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Archiving a file

Any file can be archived directly to BvLArchivio’ from any chosen work-
station. The user interface for the BvLArchivio® system enables you to
archive any file in an audit-proof way. For example, you have saved a
file (e.g., an image) on your computer that you want to quickly and
easily archive. Select the file to be archived and then enter the asso-
ciated search terms that will be used to retrieve the image in future.

Clickon [ sAVE to conclude the process.

EXAMPLES

An image that is saved, for example, on your computer (“Beach.jpg”).

In order to archive this file in BvLArchivio’, click on in the start window for BvLArchivio".
The window displayed below will then open.

1. Search for the image on your computer by clicking on | Browse...

2. Enter the search terms that you want to use to retrieve the image in future.

3.Click on to archive the image together with its search terms in BvLArchivio".

& http://192.168.0.61 & Archivio 1/ accounts /

ByL. ARrcHiyio®

Your file and its path |

Archivio 1 / accounts
Now select the document / the file that is to be archived!
Browse...

C:\MY DOCUMENTS\IMAGES\Beach.jpg

When archiving PDF/TIF/TIFF-Files the following options can be selected:
I:l Save the content of the first page as search terms
[ save the content of all pages as search terms

D Keep PDF-Files in original format (recommended when signatures, certificates, form fields etc. are usad)

Enter all search terms that you want to be used to retrieve the file in future: Text field for
---> EXAMPLE: factura 123 smith john search terms
I

Vacation Spain Pool Summer 2006 W

Syntax |

Vacation
Spain
PoO| Syntax I ]
Summer

2006

SAVE

Note: Files larger than 16 MB must be uploaded via FTP.
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Archiving a PDF file

BvL ARcHivio®
Verrete omptr. Any PDF file can be archived directly to BvLArchivio® from any chosen
illesir 1304 workstation. The user interface for the BvLArchivio® system enables you
el to archive any PDF file in an audit-proof way.

In the business version of BvLArchivio” and upwards, there is the option
of choosing whether either the contents of the first page of the PDF or

Application Form | Contract on Data Distribution

If you should have any additional questions then please do not hesitate to contact us — we

il g st youtany ! You il ur conact et he ndof the contents of all pages of the PDF are automatica”y saved as search
this brochure.

terms.
e m- T Dﬁ In addition, it is possible to select whether your PDF file is retained in

its original format (recommended for PDF files that contain, e.g., signa-
tures, certificates, or formula fields) or whether the PDF/A file produced
by BvLArchivio® is saved in the archive instead (recommended for long-
term archiving).
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Voussincerely, Example PDF file on the computer (Contract.pdf)
mm%Wmewuuw%

of Bl

In order to archive this PDF file in BvLArchivio®, click on in the start window for BvLArchivio®.
The window displayed below will then open.

1. Search for the PDF file on your computer by clicking on | Browse...

2. Select further options if required.

3. Enter the search terms that you want to use to retrieve the PDF file in future.
4. Click on to archive the PDF file in BvLArchivio”.

& http://192.168.0.61 P~ B¢ || @ archivio 1/ accounts / X

ByL. ARCHIVIO®

Your file and its path |

Archivio 1 / accounts
MNow select the document [/ the file that is to be archived/
Browse.

C:\MY DOCUMENTS\Contract.pdf

When archiving PDF/TIF/TIFF-Files the following options can be selected:

[ Save the content of the first page as zearch terms <« Options for how your PDF file
[ save the content of all pages as search terms should be processed

["] «eep POF-Files in original format (racommended when signatures, certificates, form fields ete. are usad)

Enter all search terms that you want to be used to retrieve the file in future:

---= EXAMPLE: factura 123 smith john
Text field for
"4
A _search terms

Contract for second archive system 2010

SAVE

Note: Files larger than 16 MB must be uploaded via FTP.




BvL ARCHIVIO®

Archiving paper documents on a scanner

Scanning with A.S.F. technology* (see Instruction Manual, page 12)

BvLArchivio® enables you to archive documents without the use of a control sheet or the use of control commands in the
documents. This type of archiving requires you to enter special settings on your scanner. You need to set the individual desti-
nations on the scanner to define where the scanned documents are to be archived (see Instruction Manual). If these destina-
tions are stored in the scanner then you can archive documents without the use of control sheets. Place your document on
the scanner and select the scanning destination. Your selection on the scanner defines the archive into which the document
is saved and sets the relevant criteria for indexing the document. All of the terms and numbers found on the paper document
are automatically read and saved as search terms in BvLArchivio®.
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PAGE 1

Emergency power supply systems
Error archive

PAGE 3

Scope of delivery
Holp.

Barcode.
Blank pages

hanging the passwort
f terms on the frst page of the document

Settings or
Holiine for faults Scanner Scanning n the file fc

Import nterface Searching for what log file
fware v oft

Select the relevant archive on the scanner
v g tiviybe A and the scope of the indexing process.

faults on the server
Exchanging the server

Example 1S:
The document is saved to Archive 1.
Only the first page is indexed.

W chive 2 incocatpages Al Archive 2 ndecistpage 3
| TS BT ) .
|

ABCD A EFGH IJEL MNOP QR

E opoBDn

Example 3v:
The document is saved to Archive 4.
All of the pages are indexed.

* A.S.F. technology = Assign archive/Scan/Finished




Archiving paper documents on a scanner using a control sheet

Control sheets Pages of the document

A control sheet contains control commands and search terms. 4

Itis created once and can be reused again and again. The control sheet is —
similar to the labeling on a ring binder and can take a number of different
forms. The control sheet can be created in the form of a DIN A4 sheet, a
label, a stamp, or even a barcode.

010 855
10.04.2003

EBIS

10 855
042003
3952

12565395
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Control commands contain instructions for the system that de-
fine the relevant archive into which the paper document is to
be saved and the scope to which the paper documents are read.
The search terms added to a control sheet are those search terms that are
missing from the paper document. Search terms are predefined by you
and serve to add additional filing criteria.

