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1 Introduction

This guide describes how to organize PLA 3.0 documents.
It is intended for users of PLA 3.0 who want to gain a deeper understanding of how to
efficiently organize PLA 3.0 documents.

Note: This guide briefly describes the user interface elements you need to be familiar

with in this context. For details on how to work with the Navigator, please consult the
respective guide.
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2 Documents

PLA 3.0 stores all your data in electronic documents. Documents are stored in a database and
displayed in a folder structure. They are structured to suit specific applications, represented
by document types. Each document contains a set of elements, with each element holding
specific data. The complete set of elements creates the document structure.

Documents and templates
You can use documents for different purposes. Use standard documents to store your data.
When setting up the experiment configuration, for example, you can use documents to define
setups for assay samples, analysis, and test systems.

Use templates to provide initial values for your documents or apply protection settings to
document elements. In contrast to standard documents, templates should not contain any

data and can therefore not be calculated. You can identify templates by an orange square in
the upper right corner of the document icon ( ).
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3 The Navigator

The Navigator on the left side of the PLA 3.0 main window is the main tool for accessing and
organizing your documents and folders.
Tip: If you work with a large number of documents or a multi-level folder structure,

you can maximize the Navigator by double-clicking its tab. If you prefer a layout similar to
Microsoft Windows File Explorer, click the toggle icon

.

Figure 1. The Navigator of PLA 3.0
The Navigator displays your content in two views:
• The top view displays the folders in a tree-like structure. Use it to navigate your folder
structure. Select a folder to display its contents in the detail view,
• The detail view at the bottom displays the content of the currently selected folder. Use it
to browse your folder contents (documents and templates) and to perform actions on the
selected item.
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Document status
An overlay in the lower right corner of the document icon provides additional details on the
document status. A green overlay indicates the document is opened by you. Red documents
are currently opened by another user. If a question mark is displayed, the add-on providing
the document type is not activated in your database. Working on the document is not
possible.

Figure 2. Document icon overlays in the detail view of the Navigator
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4 Organizing documents

Create folders and subfolders to organize your documents and to set up a folder structure
that suits your needs. Move, copy and delete folders and documents to adapt your folder
structure if required. Organizing documents requires sufficient permissions.

Note: You can also use folders to set up document-related permissions and to enforce

the use of templates for specific folders or document types.

Table 1. To organize documents, the following actions are available. Access these actions from
the context menu of the Navigator, the File menu, or the toolbar.
Action

Description

New folder

Creates a new subfolder in the selected folder. The new folder
inherits the security settings and folder attributes of its parent.

Move

Moves the selected document, template, or folder to a different
folder, retaining the document and folder keys. You can use an
existing folder as the target folder or create a new folder.

Copy

Copies the selected document, template, or folder. The copies
receive new keys. You can create a copy in the same or a different
folder, or you can create a new folder for the copies.

Delete

Deletes the selected document, template, or folder.
Important: Deleted documents and folders cannot be restored.
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5 Exporting documents

Use the document export and import functionality to exchange documents between different
PLA 3.0 environments.

About this task
You can export a single document, all documents in a folder, or a complete folder structure.
Documents are exported and imported using document packages (*.edpdp files). Document
packages are cryptographically secured and therefore protected against modifications. This
ensures that your data remains unchanged, electronic signatures are untouched, and folder
structures are preserved.

5.1 Export a single document
Export a single document to make it available in another PLA 3.0 environment.

Procedure
To export a document:
1. In the detail view of the Navigator, right-click the document you want to export.
2. From the context menu, select Export >

Documents.

Tip: If the Documents submenu is grayed out, check if the document is open in a
data editor. If yes, close the document.
3. In the Export as document package dialog, on the Settings tab, select the folder to
which you want to export the document package and click Save.
Important: If you change the default file name, make sure to keep the file type
(*.edpdp). If you change the file type, you cannot export the document package.
4. To export the document and create the document package, click Start.

5.2 Export a folder structure
Export a folder structure to preserve the organization of the contained documents when
making them available in another PLA 3.0 environment.

Procedure
To export a folder structure:
1. In the Navigator, right-click the folder that contains the structure you want to export.
2. From the context menu, select Export >

Documents.

Tip: Open documents are excluded from the export process. Make sure all documents
in the structure are closed.

8/11

Organizing PLA 3.0 documents | PLA 3.0 | Version 3.0.5

3. In the Export as document package dialog, on the Settings tab, select the folder to
which you want to export the structure and click Save.
Important: If you change the default file name, make sure to keep the file type
(*.edpdp). If you change the file type, you cannot export the folder structure.
4. To export the folder structure and create the document package, click Start.
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6 Importing documents
6.1 Import a document
Import a document to make it available in your PLA 3.0 environment.

Procedure
To import a document:
1. In the Navigator, right-click the folder to which you want to add the document.
2. From the context menu, select

Import....

3. In the Importing documents dialog, select 'Document package' and click OK.
4. In the Import documents dialog, on the Settings tab, select the document you want to
import as the source file and click Open.
Important: If the source file you selected is not displayed and Start is grayed
out, check the file type of the source file. PLA 3.0 can import only documents with the
(*.edpdp) file type in lower case.

5. To import the document, click Start.

6.2 Import a PLA 2.x document
Import a PLA 2.x document to make it available in your PLA 3.0 environment.
Note: This procedure describes how to manually import a PLA 2.x document. To migrate
your data from PLA 2.x to PLA 3.0, we recommend you use our PLA Migration and Archiving
Toolkit.

Procedure
To import a PLA 2.x document:
1. In the Navigator, right-click the folder to which you want to add the document.
2. From the context menu, select

Import....

3. In the Importing documents dialog, select 'PLA 2.x (*.psf) Documents' and click OK.
4. In the Import data dialog, on the Settings tab, select the PLA 2.x document you want to
import as the source file and click Open.

5. To import the PLA 2.x document, click Start.
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7 Changing document keys

Documents are identified by unique keys. The key consists of a prefix, a counter, and a suffix.
You can change the counter if required.
Important: You cannot change the format of the document key with this action. To

change the format, you have to change the properties of the folder that contains the
document.

Before you begin
Make sure your database policies allow changes to document and folder keys.

About this task
To change document keys, you need the 'Change document and folder key' permission.

Procedure
To change the counter of a document key:
1. In the detail view of the Navigator, right-click the document for which you want to
change the key.
2. From the context menu, select Advanced >

Change document key.

3. In the Change document key dialog, under Document key, select if the new key should
be generated automatically or if you want to enter it manually.

4. If you manually enter a new key, in the Custom number text box, enter the new counter.
5. If the document key displayed in the preview meets your requirements, click OK.
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