  Manually assigning the classification code when moving 

 

If multiple entities are being moved, the user marks the entities and selects the action Move in 

the menu. 

In the dialog box, the user specifies the reason for the move and selects the entity to which the 

selected entities will be moved. 
 

 

Image 158:  A dialog box for moving multiple entities 

 

Before the move, the user can create a new entity by selecting the command New in the dialog 

box. For more information see chapter  Creating a new entity. 

 

The classification code serves as a unique locator of the entity within the classification scheme. 

It consists of the relative (own) classification codes of the entities. 
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When moving, the following rules for renumbering the classification code apply depending on 

the manual, manual (optional) or automatic setting of the entity classification code in the 

moving entity tree: 

• The entities in the moving entity tree, which are located directly under the entity with a 

manual or manual (optional) setting of classification codes, are not renumbered; all other 

entities are renumbered if the counter context enables it (automatic creation of a 

classification code on the entity to which the entity tree is moving). 

• Moving an entity with a manually or manually (optional) set classification code under an 

entity which is set to automatically create a classification code causes that entity to be 

renumbered; the implementation mentioned in point 1 applies to all other contained 

entities. 

• Moving an entity with a manually, manually (optional) or automatically set classification 

code under an entity which is set to manually assign a classification code is not possible, 

if a contained entity exists that has the same partial classification code as the source 

entity. If the move is possible, the entity tree is moved. Due to an invalid counter context 

(manual setting of the classification code), the renumbering is not performed for any 

contained entity. 

 

Note: 

The following rules apply to the user when moving: 

• The user can move all entities, regardless of whether they are closed or opened. 

• The user cannot move documents which are classified directly under a class under folders.  

The user likewise cannot move documents which are classified under folders directly into a class. 
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4.3.5 Content management 

This chapter describes the following actions over document contents: 

• Capturing content 

• Content details 

• Saving content 

• Content preview 

• Downloading content 

• Content update 

• Copying content 

• Moving content 

• Deleting content 

• Indexing content 

• Content conversion. 

 

4.3.5.1 Capturing content 

The user captures the content of documents by using the: 

• File system command, by selecting the specific content. 

• Scanner and the enabled services of IMiS®/Capture Service. 

 

4.3.5.1.1 Capturing content from the file system 

The IMiS®/wClient enables the capture of those content, that are supported by the 

IMiS®/ARChive Server and can be described using the IANA-registered content type  

(MIME type). 

The format of the file is recognized from the file's extension. If the file extension is wrong,  

it is possible the recognized format will also be wrong. 
 

Example: 

• Long-term content storage formats (TIFF, PDF/A). 

• Formats related to email (e.g. EML, VCF). 

• Various text, image and graphics formats (e.g. TXT, JPG, DWG). 

• Microsoft Office formats (e.g. DOCX, XLSX, PPTX). 

• Webpage file formats (e.g. HTML, XML). 

• Compression formats (e.g. ZIP, TGZ). 

• Audio-video formats (e.g. AVI, MP4). 

  



IMiS®/wClient Manual Version 1.7.2110 

 

2021 ©  Imaging Systems Inc., All rights reserved. 148 

 

 

By selecting a document, the user is shown a list of contents in the central view, if they exist.  

In the case of a new document the list is empty.  

In editing mode, the contents are displayed below the field for adding contents. 
 

 

Image 159:  The Content field for adding contents 

 

The user adds contents by first selecting the Edit button in the command bar.  

This opens a dialog box with entity details, in which the user drops content in the Content field 

using the Drag and drop mode or clicks it on the list. 
 

 

Image 160:  The added content before saving 

 

After confirmation the contents are added to the list under the Content field. After the user 

has finished capturing contents, the document can be saved. 

For more information see chapter Saving an entity. 
 

 

Image 161:  The added content after saving 
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The contents are shown below the bar with the titles of the common attributes in open mode. 

Description and Size are shown by default. 

The user can add or remove the column of selected attributes Modified via the icon    in the 

command bar. 

 

Note: 

Attaching contents is possible only in the Document entity type. 
 

 

Image 162:  Displaying the list of contents in open mode 

 

4.3.5.1.2 Capturing content from a scanner 

If a suitable service key record has been defined in the settings of the IMiS®/Capture Service 

and the user profile in the IMiS®/wClient, the icon “Scan” appears in the field for adding 

contents. 
 

 

Image 163:  Displaying the icon Scan for capturing content from a scanner 

 

Note:  If the icon “Scan” is not shown, check the settings: 

• of the service key in the “Security” tab of the IMiS®/Capture Service..  

For more information see chapter Security settings in IMiS®/wScan Manual. 

• of the service and security key address in the IMiS®/wScan section in the “Settings” tab.  

For more information see chapter The Details tab. 
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By selecting the icon Scan, the user is shown an integrated window for scanning using the 

IMiS®/wScan program module. 
 