200 1030283  KYOCERA TK17 T

BvLArchivio® automatically reads the terms and numbers from the paper
documents and saves them as search terms. You can use the control sheet
to save additional search terms that are not found on the paper docu- |
ment. At the same time, it is possible to define the archive into which the - =
paper document will be saved. The advantage of scanning documents 7
with a control sheet is not only that you can add your own additional | = =
search terms, but also that the relevant archive can be selected at the same time.
In this process, the person scanning the document at the scanner does not need 9START% %A%
to have any knowledge about how these paper documents are being archived (e.g., if your 2013 JANUARY

paper documents are being scanned by a service provider or temporary workers). INVOICES INCOMING
%ENDE%

The scanned documents can then be retrieved based on the predefined search terms that
you provided on the control sheet (classification terms, filing criteria) and also using the
terms that are found on the paper documents themselves.

Create a control sheet and insert this control sheet as the final page of your paper doc-
ument. Select the scanning destination “BvLArchivio® with control sheet” on the scanner
and then scan the whole stack of paper, consisting of the actual paper document and your
added control sheet. I

Last page (control sheet)

Scanning destination for documents
with an attached control sheet

Archiving with a control sheet 48 Archive 1 onlyindex st page -
Archive 1 Indexall pages “4B Archive2  onlyindex st page =
5 . :
(B Archive 2 Indexall pages 2 Archive3  Onlyindex st page =
t

Archive 3 Indexall pages A Archive 4 Only index Tt page - .
Archive 4  Indexall pages Archive 5  Onlyindex 1t page =

ABCD A EFGH [JEL  MNOP U v

DR




BvL ARCHIVIO®

Formats for the control sheet

Example formats for a control sheet

In all of the examples shown here, the document is saved to Archive 1 because the control sheet contains the control com-
mand %A%.

The document can be retrieved using your predefined search terms “Invoices Incoming January 2013”and it can also be
found using all of the search terms that were taken from the pages of the paper document itself.
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%START% %A%
INVOICES INCOMING
JANUARY 2013
9%ENDE%

DIN A4 sheet

This DIN A4 sheet is created by you, added to your stack
of paper as the final page of the document, and then
scanned completely.

9%START% %A% Label

INVOICES INCOMING

Print out the label, stick it onto one of the pages in any
JANUARY 2013

WENDES position, and then scan the paper document.

%START% %A% 71

INVOICES INCOMING ‘
JUNET5, 2013 | [vorces incomin
—

Stamp

Mark the pages with this stamp and then scan your paper

%ENDE% document.

~

Barcode label

Ve
\

e.g., EAN-128 code

e.g., PDF417 code

Print out the barcode label containing the control com-
mands and search terms, stick it onto one of the pages
in any position, and then scan the paper document. Your
barcode must always be printed using the highest-quality
print settings!

~N




Archiving paper documents on a scanner using a control sheet

In this example, all of the terms and numbers on the first page of the document are saved in the archive as search terms. In
addition, all of the search terms that you entered on the control sheet are saved. This document can be retrieved if you enter
the following search terms either individually or in combination “Invoices, Goods Received, April 2013," or if you search for
terms or numbers that are contained on the first page of the document. The document is saved to Archive 1.
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%START% %A%
INVOICES GOODS RECEIVED
April 2013
%ENDE%
Invoice
SMITH LLC
4273 Example Lane Invoice/Credit memo Invoice
Sarasota, FL 34240 Invoice Number: IEE2013165930
USA Invoice Date: 10/04/2013
Customer Order DSSY007357420D
VAT No: IE6364992H Customer VAT No:DE270445934 il T
Order Number 124614149
Bill To: Ship To:
Firma Firma
BvL Burosysteme BvL Burosysteme Customer 284862789
Vertriebs GmbH Vertriebs GmbH
Muillerstr. 138d Mdillerstr. 138d
Payment Method Contact Date of Issue/Ship Date Ship Via Shipping Ref
Credit Card 10/04/2013 N/A
Product Number and Item description Ordered Qty | Qty Back Order | Shipped Qty | Unit Price Extended Price
65183131 CCSN,ALL,MLP,ERRO1,MUE,001,N/A,1 YR 1 1 49.99 49.99
ESD

Line Tax Rate:0 %

Reverse charge supply - customer to self assess VAT 70445934
http://www.adobe.com/support/service/

NET AMOUNT TOTAL VAT Goods 49.99
49.99 0.00
Delivery Charges 0.00
Invoice Number Total Due
VAT 0.00 Page 2 (control sheet)
IEE2013165930 0.00
VAT Code VAT Rate Total Incl. VAT 4999
STD 000% Amount Paid 49.99
Currency EUR

Note:lf no tax is charged and your tax identification number is displayed, then this is either an exempt or a reverse charge transaction

Page 1




BvL ARcHIvIO®

Archiving paper documents on a scanner using a stamp

In this example, all of the terms and numbers on the first page of the document are saved in the archive as search terms. In
addition, all of the search terms on the stamp added to the document that you entered between the commands %START%
and %ENDE% are saved. This document can be retrieved if you enter the following search terms either individually or in
combination “Post, Received, June 15, 2012, or if you search for terms or numbers that are contained on the first page of the
document. The document is saved to Archive 1.
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BvL ARcHIVIO®

SMITH LLC
4273 Example Lane
Sarasota, FL 34240

Dear Mr. Smith,

thank you for your interest in BvLArchivio® - the complete system for digital archiving.

BvLArchivio® enables you to archive
- scanned paper documents,
- files of any format, electronic invoices,
- and also e-mails, etc.
in an audit-proof way and in compliance with legal regulations.

This brochure is designed to assist you in making an informed decision for your company
concerning the changeover to digital archiving.

If you should have any additional questions then please do not hesitate to contact us — we
will be delighted to assist you at any time! You will find our contact details at the end of
this brochure.

