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Introduction to Krystal™ EDMS 
 

Krystal™ EDMS is easy to use, powerful and cost-effective document management 
software that allows companies to centralize the management, storage, retrieval and 
distribution of documents.  

Built with robust, scalable architecture, Krystal™ EDMS can be deployed over LAN, 
WAN or Internet in large Enterprises. These Products also empower individuals and 
organizations by acting as powerful knowledge management tools.  

Krystal™ EDMS addresses the needs of many vertical markets, including 
manufacturing, architecture, engineering, construction, utilities, universities, and 
government agencies. 

 

Krystal™ EDMS Features 
 

Robust Document Management with Version Control 

Document Management also enables you to manage document creation and revising. 
Through a check-out/check-in function, documents can be versioned and multiple 
revisions of the same document can be stored and archived. 

 

Accessible over the Internet, WAN or LAN 

Being a completely web based solution, Krystal™ EDMS can be accessed over internet, 
WAN or LAN. The only client software to view your documents is a standard web 
browser. 

 

Multi-Domain functionality 

Create independent domains (work areas) for different departments or divisions to 
organize documents and knowledge workers according to their business function. Share 
document classes across domains and assign multiple domains to users.  

 

LDAP / Active Directory Integration 

Krystal™ EDMS is integrated with LDAP, and with Active Directory, to allow you to 
authenticate user login IDs created in Krystal™ EDMS with those already existing in 
your LDAP / Active Directory database. Hence users need only remember a single user 
login and password in order to access the various applications in your network 
environment to which they are authorized.  

 

Template based Access Control 

ACL Templates is a smart and easy way to manage the system permission. Administrator 
can create various ACL Templates and assign rights to these templates for public, users, 
groups and roles.  
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Document Retention and Ageing 

Krystal™ EDMS offer you the flexibility to define retention policies that reflect the 
specific needs of your organization. You can define as many, or as few, retention policies 
as you need.  

 

Detailed Audit Reports 

At any time, system administrators can review comprehensive system audit reports 
containing precise and detailed information about all domain activity and resource usage.  

 

Low Startup Cost 

Low cost of ownership - an affordable, web-driven solution that doesn't require 
extensive service, support, networking or user training keeps the total cost of system to a 
minimum. An affordable web-based solution requiring minimal licensing fees, 
networking infrastructure or training ensures low cost of ownership. 

 

System Structure 
Krystal™ EDMS comprises mainly of 2 major components 

• Domains  

• Document Repository  

These components are user defined hence it helps a better representation of your 
business. For further details on system configuration and administrator please refer to 
Administrator's Guide. 

 

Domains 

Each domain typically represents a relatively self-contained department, division or 
location of an organization. Primarily it groups related users and related document classes 
by their job / business function.  

 

Administrators can create more than one domain in a single server environment 
depending upon the licensing of the application. Each domain can then be assigned an 
Administrator who will configure and monitor it. For further details on system 
configuration and administrator please refer to Administrator's Guide. 

 

All end users are given a username and password and are assigned to one or more 
domain. Users can login to their assigned domain(s) and get access to those domain 
specific documents. All documents are domain specific and are stored and manipulated 
independently of the other domains. A document class can be shared among domains. 
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After logging on to a specific domain, user gets access to all the domains assigned to her 
by selecting the domain name from a drop down available from top navigation panel. 

 

Document Repository  

Every document uploaded, created or imported to Krystal™ EDMS is stored on the 
server inside a Document Repository. It is a unified domain based storage system which 
stores and maintains all types of documents and meta-data.  

 

As an enterprise class Document Management System, Krystal™ EDMS can 
accommodate all types of electronic documents, including scanned physical files (TIF, 
JPG), PDF, MS-Office files and faxes. 

 

Starting Krystal™ EDMS 
Krystal™ EDMS server is installed as a Windows NT Service on Microsoft Windows 
platforms. You can use services control panel to start and stop Krystal™ EDMS.  

