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Document management system Scarabeus 

 

System Scarabeus DMS is a cloud solution for document management in companies with emphasis on 

sharing. Security is documents’ clarity. System’s use is primarily in large data archives and as a central 

place for sharing company documents. For problem-free bringing it into the company environment 

speaks also easy link with a domain controller, simplicity of work in the environment and direct work 

with documents. 

The system is built on a client-server, where the client can be any application also from third parts that 

communicates with the server using standard SOAP boundary and that is using server as a storage 

with all described eventualities.  
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Document management 

Tree structure of document 

It is possible to structure files to 

arbitrarily complicated tree structure 

as we are used to in a disc space on 

local computer. 

System extends this hierarchical 

structure of a level below to file 

revision. All its previous changes are 

saved in the revisions. 

When working with files and folders all 

standard operations are supported as 

we know it from a file system. 

 

Reviewing directories 

When reviewing directories the actual path is shown in 

upper address line. It’s possible to enter the address 

directly by typing it in, or to paste it. For fast move to 

higher file it’s possible to use menu – a button for shift to 

root file. There are available all   higher levels. 
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Loading and downloading of files and folders 

Loading of files or folders is easily done by moving to an 

application window. The second option is to use menu in 

upper bar. There are available more sophisticated 

possibilities to paste files as encrypted files (or folders), or 

files with pasted metadata. 

About loading data to the server is the user informed in 

lower left corner. Here it’s also possible to end the 

loading, or end loading of all files in a line. 

 

 

Direct opening and editing of files in initial programmes 

System supports direct opening of a file saved in storage and its editing. To open the file, double click 

on it, or open it by command. The file opens in an initial program on a local computer and user can 

adjust it directly. After finishing the revision and saving the document its changed version uploads 

automatically back to the storage as a document revision that is automatically set as actual. 

After opening, the file is automatically locked so other user isn’t able to edit it. 

 

Automatic document revision 

System automatically creates revision of 

managing documents and that is during 

direct editing, or in a case that a folder with 

the same name as an existing one is 

uploaded to the file. 

 

By the file name there is always displayed its last revision. To display a revision list use specialized 

view under Revision. There are displayed all file revisions with information about their creation.  
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Management of document history and development 

Next to file revision the system gathers all information about 

file movement. 

These information are accessible in right panel under History. 

By using this tool the users obtain complex overview about 

document development. This enables easy finding of changes 

and responsible users. 

 

 

 

Making documents 

The standard way of making new documents is to make them on a local 

PC and later upload to DMS. The system includes a function that enables 

to make documents directly in DMS. This function is accessible from an 

address line where the user can choose different document types that can 

be made. This menu is fully adjustable so it’s possible to make any 

document types, even prepared once which can be used as templates. 

 

File system notices 

The system is able to 

automatically notify the user of 

changes in expirations at 

chosen documents (i.e. 

contracts), or to point out 

changes as pasting of a new 

document or making new 

revision. 

Access to set the notification is 

from context menu in a chosen 

object (document, file). The 

notification is sent to the user 

by email that is defined in this 

setting. In the email content it 

is also possible to use automatically supplied fields that the system fills up according to the actual 

context before sending.  
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Shared spaces 

The system offers simple facility of sharing data among user 

areas. This function solves problem of fast data exchange 

among friendly groups (more in a company environment. 

Special shared space is created for groups that need to 

share data. Each group adds the shared area into its 

environment. This sharing acts as a classic folder including 

transfer of set certification and access exclusiveness. 

In case there is a shared directory in net or local file archive 

it’s possible to use mapping for this existing file. Data in 

these already existing archives don’t have to be loaded to 

the system but are only added as shared space. 

 

 

Document link using bar codes 

System creates automatic 

links among files based on a 

sameness of bar codes in 

their metadata. An example 

is on the picture where all 

three files contain one bar 

code. After clicking on one of 

them the other two are 

marked as Linked files.  

It is possible to enter bar 

codes to already existing files manually in section Metadata on the right panel. Or to pick them 

directly while computerizing documents. 

This function provides very fast access to folders that are closely connected although they are placed 

far from each other under the directory structure.  
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Security 

Digital signing of documents 

System supports electronic signature of 

documents. Signed documents include a 

medal symbol.  

Signing of documents is accessible from 

context offer on each document. The 

system supports signing using certificates 

saved either in a file or installed in local 

certificate archive. 

It is possible to sign one document with 

more signatures, certificates (verification 

by more persons). 

 

In a context menu it is possible to look 

through added signatures on already 

signed documents. Or to verify whether 

the document was signed by entered 

certificate. 

