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Preface

This Mobius Luminist User’s Guide provides instructions for using Mobius Luminist
(herein called Luminist) to search for and display ViewDirect-stored content located
anywhere in the enterprise. It provides users with an easy-to-use interface that simplifies
locating documents. Luminist offers simultaneous viewing of multiple diverse
documents, flexible viewing options, and powerful search capabilities.

Note:

Luminist replaces ASG-DocumentDirect for the Internet in the ASG/Mobius suite of
products as the browser-based client for accessing ViewDirect-stored content.

About this Publication

This publication consists of these chapters:
=  Chapter 1, “Getting Started,” which provides general information about Luminist.

=  Chapter 2, “Accessing and Viewing Content,” which provides detailed procedures
for all the major operations available in Luminist.
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Related Publications

The documentation library for Mobius Luminist consists of these publications (where
nnn represents the product version number):

- Mobius Luminist User’s Guide (MDL0200-nnn) provides instructions for using
Mobius Luminist to access content.

- Mobius Luminist Server Administrator’s Guide (MDL2100-nnn) describes the
administrator tasks used to implement a Luminist installation.

- Mobius Luminist Server Installation and Configuration Guide (MDL0300-nnn)
provides installation and configuration information.

- Mobius Luminist Server Enhancement Summary (MDL1000-nnn) provides
information about new features in a release.

Note:
To obtain a specific version of a publication, contact ASG Customer Support.

Publication Conventions

ASG uses these conventions in technical publications:

Convention Usage

Arrow ( ») Used in a procedure to indicate commands within menus.
Also used to denote a one-step procedure.
Bold Indicates that case-sensitive usage is required for a directory, path,

file, dataset, member, database, program, command, or parameter
name.

P Verify the settings in the asg.conf file.
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Convention Usage

Capitalization For system element names, this varies according to the product
interface and its operating environment.

Mainframe file names use uppercase, for example:
» Allocate a JSOPTEM member in the JLRCL library.
Windows file names use mixed case, for example:

P Create a text file named SECLIST.txt in the
C:\Program Files\ASG\config directory.

UNIX file names use mixed case, for example:
» Edit the databaselD.ACC file in the /database directory.
Typical product and operating system elements include:

= Directory, path, file, dataset, member, database, program,
command, and parameter names.

= Window, field, field group, check box, button, panel (or
screen), and option labels.

< Names of keys. A plus sign (+) is inserted for key
combinations (e.g., Alt+Tab).

lowercase italic Information that you provide according to your particular
monospace situation. For example, you would replace i lename with the
actual name of the file.

Monospace Characters you must type exactly as they are shown, such as code,
JCL, file listings, or command/statement syntax.

Also used for denoting brief examples in a paragraph.

Underline Denotes a cursor-selectable field or line.
Vertical separator bar (|) Indicates options available with the default value underlined
with underline (e.g., YIN).

Worldwide Customer Support

ASG provides support throughout the world to resolve questions or problems regarding
installation, operation, or use of our products. ASG provides all levels of support during
normal business hours and emergency support during non-business hours.

You can access support information from ASG’s Support page.


http://www.asg.com/Contact/Support.aspx
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ASG Third-party Support. ASG provides software products that run in a number of
third-party vendor environments. Support for all non-ASG products is the responsibility
of the respective vendor. In the event a vendor discontinues support for a hardware and/or
software product, ASG cannot be held responsible for problems arising from the use of
that unsupported version.

Intelligent Support Portal (ISP)

The ASG Intelligent Support Portal (ISP) provides online support.
Log on to the ISP with this information:
Customer 1D = NNNNNNNNN
Password = XXXXXXXXXX
where:
NNNNNNNNN is your customer ID supplied by ASG Product Distribution.
XXXXXXXXXX is your unique password supplied by ASG Product Distribution.

If you do not have your logon information, contact your local support center.

Expected Support

Severity  Meaning Response Time
1 Production down, critical situation Within 30 minutes
2 Major component of product disabled Within 2 hours
3 Problem with the product, but customer has Within 4 hours

work-around solution

4 “How-to” questions and enhancement requests Within 4 hours

Product Support Policy

ASG fully supports the current release and one previous release of each of its products.
ASG will temporarily support an older release, for up to six months, to provide time for
you to upgrade.

Vi
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Once programming support for a product release is withdrawn, ASG will no longer
supply new fixes for problems nor accept enhancement requests for that release. When a
vendor announces the end of support for system software or a hardware configuration on
which ASG products rely, ASG will make a similar announcement regarding the support
plans for its products. ASG’s support for problems affected by system software release
levels will terminate when the vendor no longer supports their hardware or software.
Announcements regarding support plans for various products can be found on ASG’s
Web site.

ASG Documentation/Product Enhancements

Use ASG’s contact form to submit your product and documentation suggestions. Ensure
that you include the name of the ASG product you are using. For documentation
suggestions, include the publication number located on the publication’s front cover.

vii
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Getting Started

This chapter provides general information about Mobius Luminist. For detailed
information about how to use Luminist to locate and view your content, see Chapter 2,
“Accessing and Viewing Content,” on page 13.

Topic Page

Quick Start

Accessing Luminist

How Luminist Interacts with ViewDirect Systems

o ©O© o

Display Components

Mobius Luminist replaces ASG-DocumentDirect for the Internet as the preferred method
for viewing ASG/Mobius content over the Internet or your organization’s intranet.
Luminist makes it easier and more efficient to retrieve and view archived content.

Quick Start

This look at major Luminist features is for new users who want a shortcut to productivity.
It should be particularly useful if you have previous experience with ViewDirect
repositories from other ASG/Mobius products. If you need more information about a
feature, or a detailed introduction to Luminist, see other sections of this guide.

Note:

This section assumes that you can successfully enter the credentials that your system
requires for logging in to Luminist and accessing content.

To take a tour of Luminist features

1 In your browser, enter the URL that your administrator provides for accessing
Luminist. When working in Luminist, avoid using the browser’s back button, which
exits the program. Luminist opens:
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3

@) Mobius Luminist

Note:

If you see a different screen after logging in, your installation may be using the
enhanced Home screen. See “Optional Home Screen” on page 12 for details.

You are prompted to enter your user 1D and password to connect to a repository. This
will either be a default repository if one was previously specified, or the first
repository in the list of available repositories.

To choose a different repository from the suggested one, click the gear icon at the
top right to open the Settings dialog:
Settings

Current Repository
Select a Repository

Default Repository

Select a Repository

Starting Screen

Home

Select a repository from the Current Repository pulldown and click the check mark
to close Settings. (Provide your login information if required.)
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4 Report and/or topic indexes for the repository appear for selection. By default,
Luminist is in Browse mode. The top level shows categories of information
(sometimes known as “topics” or “indexes™) about the documents in the repository.

Browse: wobiusDirect
43 folders

] Reports

[ ACCTCODE - Account Code

£ AcCTDESC - Account De&eription

[T AccTDESG - Account Description

] AGCTNUM - Account Number

(T ACTUALMTD - Actual Month-To-Date Amount
(T ACTUALYTD - Actual Year-To-Date Amount
[T ASGPRODUCT - ASG Product Name

(T ASGPRODVER - ASG Product Version

(T ASGPUBDATE - ASG Publication Date

) ASGPUBNUM - ASG Publication Number

5  Explore Browse mode:

E BANKNAME - Financial Institution Name
E CHECKAMT - Check Amount

E CHECKFROM - Check Issuer

E CHECKNUM - Check Number

E CHECKTO - Check Recipient

E DATEPAID - Date Paid

E DEPARTMENT - Department Name

E DEPOSDATE - Date Deposited

E DEPOSITAMT - Depeosit Amount

E DEPTCODE - Department Code

(T DEPTTOTL - Department Total Amount

a

Note:

Note the filter field directly under “Browse:” and the “45 folders” next to it.
Entering text here will change the folders displayed based on how closely you
match their names.

As you enter more letters or numbers in this field, the filtering becomes more
specific, and the list and numeric value alongside the filter field are
immediately updated. You don’t have to press the Enter key.

