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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.  
Click on                     to conclude the process.

Archiving a file

Your file and its path 

Vacation Spain Pool Summer 2006

Vacation
Spain
Pool
Summer
2006 

Syntax I

Syntax II

Text field for
search terms

C:\MY DOCUMENTS\IMAGES\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                           .

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®.

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

Note: Files larger than 16 MB must be uploaded via FTP.
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Any PDF file can be archived directly to BvLArchivio® from any chosen 
workstation. The user interface for the BvLArchivio® system enables you 
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 
the contents of all pages of the PDF are automatically saved as search 
terms.
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).

Archiving a PDF file

Your file and its path 

Contract for second archive system 2010

Options for how your PDF file 
should be processed

Text field for
search terms

C:\MY DOCUMENTS\Contract.pdf

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                           .
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

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

Example PDF file on the computer (Contract.pdf)
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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®. 

Archiving paper documents on a scanner

Select the relevant archive on the scanner 
and the scope of the indexing process.

* A.S.F. technology = Assign archive/Scan/Finished
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Archive 1   Index 1st page

Archive 2   Index 1st page

Archive 3   Index 1st page

Archive 4   Index 1st page

Archive 5   Index 1st page

Archive 1 Index all pages

Archive 2 Index all pages

Archive 3 Index all pages

Archive 4 Index all pages

Archive 5 Index all pages

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

Example 1S:
The document is saved to Archive 1.	  
Only the first page is indexed.
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A control sheet contains control commands and search terms.

It is 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.

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.

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 
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 
to have any knowledge about how these paper documents are being archived (e.g., if your 
paper documents are being scanned by a service provider or temporary workers).

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.

Archiving paper documents on a scanner using a control sheet 

Control sheets

Last page (control sheet)

%START%   %A%

2013 JANUARY

INVOICES INCOMING

%ENDE%

Scanning destination for documents 
with an attached control sheet

Pages of the document
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Archive 4       Only index 1st page

Archive 4      Index all pages

Archiving with a control sheet

Archive 1      Index all pages

Archive 2      Index all pages

Archive 3      Index all pages

Archive 5       Only index 1st page

Archive 3       Only index 1st page

Archive 2       Only index 1st page

Archive 1       Only index 1st page

     2013

   JANUARY

     INVOICES

      INCOMING
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Formats for the control sheet
Example formats for a control sheet

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.

Label
Print out the label, stick it onto one of the pages in any 
position, and then scan the paper document.

Stamp

Mark the pages with this stamp and then scan your paper 
document.

Barcode label
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!

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.

%START%   %A%

INVOICES INCOMING

JANUARY 2013

%ENDE%

%START%   %A%

INVOICES INCOMING

JANUARY 2013

%ENDE%

%START%       %A% 

INVOICES INCOMING 

JUNE 15, 2013 

%ENDE%
INVOICES  INCOMING

BvLArchivio®
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e.g., EAN-128 code

e.g., PDF417 code



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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Page 1

Page 2 (control sheet)

%START%   %A%

INVOICES GOODS RECEIVED

April 2013

%ENDE%

Archiving paper documents on a scanner using a control sheet
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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.

Archiving paper documents on a scanner using a stamp

Stamp%START% %A% %NEIN% 

POST  INCOMING 

June 15, 2012 

%ENDE%
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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. 

Archiving paper documents on a scanner using a label

Control commands

- 10 -
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%START% %A% %NEIN% 
INCOMING  INVOICES 
4711 
%ENDE%
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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-
ically read from all pages of the document (instead of only the first page) and saved as search terms.

Archiving paper documents on a scanner using a label

Control commands
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%START% %A% 
4711 
%ENDE%
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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.  

Control commands on your own documents

Control commands
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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. 

Control commands on your own documents

Control commands

Ex
a

m
pl

es



Ex
a

m
pl

es

- 14 -

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. 

Category indexing of a multiple page document

Control command

Control command
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%ENDE%

%START% %A%
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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. 

Full text indexing of a multiple page document

     %START% %A% %JA% %ENDE%Control command
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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. 

Step 1 
Open Windows Explorer. Ignore the message “The website 
cannot be displayed” and continue instead with Step 2.

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.”

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.
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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.

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.

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.

Lighthouse.jpg Lighthouse.txt

Control commands for BvLArchivio®

Search terms

Creating a metafile
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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-O% 
		  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-O% has been included in the text file.
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You can directly print to the BvLArchivio® 
server from any application. Your printout 
will be automatically converted into a PDF/A 
file and saved in BvLArchivio®.

Here is an example for Windows using the Zan 
Image Printer software, which can be purchased 
separately from your software dealer. The Zan 
Image Printer is not part of BvLArchivio®.

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

You can use a virtual printer (download the printer 
driver from www.zan1011.com) to archive a PDF/A 
file to BvLArchivio® from any application using the 
print command.

Basic settings 

Set the output file format to PDF 
in your virtual printer.	  

Your printing process will create a PDF 
file in the predefined (see above) direc-
tory. Copy the settings shown in this 
window and the one on the next page. 

The virtual printer replaces the actual 
printout and the need to subsequently 
scan the document. 

Archiving via a virtual printer

 
ATTENTION 
This accessory program is not part of BvLArchivio®.
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Step 2 of 4

Step 1 of 4
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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. 

%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.

Step 3 of 4
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).  
 
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)!

Step 4 of 4
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Install the free BvLArchivio® plug-in. 

Download the required program from 
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.

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.

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

ATTENTION 
This accessory program is part of BvLArchivio®. 

BvLArchivio® button



- 23 -

Ex
a

m
pl

esEnter the following basic settings:

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 your personal initials here for unique identification.

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

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

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

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®.

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).

Select the archive into which the e-mail should be archived.
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Install the free BvLArchivio® Explorer plug-in. 

Download the required program from 
the Internet site: www.BvLArchivio.com. 
Unzip the file and then run the file (“setup.exe”) on 
your computer as an administrator.

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-
ton (see image below).

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

Archiving files with the BvLArchivio® plug-in
 
ATTENTION 
This accessory program is part of BvLArchivio®.
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Enter the following basic settings:

 Enter your personal initials here for unique identification.

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

Now click on the BvLArchivio® button using the 
left mouse 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 current password for Archivioi here (see Instruction Manual).
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