Yours sincerely,

Ralp-Novrrnan von Loescl

Managing Director of BvL Blirosysteme Vertriebs GmbH

06STARTY% %A% %NEIN% @ Stamp
pPOST INCOMING

June 15,2012
9%ENDE%




Archiving paper documents on a scanner using a label

In this example, all of the terms and numbers found between the %START% and %ENDE% commands are automatically
saved as search terms. The %NEIN% command prohibits the automatic extraction of further search terms from the docu-
ment pages for this scanning process. This document can be retrieved if you enter the following search terms either indi-
vidually or in combination “Incoming, Invoices” or just “4711" for Archive 1.
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BvL.coMm

BvL.com GmbH
BvL.com GmbH - Mullerstr. 138d - 13353 Berlin - Germany
HRB83599 - GF:Ralph-Norman von Loesch - USt-ld-Nr.:DE219480941

I NVOICE
INVOICE-NUMBER

344278

please always enter

Firma

BvL Birosysteme
Vertriebs GmbH
Mdllerstr. 138d

13353 Berlin

13.03.13 Page 1

Amount Anlcle_Number Input-No Unit-Price \B‘::[wgr;éepy\]o :;;‘;Z:;ium 1.;:?' ‘amount VAT-Amount = VAT-% ng:':s\samoum
1 Samsu"g MLT-D101S/ELS 741246 298,90 298,90 56,79  19.00% 355,69
VAT 19,00 % 298,90 56,79
VAT 7,00 % 0,00 0,00 Total VAT/sales tax Invoice amount
VAT %
VA g:gg " g:gg gzgg 298,90 56,79 355,69

Freight / Dispatch
Terms of payment
Direct debit from

Please pay into the following account:

%START% %A% %NEIN%
INCOMING INVOICES

4711

%ENDE%

I

Control commands




BvL ARcHIvIO®

Archiving paper documents on a scanner using a label

In this example, all of the terms and numbers on the first page of the document are saved in the archive as search terms. In
addition, all of the search terms between the commands %START% and %ENDE% on the label that you placed on the paper
are saved. This document can be retrieved if you enter the following search terms either individually or in combination“4711”
and/or if you search for terms or numbers contained on the first page of the document. The document is saved to Archive 1.
If you enter additionally the control command %JA% between %START% and %ENDE%, all terms and numbers are automat-

wn
. . ]
ically read from all pages of the document (instead of only the first page) and saved as search terms. g
=
<
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y EBIS
Nr./ No. 9010 855
Datum / Date 10.04.2003
Lieferschein Nr./ Del.Note No. 813982
Auftrag Nr./ Order No. 1002887
Referenz Nr. / Reference No. 03041041512162
Ust.ld Nr. / VAT REG No. 12565395
Kunden Nr. / Customer No. 100788
Ust.Id Nr. / VAT REG No. 19480941
A"-, hp tner / C d Sabine
Telefon / Telephone 2921 99 - 5168
Fax 2921 99 - 96168
Seite / Page 1/2
material no. description quantity price per unit(EUR) total price(EUR)
100 1041967 BROTHER HL1230 SW Laserdrucker
: HL1230ZG1
: 03041041512162
: CN
1 4977766601023
18T ~ 166,00 . 166,00
200 1030283 KYOCERA TK17 Toner black FS1010 1050
: TK-17
: 03041041512162
: JP
B 4960664242238‘
9%START% %A%
4711
9%ENDE%
EBIS Computer Foreign Payments
Managing Director VIATEC Service SWIFT DRESDEFF414
Michael Solutions GmbH Dresdner Bank AG, Soest
Reinhard Kto.-Nr. 399 400
BLZ 440 800

|

Control commands

-11-




Control commands on your own documents
Your outgoing invoices

It is possible to have the control commands already printed on your own documents. Your own invoices, delivery notes, or
other documents can therefore already contain all of the control commands and search terms. Simply print the control com-
mands somewhere on your own documents.

In this example, only those terms found between the %START% and %ENDE% commands are automatically saved as search
terms. The %NEIN% command prohibits the automatic extraction of further search terms from the document pages.
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BvL.coOM

BvL.com GmbH
BvL.com GmbH - Mullerstr. 138d - 13353 Berlin - Germany
HRB83599 - GF:Ralph-Norman von Loesch - USt-ld-Nr.:DE219480941

I NVOICE
INVOICE-NUMBER

344278

please always enter

Firma

BvL Birosysteme
Vertriebs GmbH
Millerstr. 138d

13353 Berlin

Control commands
13.03.13 Page 1 ’
%START% %A% %NEIN% 344278 INVOICE ouT 020326576265640 %ENDE%
Amount| Article-Number Input-No Unit-Price 3;5:’0&?;9’-'\10 gf?g;ig;um ';ee"al amount VAT-Amount | VAT-% Tg?loa;:moum
1 Samsung MLT-D101S/ELS 741246 298,90 298,90 56,79 1000% 355,69

VAT 19,00 % 298,90 56,79

VAT 7,00 % 0,00 0,00 Total VAT/sales tax Invoice amount

VAT 0,00 % 0,00 0,00

! ’ ! 298,90 56,79 355,69
VAT 0,00 % 0,00 0,00

Freight / Dispatch
Terms of payment
Direct debit from

Please pay into the following account:




BvL ARCHIVIO®

Control commands on your own documents
Customer service contracts and work sheets

It is possible to have the control commands already printed on your own customer service contracts or worksheets.

Your customer service employee then only has to scan the document once it has been filled out by hand and
signed by the customer. The positioning of the control commands defines which terms will be saved. All search
terms that are found between the %START% and %ENDE% commands are automatically saved as search terms. The
%NEIN% command prohibits the automatic extraction of further search terms. The pages are read from top to bot-
tom and from left to right. The terms in the red section are automatically extracted and saved as search terms.

EXAMPLES

BvLArchivio Support Help Desk

TEL FREE 00800 272 44 846

%START% %A% %NEIN%
C U STO M ER CUSTOMER NUMBER 0903112LPORO9OC

CONTRACT GRANTED | 16.06.09 10:15:47
Die
Prisidentin des Amtsgerichts CAPTURE BY Michelle Cohn 13.03.09
Pankow/WeiBensee CII CONTRACT FOR 66708
Parkstr. 71
13086 Berlin TECHNICIAN Mr. Smith

CONTRACT NUMBER
29009
%ENDE% 4;
Control commands

CONTRACT FOR WORK e

After having been tested by KPMG in accordance with the published auditing
standards PS 880 from the Institute of Public Auditors, BvLArchivio® has

been issued with the certificate PS880. The customer order now to repair.