If you do press Enter, it immediately navigates to and/or opens the first
matching item.

This same filter field is available on many list displays in Luminist, and works the
same way everywhere. For example, in the results lists that are returned when you
perform searches.

Click a report or topic folder. Sub-categories, that is, additional information
about the chosen index, appear to help you drill down to content.

Drill down through sub-categories until an archived content document is
displayed. As you proceed, note that a list of breadcrumbs (links) grows in the
Browse display in the Navigation Pane to track your progress and make it
possible to quickly return to a higher level.
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Browse: MohbiusDirect - Feports = ACO071
| Solders

| 7] January 16, 2005 12:00:00 AM
| ] January 16, 2004 12:00:00 AM

| ] January 16, 2003 12:00:00 AM

d  Click a breadcrumb appearing next to “Browse:” to move up one or more
levels.

e  Work your way down to the lowest level, which represents documents. Hover
over a document name and observe the options; View, Print, Download,
Extract and Filter, and Favorite. The default action is View.

Browse: hobiusDirect = Reports « ACO01 « January 16, 2004 12:00:00 Ahd

| 3 documents

=) manuEa

=] manuwe

=) saLECE
=) saLEEA

=) saLEwE

f Select View to open a document. It appears in the Document Viewer on the
right, and the folder hierarchy breadcrumbs move to the Navigation Pane.
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@) Mobius Luminist
Browse: W

MobiusDirect
Reports
MARKETING
October 17, 2013 4:03:26 PM

( 1 document

@ Archiving and SAP Envirenme

Archiving and SAP Environments

Show more

e — |

L rchiving and S5 Enviran men s For Business, T, s Pagud e pPquiraments.

At the top of the Document Viewer, try out the controls that enable you to
designate a favorite, browse up and down through related items (usually
equivalent document sections) in the Navigation Pane, view the item in full
screen mode, and exit the item, automatically moving up one level.

But don’t click Logout yet.

Logout # E

Y SRR

At the bottom of the Document Viewer, try out the controls that enable you to
page through a multi-page document, zoom in and out, impose assorted page
fitting on the view, see any annotations associated with the document, and
rotate the view.

Click the menu icon at the right side of the bottom of the Document Viewer.
Find is for searching for text within the displayed document.
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e, Share

Find

~l, Download

B Print

B3 Quick Print

6  Atthetop of Luminist, click the menu at the right and select Search. Luminist is now
in Search mode. In the Search display, Search for controls are for defining search
parameters, and Show me controls for determining how results are presented.

Search New Search X

1 search

+  New Search

Search for.

ADD +

Show me

ADD +

7  Explore Search mode:

a In Search for, click the down arrow next to Select field and select an index for
the search. Note that by scrolling down you can also select built-in indexing
items.

b  Use the same technique to select an operator and value for the search. Make
sure that your Search for expression will produce results.



1 Getting Started

Click Add and create another expression for the search. Multiple expressions,
like the two in this search, are handled with AND logic, so that the items you
search need must meet all conditions.

In Show me, select fields to display, and specify how they are sorted. Note that
multiple conditions here are also ANDed, so they all must be satisfied to
produce results.

Search for...
GUAGE w IsEqualTo ¥ French x
- v red x
ADD 4

Show me...
T‘ AP E - - x
T M M X
ADD 4

Click Search. If the search is successful, a results list

appears.
> New Search < Search Results:
2 results
save As search LANGUAGE COLOR
. Reports + AC001 + April 1, 2015 4:38:49 AM » RED101
Search for French RED
- - F h'e
Reports + AC001 + April 1, 2015 4:38:49 AM » RED102
v IsLike v X French RED
ADD 4
Show me
T‘ LANGUAGE w Do Not Sort - x
1 - - %
ADD 4

Click one of the results and the referenced document is displayed. When the
document is displayed on the right, the results list moves to the Navigation
Pane on the left.
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(’ Mobius Luminist simplesearch ~

» Search Results: < RED102 ML DX

Show more

1 result

LANGUAGE COLCR

Reports = AC001 « April 1, 2015 4:38:49 AM - R
ED101
French RED

Reports « AC001 = April 1, 2015 4:38:49 AM « R
ED102

French RED

Arrows on either side of the displayed result number enable you to scroll through
any additional results.

8  Now you can click Logout to exit Luminist.

For more detail on all of these Luminist operations, see Chapter 2, “Accessing and
Viewing Content,” on page 13. That chapter also describes other significant Luminist
features not demonstrated here, including:

- “Annotating Documents” on page 29
- “Extracting Data from Documents” on page 34

- “Working with Favorites” on page 42

Accessing Luminist

Luminist is supported on major Web browsers including Google Chrome, Microsoft
Internet Explorer, Microsoft Edge, and Mozilla Firefox. Your system administrator can
provide you with the correct link (URL) to access Luminist and access your documents.
By default, it is typically similar to this:

http://<host system>:<port number>/luminist/luminist_html

For more details, see “Logging in to Luminist” on page 13.
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How Luminist Interacts with ViewDirect Systems

Luminist provides access to documents archived in ASG/Mobius ViewDirect
repositories, hosted by either ASG-ViewDirect-MVS or ASG-ViewDirect for Networks.
Luminist allows you to find your documents either by browsing through the folder
hierarchy or by performing searches.

When you locate and select a desired document, Luminist displays it in the Document
Viewer. Once a document is open, there is no delay in changing the display to view
different document pages or modifying display characteristics such as magnification or
rotation. Switching to viewing other documents in the same folder is also immediate.
Printing your documents, or downloading them as PDF fies, is fast and simple. You can
also switch between Search mode, Browse mode, and Favorites mode while keeping
active displays retained in all.

Display Components

This section explains the parts of the Luminist display and provides general guidelines for
how archived content is organized.

The Luminist display consists of three main parts, as shown below:

<  Masthead at the top.

- Navigation Pane on the left side.

- Document Viewer on the right side, making up the largest portion of the display.

@) Mobius Luminist

Browse: Archiving and SAP Environments

Logout a =

* MY IIX

MobiusDirect Show more

Reports
MARKETING
October 17, 2013 4:03:26 PM

EE—— ]

Lacate documents 7 docurment

@ Archiving and SAP Envirenme
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Notes:

There is an optional Home screen that is not enabled by default, If your installation
uses this screen, see “Optional Home Screen” on page 12 for information.

You can resize the Document Viewer and Navigation Pane by selecting and
dragging the border between them.

When the Document Viewer is not open, the Navigation Pane can fill the entire
Luminist display.

Masthead

The Masthead includes:

Search field for performing simple searches. See “Simple Search” on page 21 for
details.

Note:

The Masthead search field only appears when you are connected to a repository that
supports simple search or full text search.

Logout control, for exiting Luminist. (This control may not appear if your
installation is using single sign-on authentication.)

Settings menu to control your repository access.
=  Choose the repository you want to use from the Current Repository pulldown.

- Select a repository under Default Repository, so you won’t have select one
each time you log on.

- Bypass the standard starting screen each time you log in and start in Browse,
Search, or Favorites mode.

Menu (three stacked horizontal lines) at the right end, for choosing either Browse,
Search, or Favorites mode.

Navigation Pane

The Navigation Pane is where you conduct searches and browsing until you reach a
desired document, which immediately opens in the Document Viewer.

At the top, directly below the Mobius logo, Luminist always displays the mode you
are working in: Browse, Search, or Favorites.

The folder hierarchy leading to the document is shown as a series of indented links
above the open document name itself in the Navigation Pane.
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Note:

When you are in Search mode, the Navigation Pane contains the search dialog or
search results list in place of the folder hierarchy.

- If the open document is one section of a multi-section report, the other sections are
listed at the same level as the open document.

- If there are multiple pages of folders or documents in the list, you can navigate them
with the arrows next to the filter field.

=  Clicking the left chevron at the top (<) collapses the Navigation Pane and enlarges
the Document Viewer. Clicking the right chevron (>) restores the Navigation Pane.