 

Document encoding 

The system includes document encoding 

for absolute classification of a file 

content. 

In encoded regime the files are uploaded 

to the system clicking on File upload in 

upper bar (it is also possible to upload 

fully encoded files). After choosing files to 

upload the user is asked for a password 

that executes the encoding. Encoded files 

are red. 

Also when downloading the file it’s necessary to know the right password. 

In case of direct opening and loading changes of modified file this file is again loaded coded. The file is 

always encoded and decoded on a client site. Its decoded version is never loaded to the server. 
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Users and user groups management 

The system supports full 

administration of user accounts and 

user groups. It’s possible to be used 

for control of access rights to files 

and folders. 

It’s possible to use quotas of used 

space (N/A = without a limitation). 

User who exceeds an assigned 

quota is stopped from entering files. 

On a picture you can see listing of 

users’ accounts where the accounts 

with an icon come from 

synchronization with ActiveDirectory. 

The system also enables login using 

Windows accounts. The user doesn’t have to type user name and a password but its identity in the 

system is derived from its domain account (this variant can be made only in company environment). 
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Authorization of access to the documents 

The authorization can be defined only 

by user whose account is set as an 

administration account. Access to 

object’s certificates is through context 

menu on an object or in upper bar 

when choosing and object. 

Defined authorizations are 

automatically transferred to 

subordinate objects. When displaying 

the authorizations the transferred ones 

are showed like this: 

 

The authorization is set or taken by clicking on a relevant circle before its name. When clicking on a 

transferred authorization these are set as not transferred ones and act as a new authorization for both 

the object and subordinate. 

Unwritten rule: What’s not allowed is forbidden. 

 

Document locking 

For support of uniqueness of files changes the system 

supports both automatic and manual object locking. 

It is possible to lock the object manually in a context menu. 

Only an author of the lock can cancel it, or an administrator. 

Automatic locking is made in case of opening a file where the file is again automatically unlocked after 

ending an application in which the file was open and changes saved. 

The lock is always transferred to all subordinate objects. 

It’s possible to get an overview of all locked object in the upper menu Utilities. Here it’s possible to 

unlock locked objects. Administrators have an overview of all other locks and can unlock them. 

 

Limit of used space 

Each user can have a space limit that he wants to use for his documents (see 

Users and user groups’ maintenance). Actual status of used space is visible for 

each user in right lower corner. 

  



 

10 Instruction manual of sysem Scarabeus DMS 

Option of link with ActiveDirectory 

The system enables direct link with 

ActiveDirectory. Thanks to that it’s possible to 

skip entering user name and password. User’s 

account that is used for log in to the operating 

system is used for the identification. 

An administrator can see all domain account 

and groups. He can set rights, space limits 

and object authorizations to them as if they 

were typical accounts created in the system 

environment. 

 

  



 

11 Instruction manual of sysem Scarabeus DMS 

Electronization 

Direct document scanning 

Direct computerization is one of the most important parts of 

whole system that enables scanning and immediate uploading of 

a document including reading of bar codes, fulltext search and 

highlighting of important areas. 

Access to the tool is from upper bar where you can choose from 

several ways of computerization of documents just as when 

uploading files. 

Basic option is classic Get document from scanner including bar codes reading. Second option is meant 

for data highlight where the tool directly fills in metadata fields according to chosen areas (see Own 

definition of metadata template). Both options can be subsequently used in coded version. 

The tool for scanning enables easy and fast set of scan parameters including fast scanning on passing 

scanners. 

 

 

Mining of data from electronic documents 

The system enables automatic mining of interested areas from electronic documents (document’s 

number, maturity date, or any text sections). The mining is made by defined templates of metadata 

(see Metadata). 

 

Automatic fulltext making from arbitrary documents 

The system helps the user to easily find requested document using fulltext search. The system can 

process almost all mostly used formats of text files. In case of pictures the system uses OCR. All 

commands are made in background during pasting a folder to the system. 
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Search 

Fulltext search 

Searching documents in the system is 

quickly made using command line. If a 

text is typed to the command line that 

doesn’t begin with - \, eyeglass symbol 

appears on the right side. This symbol 

means that typed text will be searched. 

Searching is made in: 

 File names 

 Bar codes 

 Inner text of a files 

 Metadata items 

 

Search by document type and metadata 

Second option is to search files by pertinence to a document type. Filtration is made by choosing 

document type (form), see Proper definition of metadata’s templates. Subsequently you may choose 

documents according to degrees of each entry.  
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Publication 

 

File’s publication is made for enabling 

downloading a file by user who doesn’t 

have an access to the system.  