To store alphanumeric text without including padding by additional spaces

at the end of the field or truncating trailing spaces, use the new field type.

CUSTOMER / STAMP / SIGNATURE / DATE

-13-




Category indexing of a multiple page document

Lists (address lists or information on the contents)

Category indexing of multiple page documents couldn't be easier. Simply place the control commands in the relevant posi-
tion. In this example, only pages 1 and 2 are being indexed. The third page of the document will not be indexed because the
control command %ENDE% can already be found on the second page.
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Control command

%START% %A% <

Accessory programs
Adding subsequent search terms
Add user

Administration area

Archive authorization for the user
Archiving a file

g with barcod;
Archiving documents with control sheet
Archiving documents without control sheet
Archiving e-mails

Archiving files with errors

Archiving Windows files

Archiving with your own serial number
Authorize users

Barcode
Blank pages
Block search term

Changing the name of an archive
Changing the password
Changing the settings

Control commands

Control commands in metafiles
Control sheet

Copying files to my workstation
Creating a control sheet

Data export

Default gateway

Define a mini length for p: ds
Delete all settings for users / IP addresses
Delete archive authorization for the user
Delete function

Delete user

Deleting archived files

Delivery directories

Direct import interface

Directly searching from another software program

Directly uploading files
Documents with errors

PAGE 1

E-mail archiving from Outlook
Emergency power supply systems
Error archive

Error files

Exchanging a hard disc
Exchanging the server

Export directory

Export documents

Faults on the server

Files in the error archive
Forbidding data exports
Forbidding partial word searches
Forbidding search terms
Forcing the server to shut down
Free service number

FTP export directory

FTP file type

FTP input directory

FTP input directory is closed
FTP settings

FTP target address

Gateway

Hard disc exchanging
Hard disc last change
Hotline

Hotline for faults

Import interface
Interface for other software
IP addresses

PAGE 2

Name of an archive
New backup disc

New data disc

New server

Number of search terms

Outlook

Partial word search
Passwords

Printing to the archive
Processing Status

Result file

Sanner settings
Scanner
Scanning targets
Search authorization for the user
Searching for what log file
arching for what log file on or off
Searching in an archive
Searching partial word search
Searching time period

Search term block / unblock
Search terms adding subsequent
parch terms authorize predefined
Search terms forbidden

e desired archive on the scanner
Separator page

Serial number on the status bar

PAGE 3

Scope of delivery

Help

Assembly

Start

User interface

Changing the settings

e server date / server time
ng the name of an archive
Changing the password
|first page of the document

Settings on your scanner
 in the file format TIF/TIFF
control

ectories / scanning targets

Shutting down the server
administration commands
delete the default gateway

faults on the server
Exchanging the server
server and new hard discs
time / server maintenance
Changing the language
Log files

Who is searching for what

Server date ying the processing status
Keyword for HTTP archiving Server maintenance
Server start Tif format
Server time e periods authorize certain
Language Settings for user delete TXT file
Length for passwords Shutting down the server
List all administration commands Status bar
Log files Switch off the server Unblock search term
Login screen Uploading files
ser administration system
9%ENDE% User name

User registration

Z

Only authorize certain time periods

Delete all settings for users Windows files
Passwords / keywords for archiving

Forbidding data exports

Forbidding partial word searches XML file
User administration system

Control command




BvL. ARCHIVIO®

Full text indexing of a multiple page document

Lists (address lists or information on the contents)

Full text indexing of multiple page documents couldn't be easier.

In this example, all pages are indexed because the control command %JA% has been included.
The page or the position on the page where the control commands are entered is irrelevant. If the control command %JA%
is found, the whole of the document will always be indexed.

Accessory programs

Adding subsequent search terms

Add user

Administration area

Archive authorization for the user

g a file

g documents with barcode

g documents with control sheet

ng documents without control sheet

PAGE 1

E-mail archiving from Outlook
Emergency power supply systems
Error archive

Error files

Exchanging a hard disc
Exchanging the server

Export directory

Export documents

g e-mails
ing files with errors
g Windows files

Authorize users

Barcode
Blank pages
Block search term

Control sheet
Copying files to my workstation
Creating a control sheet

Data export
Default gateway

Archiving with your own serial number

Faults on the server

Files in the error archive
Forbidding data exports
Forbidding partial word searches
Forbidding search terms

Forcing the server to shut down
Free service number

FTP export directory

FTP file type

Hard disc exchanging
Hard disc last change
Hotline

Hotline for faults

PAGE 2

Name of an archive
New backup disc

New data disc

New server

Number of search terms

Outlook

Sanner settings

Scanner

Scanning targets

h authorization for the user
Searching for what log file

Define a minimum length for passwords
Delete all settings for users / IP addresses
Delete archive authorization for the user

hg for what log file on or off
Import interface Searching in an archive

Interface for other software

Delete function

Delete user

Deleting archived files
Delivery directories
Direct import interface

Directly uploading files
Documents with errors

Directly searching from another software program

IP addresses

larching partial word search
Searching time period
Search term block / unblock
h terms adding subsequent
terms authorize predefined
Search terms forbidden
ired archive on the scanner
Separator page

jal number on the status bar

PAGE 3

Scope of delivery

FTP input directory Partial word search Help

FTP input directory is closed Passwords Assembly

Changing the name of an archive FTP settings Printing to the archive Start
Changing the password FTP target address Processing Status User interface
Changing the settings Changing the settings
Control commands ing the server date / server time
Control commands in metafiles Gateway Result file hanging the name of an archive

Changing the password
h the first page of the document

Settings on your scanner
nning in the file format TIF/TIFF
fmat without control commands
ry directories / scanning targets

Shutting down the server
st all administration commands
, and delete the default gateway

faults on the server

Exchanging the server

New server and new hard discs
I server

Changing the language

Log files

Server date Who is searching for what
Server maintenance Querying the processing status
Server start
Server time Tif format
Language Settings for user delete Time periods authorize certain
Length for passwords Shutting down the server TXT file

List all administration commands
Log files
Login screen

Status bar
Switch off the server

Unblock search term
Uploading files

User administration system
User name

User registration

Control command

Command structure

Only authorize certain time periods
Delete all settings for users
Passwords / keywords for archiving
Forbidding data exports

Forbidding partial word searches
User administration system

—— ‘ %START% %A% %JA% %ENDE%

Windows files

XML file
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Archiving one or more files via FTP upload

You can connect to the BvLArchivio® FTP server at any time. Simply enter the FTP address in your Windows Explorer.

e 2 x

e | Secaity [ Prvacy | Conent | Connecons [ rgeama| Advarced |

Use HTTP 1.1 vough proxy connectons
] intesnational®
7] Aays show encoded sdresses

>

<
“Takes effect aftr you restart your computer

Restoe advanced setings

Reset Internet Exloes settgs

iy =]

ou shouid only use i ifyourbrowser s an urusable stte.