Document Viewer

The Document Viewer consists of three parts:
- Display area in the center, where the document appears.

= Upper control area, where you can view document information and metadata
above the document by clicking Show more on the left. Controls on the right allow
you to change the display to scroll through other instances of the same report
section, select full screen display, or close the document.

- Lower control area, for paging through the document, and enlarging and rotating
it. Display of annotations and text notes are toggled on and off here. There is also a
menu (...) for accessing more document-related functions like print, download,
text-search, etc.

For more details on the operation of these controls, see “Viewing Documents” on
page 18.

The Luminist Document Viewer takes advantage of browser features like full-screen
mode, allowing you to enlarge the document page to occupy the entire screen. You can
also use standard keyboard functions — like page up and page down — to page through the
document. For users with touch-screen displays, the document viewer responds to swipes
and taps, allowing you to operate on your document using gestures.

Note:

The Document Viewer does not allow scrolling from one document to the next (i.e., does
not allow scrolling across section boundaries). You can scroll among the pages within a
single document (section), but in order to go to another document, you must either use the
next/previous document functions in the upper control area, or select a different
document in the Navigation Pane.

11
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Optional Home Screen

If your administrator has enabled it, you will see this screen when you log into Luminist:

@) Mobius Luminist Lo €2

Home: F71=

A S G
Search
Construct searches to locate content

Favorites
Optimize access to your key content

On the Home screen:

- Click the Browse, Search, or Favorites links to access the features of the different
Luminist operating modes.

=  Click the circled i at the lower left for version and copyright information about the
installed version of Luminist.

Note:

When the Home screen is enabled, Home appears as an additional choice on the top right
Masthead menu along with Browse, Search, and Favorites.




Accessing and Viewing Content

This chapter provides details on commonly used Luminist procedures.

Topic Page

Logging in to Luminist 13
Selecting and Connecting to a Repository 14
Browsing Documents 14
Viewing Documents 18
Searching for Documents 21
Downloading Documents 27
Printing Documents 28
Annotating Documents 29
Extracting Data from Documents 34
Working with Favorites 42
Logging Out and Closing Luminist 49

For general information about Luminist, see “Getting Started” on page 1.

Logging in to Luminist

After entering the URL for your installation’s Luminist Server system in your web
browser as described in “Accessing Luminist” on page 8, you may be presented with a
login dialog. (If your administrator has implemented the single sign-on protocol, you may
not be required to log in explicitly.)

Your unique 1D and password identify you as a Luminist recipient and provide access to
documents available to you. The Recipient ID controls a variety of security privileges, for
example, what reports and/or sections you may view, and whether you are allowed to
create and modify content. After entering your login credentials, you typically have
access to all repositories to which you are authorized. (The details of which repositories
you can see are controlled by your administrator.)

13
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Selecting and Connecting to a Repository

You may be directed to a default repository when logging in, but if your administrator has
enabled it, you can choose to connect to a different repository.

To connect to a repository

1  Click Settings (the gear icon) on the Masthead at the top of Luminist display. The
Settings dialog opens:

Settings

Current Repository
Select a Repository

Default Repository

Select a Repository

Starting Screen

Home

2 Select the repository from the Current Repository pulldown.

Note:

You can also set a repository under Default Repository to be your standard
repository whenever you log into Luminist.

3 Ifyou are prompted for your recipient ID and password, provide them. (If your
administrator has implemented the single sign-on access protocol, this won’t be
necessary: your previous entry applies to all repositories to which you have access.)

The usual display after connecting is a “Reports” folder containing all archived reports,
followed by a series of folders representing everything you can browse in the repository.

Browsing Documents

Browsing uses the folder structures of the underlying repositories. The examples herein
use an ASG ViewDirect repository. But the important thing is that it is a hierarchy, and
the specific structure of a given hierarchy isn’t important to Luminist use.

14
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There are several features associated with browsing documents. See the following
sections:

-  “General Browsing” on page 15
- “List Filtering and the Locate Function” on page 16

-  “Associated Content: Opening Documents in Other Programs” on page 17

General Browsing

The Navigation Pane shown below contains the folder hierarchy display used to navigate
to specific documents.

Browse: 4

hobiusDirect
Reports
AC001
January 16, 2003 12:00:00 Ahd

3 documents

To browse the folder hierarchy to find a specific document

1  Ifyou are not already in Browse mode, select Browse from the top-right menu. The
initial display can fill the entire display—it moves to the Navigation Pane when you
drill down into the folder hierarchy and open a document.

The top level displayed is the repository. The next level typically displays folder
icons for all topic indexes available in different categories, and a “Reports” folder
containing all the available report archives.

2 Continue selecting the sub-category folders until you reach the lowest level, a folder
that contains one or more documents.

15
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Note:

You can also enter text in the filter field to narrow the list of folders or documents
displayed. This works instantly, dynamically changing the displayed list as you
type. Pressing the Enter key will immediately navigate to the best matched item
currently displayed.

See “List Filtering and the Locate Function” on page 16 for additional information.

3 Select one and click it. The document opens in the Document Viewer. If it is a
multiple-page document, it displays the first page.

Notes:

= Viewing the document is the default action when clicking it, but while your mouse
is hovering, you can alternatively select Print, Download, or Extract and Filter.
See “Printing Documents” on page 28, “Downloading Documents” on page 27, and
“Extracting Data from Documents” on page 34 for details.

- Do not use your browser’s Back button to go up the folder hierarchy. The Back
button closes Luminist.

= You can use the indented links in the Navigation Pane to return to the higher folder
hierarchy levels and locate other documents.

List Filtering and the Locate Function

As already mentioned, the filter field that appears above the lists in the Navigation Pane
is used to narrow the number of items displayed.

Browse: MohiusDirect = Reports « ACO01
| 3 folders

[ 7] January 16, 2005 12:00:00 AM
[ 7] January 16, 2004 12:00:00 AM

[ 7] January 16, 2003 12:00:00 AM

Entering text in this field filters the list below to only show matching items. The filtering
works as a prefix, starting at the left side of the text. The field is dynamic and modifies
the list as you enter text, which makes the matching more precise as you continue typing.
For example:
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Entering “we” limits the display to items beginning with “we”

Continuing to “week” limits the display to items beginning with “week”

Continuing to “weekly” limits the display to items beginning with “weekly”
Luminist does not wait for the Enter key to be pressed to filter the list. The italic text to

the right of the field displaying the number of matched items is also immediately updated
as the number of matches changes.

Notes:
=  Your system administrator controls how filtering and the locate function work at
your installation. This section describes the defaults.

For example, you can have your administrator enable the list filtering feature to
filter text that appears in the middle of a string and not just the beginning.

-  This feature also works in search results lists appearing in the main portion of the
Luminist display. It functions the same way there as it does in the Navigation Pane.

Filter Field Locate Function
A further use for the filter field is to quickly locate content by pressing the Enter key:

=  Entering letters or numbers here and pressing the Enter key goes directly to the first
matching instance on the displayed list.

- Pressing Enter without first entering any characters goes directly to the first item on
the displayed list.

- You can use this method to quickly navigate down the hierarchy, pressing Enter as
each new level is reached to display the next level.

-  This field always has the initial focus whenever the Navigation Pane is first
displayed in order to immediately provide this locating method.

Associated Content: Opening Documents in Other
Programs

Luminist supports viewing and downloading associated content, which refers to archived
documents tied to a specific application, like Microsoft Word or Excel. These documents
open in their associated applications within the Luminist Document Viewer.

In order for this work as expected, the correct application must be installed on the
computer where you’re viewing the content. There may also be additional definitions or
specifications required, depending on the computer type, operating system, and browser
you are using. Your Luminist administrator can help you if you receive an error message
when attempting to open associated content and its required application isn’t found.

17



Mobius Luminist User’s Guide

Notes:

- Downloading associated content always returns the data in a zip file, regardless of
the application with which it is associated.

=  Printing of associated content is not handled natively by Luminist; instead, you
must view or download the document, and then print it using the external
application for that content type.