You may publish the file in a context 

menu on selected file. The publication 

creates web address with a link to the published file. And the published file can be downloaded. It’s 

possible to send the address to the recipient by email. 

Published files ale always marked by boldface in the list. The publication is valid until it’s cancelled by 

user with relevant rights. 

The address always declassifies last version of a document. So made link may be used on own 

websites where the actualization of files is made directly in the system. An accessible actual revision is 

on the website for download.  
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Metadata 

Proper definition of metadata templates 

For better overview and logical compactness of 

document management the system enables 

adding real files to own document type – 

metadata description.  

Defining of metadata templates can be made in Draft of templates and metadata. The draft is 

accessible from menu Tools. Each template may contain configurable generator of documents’ codes.  

generated codes are used to create a new file name at document computerization.  

Templates may be sorted to 

hierarchical files. Metadata temples 

may be furthermore adjusted. So if 

there is a need to change the 

templates it’s not necessary to delete 

the old one lest it will be necessary to 

come back to it in the future. 

Each template may contain arbitrary 

amount of metadata items. These 

may vary from number, date, text, 

etc. In case of automatic highlight at computerization it’s possible to appoint on which side and its area 

they are located. 

The following picture shows how to definy OCR frames for each metadata items. 
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Composing and editing metadata of documents 

Metadata may be saved to the file 

immediately when these are composed or 

in time when the file already exists in the 

system. 

Composing metadata at inserting is 

possible if there are options for upload or 

scan of files with metadata in the upper 

screen bar. In such a case the user is 

directly asked to fill in metadata to 

applicative template that had been chosen 

as a type of inserting file. 

It’s possible to edit metadata later, 

prospectively to relegate the real file to 

other metadata template. All modifications 

are accessible in upper right bar 

Metadata. 

Rightness of input value is controlled at filling in metadata. In case of false input the user is alerted by 

red symbol with an exclamation mark. 

 

Option of automatic filling in metadata at scanning 

All entries in metadata templates may be automatically discerned and filled in at scanning. This process 

is made in case that an entry is on just scanned page and has defined OCR frame in which is its value 

according to the template. 
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Workflow 

Workflow definition 

In inbuilt draft, the system offers a very comfort 

option of workflow definition in an organization. 

It’s possible to make a tree structure of processes 

for better overview, prospectively their semantic 

pertinence. 

It’s possible to create links between processes. 

This enables breakdown complexity to compact 

and clearly defined sub-processes. 

Each process consists of activities to which it’s 

possible to assign user roles. Users then may see 

and have an access to activities which have been assigned to them.  

Entry process activities may automatically generate file codes according to predefined example. 

 

File processing in activities 

In an environment for file processing 

the user may use a panel with all for 

him accessible activities. 

When opening an activity you can see 

a list of all files that can be found in 

the activity. At the same time an 

overview of all moves in the activity is 

shown in upper information panel. 

The user has an option to lock an applicative file. By doing this he necessitate access exclusivity and 

other users see that he is working with the file. 

After processing he may pass it on using button on upper bar. A list of possible final activities is offered 

to a user (according to process definition). 

  



 

17 Instruction manual of sysem Scarabeus DMS 

Act processing 

At act processing and its opening the 

user may use all options as if he was 

working in a folder system. 

Entire activity made in the file is listed 

in detail including its passing on. 

In upper bar there are accessible all 

options of work with a file as its 

passing on, paste in user’s comment, 

etc.  

 

 

 

Announcing of act occurrences 

Alerts on occurrences at acts’s move 

may be added to particular process 

activities. Announcements are sent 

to users via electronic mail in a 

predefined format. It’s possible to 

use placeholders in a subject or 

inside an email. These placeholders 

are replaced by concrete number, 

phrase, and words while sending.  

It’s possible to use acts’s creation, 

its move, demise and user’s 

commentary as file occurrences. 

Announcement’ recipients may be 

either undertaken from set 

authorization of an activity or from manually set where you may use system users and user groups.  

 

Start documents 

Introductory documents enables that newly 

based act isn’t empty. The file is filled by 

documents which it needs to contain 

according to its purpose. An example - 

making up new company guidelines where 

there exists required template. The 

template contains fields to be filled. 
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Occurrence scheduler 

Occurrence scheduler is a tool 

that enables to control set terms 

or its automatic move in a 

process of circulation of the 

document.  

 

 

 

You may set the scheduler to: 

 Move act – it sends act after an expiration of set time by chosen linkage 

 Delete act – after expiration of set time the a file is deleted (functions as a shredding time) 

 Send a notice – it enables to send chosen notice (see Announcing file occurrences) after 

expiration of a set time – keeps reminding of not solving a task. 


