Types of Documents

There are three main types of documents stored in G2Weblink. Each has its own
viewing options and each has its own icon:

FLE! Acrobat PDF Documents — These documents are static
documents that cannot be run , refreshed, or modified. They may be
reports that were created in other applications and posted to
G2Weblink for viewing and archive purposes. You can download and
save these reports to your own computer for further distribution or
storage if you desire. Instructional documents within G2Weblink are
stored in Acrobat PDF format. Documents that are stored as native
PDF documents cannot be viewed in any other format.

ﬁj Business Objects Documents — These are documents that were
authored in Business Objects and published to G2Weblink for your
use. Business Objects documents cannot be edited directly within
G2Weblink. These are usually complex reports with complete page
formatting that print attractively from within G2Weblink. By default,
Business Objects documents are viewed in the Enhanced Document
Viewer. They can also be viewed as HTML, or PDF format.

@ WeblIntelligence Documents — These are documents that were
created within G2Weblink. They can be modified directly within
G2Weblink allowing you to customize them (with proper permission).
These reports may not have full page formatting and may not print as
attractively as the Business Objects reports above. These reports also
offer the option of exporting data to Excel, PDF, or text file. By default,
Webintelligence documents are viewed as HTML. They can also be
viewed in PDF format.

G2Weblink has the ability to host a variety of other document types in addition to
the three listed above. You may occasionally see Word, Excel, or other
documents listed within your document lists.



Viewing Documents

This section applies to documents that are stored in Corporate, Personal, or
Inbox Documents.

To view a document, navigate to the report you want by clicking on the Corporate
Documents, Personal Documents and/or the category you desire. Alternatively,

you can type a report name (or partial name) into the search textbox and click the
Search button to find the report you desire.

Click on the Name of the report to display it in your web browser. If the report
was saved with the option to “Refresh when opened,” you may be prompted to fill
in parameters before the report is displayed. (If you click on the icon next to the
report instead of the name of the report, the document properties will be
displayed, simply click the back button on your web browser and then click the
document name to view the report.)

When a document is displayed in your web browser, the document toolbar is also
displayed:

Edit Save Send Addto My Infotiew

Viewing Options

The method that you use to view your documents depends on the type of
document that it is and the viewing options that you have set.

Viewing an Acrobat PDF Document @

Acrobat PDF Documents are static documents that cannot be refreshed,
changed, or viewed in any other format. These are typically instructional
documents, or reports that were run by a scheduling process and placed into
your Personal Documents for you. You must have the Adobe Acrobat Reader
installed on your computer to view these documents.

X
Example:

From the Home page:
Click on Personal Documents

If the document list does not appear, click on All Documents



Click on the document titled “20030930 123456 Employer Summary”.

The document should appear as a PDF in your web browser. You can use all of
the features of the Adobe PDF viewer
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Viewing a Business Objects Document

e

Business Objects documents are reports that were created by the full Windows
version of Business Objects. By default, these documents are viewed in the
Enhanced Document Viewer. These are generally more complex reports, and
provide an attractive print format.

q Example:

From the Home page:
Click on Corporate Documents
Click on All Documents

Click on the document titled “Claim Summary” (the one with the Business
Objects logo next to it).
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Viewing a Weblntelligence Document

&

Weblntelligence documents are reports that were created within G2Weblink. By
default, they are viewed in HTML. They can also be viewed in interactive HTML

mode and PDF.

The toggle mode button. Toggling between page mode and draft mode is
accomplished by using the toggle mode button. In page mode, the web page

only shows approximately what would appear on one printed page. In draft
mode, the web page displays all data.

r 1
N Page navigation buttons. To view other pages, you must click on
the page navigation buttons, or enter the page number you desire.

q Example:

From the Home page:
Click on Personal Documents

Click on the document titled “Body Part Analysis”.

Body Part Analysis
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