Viewing Next and Previous Documents

After you open a document in the Document Viewer, if there are other documents
available in the same folder (for instance, other sections of the same report)—they appear
at the same indent in the lower portion of the Navigation Pane-you can move between
them in two ways:

- In the Navigation Pane, select them with the mouse.
- In the Document Viewer, click the Up/Previous and Down/Next arrow icons at the
top right.

Unless documents are exceptionally large and complex, they are immediately displayed
in the Document Viewer when selected.

Note:

The Document Viewer does not allow scrolling from one document to the next (i.e.,
scrolling across section boundaries). You can scroll among the pages within a single
document (section), but in order to go to another document, you must either use the
next/previous document functions in the upper control area, or select a different
document in the Navigation Pane.

Viewing Documents

Once you have a document open in the Document Viewer, you use the controls at the
bottom to modify the view. For details, see:

- “Viewing Next and Previous Pages” on page 19
=  “Zooming and Rotating Documents” on page 19
- “Viewing in Full-screen Mode” on page 20

- “Finding Text within Documents” on page 20
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Viewing Next and Previous Pages

When a multi-page document is displayed in the Document Viewer, you use the < and >
icons and the slider between them at the bottom left to move between pages.

Clicking > moves forward one page.
Clicking < moves backwards one page.

Grabbing and moving the circle on the slider goes to the page whose position in the
document archive is indicated by that position. The field above the circle on the
slider displays the page number.

Entering a page number into the page field above the circle on the slider and
pressing the Enter key goes directly to that page.

Clicking on “1” in the page number field goes directly to the first page. Similarly,
clicking on the last number displayed in the page number field goes directly to the
last page.

You can also use the Page Up and Page Down keyboard keys to move between
pages one page at a time.

Zooming and Rotating Documents

To change the size of a displayed document, use the — and + icons and the slider between
them at the bottom right.

Clicking — (minus sign) reduces the document display on each click. The step
sequence is 400%, 300%, 200%, 150%, 100%, 75%, 50%, and 25%. (Keyboard
equivalent: Ctrl+Alt-)

Clicking + (plus sign) enlarges the document display on each click. The step
sequence is 25%, 50%, 75%, 100%, 150%, 200%, 300%, and 400%. (Keyboard
equivalent: Ctrl+Alt+)

Grabbing and moving the circle on the slider allows you to zoom the document size
as desired. The field above the circle on the slider displays the percentage of
magnification or reduction.

Entering a numeric value into the percentage field above the circle on the slider and
pressing the Enter key sets that magnification value.

The three icons to the right of the slider do the following:

—  Fit the document to the Document Viewer window width. (Keyboard
equivalent: Ctrl+2)

—  Fit the document to the Document Viewer window height. (Keyboard
equivalent: Ctrl+3)

— Fitan entire page in the Document Viewer window. (Keyboard equivalent:
Ctrl+1)
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Should you need to rotate the display (for example, if some archived pages are in
landscape format and can’t be easily read), use the icons to the right of the zoom controls:

=  The left-facing arrow rotates the display left 90% on each click. (Keyboard
equivalent: Ctrl+L)

-«  Theright-facing arrow rotates the display right 90% on each click. (Keyboard
equivalent: Ctrl+R)

Viewing in Full-screen Mode

Controls at the upper right include a full-screen button:

- Clicking the full-screen button expands the Document Viewer display to the entire
screen.

-  Pressing the Escape key in full-screen mode returns the Document Viewer to its
previous size.

Notes:
-«  Clicking any control in the upper control area also exits full-screen mode.

=  The zoom level does not change when going to or from full-screen mode.

Finding Text within Documents
Use the find function to locate text in the displayed document.
To search for text within an open document

1  Click the menu at the lower right of the Document Viewer. (Keyboard equivalent:
Ctrl+M)

2 Select Find.

3 Afind box appears at the upper right of the Document Viewer. Enter the text that
you wish to find in the search field and press Enter. The first instance found in the
document is highlighted.

4 Use the up and down arrow icons in the find box to move through all instances.

5 When finished, click the X icon to close the find box.

Notes:

=  Find operations can span pages, so if the text is not found on the current document
page, the display changes to the next document page where the text is present. (Or
the reverse, if you are navigating previous hits with the up arrow.)
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-  Find occurs only within the pages of this single document. It does not find text that
resides outside the current document (i.e., current section).

= Allinstances of the found text are highlighted, but the “current” hit is shown with a
stronger/bolder outline.

Closing a Document

To close an open document, click the X in the top-right controls. This closes the
Document Viewer, and the Navigation Pane expands to the full width of the Luminist
window.

Searching for Documents

This section explains how you construct powerful searches for finding content, and avoid
working your way down the folder hierarchy. There are two different kinds of searches,
simple search and full-feature search. For details, see:

=  “Simple Search” on page 21
=  “Constructing a Search” on page 24
<  “Navigating Search Results” on page 25

=  “Saving Searches and Other Common Search Functions” on page 26

Simple Search

Simple searches are typically basic searches of the document metadata in the current
repository. They are useful for quickly finding documents based on their topic, report, or
section names when you don’t want to construct a full-feature search. You perform
simple searches from the Search field in the Luminist Masthead.

Notes:
=  The Masthead Search field only appears if you are connected to a repository that
supports simple search or full text search.

=  When you are connected to a repository that supports full text search, simple
searches also scan the contents of documents, not just their metadata.

To run a simple search

1 Make sure that you are in the correct repository to perform the desired search. (See
“Selecting and Connecting to a Repository” on page 14 for details.)
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Enter the folder name—more specifically, a topic, report, or section name—associated
with the desired document in the Search field.

D ©.  ovo

Notes:

- How the documents in your repository are organized, that is, how the
metadata is used to classify the documents into folders based on topics or
sections (or other criteria), will determine what you enter when you search.

=  This s less important if you are searching in a repository that supports full
text search, as the entire contents of documents are scanned, not just their
metadata.

For example, if your document is flagged as being in the French language with the
topic “French”, and you enter “French” in the Search field and press Enter, you
might get results like this:

Search Results for "french”

2 resuits

Reports + AC001 + April 1, 2015 4:38:4% AM » RED101
ReportiD: ACOD1 SectioniD: RED101 COLOR: RED DATE: 20140127 LANGUAGE: French NUMBER: 101

Reports « AC001 + April 1, 2015 4:38:49 AM « RED102
ReportiD: ACOD1 SectioniD: RED102 COLOR: RED DATE: 20140127 LANGUAGE: French NUMBER: 102

Found documents are listed with the search term highlighted. Sometimes snippets
of content from within the documents are also shown:
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{ 145 results

CHAPTER 4 REPORT__ID VERSION___ID

=] Reports « AC001 + July 17, 2015 3:02:50 PM » CHAPTER),
ReportlD: AC001 SectionlD: CHAPTER), CHAFTER: CHAPTER),

CHAPTER), AC001 July 17, 2015 3:02:50 PM

@ Reports + AC001 » July 17, 2015 3:02:50 PM « CHAPTER--
ReportiD: AC001 Section|D: CHAPTER-- CHAPTER: CHAPTER-- Text ANNIHILATION U THE V
AN WHO BLEEDS TO DEATH , FOR C TO STAUNCH IT ; SO, AFTER SORE OF ..., BUT GRAT
NAH , HIM FROM THE SEA AND THE WHALE YOU TO BE COPIED FOR HIS SIN B

CHAPTER-- AC001 July 17, 2015 3:02:50 PM

@ Reports + AC001 « July 17, 2015 3:02:50 PM « CHAPTER.
ReportiD: AC001 Section|D: CHAPTER. CHAPTER: CHAPTER. Text THE CROTCH ALLUDED
TICK OF A PEC IS PERPENDICULARLY INSERTED IN FOR .... FROM ITS REST AS THE WALI
CTIVELY CALLED THE FIRST BUT THESE TWO HARPOON S

CHAPTER. AC001 July 17, 2015 3:02:50 PM

@ Reports + AC001 « July 17, 2015 3:02:50 PM « CHAPTER1.
ReportiD: AC001 Section|D: CHAPTER1. CHAPTER: CHAPTER1. Text: GAMESOMENESS IS N
00D GALLON OF G EXTRACTED FROM HIS JAWS IS EXC JEWELLERS AND ... INVARIABL
WAYS LIVE LUCKY OMEN . IF YOU YOURSELF CA THESE VIVACIOUS FISH , THEN HEA

CHAPTER1. AC001 July 17, 2015 3:02:50 PM

These snippets are displayed when full text search support is present in the
repository. Also in this case, note the arrow next to “CHAPTER”: you can sort the
results list in ascending or descending order based on any column value, just by
clicking the column label.