 

Image 164:  Integrated window for scanning with IMiS®/wScan 

 

Note: 

If the user has connected or turned on the scanner cable later and the command Start is still disabled,  

we recommend restarting IMiS®/Capture Service with the command Restart Service. 
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By selecting the Start command, the scanning of documents is executed. The user receives a 

report with the basic scanning information.  
 

 

Image 165:  Displaying the document after finishing the scan 

 

After finishing the scan, the user adds the scanned document to the list of content pages. 

By selecting the popup menu on the view of thumbnails of the scanned document, the user can 

choose from the following options: 

• Download:  download an individual page in the PNG format. 

• Insert before: Continues scanning before the selected page. 

• Insert after: Continues scanning after the selected page. 

• Rotate right:  rotates page to the right. 

• Rotate left:  rotates page to the left. 

• Delete:  deletes an individual page. 

• Properties:  content properties (this functionality is currently not supported). 
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By selecting the Save command, the user saves the scanned content to the IMiS®/ARChive 

Server. 

 

Image 166:  A scanned document added to the list 

 

For more information on setting IMiS®/Capture Service see chapter Application integration in 

the IMiS®/wScan Manual. 

 

Note:  The scanning settings are located in the Settings tab or in the configuration settings.json under 

scan.apiKey and scan.url. 

 

Troubleshooting:  Most frequent issues when capturing content: 

• The file does not exist. 

• Wrong MIME type of file. 

 

4.3.5.2 Content details 

The entity content details provide certain information to the user which is otherwise not 

shown in the list of contents. If the details are not shown in the right view by default, the user 

can access them by selecting the »Details« command in the popup menu on the tagged 

content. 

  



IMiS®/wClient Manual Version 1.7.2110 

 

2021 ©  Imaging Systems Inc., All rights reserved. 153 

 

Besides the list of contents, the user is also shown the following entity content details in the 

right view: 

• Description:  content description. 

• Entity:  he title of the entity. 

• Type:  content type. 

• Content type:  MIME content type. 

• Size:  content size in kB. 

• Created:  timestamp of the content creation. 

• Modified:  timestamp of the last change of the content. 

• Accessed:  timestamp of the last access to the content. 

• Indexed:  states whether the content is indexed. 

• Signed:  a value that registers if the email message was electronically signed. 

• Identifier:  unique identifier of the content. 
 

 

Image 167:  Content details in the right view 

 

Of all the displayed data the user can change only the description of the content when in entity 

editing mode. 
 

 

Image 168:  Changing the description of content in editing mode 
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Note:  Depending on the template settings in the IMiS®/ARChive Server administrative interface, the 

logged-on user also has the option of saving content to the “Custom content container”. For more 

information see the chapter Moving content. 

 

By selecting the content from the list in the central view, the following options are available to 

the user in the popup menu    in reading mode (Open): 

• Preview:  opening content in the preview mode. 

• Download:  downloading the content to a computer or device. 

• Copy:  copying content to another document. 

• Details:  displaying information on the content. These details are displayed if they were 

not displayed yet. 

• Manage:  tagging the content for executing specific actions. 

- Queue for Indexing:  the selected content is tagged for later indexing. 

- Queue for Conversion:  the selected content is tagged for later conversion. 
 

 

Image 169:  Popup menu on the selected content in the reading mode 

 

4.3.5.3 Saving content 

When saving document content to the IMiS®/ARChive Server, the following attribute values 

are automatically recorded into the entity:  
 

• Content type:  the type of the content output format (MIME type). 
 

 

Image 170:  An example of the content type of a document 
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• Created:  the date the document content was created on the server. As long as the 

content exists, the attribute value does not change. 
 

 

Image 171:  An example of the date of creating the document content 

 

• Modified:  the date the user changed the document content. As long as the document 

content exists, the attribute value changes with each change of content. 
 

 

Image 172:  An example of the date of modifying the document content 

 

• Accessed:  the date and time the document content was last opened in reading mode or 

in editing mode. As long as the content exists, the attribute value changes each time the 

user opens or modifies the content. 
 

 

Image 173:  An example of the date of the last access to the document content 

 

• Identifier:  The unique identifier of the content of the document saved on the server.  

As long as the content exists, the attribute value does not change. 
 

 

Image 174:  An example of the document content identifier 

 

• Indexed:  A value that shows whether the document content is indexed. 
 

 

Image 175:  An example of a display of indexed document content 

 

• Signed:  A value that shows whether the document content is electronically signed. 
 

 

Image 176:  An example of a display of signed document content 
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4.3.5.4 Content preview 

The content can be previewed by a user with the Read permission. 

The user opens the document content by selecting Preview in the popup menu on the tagged 

content in the reading mode (Open). 
 

 

Image 177:  Opening document content 

 

An alternative option is that the user simply clicks on the content record. 
 

 

Image 178:  Opening content by clicking on the content 

 

Certain contents are opened directly in the browser’s viewer; if that is not possible, the 

contents are downloaded and opened with an external viewer. 

For more information on downloading content see chapter Downloading content. 
 