Home | share View ~ 0
B X =b
: 6 Copy path ke < |
Copy pate Move Copy | Delete Rename | New
[ Paste shortcut 1o 1o - Tolder

Clipboard Organize

@© =) v 12 Thelntemet » 62116179226 V[ ¢ [semcheiteimezzn »
5 ¢ Favorites This folder s empy.
> 59 Libraries

> @ Homegroup

Ensure that you are not working in passive mode
(see browser options).

Example of how to disable the passive FTP mode in Internet
Explorer 9. Start Internet Explorer, go to the tab “Extras” and
select “Internet Options.” Now click on the tab “Advanced”
and remove the tick in the line “Use Passive FTP

Step 1

Open Windows Explorer. Ignore the message “The website
cannot be displayed”and continue instead with Step 2.

Home  Share  View | Manage Manage ~ 0

BB Xx= BI

ove Copy  Delete Rename  New Pro
ot > to~ - folder
Clipboard Organize New
® ~ 4 (& » Libraries » Pictures, ~ ¢ | SearchPictures »
2 Favortes Name Date size Rating
| Desktop [a] 10241768 4/27/201312:37 AM 11KB 17 1% v
s Downloads [Etightose 5272013917pm EATKE R T T

% Recent places

brar

anen?

& Homegroup
8 Computer

B Network

items  1item selected 121MB  Library includes: 2 locations

Home | Share  View | Manage Manage ~ @

k(B x=0 j3-

ve Copy Delete Rename
tor tor v

Cipboard organize New Open
@ )~ 1 [&» Libraries » Pictures V[ &] [ Search Pictures »
Name Date Size Rating
@1024}(75& 4/27/201312:37 AM 11KB 17 77

[Eiighos szamsviaTe i

Copying 'Lighthouse

From ‘CA\Users\WINSVM\Documents'to /'
bout 2 minu i

2items  Titem selected 121MB  Library includes: 2 ocaions EC]

Step2

Firstly copy the files (e.g., the file “Vacation2009_4711.jpg")
to be archived into this window and then copy over the
metafiles (e.g., text files or XML files — in this case, the file
“Vacation2009_4711.txt").

Create the metafiles: see next page.

Step 3
Copy the metafiles.




ByL. ARcHIVIO®

Creating a metafile

Every external application, or also you yourself, can automatically or manually archive multiple files or documents at any time.
A metafile can be used to provide the BvLArchivio® server with instructions on what to do with the files to be archived. Special
characters are not permitted in the file names and should, therefore, be avoided.

The selected file (“Lighthouse.jpg”) is saved to the BvLArchivio® server via FTP upload (see previous page). A text file or XML
file (“Lighthouse.txt”) of the same name is then saved via FTP upload to the BvLArchivio® server. In the file “Lighthouse.txt,”
which is a simple text file, you can enter the control commands and search terms that you want to use to retrieve the file
“Lighthouse.jpg”in future. The file “Lighthouse.jpg” remains in its original format and is not changed.

EXAMPLES

File Edit Format View Help
#STARTR %A% Vacation 2812 Germany Sylt Lighthouse %ENDESX

\\ \ Search terms \

Control commands for BvLArchivio® \

Lighthouse.jpg Lighthouse.txt

Always save the original file to the BvLArchivio® server first and then save the text file!

Most programs can be pre-programmed to automatically complete the process described here.

The text file sent to BvLArchivio” merely defines the archive into which the file should be archived and the search terms under
which the file can be retrieved in future. The text file is deleted after the process has been successfully completed and is not
archived. A text file can be created by any user on their PC.

LA 3 =
File Home  Share | View ~ e
[T Preview pane | Extra large icons (] Largeicons g Medium icons .I ] Group by - [ item check boxes :
[ etails pane Small icons BE List (] Add columns ~ [ File name extensions —
Navigation == = Hide selected | Options
e IS Tiles E Content = b,. {5 Size all columns to fit  [/] Hidden items e
Panes Layout Current view Show/hide
®© ~ 1 # ) Theintemet » 62.116.179.226 v| & | | Search62.116.179.226 »
Name Size Date modified Date created Date accessed
it Favorites
[a] Lighthouse,pg 1,24TKB  5/4/2013 12:36 AM 5/4/2013 12:36 AM 5/412013 12:36 AM
4 Libraries |1 Lighthouse.txt 1KB  5/4/2013 12:36 AM 5/4/201312:36 AM 5/4/2013 12:36 AM
) Homegroup
1% Computer
€ Network

Copying ‘Lighthouse

From 'C:\Users\WINSVM\Documents' to /"

About 2 minutes remaining

2items =

Please remember that you only have “write” permission and no “read” permission. Therefore, you can no lon-
ger see your copied files once you have refreshed the window. If you had “read” permission then you could see the
whole content delivered to the archive by other persons or programs - this is not permitted! Once the files have
been successfully copied, the window will not automatically refresh and you can continue to view your copied files.
Use unique file names. If a newly uploaded file has the same name as a previously uploaded one, it is possible that the old
file will be overwritten in BvLArchivio® if it has not yet been processed further in the system.

The central input utility in BvLArchivio® is used for all scanners, persons, and programs. Therefore, it is only possible for
these users to deliver data (“write” permission) but never to read data.
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Examples for mass archiving of files
Upload the files to the BvLArchivio® server in accordance with the sequence shown below.