Note:

If more results are found than can fit in the results list display, arrows appear on
either side of the number of results to move forwards and backwards through pages
in the list.

Clicking on an entry in the results list opens the associated document:

(’ Mobius Luminist simplesearch ~ Q. Logout

3 Search Results: undefined <

[ T fresu
LANGUAGE COLOR
Reports « AC001 = April 1, 2015 4:38:49 AM + R
ED101

French RED

Reports « AC001 = April 1, 2015 4:38:49 AM = R
ED102

French RED
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4 If multiple documents have been found, you can use the up and down arrows at the
top right of the Document Viewer to move between them.

Constructing a Search

Use the procedure below to create a full-feature search.

Note:

You can also reuse a previously saved search. See “Saving Searches and Other Common
Search Functions” on page 26.

To create and execute a search

1  Click the menu at the top right of the Masthead and select Search. Click New Search
(or the Create link under it) to open a blank search:

New Search X
Search for...
- - x
ADD +
Show me...
ADD +

2 Fill in the Search for... fields:

a  The Select field pulldown includes the topic indexes available to search, as
well as some report information fields. Select one.

b  The Select operator pulldown includes standard operators like Is Equal To, Is
Not Equal To, Is Greater Than Or Equal To, Is Between, etc. Select one.

C  The Enter value field has no pulldown, you must manually enter text or
numbers. Enter the value (e.g., name, social security number, phone number,
city, etc.) that you wish to find here.

d Click ADD + to enter additional values to narrow your search.

24
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Notes:

- If you are specifying multiple search criteria, they all must be satisfied for
matches to be found. That is, Luminist search processing uses Boolean AND
logic rather than OR.

< You can always revert to the previous state of a search (i.e., as when last
saved, or blank if a new search) by clicking Undo in the Search options.

= Your search criteria must contain at least one topic index to be searched.

3 Fill in the Show me... fields:

a  The first field starts by replicating the topic you entered in the Select field
pulldown in step 1. Itis also a pulldown containing the topics. Change it to the
topic value you wish to see, if it is not the same.

b  Select how you want the search results sorted in the second field. The choices
are Sort Ascending, Sort Descending, and No Sort.

c Click ADD + to enter additional fields besides the first one, to increase the
scope of your results.

4 Click the Search button at the top right to execute the search. If the search produces
results, see “Navigating Search Results” on page 25. If not, refine the search criteria
as required.

Navigating Search Results

Search results initially appear in the right side of Luminist, in place of the Document
Viewer. If there are very many results, a subset (typically 200) is displayed. You can use
the filter field atop the search results list to narrow the list. Entering text in this field
limits the results to items whose names contain that text. If there are more results than can
fit in the display, use the arrows on either side of the displayed number of results to scroll
through the results.

Note:
The appearance of search results lists may vary based on whether you are searching
repositories with full text search support, and how you have constructed your searches.
Sometimes there will be sortable columns and/or snippets of content visible from each
document, sometimes not.

Clicking a document anywhere in the results list moves the results list to the Navigation
Pane and opens the document in the Document Viewer. Clicking any entry in the list
changes the Document Viewer display to show that document.
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Note:

Using the Up and Down arrow keys on the keyboard here scrolls the results list, but
doesn’t change the document displayed in the Document Viewer.

Clicking X in the upper right when the Document Viewer is open closes that document,
and search results again fill the display.

Saving Searches and Other Common Search Functions

You can save a search using the options appearing at the top of the Search display:

Save Save As... Rename... Undo changes Search

- Save allows you to name the current search and retain it for reuse.
=  Save As... allows you to clone the current search and save it under a different name.

- Rename... allows you to rename the current search.

Note:

As mentioned elsewhere, Undo changes reverts the search to an earlier state, and Search
executes the search.

After you have saved a search, moving the mouse over the name of the search in the
saved searches list reveals the choices Search, Edit, and Delete.

Note:

Luminist includes public searches, which appear in all user’s search lists and can be
executed by anyone. However, they can only be modified by their original creators. You
won’t see the options to edit, rename, or delete them when you place the mouse over
public searches.

Procedures for common search functions follow. See “Constructing a Search” on page 24
for instructions on creating a new search.

To run an existing search

4 Place the mouse over the name of the desired search in the saved searches list and
click Search. See “Navigating Search Results” on page 25 for information about
dealing with located documents.
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To edit an existing search

4 Place the mouse over the name of the desired search in the saved searches list and
click Edit. See “Constructing a Search” on page 24 for information about setting and
modifying search parameters.

To copy an existing search

»  When you have a search open for editing, select Save As. Provide a new name and
click SAVE.

To rename an existing search

»  When you have a search open for editing, select Rename. Provide a new name and
click RENAME.

To delete an existing search

4 Place the mouse over the name of the desired search in the saved searches list and
click Delete. You are asked to verify the deletion before it takes place.

Downloading Documents

The Download option in the Navigation Pane or Document Viewer allows you to
download Adobe PDF files from Luminist. If you want, you can download additional file
formats after extracting and filtering documents. For that type of downloading, see
“Downloading and Printing Data after Extraction and Filtering” on page 37.

Note:
Each PDF file downloaded is contained within a zip file.

To download a document as a PDF file

1 Do one of the following:

- If the document is open in the Document Viewer, select Share from the menu
at the lower right, then select Download.

- If the document is not open, in the Navigation Pane, put the mouse over the
desired document and select Download from the actions listed beneath the
document name.

The Download window opens.
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2 Select the Entire Document or Page Range option. If you choose Page Range,
provide the starting and ending page numbers to download.
3 Either leave the filename as shown, or enter a new name in the File name field.

4 Click the down arrow icon to start the process, or click the X to close the Download
window without performing the download.

Note:

Typically, downloaded zip files are automatically sent to a default location set by the
browser. For example, when using Internet Explorer on Windows, something similar to:

C:\users\<username=>\Downloads

For instructions on how to selectively extract and filter data before you download it, see
“Downloading and Printing Data after Extraction and Filtering” on page 37.

Printing Documents

To print documents from Luminist

1 Do one the following:

- If the document is open in the Document Viewer, select Share from the menu
at the lower right, then select Print or Quick Print.

If you choose Quick Print, you’re sent directly to the default print option
window.

- If the document is not open, in the Navigation Pane, put the mouse over the
desired report archive section (i.e., the lowest level of the folder hierarchy)
and select Print from the three actions listed beneath the document name.

2 Select the Entire Document or Page Range option. If you choose Page Range,
provide the starting and ending page numbers to print.

3 Click the printer icon to start printing, or click the X to close the Printer window
without printing.

4 Depending on your setup, you are typically automatically sent to a default print
option window where you can choose the printer and other options.
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Annotating Documents

With Luminist annotations, you can add commentary to a document by adding text,
yellow “sticky notes”, or rubber stamps, or by highlighting selected text or page areas.
Annotations are permanently associated with a location on a document page unless you,
their creator, edit or delete them. You can only add and modify annotations to documents
of type text, LPFD, or image.

You can also annotate using text notes. These are distinct from graphical annotations in
that they are associated with the entire document, rather than a specific location. You can
add text notes to any type of document, including video or sound files, and associated
content documents viewed with an external application, such as Microsoft Word.

Additional information about the types of annotations:
=  Text. Character strings of any length, with full control of the font, point size, etc.