 

Alternately, you can use Start - > All Programs -> Krystal™ EDMS -> Start Server to 

 

start the server on Windows based platforms.  

n Linux or Solaris distributions, you can use the script “StartServer.sh” located in 
KRYSTAL_HOME/bin/ folder to start the server  
O
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To verify the installation and configuration of Krystal™ EDMS server, you can ope
the browser and visit 

n 
http://localhost/ to get connected. 

DMS is installed then visit 
ttp://hostname:portno/

 

If you are on a machine other than on which Krystal™ E
h   where hostname is the name / IP address of the machine 
where it is installed and 'port number' on which it is configured to be running.  
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Getting Started  
Krystal™ EDMS is a complete web-based solution. Hence once it is installed on the 
server, only software required to use it, is internet browser.  

 

End users rarely required training and if they do we have this complete web based 
training system free of charge for our customers. We strive to keep things simple. 

 

Accessing Krystal™ EDMS 
 

Krystal™ EDMS can be accessed using any standard Java enabled web browser from 
any where on your corporate intranet / extranet or internet.  

 

 
 

To gain access to Krystal™ EDMS, users need to supply their secure username, 
password and domain name. Once logged in, users can navigate through all accessible 
documents under the current domain via Enterprise Document Management 
Console (EDMC). 

 

Enterprise Document Management Console (EDMC) 

The Enterprise Document Management Console (EDMC) is designed in such a way that 
users can get to the required documents in as few clicks as possible. On logging to the 
Krystal™ EDMS user is presented his / her workspace. This area is desingnated as My 
Workspace.  
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My Workspace  

All Document Classes, DocViews , Bookmarks of users are displayed on this section. If 
Workflow is enabled then all Work queues and WorkViews assigned to user are also 
displayed. Users can access various utilities such as Search Journal Notes, Preferences, 
and Change Password etc directly from here. 

Click Logout link on top navigation bar to logout from EDMC  

Browsing Document Classes 
Document Classes are nothing but a group of similar documents. Document which are 
similar in its functional capabilities are grouped under a particular document class. For 
example, "INVOICES”, “Purchase Orders”, “Shipping Confirmations” etc 

Document Classes can be accessed from My Workspace module. All document classes 
to which users have permissions are listed here 

 
 

On clicking on any document class, a list of indexes associated with it gets listed. Users 
can enter search criteria (filters) on indexes to restrict the document hit list.  
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After applying the filters, all the documents matching the filter criteria are listed from 
selected document class. If the size of resultant hit list is larger than the hit list preference 
set by the user then navigation buttons are displayed at the bottom of the screen, which 
allows users to browse the document class 

 

 
 

Searching Repository 
The ready availability of information is integral to virtually every stage of any business or 
decision-making process and the powerful Krystal™ EDMS search engine ensures that 
any information resource contained anywhere within the repository can be instantly 
retrieved.  

 

With a minimum of input, you can rapidly retrieve the information you need using any of 
a variety of flexible search parameters to pinpoint the precise location of specific 
documents.  

 

Multiple concurrent users can search and view the contents of all repository documents 
to which they have been assigned at least read-level access privileges. 
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If you are looking for a particular document in particular document class then click on 
the document class from My Workspace. A index filter list will appear. Filter list provides 
user with various criteria to filter out the required document. User can select any of the 
predefined criteria from the drop down and provide value to the text box adjacent to it 
to retrieve the required document. 

 
All the matching records are displayed as a document hit list. If a single document is 
qualified then the document is directly shown to the user (dependent on the 
configuration). 

Searches can be carried out not just on the index fields but also on the meta data like 
owner, creator of document , file type of document , creation date etc. You can apply 
more than one filter to narrow the search and get to the exact document match. 

Working with Documents 
User can perform diverse range of operation on the documents in EDMC by clicking on 
and selecting any of the following action available according to access permissions from 
resultant hit list. 
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View Document: To view the document you can click here or on any index field. 
On clicking Krystal™ Viewer will open and document is displayed to the user. If 
the file format is not supported by Krystal™ Viewer then it will automatically 
prompt you to download the file to a local system where you can then open it 
within its native application. 