 

Image 179:  Loading content 

 

By selecting the content preview, in the case of multiple contents a menu appears at the 

bottom for selecting and displaying contents under a specific entity. The user switches 

between contents by clicking on the title of each content or using the left/right keys on the 

keyboard. 
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Image 180:  Displaying the menu for selecting and previewing content 

 

For easier and faster searching by the pages of the contents of PDF/A and TIFF formats, 

the user can use the side menu with the thumbnails of document pages. 

Located on the displayed content pages is a menu for zooming in or out of the displayed 

content and the side menu view. 

 

By selecting the top right menu, the user can perform the following: 

• Download:  downloading the content to a computer or device. 

• Share:  copies the link to the selected content and shares it with other users. 
 

 

Image 181:  Selecting the menu on the content preview 
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The user has the option of previewing content with the link archive/:archive/entities/:id/view  

with the parameters index and id. 

 

Example 1:  Link with the parameter id 

https://apps01.imis.si/wclient/1.5.2010.5/#/archive/iarc101-

x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjyk

h&ver=4/OBJECTS 

 

Example 2:  Link with the parameter index 1 

https://apps01.imis.si/wclient/1.5.2010.5/#/archive/iarc101-

x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjyk

h&ver=4/OBJECTS/VIEW?INDEX=1 

 

Example 3:  Link without parameters, which opens the first object 

https://apps01.imis.si/wclient/1.5.2010.5/#/archive/iarc101-

x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjyk

h&ver=4/VIEW 

 

IMiS®/wClient and IMiS®/Storage Connector Services REST use the Web Application Open 

Platform Interface (WOPI) protocol for integration with Office Online. It defines the mode of 

interaction between the WOPI server (IMiS®/Storage Connector Services REST) and Office 

Online. In the settings (assets/settings.json) the addresses of the Office Online server must be 

defined in order to be able to preview Word, Excel and PowerPoint contents. 
 

 

Image 182:  WOPI flow chart 

 

It enables the user to preview Word, Excel and PowerPoint contents. 

  

https://apps01.imis.si/wclient/1.5.2010.5/%23/archive/iarc101-x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjykh&ver=4/OBJECTS/VIEW?INDEX=1
https://apps01.imis.si/wclient/1.5.2010.5/%23/archive/iarc101-x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjykh&ver=4/OBJECTS/VIEW?INDEX=1
https://apps01.imis.si/wclient/1.5.2010.5/%23/archive/iarc101-x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjykh&ver=4/OBJECTS/VIEW?INDEX=1
https://apps01.imis.si/wclient/1.5.2010.5/%23/archive/iarc101-x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjykh&ver=4/VIEW
https://apps01.imis.si/wclient/1.5.2010.5/%23/archive/iarc101-x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjykh&ver=4/VIEW
https://apps01.imis.si/wclient/1.5.2010.5/%23/archive/iarc101-x64/entities/BMtozc348swzj1NCSyWXEaUH44UD65j4/view?id=Qgi2oGjJOdcwztm0BE7slvULSbamjykh&ver=4/VIEW
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Image 183:  Opening MS Office content 

 

In the context of the content formats which are supported on the IMiS®/ARChive Server and 

can be described with IANA-registered content types (MIME type; see chapter Capturing 

content), the user can play the following audio and video contents in streaming mode: 

• Audio (wav, ogg, mpeg) 
 

 

Image 184:  Opening audio content 

 

• Video (mp4, webm, ogg) 
 

 

Image 185:  Opening video content 

 

Note:  Previewing audio and video contents is possible if the content has been optimized for online 

viewing. 
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4.3.5.5 Content printing 

Content in the PDF, XML, TEXT, JSON, JPEG and PNG formats can be printed from the 

preview. By selecting the content printing icon (or the shortcut Ctrl + P) in the top right menu, 

a new tab opens showing the content. 
 

 

Image 186:  Selecting the content printing icon 

 

 

Image 187:  Content printing preview and settings 
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4.3.5.6 Downloading content 

The content can be downloaded by a user with the Read permission. 

By selecting the Download command in the popup menu on the tagged content in the 

document reading mode (Open), the user downloads the content to the device.  

The content is saved in the selected location on the device. 
 

 

Image 188:  Selecting the Download command in the popup menu 

 

In the bottom left corner the user is shown the progress of the download of content and the 

Cancel option. 

 

Image 189:  Displaying the progress of the download of content 

 

By selecting the popup menu on the notification about downloaded content, the user has the 

option of selecting actions. 
 

 

Image 190:  Displaying the option of selecting actions on downloaded content 
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4.3.5.7 Copying content 

Copying content can be performed by the user with the Write right.  

The user makes a copy of the entity's content and copies it to another document-type entity. 

The user selects the content in the Open mode. By selecting the popup menu on the tagged 

content, the user selects the Copy command. 
 

 

Image 191:  Selecting the Copy command in the popup menu 

 

This opens a dialog box for selecting the target document in the classification scheme. 
 