=  Sticky Note. Character strings within a yellow box resembling a Post-1t note. (You
can change the color from the default yellow.)

- Rubber Stamp. Predefined graphic icons and words (e.g., “CONFIDENTIAL”,
“First Draft”) that you select from a library and place as desired.

- Highlighter. Akin to using a highlighter marker on printed matter—a color field that
makes something on the page more visible. You control the color and opacity
(transparency) of the highlighting.

- Text Note. Similar to text annotations, but connected to the entire document, not a
specific location within it.

Viewing Annotations

The paperclip icon on the bottom control area of the Document Viewer toggles the
display of annotations and text notes on and off, and provides access to the controls with
which you create and edit annotations. Once annotations are associated with a page and
saved, the number of annotations on the page appears alongside the paperclip icon. This
number represents the page total, including both positional annotations and text notes.

When displaying annotations, the annotations bar appears at the top left of the Document
Viewer. Clicking the down-arrow icon on the right side of the bar opens the full
annotations list, which contains an entry for each annotation. For a document that
includes many associated complex annotations, it may be easier to see them all in the list
display.
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Notes:
<  Text notes were called Page notes in DocumentDirect for the Internet.

-  If you previously annotated documents in DocumentDirect for the Internet, those
annotations should display correctly in Luminist.

Adding Annotations

Adding annotations is similar for all types of annotations. The differences are noted at the
end of the procedure.

To add annotations

1  Open the document in Luminist, and click the paperclip icon at the bottom of the
Document Viewer. The annotations bar opens:

Annotations

CLAIRE D). READING

bun O bdige G s
St Vurdnd) Rort, Thous aed) %o

|FNB g 7

MEMC (Jéu.d b P%

1 1:5L3276 7661 SL3w O00ZMLLESE azq9

<  The plus sign (+) allows you to add annotations, and the down arrow expands
to open the annotations list, which displays all the information about
annotations on the page.

<  Thereload button in the center of the annotations bar refreshes the list of
annotations on the page/document, allowing you to see additional annotations
that may have been added or updated by other users. You can also use the
reload button to escape from editing an annotation and discard changes—but



Note:

2 Accessing and Viewing Content

only while you are still editing the annotation. Otherwise, changes are
automatically saved when you finish editing that annotation (i.e., clicking the
DONE button).

Reload is not an “undo” button. Once the annotation is saved, you must
edit/modify your annotation again to make further changes.

You can undock the annotations bar or list from its default position and move it
elsewhere on the screen.

2 Click the plus sign and select the type of annotation:

B pay 70 1HE ] - <
[} GRDER OF LR MO G E.ea_ ——

ACCT-00-0211-1651

Show more

Text

Sticky Mote

Highlighter

CLAIRE Stamp

Text Mote

3 Create the annotation. For example, to create a sticky note:

a

Use the mouse to position the note somewhere on the page, and drag to create
the sticky note box:

Enter text for the sticky note. You can resize the sticky note as needed with the
handles. Change the font style or size by clicking Font, or modify the
background color by clicking Background. See “Changing Style and
Appearance” on page 34 for more information.
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For example, after adding text to a sticky note, it might look like this:

vaez | Fie | omecvise | 20000 | e
Total mono | 00

DOME | FONT | BALC

check that
hese amounts O
are still correct. :

® L

c  Save the annotation by clicking DONE.
Creating other annotations is similar:

=  Text annotations work almost identically to sticky notes, but you can also
control the color and thickness of a border around them:

Health C: DoOME | FOMT | BORDER | BACKGROLUMD

Member: G . £ \Determing 1f this .
Member i WHYZ004M L . '
Moref e s @laim is accident- @
Foring 10V 14T = 1110 MEe | !
related. :
@ . PO ®
|oate | Frovider | servce geownt | amount | svourt | cosey [ veu | Addmanal
Hbed Allzwed Faid Amaunl | Owe Infasmation
IVINMOZ | Flee | Offcvist | 20000 | 10n00| 000 14000 | 14000
Tetal mo00| lee0|  0o00| 14000 | L40s0

- Highlighter annotations are simply blocks of color that you place over text on
the page. Changing the color and its opacity (i.e., transparency) are options:

THE origin ofthe cat has puzg i i= =till, inthe opinion

"""""""""""" T SRS S S D e e e s e
i'nade tothe cat in Sanskrit witings owver 2, 000 vears old, and =il earlier records are found in the '
'ﬁonumemal figures, inscriptions, and cat mummies of andent Egypt. These carefully-preserved relics of '.

e padt assist us in answering the guestion as to howthis leas tameable of animals became

Ibiom edicated. There are many legends conceming Puss and the manner in which she first sprang into
‘xistenc:e. A surprising sccount_ofthe_cat's creation is fggnd inthe works of an_Arsbisno naturalig, [tizas ‘

follows: "When Mosh made & couple of each kind of animal enter the &k | his com panions, as well as the
members of his family, ssid to him | What security can there be for us and for the anim als so long as the
lion shall dwell with us in the sam e vessel?' The patriarch betook himself to prayer and entrested the Lord

Using different highlight colors might be useful, for example, when
highlighting multiple items on a page for different reasons.

= For rubber stamp annotations, use the horizontal arrows to choose the stamp,
placing and sizing it as required:
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Show more

Annotations +

c -~

2, Rubber Stamp

DRAFT

Note that the annotations list appears, showing all annotations on the page.

=  Text notes apply to the document without having a physical position on the
page. So they only appear in the annotations list rather than appearing on the

page:
Show more
Annotations + C A
B TextNote
This document is ESSENTIAL!
Save Delete MR =

Modifying and Deleting Annotations

You can modify annotations in a number of ways. Modifications are automatically saved
as you work, with the reload icon on the annotations bar available to roll back unwanted
changes before you save them.

Note:

Only the creator/owner of a particular annotation can edit or delete it. Annotation
permissions are based on Recipient 1Ds, and may include even finer variations. For
example, you may have permission to create an annotation, but then not subsequently
modify or delete it.
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Changing Annotation Text

You can change text appearing in text, sticky note, or text note annotations by selecting
them, selecting the text as necessary, and entering new text. If required, you can resize the
text and sticky note fields with their handles.

Changing Style and Appearance

Annotation font size and style, background color, opacity, border appearance, and other
properties are easy to modify with fields, slider controls, and submenus. The annotation
list displays all annotations associated with the page, displaying the annotation details
and metadata.

Deleting Annotations

You can delete annotations that you created.
To delete annotations

1  Select the annotation. If you have permission to delete it, a DELETE button appears
on the metadata display connected to the annotation.

2  Click DELETE.

3 A confirmation popup appears asking “Are you sure you want to delete this
annotation”. Click OK. This permanently removes the annotation.

Extracting Data from Documents

You can extract data from your documents and subsequently filter it as required. After
filtering it to your specifications, you can print or download it. There are two different
methods associated with the initial extraction: using a predefined rule, or using the rule
editor (which is similar to the data definition tables used in DocumentDirect for the
Internet) to create your own rules.

A rule is a series of specifications defining how to extract data. Predefined rules in
Luminist are created and maintained by your system administrator. (There is also a
default rule supplied with all systems called “All lines”.) You cannot change them. For
information about both kinds of rules, see:

-  “Extraction Using Predefined Rules” on page 35

- “Creating Extraction Rules” on page 37

After extraction, you can create filters for further refining your data. Creating filters in an
editor is similar to constructing searches. See “Creating Extraction Filters” on page 40.
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Extraction Using Predefined Rules

This section assumes that your system administrator has created the necessary rule for
extracting data.:

To extract data with a predefined rule

1

2

In the Document Viewer, open the document containing the data:

@) WVobius Luminist MobiusDirect ~ ——

Browse: <

IMobiusDirect
Reports
AC001
January 16, 2003 12:00:00 ...

| 5 documents
=) manuea
=) manuwe
=) saLece

=) saLeea

SALEWE A Lnx

Show more

NeTacD, ETIFEmsTA

Select Extract and Filter from the choices under the document name in the
Navigation Pane. This opens the list of rules available on your system in the

Navigation Pane:
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(’ Mobius Luminist MobiusDirect ~ T—

Browse:
MobiusDirect
Reports
ACOD1
January 16, 2003 12:00:00 ...
SALEWE

All lines

B X

Using policy AC001 - 2

&

Using policy AC001 - §

&

Using policy AC001 -8 Extract data by applying an extraction rule to the document

&

Using policy AC001

&

Using policy AC001_DOC_...