 
Bookmark Documents: To bookmark the document for quick access in future, 
user can use this option 

 

 

Check Out Document: If revision control is enabled on the document class and 
user has permission to check-out the document for editing then this option will be 
available. User can check-out document on the local machine and can edit an c
in the document back to Krystal™ EDMS. Once the document is checked out, no
one except Administrator can check-in / check-out the document. 

heck-
 

 
Check In Document: If revision control is enabled on the document class and 
document is checked out and user has permission to check-in the document then 
this option will be available. User can check-in document from the local machine 
and can also update the indexes associated with the document. 

 
Cancel Check Out: User who has checked out the document can cancel the 
checkout using this option. 

 
Revision History: User can view complete revision history of the document by 
selecting this option from the action list. It displays complete details of whether the 
document was checked out or checked in, when and who performed the operation. 

 
Edit Indexes: To change the indexes associated with the document, users can use 
this option. Each edit operation is logged into Krystal™ EDMS but the version no 
of the document does not get updated. Users will edit permission on the document 
class can only change the index values of the document. 

 
Delete Document: To delete the document from the repository use the delete 
document option from the action list. 

 
Show Related Documents: Document classes are linked with each other using the 
feature called related documents. All documents related to the current document in 
other document classes can be accessed using the single click operation. Domain 
administrators can link more than one document class with each other using the 
common index fields of the document classes. 

 
Journal Notes : To work with Journal Notes click this icon 

 
Show Access History: Every action performed on the document is logged into 
Krystal™ EDMS. Each read / writes / edits operation along with the user, time, 
IP address is logged. You can use this option to view the complete access history of 
the document. Access history also stores details like creation / updating / deletion 
of annotations on the document. 

 

Audit Logs 
At any time, system administrators can review comprehensive system audit reports 
containing precise and detailed information about all domain activity and resource usage.  
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Additionally, it is possible to view all activity within a fixed time frame by specifying an 
exact or approximate date range. 

 

In this way, every event or operation can be traced to its exact origin so as to ensure end-
user accountability and strict compliance with internal or external regulatory standards. 

 

Krystal™ EDMS provides multiple audit log reports 

• Access History  

• User Access Logs  

Access History  

This report provides a complete access history of each document by all users. It displays 
username, IP address, date and time of access, type of access and operation performed.  

 
Each entry is logged at different level, read, write, edit , create , delete are at level 1, 
where as operations like annotation , adding attachment are logged at level 2.  
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User Access Logs  

This report details every access to Krystal™ EDMS by username, IP address, date and 
time and operation performed. It logs details like login and logout at level 1 and details 
like change of password and preferences at level 2 

 

Version Control 
 

Krystal™ EDMS allows users to checkout and check-in documents in to repository. 
Users with check-out permissions can check out document from a the document class by 
using the Check-out Option from the action list.. The document is then downloaded on 
the local machine into a pre-defined path set by user in the preferences.  

 
Each time a document is checked back in to the repository after alterations on a local 
machine, Krystal™ EDMS automatically creates and securely stores a new version so 
that no previous version is ever overwritten. To view a comprehensive version history 
for a particular document, select the Revision History from within the document hit list.  
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User can see all the checked out documents by him / her by using the Checkout 
Documents link on the My Workspace. 

 
User can perform following tasks through this module. 

 

• View Document 

• View Indexes 

• View Revision History 

• Cancel Checkout 

• Check-in Document 

 
 

Indexes associated with the documents are displayed as a popup when user clicks on the 
View Indexes icon as shown below 
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To Check-in the document user can use Check-in Document icon link or user can use 
the action list drop down menu of document Hit list. 

 

 
All available indexes of the document class is displayed along with option to select the 
document to be checked in. The comments added by the user while checking the 
document is added as a Journal Note for the document.  
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DocViews 
DocViews are similar to the views made on database tables. In this case the database 
tables are replaced by document classes. A snapshot of document class is known as a 
DocViews.  

 

Just like database views, DocViews also provides a read only access to the selected 
document classes. Users with administrative privileges can create Public and Private 
DocViews . Normal users can create views which are Private and are accessible only by 
them.  