 

Image 192:  Copying the content to another document 
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After confirming the Copy command, a copy of the content is saved to the selected document. 

The user is informed of saving a copy of the content. 
 

 

Image 193:  Information about saving a copy of the content 

 

4.3.5.8 Sharing content 

The content can be shared by a user with the »Read« permission. 

The user creates a copy of the link to the entity's content and saves it to the clipboard.  

In open mode, the user selects the content. By selecting the popup menu on the tagged 

content, the user selects the command Share. 

 

 

Image 194:  Selecting the command Share in the popup menu 

 

A dialog box opens containing the created link to the selected content. 
 

 

Image 195:  Displaying the created link to the selected content 
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By confirming the action Copy, the link to the content is copied to the clipboard. 
 

 

Image 196:  Notification of copying a link to the clipboard 

 

4.3.5.9 Content update 

Content update can be performed by the user with the Write right.  

 

The user has the option of updating saved content. In editing mode, the user selects the 

document content. In the popup menu the user selects the Update command.  

This opens a dialog box for selecting the content which will replace the existing content.  

If the user does not change the title of the content, it is preserved. 

 

The user confirms the change to the entity with the Save command or cancels it with the 

Cancel command. 
 

 

Image 197:  Selecting the »Update« command in the popup menu 

 

 

Image 198:  The selected content after update 
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4.3.5.10 Moving content 

Moving content from one entity to another can be performed by the user with the Write right. 

The user selects the content in the editing mode. In the popup menu on the tagged content, 

the user selects the Move command. 
 

 

Image 199:  Selecting the Move command in the popup menu 

 

This opens a dialog box for selecting the target document in the classification scheme. 
 

 

Image 200:  Selecting the target document for moving content 
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By confirming the selection with the Move command, the content is tagged to move. 
 

 

Image 201:  Content temporarily removed from the document 

 

Content move is not performed until after saving changes. 
 

 

Image 202:  Saved document content 

 

The logged-on user can also move content to the “Custom content container”. When selecting 

the target document for moving content, an additional “Container” attribute is shown if the 

template contains an attribute of the File type.  

The user selects accordingly from the set of values. 
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Image 203:  Selecting the target document for moving content to the custom content container 

 

By confirming the selection with the Move command, the content is tagged to move to the 

custom content container. 
 

 

Image 204:  Content temporarily removed from the document 
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Content move to the custom content container is not performed until after saving changes. 
 

 

Image 205:  Saved document content to the custom content container 

 

4.3.5.11 Deleting content 

Deleting content can be performed by the user with the Write right.  

The user removes document content by first selecting the document content in Edit mode.  

In the popup menu the user selects the Delete command. The content is removed from the list. 

The user confirms the change to the entity with the Save command or cancels it with the 

Cancel command. 
 

 

Image 206:  The content on the list before deletion 

 

 

Image 207:  The content on the list after deletion 
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4.3.5.12 Indexing content 

The manual tagging of content for indexing can be performed by the user with the 

ContentManagement role. 

By selecting the popup menu on the tagged content in the document reading mode (Open),  

the user can select the “Manage” command. By confirming the “Queue for Indexing” command,  

the selected content is tagged for later indexing. 

 

The indexing of content can be done automatically with the appropriate settings on the 

IMiS®/ARChive Server or manually for an individual content within the interval specified in the 

server settings. 
 

 

Image 208:  Selecting the Queue for Indexing command 

 

 

Image 209:  Successful adding of content for indexing 

 

4.3.5.13 Content conversion 

The IMiS®/ARChive Server enables automatic content conversion. All newly added content can 

be automatically converted to a long-term storage format after being stored according to the 

setting in the server configuration (PDF/A, TIFF). 
 

Example:  A content created in Microsoft Word that is attached to the document must be converted 

into the PDF/A file type to ensure long-term storage. 
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For better visibility, the converted content is displayed in a tree. Content can also be multi-level 

and enable a view of the conversion history. The conversion of content can be done 

automatically with the appropriate settings on the IMiS®/ARChive Server or manually for an 

individual content within the interval specified in the server settings.  
 

 

Image 210 Example of automatically converting content on a list 

 

 

Image 211:  Example of automatically converting content in grid view 

 

For the manual tagging of content for conversion the user must have the ContentManagement 

role. 

By selecting the popup menu on the tagged content in the document reading mode (Open),  

the user can select the “Manage” command. By confirming the “Queue for Conversion” 

command, the selected content is tagged for later conversion. 
 

 

Image 212:  Selecting the Queue for Conversion command 
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Image 229:  Advanced search settings 

 

The default settings for hiding and displaying the order of attributes in the search are defined in 

the file settings.json, where they can be defined in the elements search.profiles and 

search.views. 
 

search.profiles Description 

id Profile identifier. 

attributes Collection of attributes. 

filter_type Type of attribute filter. The set of values: 

- Include:  certain attributes will be displayed. 

- Exclude:  certain attributes will not be displayed. 