&

Using policy MARKETING

&

Using policy SLOO1

3 Select the desired rule and click it (or click Apply rule under it). The extracted data
appears in the right pane:

(’ Mobius Luminist MobiusDirect ~ e —
EICREES Extracted data: No filter &
MobiusDirect
Reports 19 resuits
oot ACCT CODE 4 ACCT_DESC DEPT OFFICE
January 16, 2003 12:00:00 ... B 805001 ADMINISTRATIVE SALE SF
SALEWE B
B U /A8, 810001 ADVERTISING SALE SsF
4+ NewFilter B s21501 BOOKS & SUBSCRIPTIC. .. SALE SsF
% B s20001 DATA PROCESSING SALE SsF
No filter
= ss0001 ELECTRICITY SALE SsF
§ AiLines
B sss000 EMPLOYEE BENEFITS  SALE SsF
¥ Townatever Y EQUIPMENT RENTALS ~ SALE SsF
a CODE & DESC B 845001 FOOD, TRAVEL & LODG .. SALE SF
§ office 2 E sso001 OFFICE SUPPLIES SALE SsF
$ o2 B ses001 POSTAGE, FREIGHT, ETC. SALE SsF
% 2 sro001 PRINTING SALE SsF
Office
E srs001 PROFESSIONAL FEES & . SALE SsF
§ offices
=| as0001 PROMOTIONAL SALE SsF
B »

4 If you have defined filters, select one to refine the data further. For example CODE
& DESC, to just output those two columns:
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(’ Mobius Luminist MobiusDirect ~
Browse: Extracted data: Filtered by CODE & DESC + &
MobiusDirect
Reparts 2 resuits
= ACCT_CODE ACCT_DESC
ACO01
January 16, 2008120000 | =) a0s001 SUBCONTRACTORS

SALEWE

i (T Tl A Bl o3s001 TELEPHONE & TELEGR..

New Filter

No filter

All Lines
Towhatever
CODE & DESC
Office 2

cD2

Office

© O O OO0 O+

Office 3

Downloading and Printing Data after Extraction and
Filtering

Use the Download and Print icons that appear at the top right of the display for
downloading or printing the displayed filtered data. The icons appear whenever these
options are available. Printing works as described in “Printing Documents” on page 28.

Downloading filtered data with a default filter is different from downloading viewed
documents. You have a choice of XML or CSV (comma-separated values) download
formats rather than PDF. When downloading using filters that you created, only the CSV
format is available. In other respects, the downloading process works as described in
“Downloading Documents” on page 27.

Creating Extraction Rules
Besides using predefined extraction rules, you can add your own rules to fine-tune the
extraction process to your needs. Rules that you create are associated with your Recipient
ID and appear in your lists of rules whenever you are logged into the Luminist repository

where they reside. This allows you to apply your rules to as many documents as
necessary.

To create an extraction rule

1  Navigate to the desired document and select Extract and Filter under the document
name in the Navigation Pane.
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2

3

Click “+ New Extraction Rule” at the top of the list of extraction rules in the
Navigation Pane. The Rule Editor opens.

@) Mobius Luminist MobiusDirect -

New Extraction Rule

235000 =wrLovEs BmMERITS 25 sm s 222 siam

Alllines

&

Using policy AC001

10,203 EEREES

&

test1

Follow the instructions in the advice popup shown above to define a table defining
boundaries for the data you want to extract. For example:

Save As Apply Rule

Note:

Close the advice popup by clicking its X. Click the question mark icon at the top
right to open it.

If you didn’t size the table correctly initially, resize it by dragging its borders.
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Move the mouse over the column boundaries to reveal additional controls:

Save As Apply Rule

Resize the table by dragging the outer borders; X

split, rename and format the column by using

Set Text Anchor

Use the controls as follows:

Split allows you to break columns into narrower columns. (There is also an
inverse Merge control that becomes available when you hover over a column
separator.)

Rename allows you to rename columns. This may prove useful because the
column names become the output field names after extraction.

Format allows you to set the type of data in the column (Currency, Date,
Text, Number) and specify whether the column is of fixed or variable size.

There are additional settings under each type of data, for example, to specify
the formats used for currency or date values. These include whether to include
decimal points, use commas or periods as separators, etc.

Set Text Anchor allows you to set the overall table position relative to
character strings appearing in the document. You can specify which instance
of a string to use, if the string match must be case-sensitive, and if the table
should be stretched to the edge of the document page. This feature is
particularly useful for tables that are not always in the same position on
different pages.

Start Over allows you restart the extraction rule definition from the
beginning.

Each control opens its own popup with OK and CANCEL choices to retain or
discard settings.

Controls not shown are Show Table Header and Hide Table Header, which only
appear when the mouse is adjacent to the header at the top of each column. These
controls toggle the header display on and off. Note that they only affect the
extracted data for downloading and printing.
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6  Click Apply Rule on the upper right to test the extraction.

7 Continue to modify the rule until it works as desired, then click Save As at the upper
left and enter a name for it.

After you have saved a rule, additional choices appear atop the rule editor to rename
the rule, or save it as a different rule without changing the original.

8  Click the X at the upper right to close the Rule Editor. Alternate methods of closing
the Rule Editor include clicking another entry in the breadcrumbs or folder
hierarchy, or selecting Search or Favorites from the Masthead menu.

Once your rule works correctly, you can use it the same way as predefined rules,
including filtering the extracted data as described in “Creating Extraction Filters” on

page 40. You can edit your rule further by selecting Edit under the rule name in the
Navigation Pane.

Creating Extraction Filters

After performing initial extraction with extraction rules, you can define how their output
is refined with filters.

Note:

Extraction filters belong to a particular Recipient ID and are only available to the user
who created them.

To create a filter

1  Navigate to the document containing the target data and perform the extraction as
described in “Extraction Using Predefined Rules” on page 35.

2 Click “+ New Filter” in the Navigation Pane:



2 Accessing and Viewing Content

@) Mobius Luminist MobiusDirect -
TR Filter: New Filter X
MobiusDirect
Reports
AC001
January 16, 2003 12:00:00 . | Eier sor..
SALEWE - - x
Extract: Using policy AC...
Match case N
New Filter L vaten cas ADD +
No filter Show me
All Lines ADD +

Towhatever

CODE & DESC

Office 2

CcD2

Office

© O O OO0 O+

Office 3

“No filter” or “Unfiltered” is the default filter associated with all extraction rules. It
doesn’t perform any filtering of the extracted data.

Construct the filter in the Filter for... section:
a  Choose a field from the Select field pulldown.
b Choose an operator from the Select operator pulldown.

C Provide a value in the Enter value field. You are notified if you provide an
incorrect value, such as a numeric for a character value.

d  Select Match case if you are working with character data and you only want to
match uppercase or lowercase instances.

e  Click “Add +” if you want to create a second filter condition, and repeat steps
a through d to specify it.

Define the output in the Show me... section:

a Select a field from the list. These are the same fields as in the Select field
choice in step 3.

b  Specify a sorting order for the output.

¢  Click“Add +” if you want to create a second output condition, and repeat steps
aand b.

Execute the filter by clicking Filter at the upper right. Modify it if necessary.
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6  To save the new filter, select Save as on the upper left and give it a name.

Modifying and Deleting Extraction Filters

If you have the authority, you can edit or delete a filter. You can tell if you have the
correct permissions by moving the mouse over a filter name in the Navigation Pane and
seeing if the Edit and Delete actions appear along with Apply filter.