 
DocViews cannot be modified but they can be deleted by the user who created it or by 
administrator.  

 

A DocView can contain more than one document class, just like joins in database tables. 
User can link two or more document classes also using DocViews. To create a 
DocView, click on New... button on Configure DocViews module.  

 

Following steps are required for creation of DocView.  
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In step1, user is asked to select at least one document class from the available document 
classes.  

 
After selecting document class user will be asked to select indexes from each of the 
selected document classes. User can set search criteria at this stage for each of the index.  
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If user has administrative privileges then option of creating Private or Public DocView 
appears here else it is Private only. To create a DocView, click on Save button. 

 

DocViews are listed on My Workspace once user logs into the system. On clicking the 
DocView an index filter screen appears and user can further refine the search of 
documents. 

Control Panel 
Users with administrative privileges can access the control panel of Krystal™ EDMS 
using the menu available on top of each page. This menu item is available only to those 
users who have administrative rights / privileges.  

 
 

The default administrator user name and password are "administrator" and "admin" 
respectively. Administrator can create other administrator users by assigning them 
"Administrators" group. 

 

Manage Users 
 

On installation only a default administrator user is available. After logging into Krystal™ 
EDMS the administrator can create new users via Control Panel.  

 

Manage Users module of Control Panel allows administrators to create, delete, and 
modify users along with tracking the access history of each user. Administrators can also 
change the password of all the users by clicking on the  icon.  

 

http://www.primeleaf.in    16



 

 
 

Administrators can add new users to their domains and can modify or delete users only 
pertaining to their domains. System administrator can create users for every domain and 
can assign multiple domains to users.  

On clicking on the New… button, administrator can add a new user to its domain as 
shown below  

 
Enter details like username, real name, email, password, description etc and click on Save 
to create user. If user needs to be authenticated against the Active Directory or LDAP 
domain then select the Domain Name from the drop down.  
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To modify details of a particular user, click on the username on the Manage User dialog  

 
To set a user as domain administrator, go to the modify user dialog and select 
administrators group. The administrative privileges can be revoked later by un checking 
the administrators group from modify user dialog.  

Manage Groups 
Groups consist of one or more users. Administrators can create any number of groups 
they want and each group can consist of any number of members. Krystal™ EDMS 
allows administrator to assign roles to groups as well. A group can also have more than 
one role. Group Management tasks can be performed using Manage Groups module.  

 
User can add a group by click on the New button, following dialog will be displayed. 
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For domain administrators, the group will be added for the currently logged in domain, 
whereas the administrator user will have option to choose the domains as well. 

Domain Administrators can modify only groups which are associated with the current 
domain whereas the administrator can modify all groups available in the system.  

To modify details of existing group, administrator can click on group name or email. On 
clicking the group name following dialog will appear 

 
To apply changes, click on Update button. 
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Manage Roles 
Krystal™ EDMS allows multiple roles for users and groups of the system. To manage 
roles click on Manage Roles link on Control Panel. A list of all available roles will be 
displayed. 

 
 

To add a new role, click on New… button. This will display Add Role dialog. Add 
necessary details and click on Save button to add the role. 

 
For domain administrators, the role will be added for the currently logged in domain, 
whereas the administrator user will have option to choose the domains to which roles 
needs to be added.  

 

Domain Administrators can modify only roles which are associated with the current 
domain whereas the administrator can modify all roles available in the system.  
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To modify a role, click on the role name on the Manage Roles dialog. A modify role 
dialog will appear, make the necessary changes and click on Update button to save the 
changes.  

 

 
 

Manage Domains 
Domains are top-level structural units intended to organize groups of related users and 
relevant document classes according to their job or business functions. Administrators 
can create / edit domains depending on the license restrictions. To perform domain 
management task, administrators can use Manage Domains module of Control Panel. 