Table 12:  Setting a collection of profiles 
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search.views Description 

profile Profile identifier from search.profiles. 

archives Collection of archive identifiers. 

members Collection of directory entities. 

editable Defines whether the search view can be edited. 

The set of values: 

- true:  The user modifies the view which is saved to the user 

settings. Default value. 

- false:  Disables editing the view.  

Table 13:  Setting the search view 

 

By selecting the icon , a dialog box opens for setting the attributes for defining the custom 

search conditions. In the menu, the user is offered both the system attributes and the custom 

attributes. 

 

Image 230:  Setting the attributes to define the search conditions 
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By moving the icon  in front of the title of the attribute for defining the search conditions up 

or down, the user defines the sequence of the display of attributes in the search dialog box. 

 

The user has the option of defining a single description for all selected entities. 

By checking the checkbox, the user can check or uncheck all attributes for defining the search 

conditions simultaneously ("Check all"). 

 

The user selects “Reset” for the default display settings.  

 

By confirming the selection (“Save”), the display settings are saved to the user profile and the 

set of displayed attributes for defining the search conditions is adjusted accordingly.  

 

By selecting the “Cancel” button, the settings are not saved. 
 

 

Image 231:  Displaying the set of attributes for defining the search conditions 

 

The user has the option of filtering the attributes for defining the search conditions. 

By entering text in the Type filter text field, the set of displayed attributes is limited 

accordingly. 
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Example 1:  The user previously searched by the value of the attribute Full text search = STATE 

DEPARTMENT. The user enters the search string “sc” in the Type filter entity field. 

The set of attributes which will be searched is limited to attributes with titles containing the search 

string “sc”. Additionally, the set of attributes for the search also contains the attribute Full text search 

with the value STATE DEPARTMENT. 
 

 

Image 232:  Before entering the text of limiting the set of attributes for the search 

 

 

Image 233:  After entering the text of limiting the set of attributes for the search 
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Example 2:  Building on the previous example, the user removes the value GENUINE from the field for 

entering the value of the attribute Full text search. The user reenters the search string “sc” in the Type 

filter entity field and performs the search. The set of displayed attributes which will be searched is 

additionally limited to attributes with titles containing the search string “sc”. 
 

 

Image 234:  Example of limiting the set of attributes for the search 

 

4.3.7.1 Full text search 

The user begins searching the full text of the content by entering a search string in the Search 

field in the header of the user interface. The user confirms it by selecting the icons   ,  

which denote a search or “Enter” on the keyboard. 
 

 

Image 235:  Entering a search string in the Search field 

 

An alternative way of searching the full text of the content is by selecting the Search field in 

the header of the user interface, selecting the section “Advanced” in the Search dialog box and 

entering the search string in the »Full text search« field in the »Search« dialog box. 
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4.3.7.6.1 Combined search by Metadata and Full text search 

The user can simultaneously search by metadata and by the full text of the content. 
 

 
Image 248:  Entering a search string in a combined search 

 

The search result is all documents containing the searched metadata (e.g. Owner = Keira Clay) 

and whose content also contains the searched text (e.g. Full text search = manufacturing).  

The searched text can contain one or multiple simple search conditions. 
 

 

Image 249:  Result of searching by metadata and the full text of the content 
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4.3.7.6.2 Combined search by Metadata and Content descriptions 

The user can simultaneously search by metadata and by the content description. 

The search result is all documents containing the searched metadata (e.g. Title = dispatch*) 

and whose content descriptions also contain the searched text (e.g. *shipping*). 

 

Note:  When searching for values by content description, the character * (asterisk) must be added 

before and after the searched value. 
 

 

Image 250:  Entering a search string when searching by metadata and the content description 

 

 

Image 251:  Result of searching by metadata and the content description 
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4.3.7.6.3 Combined search by Content descriptions and Full text search 

The user can simultaneously search by the content description and by the full text of the 

content. 

The search result is all documents containing a specific search string in the content 

description (e.g. Content descriptions = customs*) and whose content also contains the 

searched text (e.g. Full text search = manufacturing). 

The searched text can contain one or multiple simple search conditions. 
 

 

Image 252:  Entering a search string when searching by the text of the content and the content 
description 

 

 

Image 253:  Displaying the result of searching by the text of the content and the content description 
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4.3.7.6.4 Search by Custom metadata 

The user performs a combined search by the title of the document content by first selecting 

the field for entering the search string in the header of the user interface.  

 

The user searches by custom metadata by first selecting the field for entering the search 

string in the header of the user interface. In the “Search” dialog box in the section “Advanced”, 

the user enters the search string into the selected custom field. 
 

 

Image 254:  Entering the search string when searching by a custom attribute 
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The search result is all the documents whose date values of the custom attribute “Review 

date” is between September 1st and September 30th 2021. 
 

 

Image 255:  Entering the search string when searching by a custom attribute 

 

4.3.7.7 Searching Audit log events 

By selecting the username or icon and the action Activity in the popup menu, a dialog box 

opens for searching for information on audit log events. 
 