Image001.jpg
Image001.txt Contents of Image001.txt:

%START% %A%
Image Project 4711 Construction Site Top Floor
%ENDE%

The image is saved to Archive 1 with the predefined search terms from the text file.

Image001.jpg

Image001.doc

Image001.txt Contents of Image001.txt:
%START% %A%

Image Project 4711 Construction Site Top Floor Description
%ENDE%

The image file and the Microsoft Office file are saved to Archive 1 with the predefined search terms from the text file.

Project.xls

Project.doc

Project.pdf

Project.jpg

Project.txt  Contents of project.txt:

%START% %A% Project 4711 Construction Site Top Floor Calculation Description
Contract Image %ENDE%

The Microsoft Office files, PDF file, and image file are saved to Archive 1 with the predefined search terms from the text file.

Project.xls

Project.doc

Project.pdf

Project.jpg

Project.txt  Contents of project.txt:
%START% %A% %JA-1%

Project 4711 Construction Site Top Floor Calculation Description Contract Image
%ENDE%

The Microsoft Office files and the image file are saved to Archive 1 with the predefined search terms from the text file. The PDF file is
saved together with the search terms given in the text file and those read from the first page of the PDF document.

Project.xls

Project.doc

Project.pdf

Project.jpg

Project.txt  Contents of the project.txt:
%START% %A% %JA-1% %JA-0%
Project 4711 Construction Site Top Floor Calculation Description Contract Image
%ENDE%

The Microsoft Office files and the image file are saved to Archive 1 with the predefined search terms from the text file. The PDF file
is saved together with the search terms given in the text file and those read from the first page of the PDF document. The PDF file is
retained in its original format because the control command %JA-0% has been included in the text file.




Archiving via a virtual printer

ATTENTION
This accessory program is not part of BvLArchivio®.

You can directly print to the BvLArchivio
server from any application. Your printout
will be automatically converted into a PDF/A || | Lavou | Paper/Quaity | Save |image | Seftings | About |
file and saved in BvLArchivio".
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Qutput File Description

Here is an example for Windows using the Zan Folder |D\‘—PDF—PH'NT\ "| |Bf°wse--- |
Image Printer software, which can be purchased
separately from your software dealer. The Zan
Image Printer is not part of BvLArchivio’. Init File Mumber: |1

File Mame: |ZAN v| | bacro v|

Saving the data in PDF/A format guarantees that it Exariple: 8N
can still be opened in 10 or 15 years, because PDF/A
technology is a long-term archiving format.

When File Exists: |Autu pick & unique name to prevent calision

You can use a virtual printer (download the printer Before Printing Starts Show the:

driver from www.zan1011.com) to archive a PDF/A (") Save As Dialog (®) Image Printer Dialng (7 No Dislogs
file to BvLArchivio® from any application using the
print command.

Basic settings

o[ oo | [ Ao

Step 10of 4

Set the output file format to PDF

| Layout | Paper/Qualty | Save | mage | Settings | About | in your virtual printer.
Output Image File Format; |F'DF Your printing process will create a PDF
file in the predefined (see above) direc-
Color tory. Copy the settings shown in this

(® Morochiome (286 () Grayscals (O TweColor  Duzlity 75 window and the one on the next page.
The virtual printer replaces the actual
printout and the need to subsequently
File Mode: | One mulli-page SCan the document.

[ ] Create POF inimage + searchable text format

Faper: &4, DPl: 300 « 300, Dimenzion: 2480 « 3507 pikels

Frinting in Black & \White mode iz & great way bo guickly print a
document. To print in Black & White, select the Black & white mode
on the Paper/Quality tab.

Step2of4




Instead of using a control sheet as you do for archiving paper documents on a scanner, you can now send a separate text file
(metafile). This metafile replaces your control sheet. It contains the control commands and search terms. The contents of the
text field displayed below in the virtual printer will be sent as a separate text file. You can enter as many search terms as you
wish in this field at the time the virtual printing process is carried out. Your document will now be archived according to the
instructions given in the text field (consisting of control commands and search terms).

If you have additionally entered the control commands %JA-1% or %JA-A% in the text field then those words, terms, and
numbers found on the first page or on all pages of the document will be automatically read and saved in the archive - in
addition to those search terms found in the text field.
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%JA-1% means that all words, terms and numbers on the first page of the document will be additionally read and
saved as search terms in the archive — in addition to the search terms entered by you in the text field.

%JA-A%means that all words, terms, and numbers on all pages of the document will additionally be read and
saved as search terms in the archive — in addition to those entered by you in the text field.

Copy the settings shown in this window.

| Layout | Faper/Quality | Save I Image

Categony:
= Statuz Dialog
Bpplic : : : .
T et Extrackion [ | Hide status dialog Opacity [30 to 100];
Froceszing
Docurment Mame
E mail

W atermark,

Frinter Redirection

FTF Sentinel Filename [can include macros]:

Sentinel File

enerate a sentingl file after printing finizhes

[*file]. bt

Template:

O TARTR ZaA% Zla-A% 2012 JANUARY INVOICES
IMCOMIMNG %EMDEZ

enerated files into a zsingle £IFP archive

Step3of4
TEXT FIELD:

Enter the control commands and search terms in the text field.
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Transferring the printout to the BvLArchivio® server

The PDF file (your document printout, e.g., from Word, Excel, etc.) is initially saved locally on your workstation and then
subsequently uploaded - after the virtual printing process has been completed - together with the automatically produced
text file (contents of the text field) to the assigned FTP target address. Mark the relevant field with a tick to indicate that the
upload should go to an FTP address. Enter the server address for your sixth IP address (see Instruction Manual), leave out
the specified directory path. The upload to the BvLArchivio® server must take place in the main directory. Your document
will now be archived according to the instructions given in the text file (consisting of control commands and search terms).

EXAMPLES

Enter the user name Archivioi and the relevant password.

Finally, remove the tick from the passive FTP mode field. All FTP connections will now be carried out in active mode.