 

 
 

To ensure privacy of information, user names and passwords are valid only for those 
domain(s) to which they are assigned: users can only login to their assigned domain(s) 
and all documents are domain-specific, stored, and manipulated independently of other 
domains. The user can move from one domain to another from EDMC if he is assigned 
to it in a single click. 
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To add a domain, click on the New button on the manage domains screen. Enter domain 
name and a small description and check the active checkbox to set the domain active. 
Domain(s) can be linked to Active Directory or LDAP Servers. To create such domain 
select LDAP / ADSI type from type dropdown, and provide the Connection String for 
connecting to ADSI / LDAP Server. 

 
Only active domains will be available for users to login into EDMC  

Domain(s) once created, cannot be deleted from the system, but you can change the 
domain details by clicking on the domain name on Manage Domains dialog.  

 
To save changes click on Update button 

 

Manage Document Classes 
Administrators can create any number of document classes using this module. Each 
document class can be shared across domains and can contain any number of metadata 
indexes. Document Class management tasks can be performed using Manage Document 
Class module of Control Panel. 

Document classes allow users to sort/group documents based on similar characteristics. 
Document classes, in addition, controls the way documents can be stored, the retention 
policy of the document, and access permissions based on ACL templates assigned to it. 
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To create a new document class, click on New on the manage document classes screen. 
Enter the required details for creation of document class and click the Save button to 
create the document class 
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Only classes which are set for display will be listed in EDMC, if users have rights to 
access it. If logged in user is a domain administrator then document class will be added to 
the current logged in domain, whereas administrator user will have an option to choose 
the domain(s). 

 

User can modify document class by clicking on the document class name link in the main 
screen.  

 
 

Once a document class is created user cannot add or delete indexes to it.  

 

Manage Document Indexes 
Indexes are an essential component of document management; they not only provide a 
stable framework for a document indexing, but ensure that unstructured content can be 
streamlined and systematized according to any number of user-defined criteria.  

 

Indexes can be used to classify and distinguish documents on the basis of their business 
function while serving as useful properties for precision searches: if a particular 

http://www.primeleaf.in    24



 

document class is selected for searching, any document belonging to the selected class 
can be searched by any of that class’s assigned indexes. 

Manage Document Indexes module allows administrators to define the server wide 
indexes, which will be used during the creation of the document classes and storage of 
documents. To add a new index click on New button on Manage Indexes dialog. 

 
Indexes can be any one of the following data types: 

String: free text strings can be used to describe metadata fields, such as title, subject, 
name, etc.  

Date: the field value must be a valid calendar date.  

Number: the field value must be a digital number.  

To modify an index, click on the index name. Modify Index screen will appear, make 
required changes and click on Update button to save the changes.  
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Manage ACL Templates 
ACL Templates are smart and easy way to manage the system permission. Administrator 
can create various ACL Templates and assign rights to these templates for public, users, 
groups and roles.  

 

These templates can then be assigned to any document class, workflow template and 
access permissions / rights assigned to templates get automatically delegated to the users, 
groups and roles which belong to those templates. Use Manage ACL Templates module 
to perform ACL Template management tasks from Control Panel.  

 

 
 

To manage permissions for each ACL Template click on Manage Permission link 
associated with a particular template. By default two ACL templates, Domain 
Administrators and Document Managers are available on installations.  
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Administrator can select public, user, group or role and click on Assign Permission 
button. Assign Permissions screen will appear, administrator can then assign any of the 
following permission to selected template.  

 

• READ  

• WRITE  

• EDIT  

• DELETE  

• CHECK-IN  

• CHECK-OUT  

• PRINT  

• EMAIL 
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To change the name and description of the ACL Template, click on the ACL Template 
name, Modify Template screen will appear, make required changes and click on Save 
button to save changes. 

Manage Retention Policies 
Retention policies define the length of time that documents stored in a certain document 
class will be retained in the system before they can be moved to the archive or purged 
from the system. To manage retention policies, select Manage Retention Policies on the 
Control Panel. The Manage Retention Policies dialog 

 
 

To create a new Retention Policy, click on New… button on the screen. 

 
 

Enter name of the policy, select the document class to which policy will be applied and 
add criteria on which the documents will be archived or purged from the system.  

 

To add criteria to the Retention Policy click on the Add Criteria. To save the policy, 
click on Save button. 