 

Image 256:  Popup menu for reviewing audit log events 

 

 

Image 257:  Setting the parameters for searching audit log events 
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After selecting the action “Next”, the report is prepared. 
 

 

Image 315:  Defining the scope of the delete queue report 

 

The report header provides the following information to the user: 

• Scope:  the scope of the report. 

• Classification code:  the classification code of the selected entity in the classification 

scheme. 

• Number of classes:  the number of classes contained. 

• Number of folders:  the number of folders contained. 

• Number of documents:  the number of documents contained. 

 

Information on the entities waiting for deletion are listed in the following columns: 

• Classification code:  the classification code of the class in the classification scheme. 

• Type:  the type of the entity being described. 

• Template:  the name of the template used to create the entity. 

• Status:  the status of the entity in the context of the archive owner. 

• Security class:  the security class of the entity. It is used to hide entities from users 

whose security class does not provide them with access to entities. 

• Creator:  the user who created the entity; meaning the user who was logged in during 

the session when the entity was created. This metadata never changes throughout the 

entity’s existence. 

• Owner:  a directory entity (user or group) entity that is responsible for the selected 

entity (owner). 
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Image 316:  Example of the delete queue report 

 

By selecting the action “Print”, the user is shown a print preview for the deleted entities 

report. The user prints the report by selecting the action “Print” or cancels it by selecting the 

action “Cancel”. 
 

 

Image 317:  A print preview for the delete queue report 

 

By selecting the action “Export”, a popup menu appears with the possible format (CSV) for 

saving data on the entities waiting for deletion. After selecting the CSV format, the deletion 

queue report opens for the user. 
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After selecting the action “Open”, the information on the entities waiting for deletion is shown. 
 

 

Image 318:  Review of information on entities waiting for deletion in the CSV format 

 

4.3.11 Bulk document capture 

Bulk capture is the action of importing a large number of documents without the need for the 

user to oversee each individual capturing procedure. Bulk capture in the IMiS®/wClient is 

performed using the “Import” action. By preparing the content correctly before you import it, 

you can decrease the possibility of encountering errors during the bulk capture procedure. 

Entities that experience errors during bulk capture are not imported and must be captured 

manually by the user. For more information on the bulk capture procedure see chapter Import. 

 

4.3.12 Import 

The IMiS®/wClient enables the import of entities to the IMiS®/ARChive Server together with 

their metadata on Audit log and Authenticity evidence if they exist. The entities imported by a 

user with the ImportExport role have to be compressed (.zip) and prepared in the prescribed 

XML format. 

For more information on roles see chapter Access in the IMiS®/ARChive Server Manual. 

 

Import may be performed into the root class of the classification scheme or into any chosen 

class or folder. After selecting the action »Import« in the Actions dropdown menu in the 

command bar or on a given entity, a window opens for selecting the compressed file for entity 

import (Select file). 
 

 

Image 319:  Selecting the compressed file with the imported entities 
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Confirming the action Import starts the entity import. 

After the import process is completed, the bottom right part of the view shows an import 

notification. 
 

 

Image 320:  Displaying an import notification 

 

Each import action on the IMiS®/ARChive Server is logged in the Import folder contained in the 

Administration system folder in the left view. This folder can only be accessed by users who 

have been assigned the Reports role and the appropriate rights to import logs. 
 

 

Image 321:  Display of the Import folder in the Administration system folder 

 

The IMiS®/wClient enables the review of imported entities on the IMiS®/ARChive Server, 

including import data. The imported entities reviewed by the user are prepared in the 

prescribed XML format.  

For more information on the file format for import and the file structure see chapter Format of 

the import / export file. 

 

After creation is completed, the import report is given the status Closed. The user can open 

the report and perform the following actions: 

• Open:  opens the selected import report in reading mode. 

• Edit:  opens the selected entity in editing mode. Enables adding the import report 

metadata, and modifying and removing the report, metadata and contents. 
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• Actions:  contains commands for various actions on the selected entity: 

- New reference:  adding a connection to another report or entity in the classification 

scheme via a dialog box. For more information see chapter Reference. 

- Move:  moving the import report within the classification scheme on the archive. 

- Export:  exporting the selected report from the archive. 

• Status:  modifying the status of the import report via a dialog box which enables giving 

the reason for the change.  

• Security class:  modifying the security class of the import report via a dialog box, which 

requires the user to give the reason for the change. 

• Share:  copying the link to the selected entity to be shared with other users. 

• Delete:  deleting the selected import report. 
 

 

Image 322:  Set of available actions on the import/export report 

 

By selecting the popup menu on the import report, the user can choose from the following 

options: 

• Preview:  For more information on content preview see chapter Content preview. 

• Download:  For more information on downloading content see chapter Downloading 

content. 

• Copy:  copying the content to another document. 

• Share:  copying the link to the selected entity to be shared with other users. 

• Manage: 

- Queue for Indexing.  For more information on indexing content see chapter Indexing 

content. 