Enter the server address for your sixth IP address (see Instruction Manual)!

| Layout | Paper/Quality I Save | Image

Category:

General Enable FTF

Application
Text Extraction FTF

Frocessing Server Address: | B2.116.179.226 v
Dracument Mame
Ermnail The niame of FTP zerver and optionally the name of falder [zan

wiatermark include racros] where the files should be placed.
Printer Bedirection

FTP

zer Mame: Archivioi

Fazzward: [ T 17

Fort Murmber: 21 [default 27]

[ ] Use passive [PASY] mode

Step4of4
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Archiving e-mails with the BvLArchivio® Outlook plug-in

ATTENTION Mame Date modified Type Size
This accessory program is part of BvLArchivio’. o S o o
ﬁ! BvLArchivio(1.3.3) 442372013 8:01 PM Windows Installer Package 2,303 KB
[ setup 4/23/2013 8:01 PM  Application 487 KB
Install the free BvLArchivio® plug-in.
Down |Oad the req uired program from Welcome to the BvLArchivio 1.3.3 Setup Wizard Ql
P

the Internet site: www.BvLArchivio.com.
Close your Outlook application. Unzip the file and
then run the file (“setup.exe”) on your computer as
an administrator.
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After the installation has been completed success-
fully, you will have a new BvLArchivio® button in
Outlook! Now start Outlook and select the e-mails
that you want to archive.

Cancel < Back

5 9 = Inbox - Outlook Data File - Outlook ? EH - O X
HOME SEND / RECEIVE FOLDER VIEW

(G Ignore 5 (’_\ 5 ) ¥ Moveto 7 ¥ =1 Unread/ Read || Search People
EI E *9 x & &(i H [F2 Meeting o avetor: Mave ~

. - % Clean Up~ S e i [ dm 3 To Manager - H. Categorize ~ EE: Address Book
ew ew elete eply Reply Forward [ . . —l | . ) )
Email Items~— g(SJJ'--”'Tk' All El i EJ Team Email 7| | = Rules |" Follow Up ~ Y Filter Email ~
Mew Delete Respond Quick Steps ] Mave Tags Find EvLArchivio® A
<
» Favorites |Search Current Mailbox (Ctrl<E) 0 | Current Mailbox ~ (3 Reply (2 Reply All &} Forward ‘ BvLArchivio® button
All - Unread ByDate ™ Mewest ¢ Mi 01.05.2013 00:43
4 Qutlook Data File 4 . .
e EIT-NET GmbH <info@eit-net.com>
Inbox |
: EIT-NET GmbH : b account of charges
Drafts © account of charges Di 23:42
Sent Items Dear Mr. Miller, enclosed please To info@mib24.de
Dezelias Message expense report.xls (51 KB)
Junk E-mail
Outbox "
RSS Feeds Dear Mr. Miller,
Search Folders enclosed please find our account of charges.

If you should have any additional questions then please do not
hesitate to contact us — we will be delighted to assist you at any
time!

Yours sincerely,

Managing Director of EIT-NET GmbH

ﬁ See more about EIT-MET GmbH. A

Mail Calendar People Tasks **




Archiving e-mails from Outlook using the BvLArchivio® plug-in

Now click on the BvLArchivio® button.
It will open the window displayed below. You need to enter some basic settings when starting the plug-in for the first time.

Enter the following basic settings:

Enter the sixth IP address for the BvLArchivio® server here (see Instruction Manual). ‘

‘ Enter your personal initials here for unique identification.

FEI 5 ; Inbox - Outlook Data File - Outlook

HOME SEMD FOLDER VIEW
] (‘ o, SN L . 5 hP I

EI ?’E 5 Ignare x E j (&@ H B2 Mesting Move to: 7 ¥ . 51 Unread/ Read iarc eople
. " 7 Clean Up~ i || P o . 3 To Manager M ==| Categorize ~ EE! Address Book Archi

ew  New elete | Reply Reply Forward [ . . 1| ® ) ) rchive
Email Items = aOJ“”k' All E-E More EJ Team Email MRS |" Follow Up = Y Filter Email ~

New Delete Respond Quick Steps e Tags Find BvLArchivio® F

" N

=B Byl Archiviol3.3 (e )

Language | English -

Server
Server address

£2.116.179.226

Output

- Filename

RvlL

Enterhere the FTP-IP-Address of the FTP-Input-Folder

info@eit-net.com info@mib . .de 01.05.2013 00:42:39
accourt of charges Dear M@ Miller,

enclosed please find our acfount of charges.

I you should have any addiflonal questions then please do
not hesitate to contact us — e will be delighted to assist you
at any time!

Username Archivioi
Password -
Paort A standard 21)

[ Remowve senver l
[ Archivio 1 -~
[ Change Mame
Standard search terms for Fchiving

m>

1

Insen here yourinitals oryourname.

Example Rvl_20130501_020344

BvL ARCHIVIO®

Individual search terms for archiving

project 4711 expense report Rvl] -

ok ||

ITEMS: 1

O B -———+ 0%

Enter the current password for Archivioi here (see Instruction Manual).

EXAMPLES

-23-



0
w
o |
o
=
<<
>
L

Archiving e-mails from Outlook using the BvLArchivio® plug-in

Once you have installed the plug-in, you can archive an e-mail to BvLArchivio® at any time from Outlook.

Proceed as described below:

1. Select the e-mails that you want to archive.
2. Now click on the BvLArchivio® button.
3. It will open this archiving window.

Select the archive into which the e-mail should be archived.

~
=8 Byl Archiviol.

Server
Server addressf 62116179226 -
Enterhere the -|P-Address of the FTP-Input-Foldar
Username Archivioi
Password -
Port 21 (standard 21)

[ Remove server l
| Archivio 1 |
[ Change Mame ]

Standard search terms for archiving

Language | English - |
Output
Filename RwL
Insan here yourinitals oryourname .
Example Rwl_20130507_020344

BvL ARCHIVIO®

Individual search terms for archiving

info@eit-net.com info@mib24 de 01.05.2013 00:42:35 -
accourt of charges Dear Mr. Miller, EI
enclosed please find our account of charges.