 

Manage Checkouts 
Administrators or Domain Administrators can view or cancel the checkout operation 
carried out by a particular user using this module.  

 

To manage checkouts, select Manage Checkouts on the Control Panel. Select the 
document class and user for whom you want to manage the checkout and click on 
submit button.  
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From the list displayed, Administrators can select the documents which are checked-out 
by user and cancel the check-out operation 

 

 

 

Manage Workflow Templates  
Workflow Templates stores the complete business process logic. Administrators can 
create new templates and modify existing templates using Manage Workflow Templates 
module from Control Panel.  

 

 
 

To add a new workflow template, click on the New … button, following dialog will be 
displayed. 
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Krystal uses XPDL for defining the workflow. XPDL stands for XML PROCESS 
DEFINITION LANGUAGE. Users can define complete business process by using 
JAWE (Java Workflow Editor Version 1.4)  

 

 

 
 

The generated XPDL is then imported into the system using Add New Template. 
Administrator can assign ACL templates at the same time to assign rights to the users.  
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Manage WorkViews  
WorkViews are snapshot of the workflow at any given point in time. Administrators can 
create, modify and delete WorkViews using Manage WorkViews tool. 

 

 
To create a WorkView click on Add WorkView button on the screen, New WorkView 
screen will appear. 

 

 

 
Enter required details and click on submit button to save changes. Users with read 
permission will get to access these WorkViews once they login to EDMC 

Manage Workflow Indexes 
Workflow Indexes can be created, modified or deleted using Manage Workflow Indexes 
module. To access this tool, select Manage Workflow Indexes from Control Panel. 

http://www.primeleaf.in    31



 

 
 

Select the workflow template for which you want to manage indexes and index list dialog 
will appear. Click on the index name to modify the index details. Administrator can set 
an index searchable so that users can search workflow cases using it. 

 

Indexes set for search will also appear while creating WorkViews 

 

Manage Global Settings 
System Administrator can use this tool to modify settings of the entire server. Manage 
Global Settings tool can be used to modify database and mail server settings 
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Manage Jobs 
Manage Jobs tool allows administrators to manage various scheduled jobs of Krystal™ 
EDMS.  

 

Import Monitor and Retention Processor are two main Jobs of the system. 
Administrators can enable other predefined schedule jobs by using this tool.  
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Job parameters and scheduling information can be modified by clicking on the job name, 
following is the screen which will be displayed when administrator want to modify the 
Import Monitor  

 

 
Administrator can make required changes and can click on Update button to save the 
changes. 

 

Import Monitor 
Import Monitor is a module which allows Administrators to import documents into 
Krystal™ EDMS as a batch.  Using Krystal™ CAPTURE Studio users can scan, index 
and release documents to Krystal™ EDMS.  

 

Documents created using Krystal™ CAPTURE Studio gets imported by import 
monitor into Krystal™ EDMS. The location which the Import Monitor monitors can 
be configured using the Manage Job module and modifying the Job parameter string. 
Import Monitor can monitor multiple paths if they are separated by a (; semicolon). 

 

Retention Processor 
This process is used for document retention purposes. Retention Policies which are 
defined and applied to document classes gets processed by Retention Processor. 
ADMINISTRATOR can schedule when to run Retention Processor using Manage 
Jobs administrative module.  
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Workflow Process Management 
Every organization worldwide documents processes by which it conducts business. Each 
process comprises of activities performed by entities in a manner most efficient for an 
organization with the use of minimal resources. Each activity can parallel or sequential 
activity. Processes require superior process knowledge and tight supervision in a manual 
world. But as the complexity increases, so does the cost and labor. Process involving 
interaction between various division and departments, invariably involve extended 
completion time.  

 

Krystal™ Workflow tries to eliminate the deficiencies associated with a complex 
business process. It automates the management of activities and distribution of tasks to 
different entities. It monitors and schedules tasks over the life of a process. Each task can 
have an associated content in the form of document, information, issues, tasks, work 
orders bug/defect and reports. It has an inbuilt time mechanism which makes 
notification and escalation of tasks very efficient.  