- Queue for Conversion. For more information on content conversion see chapter 

Content conversion. 
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Image 323:  Popup menu on a import report 

 

4.3.12.1 Import procedure 

At the start of the import procedure, the IMiS®/WClient creates a new document in the folder 

Import located in the »Administration« system folder. This document contains a report of the 

import to the archive server. 

The title of the document is identical to the date and time of import, in ISO format. 

The status of the document is Opened. 

 

During import, the import document is completed with the following three log files: 

• ImportReport.xml:  XML file that contains: 

- import success rate statistics 

- list of failed import attempts (including the classification codes) 

- list of successfully imported files (including the hash values and full classification 

codes). 

• ImportReport.txt:  contains a report for each successfully or unsuccessfully imported 

entity. 

• ErrorReport.txt:  contains a report for each failed import attempt including the reason 

for the import error. 

When all entities from the list are imported, the file ImportReport.xml is digitally signed 

with the selected digital certificate according to the XMLDSIG standard. This ensures 

that the report's authenticity can be verified. 

 

The status of the document then changes to Closed. 

If there is an error while the document is being completed, the import document remains in the 

system class in its raw form and has the status Open. 
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If there is an error during the import of an entity on the import list, the sub-entities it contains 

will not be imported. In case a sub-entity encounters an error, the other sub-entities will still 

be imported, providing the import of the parent entity was successful. 
 

 

Image 324:  Display of the import report in the Import system folder 

 

By selecting the value of the attribute “Get” in the imported entity data (“Transfer audit log”) in 

open mode, the logged-on user is shown a notification in the bottom bar on the audit log 

created before importing the entity in the .bin format. 
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Image 325:  Information about the audit log created before the entity import 

 

 

Image 326:  Notification on the transfer of the audit log created before the entity import 

 

By opening the file in a suitable application (e.g. Notepad), the user can view the audit log 

created before the entity import. 
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Image 327:  Audit log created before the entity import 

 

4.3.13 Export 

Users who have the ImportExport role can export the complete classification scheme or any of 

its individual parts. Each entity is exported with all its metadata and content, while export of 

the audit log and additional metadata is optional. User-added metadata is not part of the 

entity's own metadata and is employed only for the purposes of the archiving procedure. 

For more information on the export file format and file structure see chapter Format of the 

import / export files. 

For more information on server roles see chapter Access in the IMiS®/ARChive Server Manual. 
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4.3.13.1 Exporting the entire classification scheme 

The user begins the procedure of exporting the entire classification scheme by selecting the 

Actions command in the command bar and the Export action in the popup menu before 

selecting the root class. 
 

 

Image 328:  Selecting the »Export« command at the level of the entire classification scheme 

 

Opens a dialog box for setting the following export parameters: 

• Scope: the user checks whether they want to perform an export on the entity currently 

selected in the classification scheme. 

• Option:  selecting additional export options: 

- Recursive 

- Export parents. 

• Include:  the user can include or exclude the following export settings: 

- Entity type:  classes folders, documents. 

- Activity:  the audit log of the individual exported entity. 

- Authenticity evidence:  evidence on the entity’s authenticity, if entity authenticity 

evidence has been created on the archive. 

• Select metadata file:  additional metadata from the XML file, which will be included in the 

export. For a description of the structure of the additional metadata file see chapter 

Format of the additional metadata export file. 
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By selecting the ExportReport, the user is shown a more detailed notification about the export. 
 

 

Image 342:  Display of a more detailed notification about the export 

 

Warning:  The user can export different entities into the selected export folder several times, without 

having to delete previous export files. When saving exported entities into the selected folder,  

the previous export files are overwritten. 

 

4.3.14 Deletion of an entity 

To execute a delete action, the user must have the Delete right on the selected entity. 

To learn how to check the effective rights of a user see chapter Entity information. 

 

The IMiS®/wClient enables two ways of removing an entity from the classification scheme: 

• Immediate deletion. 

• Marking an entity for later deletion (delete queue). 

 

4.3.14.1 Immediate deletion of an entity 

Prior to deletion, the user has to make sure the classes or folders he is about to delete do not 

contain entities. Entities namely cannot be deleted. The same is valid for all closed entities (the 

value of the Status attribute is Closed). 
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4.4.1 General system attributes 

The general system attributes of an entity consist of various attributes such as Title, 

Description and Classification code. They contain mandatory as well as optional attributes. 

 

Most attributes are available for all entities. The exceptions are Status, Opened date and 

Closed date, which are present for classes, folders, and those documents that are located 

directly under a class. The table below lists and describes all the general system attributes. 
 

Name Description 

Classification code Contains the entity's classification code within the classification scheme.  

The classification code is generated automatically on the archive server. 
 

Example:  The classification code 01-2019-00004/00001 represents 

document 00001, located inside folder 2019-00004, located inside class 01. 

The classification code is a publicly accessible type of metadata. 

 

Title Saves/contains the title of the entity. The title is a required, public metadata 

that enables search. 