If you should have any additional questions then please do
not hesitate to contact us —we will be delighted to assist you
at any time! e

project 4711 expense report Rvl] =

[ oK || Cancel |

You will find all of the standard search
terms to be read from the e-mail
in this text window.

You can use this text window to enter
your own search terms.
(e.g., relevant specialist search terms).

BvLArchivio® can retrieve the e-mail in future using the search terms
that have been entered in these two windows.

Finally, click on OK and the e-mail incl. all of its
attachments will be archived in BvLArchivio®.
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Archiving files with the BvLArchivio® plug-in

ATTENTION
This accessory program is part of BvLArchivio". Name : Date modified Type Size

jE‘ BvLArchivioExplorer (1.3.3) 4/28/2013 &:02 PM Windows Installer Package 1183 KE
Install the free BvLArchivio® Explorer plug-in. ) setup 4/28/2013752PM  Application 483KB

Download the required program from

the Internet site: www.BvLArchivio.com. ¥elcome to the ByLArchivioExplorer 1.3.3 Setup

(%]
w
-
o
=
S
Wizard 1]

Unzip the file and then run the file (“setup.exe”) on
your computer as an administrator.

The installer will guide you through the steps required to install ByLArchivioE xplorer 1.3.3 on pour
computer.

After the installation has been completed success-
fully, you will have a new BvLArchivio® button in
Windows Explorer!

Select the file to be archived in Windows Explorer by
clicking on the relevant file with the right mouse but- _ _ _ S _
WARMNING: This computer program is pratected by coperight law and international treaties.

ton (See image beIOW). Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

This will open the context menu in Windows Explorer
that includes the new function BvLArchivio®.

= || ! “ = " Library Tools | Picture Tools
Home Share View Manage Manage

- ,XCut B @Newitem' _j @Open' ESelectaII

[ Copy path | Easy access ~ Edit Select none
Copy Paste _ Move Copy Delete Rename Mew Properties
[2] Paste shorteut T o folder o

Clipboard Organize New Cpen Select

1 History nnlnuertselection

@ ~ 1 [& » Libraries » Pictures v & Search Pictures

- Favorites Name Date OPEII

Bl Desktop [a2] 1024x768 4/27/2013 12:37 AM 11KB
& Downloads “gl Lighthouse 5/2/2013 9:17 PM 1,247 KB

P
1= Recent places

Set as desktop background
Edit
Print

7l Libraries B BvlLArchivio @
@ Documents

P Music Preview

[&] Pictures ( Rotate right
Vid

B videos Rotate left

& Homegroup Open with

Lol Computer Share with

Send to
f! Metwork

Cut
Copy

Create chortcut
Delete

Rename
Open file location

Properties

2items  1item selected 1.21MB  Library includes: 2 locations




= Library Tools | Picture Tools

Home Share View Manage Manage -~ 0

n B X cut h [ New item ~ [aZ] Open = HH setect i
[i Copy path k x @ 'Lj [ Edit

—‘aEasy access T 55 Select none

o e E| Paste shortcut Ngg"f Ctzpvy Delvete Rename f:m, Propverties Q)Histor}r Egln\rert selection
Clipboard Organize Mew Open Select
- @ = 4 [=l » Libraries » Pictures v & Search Pictures 2
i} -
i ¢ Favorites MName Date Size Rating Open
E B Desktop [a2] 1024x768 4/27/2013 12:37 AM KB o797 9717 o5 Set as desktop background
|.|>j 1% Downloads | Lighthouse  5/2/2013 %:17 P L24TKB 97 0 7 v 7| Edit
“El Recent places i
Print
4 Libraries ¥ BvLArchivio ®
@ Documents Preview
J’ Music
[&] Pictures Rotate right
B videos Rotate left
# Homegroup Open with 3
e . .. e . Share with 3
1% Computer Now click on the BvLArchivio® button using the
left mouse button! Send to »
?! MNetwork
. . . Cut
It will open the window displayed below. You c
. . . o|
need to enter some basic settings when starting il
the plug-in for the first time. Create shartcut
Delete
Renarme
Open file location
Properties
2 items 1 item selected 1.21 MB Library includes: 2 locations e | =]

Enter the following basic settings:

Enter the sixth IP address for the BvLArchivio® server here (see Instruction Manual). ‘

Language English

‘ Enter your personal initials here for unique identification. ‘

Server Output
Server address | 62.116.179.226 v Filename |BvLA

Enter here the FTP-IP-Address of the FTP-Input-Folder. Insert here your initals or your name.
Usemame ivioi Exampls |EvLﬁ_2'D13D5D3_140633

{standard 21)

BvL ARrRcCHIVIO®

| Archivia 2 v|

| Change Mame |

‘ Enter the current password for Archivioi here (see Instruction Manual).

Standard search terms for archiving Individual search terms for archiving

Lighthouse jpg
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A

A.S.F* technology

Address lists or information on the contents

Archiving without using a control sheet
Archiving via a virtual printer

Archiving paper documents on a scanner using a control sheet
Archiving paper documents on a scanner using a label
Archiving paper documents on a scanner using a stamp
Archiving paper documents on a scanner without any preprocessing
Archiving a PDF file from my computer

Archiving a file from my computer

Automatically archiving files or documents

B

Barcode

Barcode labels

C

Category indexing of a multiple page document
Control commands in your own documents

Control sheets

D

DIN A4 sheets

E

E-mail archiving

F

Formats for the control sheet

FTP upload

Full text indexing

L

Labels

M

Mass archiving

Mass archiving of files

o)

Outgoing invoices

R

Retaining a PDF file in its original format

S

Search terms as a watermark

Search terms on a control sheet

Search terms in a separate text file

Stamps

T

Text files

U

Uploading a text file to an assigned FTP target address
Vv

Virtual printer

Y

Your own documents

14
19
6,8
10,11

4,24

17

14
12

19,22, 25, 26

16
15

17
18

12

4,24

20

23

17,23

24

19

12
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HOTLINE 00800 - 272 44 846

HOTLINE 00800 - ARCHIVIO

WwW.BVLARCHIVIO.COM
SERVICE@BVLARCHIVIO.COM
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BvLArchivio® is a registered trademark.