 

Krystal™ Workflow consists of two basic parts;  

 

Krystal Modelling Component  

Modelling component enables analysts to define processes and activities and assign them 
to various performers including system users and groups. System activities can be 
configured to have an application which can exchange information with external systems. 
One can also define the interaction between various activities including use of triggers 
and notifications. Process is modeled using XPDL, a standard defined by ‘The Workflow 
Management Coalition (WFMC)’.  

Krystal Execution Component  

The execution component provides an execution environment for the process designed 
by the modeling component. It also provides an interface for end-users for completing 
their tasks. The execution component can be seen as sitting on top of other systems in an 
organization often exchanging information with them. It is responsible for a number of 
functions like authorization, authentication, scheduling, monitoring, event processing, 
queues, prioritization, escalation, load balancing, and task termination and auditing. 

Workflow Queues 
Workflow Queues or work queues are represented by username, groups and roles to 
which user belong. Each queue consists of work items or work cases. If workflow access 
is enabled for a user then all the queues for users will appear on My Workspace module.  
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On clicking on the particular queue, work cases assigned to that queue will be displayed 
as a hit list. The size of hit list is restricted by user preferences. 

  

 

Workflow Cases 
An executing instance of a Workflow model is called a Case or process instance. There may 
be multiple cases of a particular workflow model running simultaneously, however each 
of these is assumed to have an independent existence and they typically execute without 
reference to each other.  

Once the user has clicked the work queues, all the cases in that queue are displayed. User 
can view the case by clicking on  action and then selecting  option. This will open 
the workflow case. 
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The workflow case displays the details of the task on the left panel with a button that 
allows user to view the associated document. User can take action on the form displayed 
on the left panel.  

 

If user closes the window without making any changes or taking any action then the case 
is locked by system. Only user with administrative privileges can unlock the case.  

 

WorkViews 
Predefined workflow searches are known as WorkViews. Administrators can create any 
number of WorkViews on a particular workflow template by assigning multiple search 
criteria.  

 

Users who have read permissions on these WorkViews can only view it. It is similar to 
searching work cases. All WorkViews to which user have access permissions are 
displayed on My Workspace. 

 

 
All cases which qualifies the pre-defined search criteria are displayed when a WorkView 
is accessed by user 
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Utilities 
This section details Utilities available to the user of Krystal™ EDMS  

 

Bookmarks 
 

Users can mark a document for quick access using Bookmarks. From the document hit 
list user can select action and give a name for the bookmark. The document is then 
bookmarked and is listed on the My Workspace  

 
 

 

Users can modify, rename, delete bookmarks using Configure Bookmarks link from My 
Workspace 

 

 
On clicking the rename link a pop up will be displayed as shown below  
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User can save renamed bookmark by clicking on the Submit button. 

 

Journal Notes 
A Journal Note is a type of annotation that can be put on the document. And it remains 
through out the life span of the document. Journal Notes cannot be modified or deleted 
by users. Only Administrators can delete journal notes or the users who have created 
journal notes can delete it.  

Unlike other annotations, journal notes are not based on the revisions of the document, 
it is available for all the revisions of the document. If document contains Journal Note(s) 
then it is displayed in the center column of the Annotations column of the document hit 
list. To view the Journal Note annotation click on following popup will be displayed 
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Users can use Search Journal Notes utility from My Workspace to search Journal 
notes by particular user, on particular document class.  

 

 
The resultant hit list displays the list of documents which contains the journal notes 
matching the search criteria. 

 

 

Preferences 
Users of Krystal™ EDMS can customize various settings using this module. This 
module allows user to set following preferences 

General Preferences 
Document Window Preferences  
Workflow Form Preferences  
Revision Control Preferences  
Hit list Column Preferences  
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To save the preferences click on Save button. 

Change Password 
Change password utility will help user to change his / her password. If user is 
authenticated against Active Directory / LDAP Server then he / she will not be allowed 
to use this utility.  

 
Administrators can change password of any user using Manage User -> Change 
Password functions from Control Panel  
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