Description Saves/contains a short description of the entity.  

The description is a public metadata. 

Status Saves/contains the status of the entity. The status is a required metadata for 

all entities that are either classes, folders, or documents directly under 

classes. It is a public metadata that enables search. 

The possible values are: 

• Opened:  the entity can be edited by a user with the appropriate effective 

access rights (the right to write) 

• Closed:  the entity cannot be edited. 

Opened date Contains the date and time the status of the entity was changed to Opened. 

The opened date is public metadata, is read-only and enables search. 

Closed date Contains the date and time the status of the entity was changed to Closed. 

The closed date is public metadata, is read-only and enables search. 

Significance Saves/contains the significance rating of the entity. Significance is a required 

metadata for folders and documents. It is public metadata that enables search. 

The possible values are: 

• Vital:  entity is vital. 

• Permanent:  entity is permanent. 

• Retain:  entity should be retained. 

• Delete:  entity is queued for deletion. 
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4.4.7 Physical content attributes 

Physical content attributes are only available for documents. The existence of physical content 

is specified by the unique physical content identifier. The physical content has a home location, 

which changes when it is checked out. The change of location is saved in the Status attribute. 
 

Name Description 

Identifier Contains the unique identifier of the physical content. 

Description Contains a short description of the physical content. 

Status Contains the current status of the physical content. Possible values are:  

- CheckedIn:  the physical content is stored at its home location. 

- CheckedOut:  the physical content has been sent to another location. 

Status change date Contains the date and time of the physical content's last status change. 

Home location Contains the home location of the physical content. 

Current location Contains the current location of the physical content. 

Custodian Contains the name of the physical content's custodian. 

Return date Contains the expected return date of checked out content. 

Table 21:  Description of physical content attributes 

 

4.4.8 Review process attributes 

Review process attributes are available only during review processes. 
 

Name Description 

Members Users who perform review process. 

Action 

 

By selecting one of the valid values, you influence the review process. 

Valid values: 

• Reviewing:  the value represents the action of reviewing entities in the review 

process and does not influence the server. 

• Complete:  the value represents the action of completing the review process 

on the server. 

• Discard:  the value represents the action of canceling the review process on 

the server. 

Comments 

 

Optional attribute which is used for entering various comments, explanations and 

other information that is in any way connected with the review process. 

Message 

 

Short error description entered by IMiS®/ARChive Server. 

In the event of an error during the preparation or implementation phase of the review 

process. Also recorded in the attribute is the successful completion of the review 

process. 
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• Scope:  selecting the entire archive or entity under which the review will be implemented. 

• Reason:  the reason for creating the review. 

 

After confirmation with the Next command, the user is shown the attributes of a new review in 

the review process in the Details tab. The user appropriately supplements the review details. 
 

 

Image 361:  Display of Regular review attributes in the review process 

 

In the Security tab the user with the appropriate rights defines the access permissions for 

users, groups and attributes of the directory entity type. For more information on defining 

access permissions see chapter Entity access. 
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Image 362:  Access permissions for Regular review in the Security tab 

 

After entering the metadata, the user saves the review to IMiS®/ARChive Server by selecting 

the action Create. While preparing the entities for review, the review status changes to 

"Preparing". 
 

 

Image 363:  Display of the saved Regular review 
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6 INSTALLATION 

Below is a description of the installation procedure for the IMiS®/wClient. It can be performed 

by a user with the appropriate rights (Administrator). The installation is conducted step-by-

step and is the same for everyone. 

 

6.1 Installation procedure 

The IMiS®/wClient must be installed in an environment that satisfies minimum requirements.  

The user must have rights on the server on which he is installing the client. The installation 

package is extracted to a directory on the server selected by the administrator. 

Procedure: 

1. The administrator extracts the installation package to a directory on the server. 

2. He sets the settings.json. 

 

6.1.1 Installation settings 

For successful installation the address to the IMiS®/Storage Connector Services REST 

must be entered into the assets/settings.json as the URL property. 

 

Example of the setttings.json: 

{ 
  "url": "https://apps.imis.eu/scsvc", 
  "requestTimeout": 240000 
} 

 

url String Address of the IMiS®/Storage Connector Services REST. 

requestTimeout Integer The timeout of an individual request to the service in ms 
(optional). The default value is 120000. 

logLevel String Log records level (optional). 

Set of values: 

- DEBUG 

- INFO 

- WARNING 

- ERROR (default) 

- NONE. 

entitiesPageSize Integer The number of entities loaded when displaying a single 
page (optional, default value: 50). 
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Content scanning icon does not appear 

Likely cause: Wrong key for accessing the IMiS®/Capture Service. 
 

Solution:  In the IMiS®/Capture Service settings check the suitability of the key in the 

“Security” tab. The service key value in the IMiS®/Capture Service settings must match the API 

key value in the user profile settings (“Profile / Settings”) of the IMiS®/wClient. 
 

 

Image 420:  Example of defining the service key 

 