Editing a Filter

When you click the Edit action, the filter opens in the same interface used to create a
filter, but with additional actions at the top: Save, Save as, Rename, and Undo changes.
You edit a filter much as described in “Creating Extraction Filters” on page 40.

Deleting a Filter

When you click the Delete action, the filter is removed immediately. There is no
confirmation message, nor any means to undo the deletion, so make sure that you have
chosen the right filter before clicking Delete.

Working with Favorites

Designating documents, document pages, and folders as favorites allows you to access
them quickly. Your favorites are available whenever you are using Luminist in Favorites
mode, and are stored in a folder hierarchy that you create. Your favorites are associated
with your Recipient ID, and are accessible whenever you are connected to the
corresponding repository with Luminist.

Because your favorites and their hierarchy are tied to your Recipient ID, they are not
available as favorites to other users. Positioning items within your own favorites
hierarchy does not change their positions in the repository: they can always be found in
their original locations in the repository.

Note:
Favorites are similar to personal folders in DocumentDirect for the Internet. If you have
previously defined personal folders in a still-accessible repository, you can import them
into Luminist as favorites. See “Importing DocumentDirect for the Internet Personal
Folders as Luminist Favorites” on page 46.
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Accessing Favorites

You can see a list of all your favorites by selecting Favorites from the menu at the top
right of the Luminist Masthead. This puts you into Favorites mode:

Favorites: MobiusDirect

-+ New Folder

|j Greg Sales Favorites

2 purHWE

[2F PURHWE section Doc

|j My_Fav

(¥ zsorpers:2

|j New Favorite

2 accT-00-0042-4754

Place the mouse over an item to reveal the menu items underneath it. Actions you can
select here include viewing, extracting and filtering, downloading, or printing. You can
also edit a favorite (for example, rename it), or remove the favorite designation from the
item.

Defining Favorites

You can define a folder, document, or individual page as a favorite from many areas of
Luminist, including lists appearing in the Navigation Pane and documents displayed in
the Document Viewer.

To define a favorite

1  Select the item you want to define as a favorite from a list, either in the Navigation
Pane or elsewhere.

2 Select the Favorite choice from the list of actions under the item name in the list.
Alternatively:

=  The star icon may appear at the top right of the Luminist display, just below
the Masthead. Clicking there is equivalent.
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<  When you are viewing a document, the star icon appears at the top of the
Navigation Pane. Clicking there is equivalent.

Or

=  When you are viewing a document, the star icon also appears among the
controls at the top right of the Document Viewer: however, clicking there is
slightly different. It allows you designate an individual page within a
document as a favorite.

The Set Favorite Name popup appears, allowing you to either use the existing name
of the item, or enter a custom name:

Set Favorite Name

SALEWE

Click the check mark when you’re satisfied with the name. Clicking X cancels
saving the favorite.

The Set Folder For Favorite popup appears, allowing you to specify where you want
the favorite to be saved. You can select an existing folder, or you can create and
name a new folder and store your favorite there:

Set Folder for Favorite

¥ [ | MobiusDirect
¥ [ | Greg Sales Favorites
¥ [ | Another fold?2
¥ [ | My_Fav
v [ | My_Fav
¥ [/] New Favorite

Create New Folder

v X

If you click Create New Folder, the Set Folder Name popup appears:
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Set Folder for Favorite

¥ [ | MobiusDirect

Set Folder Name

Direct Marketing doc

v X

| 7 Create New Folder |

v X

When you click the check mark, the new folder is created inside the folder that was
previously selected (“New Favorite” in this example.)

You can add as many new folders as desired, and organize their hierarchy however
you want. Click the check marks for verifying each action until you are done.

Note:

This is strictly your own folder hierarchy, and is not accessible to other Luminist
users.

Removing Favorites

You can easily remove favorites from your favorites hierarchy.

To remove a favorite

1

2

Locate the favorite item in your list in Favorites mode. The Delete action appears as
a choice beneath it.

Click Delete.

Confirm the deletion, and the item’s favorite status is removed. It no longer appears
as an entry in your Favorites list.

Note:

Deleting a favorite only removes it from your favorites list, it does not delete the
folder or document itself.
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Editing Favorites

You can modify your favorites when in Favorites mode:

In the Favorites list, move the mouse over a favorite item and choose the Edit
Favorite action under it. This allows you to rename the item. You can also save it in
a different folder, or create a new folder and save it there.

By using the “+ New Folder” choice appearing at the top of the list in Favorites
mode, you can create folders separately from the process of naming/renaming
individual favorite items.

Importing DocumentDirect for the Internet Personal
Folders as Luminist Favorites

Users who previously stored items in DocumentDirect for the Internet personal folders
can import those items to their Luminist favorites. Users must be using the same
Recipient ID on Luminist that they did on DocumentDirect for the Internet, and connect
to the same, or equivalent, server/repository. If a user’s personal folders are stored in
more than one repository, a separate importing process is required for each repository.

Note:

Importing personal folders to Luminist is a manual operation performed individually by
each user, or by the system administrator using the user’s Recipient ID.

To import personal folders as Luminist favorites

1

Enter a URL similar to the following, to open the personal folder importer:

http://<host>:<port>/luminist/luminist.html?action=folderimpo
rt

Your Luminist administrator can provide you with the correct URL.

The Import page opens.

Click the “here” link in the introduction text in order to display detailed instructions.
Click Select Files.
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Import DocumentDirect for the Internet Personal Fo

IJse this feature to import your persanal folders from
DocumentDirect for the Internet. Click Select Files... to choose
which personal folders to import. Persanal folders are stored
an your computer with a file extension of .mef. If you are
unable to locate your personal folders, click here.

1. Open the file EEprops.txt found in your hame
directory.

Find the entry efolderdir=.

Capy the path following the "="to your clipboard.
Click the button Select Files... and paste the file path.
Select the .mef files that you want to import.

A

[ Select Files. .

First, try entering %userprofile% to locate the directory containing your “.mef”
files. If that method doesn’t work, follow the detailed instructions appearing on this

page:

a  Find your home directory and open the file EEprops.txt in a text editor. (Your
home directory is typically the one assigned by the operating system to your
User ID. For Windows, it is typically similar to C:\users\<user-id>.)

b Locate the entry “efolderdir=""and copy the path following the equals sign to
the clipboard. Close the EEprops.txt file.

¢  Click Select Files to bring up an Open dialog.

d  Paste the path you copied in step b into the Open dialog to locate the directory
containing your personal folders. The files there should have a “.mef”
extension.

e  Once you have selected files and clicked Open, they appear in a list at the

bottom of the Import page:

47



48

Mobius Luminist User’s Guide

(’ Mobius Luminist ot =

Import DocumentDirect for the Internet Personal Fold

IJse this feature to import your persanal folders from
DocumentDirect for the Internet. Click Select Files... to choose
which personal folders to import. Persanal folders are stored on
your computer with a file extension of .mef. If you are unable to
locate your personal folders, click here.

1. Open the file EEprops.txt found in your home directory.
Find the entry efolderdir=.

Capy the path following the "="to your clipboard.

Click the button Select Files... and paste the file path.
Select the .mef files that you want to import.

A

MyFolder1.mef

[
[2) MyFolder2 mef
[

New Folder1.mef

3 Click Import. After the import is complete, a results list is displayed.

4 Click Import More Files if you want to import additional files/folders. Otherwise,
click Logout or close the browser.

Note:

Repeating the import process for a previously imported personal folder may introduce
duplicate items in your Luminist favorites list.
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Logging Out and Closing Luminist

Log out of Luminist by clicking Logout. You are asked for verification before your
session is terminated.

After you are logged out, a logoff page is displayed. To log in again, re-enter the
Luminist URL.

Closing your Web browser, or the Luminist browser tab, also ends a Luminist session.

Note:

Typically, your administrator sets a timeout that automatically logs you out of Luminist if
too much time goes by without activity somewhere in the Luminist browser window. A
warning message is displayed some time before this occurs to allow you to remain
connected.
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