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 1. Change applications 

2. Folder content:  

Display of documents or 
subfolders in the right-hand 

window 

3. Browse up one level in the 

folder structure 

4. Upload new documents 

5. Create a new version of 

the marked document 

6. Save the marked 

documents to your 

computer 

7. View every file format with 

the Viewer 

8. Online edit documents 

9. Send the marked 
document with a new 

message 

10. View the history of 
documents 

11. Print a document list 

12. Search for documents 
 

13. Refresh of contents 
 

14. Change the window size 

15. Change column width 
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1. Filter drawings using 

categories 

2. Save your customized  

filters 

3. Call up your saved 
filters 

4. Fast search for drawings  

5. Download the marked 

drawings 

6. Upload new drawings or 
new revisions to the 

project 

7. Set new status without 

uploading a file 

8. View every file format;  

Compare two revisions  

9. Send the marked drawings 
to project colleagues with 

a New message or send 
it to a plot provider  

10. View all revisions or the 

history 

11. Print a drawing list 

12. Change the window size 

13. Change column width 
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1. Start a new message, 
write an e-mail to external 

participants or send a fax  

2. Reply to all recipients of 

the marked message 

3. Forward the marked 

message to new group of 

recipients 

4. File faxes; Mark 

messages as unread 

5. Archive marked messages 

for a better overview 

6. Access the history of 
messages 

7. File messages in the folder 
structure 

8. Create Templates; Activate 
a personal fax account 

and activate forwarding of 

messages to your e-mail 
client 

9. Filter your messages; by 
categories 

10. Search in messages, 

recipients or senders 

11. Have all messages on one 

topic contained in a 
transaction 

12. Access to your mailbox 
for other USERS. 

13. View your messages by 

different statuses 

14. Refresh of contents 

15. Discuss with project 
colleagues in a chat 

session or start an online 

meeting 


