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Getting Started

Before you can start using Cella the Cella System Administrator must create an account for you.
This account includes a unique username and inpesword. The Cella System Administrator
will also set your access rights to the various Cella functions

The first time you login to Cella you will be prompted to change your password from the one the
Cella System Administrator initially assigned to.you

- Change Password ‘ @

New Password: || I Save |

Werify Password: | Cancel |

Passwords can be up to 10 characters in length and can contain special characters. Each time
you change your password you must enter the new password twice and then click on the Save
button to save it. If the two passwords you enter do not matcérttCella will display an error
message.

A Passwords do not maich!
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If the two passwords match then Cella will display the following message:

Q Password has been changed.
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Your password expire based settingin your user account. When you password has expired
you will be prompted to change it when you next login. If you wish to change your password
before it expires then you click on the round button located at the top left corner of the Cella
screen:
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Login new user...




This menu is also where you can set your own personal color scheme . There are 4 default
schemes which can be further customized:
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When using custom color schemes you need to keep in mind that the custom color selected will
be applied to whichever of #h4 default schemes you last selected. You can experiment with
various combinations until you get one that you like.

If you share your workstation with other users then another user can login without having to

exit Cella. Itis a good security practiceclick on the Login new user button anytime you walk
away from your computer/workstation.

Cella ==

Version 2.07

||'_|3Err3'1'5... | |F333'.-:r: |
| ten || Ceel

Copyright 2009 - LogSys LLC, All ights reserved.



Once you have logged in to Cella the Cella Enterprise Client Find Documents screen will
automatically be displayed.

Entarprize Client | File Aoom  Human R
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Find Documents File Documents File E-Mail Scan Documents
Key Wvord &1 Condition Key Word 82

CEL Sounds Like AND OR Key word...

| PDF Auto-Preview Documents Found: _

PDF Preview

You can use this screen to find docurtgear you can select another screen to work with. All
Cella users have access to the 4 screens on the Enterprise Client menu.

Cella has 4 menu tabs, Enterprise Client, File Room, Human Resources, and System
Administration. flyou do not have access to a menu tab then it will be disabled and cannot be
selected.



Enterprise Client

The Enterprise @nt menu tab has 4 screens. The first is the Find Documents screen:
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This screen is used to search for documents. You can locate documents using key words or by
the unique document# automatically assigned to each document.

To use the key word seargfou first enter a work in the Key Word # 1 box.

Key Word #7
CELLA| |

Sounds Like

In the above example the word CELLA has been entered. Please note that when you enter a
word it will be in upper case. Cella is not case sensitive when searching for documents.

Nexttothe Key Word #d 2 E A& | OKSO1062E YIN)J SR d&{2dzyRa
correct spelling of a word then check this box and Cella will find all the words that sound like the
one you enter. This feature is only available for Key Word #1.

If you are going to se two key words in your search then you must next connect them using a
logical condition of AND/OR.
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Condifion

If you check the AND radio button then both key words must be found in order for a document
to be a match. If you select OR thiéeither key word #Dr key word #2 is found then you have
a match.

Key Word &7 Conditian Key Word 22
CELLA Sounds Like ®AND ©OR |[||TEST |

In the sample above we have entered Cella AND Test as our search criteria.

The next step is to click on the Search button. Cella will search for all the documents on file that
have the key words Celland Test. The results of the search will be displayed:
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Key Word #1 Condition Key Word 22
CELLA Sounds Like ® AND OR TEST

Description Filed
Subject: Cella Auto-Filer Test Document 2010:01-16 10:26 - Auto-Filer
Subject: Cella Test Document 20100115 09:35 - Avto-Fler [Search -1 | NewSearch |
1650 Subject: Cella Test Document 2010-01-15 09:35 - Auto-Filer
|M Key words..
Subject: Cella Test Document 2010-01-15 09:35 - Auto-Filer

1692 Subject: Cella Test Document 2010-01-15 09:35 - Auto-Filer 3 | Notes | |EMa|I -| | History.. |

| PDF Auto-Preview Documents Found: _
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Subject: Cella Auto-Filer Test Document
Weord List:

abbas abbatis : father / abbot.
abbatia : abbey, monastery.

abduca : to lead, or take away / detach, withdraw.
1. i - . 1.4 I

Once Cella has located the documents that match you can scroll through the list and work with
the documents found.

The following buttons perform the functions indicated:

Openg Opens the documetffile using the associated application.
Notesc Displays any notes attached to the document. You can also add a note.



E-Mail ¢ Clicking on this button will open Microsoft Outlook and create a new email message.

+ E-Mail "1 | History... |

Attach Document

Note there is a dropdown menu opticavailable that determines if a copy of the document is
automatically attached to the email. The default setting is to attach a copy but can be changed
by clicking on the Attach Document menu item and removing the checkmark prior to clicking on
the EMail button.

History¢ Displays a window showing each time the selected document has been viewed.

Descriphion
Subject: Cella Auto-Filer Test Document

MName Date

Admin 1/22/2010 6:36 AM

This feature is useful when you need to determine which Cella users have viewed a document.
Print Listg This prints a list of the documents found.

Saveg You can save your search criteria and run the saved search when needed without having
to re-enter the search criteria.

Rung Clicking on this button will run the saved search currently selected.

Deletec This will delete the saved search currently dispthy



You will notice that on the Search button there is a drop down menu.

Drrill Dovwin

By default this option is not selected. It is used when you need to search using more than 2 key
words. If selected Cella will searghly within the documents found by yodirst search. This in
effect gives you 4 key words to use when searching for documents. You click on the Drill Down
menu item to check or wteheck it before you click on the Search button.

File Documents

; Enterprise Client | File Room  Human Resources  SystemAdministration
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Find Documents File Documents File E-Mail Scan Documents

File Document/Electronic File
File:
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Description:

Key Words

Security

Password Required

Delete Source Document

TheFile Documents screen allows edoldividual user to file documents in Cella. Any type of
electronic document/file can be added.

The first step is to select the file you want. You click on the small Open Folder button located at
the right of the File box. This will display the stand@fthdows screen for locating and opening
folders.

Once you have selected the file you next enter a description for the document/file. Descriptions
can be up to 50 characters in length.



Up to 4 key words can be entered for the document/file.
Security:

You can assign a password to the document/fi@nly users with the password will be allowed
to open/view the document.

There is also an option of deleting the original file once Cella has made a copy and placed it

under control. If you select this optan Cella will prompt you for confirmation before deleting
the original file.

¥ No
Delete sourcefile?
\," Yes

File EMail

TheFile EMail screen is used to fileail messages you have sent or received.

ella Enterprise Editiol
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Q:I File Outlook Messages

The first step in filing email messages is to select an Outlook folderdowtth. Cella provides
access to 4 different Outlook email folders:



FEDeIeted [tems i
Inbaonx

T Saves

C Sent ltems

Subject:

The Outlook folder list is shown above. After selecting a folder to work with Cella will automatic
display the first email message in that folder:

To navigate through the messageshe folder you use the left and right arrow buttons:

™2 of 5 mp

When you find a message you want to file in Cella you simply enter up to 4 different key words
and then click the File buttonCella automatically uses the message subject as the document
description.

If you want to password protect the message in Cella then check the Password box and enter
the password.

Please note that CelROES NOdelete or move your original message.



Scan Documents

Individual users who have a scanner connected to their workstation can scan and file paper
documents in Cella.

Once you have placed your document in the scanner then you click on the Scan button. Cella
will display a list of scannersrfgou to choose from.



