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Document views of the new system

The following tutorial provides an overview of the major changes in Directo's new document system.
The goal for the future is to move all documents to the new document view system.

®  New system is only available with Edge and Chrome browsers.

Drafts

All documents with the new system now have a new status: draft. When creating a new document or
editing a saved document, the document is no longer edited directly, but is drafted and changes are
made to the draft. Draft can be modified without the fear of affecting the original document.

Draft activities

There are four buttons on the toolbar that are associated with the draft:

e Sﬂ\re Fj Cupyr ':E:' Discard I._-II DEhtE

e Save - applies all changes made to the draft to the original document;

e Copy - creates a copy of either the draft or the original document, overwrites the new
documents draft;

e Discard - discards any changes made to the draft, deletes the draft, and the original document
reappears;

e Delete - deletes the original document and the associated draft permanently;

Document status

The current status of the document is shown in the upper left corner after the document name, the
Finance - Transaction ) [ Saved |

statuses are: * New - a new document

is created and the draft of the new document is modified; * Draft - draft document is modified; *

Saved - document is saved, a draft is automatically created when the document fields are changed;

==== Creating a new document ====

Uus % Salvesta Kopeeri = () Jita Kustuta Manused Meili ~ Triki ~ Periodiseeri Loo péordkanne eese

Finants - kanne g

Tuup Number Aeg Viide Seletus
FIN FIN Q  11.11.2021 10228« £ varakindlustus 2022 aastal

When creating a new document, a new document is not created immediately, but a draft of the new
document is. Each user has one draft for new document, it means that when creating a new
document is stopped (hasn't been discarded, saved or deleted) and a new documents is created later,
the previous draft will open. As with a saved document, ,, Discard* will delete the changes and the
draft will become the new saved document after pressing ,Save*”. It is not possible to delete a new
document with the , delete” button, as only the draft exists. Creating a copy of another document
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uses the same draft and may overwrite changes made previously. ==== Taking over drafts ====

i3 Uus Salvesta [E5 Kopeeri Jata Kustuta % Manused Meili ~ Triki ~ Finantskanne 2 ~ Finantskanne ~ eee 2 Liilitu vanale vaatele .~ [f

Finants - kanne FIN: 100004 Viimati muutis JANE (26.11.2021 <eu‘5‘;;§es

Tutp Number Aeg Viide Seletus Mustandit ei saa muuta

FIN 100004  01.01.2021 o Ettemakstud kindlustus E:::;arj;zl JAllElonldekumEnd stpeoleicley

Deebet Kreedit Vahe Véta mustand ale

12000 12000 0

There can currently be only one draft of a document at a time.If a user is currently modifying a
document and has created a draft, others will not be able to edit the document at the same time.
However, draft can be taken over from another user, if needed. If a document that already has a draft
from another user is opened, a notification with a transfer button opens at the top right of the
document to take over the draft. Once a draft has been taken over, the original owner of the draft
cannot change it. ==== Automatically saved changes ==== Any changes to the draft are
automatically saved in the database, after changing the fields, the window can be closed and
reopened later, and the changes made to the draft are still there, without using the , Save“ button.
.Save” button is used only to apply the changes made to the draft to the original document., =====
Customising views ===== Document views with the new system are based on the principle that the
end user should be able to customise the view to their best convenience and liking. All customisations
in a specific document view are automatically saved to the database and are user-specific. ====
Customising document header ====

Vali véljad

Number
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* The order of the fields in the document can be changed by dragging them. Dragging can be done by

clicking and holding the title of the field. * Clicking the wrencthutton on the right side of the
header opens the menu from which fields can be selected to be visible in the menu. Fields can be
hidden and shown at will. * The same drop-down menu also has a , Reset default settings “ button,
which restores the default order and visibility of the columns. * Header fields can be divided into rows
with separator. A new row can be added by clicking ,,+ Add deparator” and by dragging it above the
first field of the new desired row. Example : Header without separator
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Finants - kanne FIN: 100107 Viimati muutis JANE (26.1.2021 kell 12:46:00
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2 12211 Hankijatele tasumata arved 1200.00 1012 EUR 1200.00 1
3

ExaAmple : Header with changed order of the fields and separators
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us
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==== Customising the document row table ==== The columns in the table can be customized by

clicking wrench iconDbutton in the column header. This will bring up a customisation menu with
the following options: * Freeze left/right - freezes the column to the left/right edge of the screen,
when the table is scrolled horizontally, the frozen column is always visible; * Unfreeze - removes the
freeze from the column; * Filter type: Text search/Select element - turns the filter under the
column header into a search or selection box; * Shortcut - creates a shortcut to the column, which,

when clicked, scrolls the view to that column. Useful for many columns. A list of shortcuts appears
above the table.

O Nr I(ontObjekticI # Projekt ~ Sisu # Deebet # Kreedit ~ KM koo Aeg A K

Otsi Ots Ots
Asetus

() Kiilmuta vasakule Varakindlustus 1200.00

() Kilmuta paremale Hankijatele tasumata arved 1200.00
(@ Vabasta

Otsi Ots Ots

Filter

(@) Tekstiotsing
() Valikukast

[ Kiirlink

s

* The width of the columns can be changed by grabbing the border between the columns and then

dragging. * The density of the rows can be changed by clicking the density buttons E: in the
upper right corner of the table. * The columns can be hidden/shown by clicking on the button with
the wrench icon in the upper right corner of the table. * Reseting the table can be done in the same
place by clicking the ,,Reset default settings” button in the drop-down menu. ===== QOther
significant changes ===== * Rows can be sorted by the desired column by clicking on the column
name. By default, the table is sorted by row number. * Search/Replace is now column-based and is
located below the header of each column. Individual columns do not yet allow searching/replacing.

Sisu ~

EI Wara
Liiklus| a |

Varakindl . L g
Varakindlustis * Right-clicking on a row number opens the row context menu

. The following activities are possible here:
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* Add row above - adds one blank row above the selected row; * Add row below - adds one blank
row below the selected row; * Copy row - copies the row to the copy buffer; * Delete row - deletes
selected row from the table; * When a row in a table is copied, two new activities are added to the
menu: * Paste row/rows above - pastes the rows in the copy buffer above the selected row; *
Paste row/rows below - pastes the rows in the copy buffer below the selected row; * The rows in
the table can be selected by clicking the row number. When holding down the SHIFT key after
selecting a row and clicking on another row, the range between the two rows is selected. There is a
checkbox above the row number column where all rows in the table can be selected / deselected .
* When selecting rows, the ,Copy selection” and ,Delete selection” buttons are activated, by
clicking them the selected rows are either copied to the copy buffer or deleted. Copied rows can be
pasted from the row context menu with the ,paste lines” option. * In the upper right corner of each
table is the Export Data button for the table. Clicking it opens two options:

Ehesprongh 1abe

Eiporc valitud

* Export table - exports all rows in the table as .xIsx file; * Export selection -
exports only the selected rows in the table as .xlIsx file; * Bulk insert the number/order of columns is
now the same as the number/order of columns in the table.
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