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1. Introduction 

1.1 Purpose of the document 

This document is intended for ORLEN Group contractors, hereinafter referred to as 

Documentation Providers. 

 

1.2 Glossary 

ARCHEO - ORLEN Group Technical Archive, also known as the system. 

Document attributes - a set of fields that describe each document. 

Document - a collection of business information contained in attributes and a document file 

stored in a document repository. 

Documentation provider - an external or internal user tasked with providing documentation 

for a given project/investment task. 

Filter - a set of criteria (e.g., document attributes) completed by the user, thanks to which the 

system, when searching for content or generating a report, can narrow down the number of 

search results or report rows. 

Tile - a representation of the number of possible cases on the main screen of the ARCHEO 

system in the form of a properly described square. The tile can refer to cases of a single process 

or cases appropriately filtered - meeting specific requirements. 

File - a set of data collected in one place and available to the user as a whole. A file can be, for 

example, a document in the following formats: .pdf, .jpg, .jpeg, .png, .tif, .tiff, .gif, .doc, .docx, 

.txt, .rtf, .ppt, .pptx, .xls, .xlsx but also an AutoCAD project. 
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Process - this is a business process model that is a definition of its flow, task performers, 

permissions and forms. It should be considered as a template. It consists of states, events (user 

forms) and conditions. 

Case - is a specific launch of a specific process, filling the template with specific values. For 

example, the process 'Documentation transfer' is one while the documentation transfer cases 

can be thousands. A case is an instance of a process. 

Case state - the status given to a case according to its current process transition path. The case 

moves to the next state after an event is performed on it. 

External user - a person with an account in the ARCHEO system who is not also an employee 

of ORLEN CG. 

Event - is an action of the process in the form of a form, the completion and execution of which 

moves the case from one state to another. 

 

1.3 For whom is the ARCHEO application 

intended? 

The ARCHEO system is an application designed for ORLEN CG subcontractors to transfer and 

archive project documentation in the system. The system's functionalities have been distributed 

according to the rights of individual users. Thanks to such a procedure, a specific user has access 

only to the issues and functionalities that concern him. 
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2. Use of the application 

2.1 Logging into the application 

After creating an account in the system, the Provider will receive an email notification with 

information on how to set the application password for its user. In order to log in to the 

application, the Documentation Provider must go to the address in their web browser: 

https://archeo.orlen.pl 

The start screen of the application, which includes login fields, is shown in Figure 1. This screen 

is used to log the Contractor into the system. 

 

Figure 1: ARCHEO system login page 

 

In order to log in an external provider, it is necessary to provide:  

 Login (this is the email address to which the Documentation Provider received an email 

with instructions to set a password) 

 Password (set by the Supplier according to the instructions received) 

and then pressing the Login button. 

 

NOTE: For in-house documentation providers, logging into the system will be done using 

domain data. 

https://archeo.orlen.pl/
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After providing correct data, the Documentation Provider is redirected to the home page with a 

tile view. Otherwise, the system displays an appropriate message, indicating that the login data 

is not correct. After entering incorrect data three times, the account will be locked. To unlock 

it, use the password change function described in the next section. If the account is still locked 

after changing the password, contact the System Administrator. The System Administrator's e-

mail address can be seen by clicking on the link Can't log in? 

 

2.2 Password change 

If a user has forgotten his password or wants to modify it, he can use the password change 

functionality. To do so, click on the link Can't log in? visible on the login page. Then the 

system will display a window containing information on login problems, the System 

Administrator's email address and the Change Password link (Figure 2). 

 

Figure 2: Window visible after clicking "Can't log in?" 

 

Clicking on the Change Password link will bring up another window (Figure 3) where the user 

can enter the Email assigned to the account or username. After entering the Email or 

username, click the Send Password Reset Link button and the system will automatically send 

a message with a link resetting the old password to the user's email address. 
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Figure 3: "Change password" window with "Send password reset link" button 

 

When you receive the email, click on the link contained in it, which will take you to the 

password change page (Figure 4). 

 

Figure 4: Change password page 

 

An identical string of characters must be entered in the New Password and New Password 

again fields. In addition, the password to be set must include: 

 8 characters minimum, 

 At least one lowercase letter, 

 At least one uppercase letter, 

 at least one number, 
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 At least one special character. 

Once the fields are filled in correctly and the Save button is clicked, the password will be 

updated and the user will be able to log into the system using it. 

2.3 Language selection 

The application offers the possibility to work with ARCHEO in three languages: Polish, English 

and Czech. We can choose the default language on the login page or inside the application. 

To change the language on the login page, click on the button marked with the icon  (in the 

upper right corner of the login window) and then select the language version of the system 

(Figure 5). 

 

Figure 5: Language selection on the login page 

 

When you select a language, the translation of the login screen changes and when you log in, 

the ARCHEO system is presented in the selected language. 

If you want to change the language of the system while already logged into the application, just 

expand the Language item in the main menu on the left side of the screen and select the system 

language (Figure 6). 
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Figure 6: Language selection in the ARCHEO system 
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2.4 Home page of the application 

After logging into the ARCHEO system, the user has in front of him/her the Home Page of 

his/her profile (Błąd! Nie można odnaleźć źródła odwołania. 7). 

 

Figure 7: Home Page 

 

On the left side of the screen is a drop-down Main Menu [1]. Its content depends on the 

permissions assigned to the user. The central part of the page contains tiles divided into two 

groups: Saved [2] and Basic [3]. 

- The first group named Saved is occupied by personalized tiles (case list views) created by the 

user. By default, each new user does not have defined views. Creation of views is possible using 

the Save as tile option available from the issue list level. 

- The second group, named Basic, is occupied by basic views of the lists of cases in which a 

particular Documentation Provider may be involved. 

The numbers displayed on each tile indicate the current number of cases to be taken up by the 

Documentation Provider. 
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2.5 How to navigate the issues? 

First, select an area of interest. Let's assume that the Documentation Provider wants to deal with 

Handover of documentation. 

In order to reach detailed information on a particular case from the Handover of 

documentation category, click on the tile representing this type of cases, then you will be 

redirected to the screen with the Detailed list of cases to be executed in this area (Figure 8). 

 

Figure 8: Detailed list of cases 

 

The detailed list of cases includes basic information about each case on it.  

These include: 

 Project number - the unique number of the investment project, 

 Project name - the name of the project to which the documentation is submitted, 

 Parent folder - the folder in the archive where the destination folder is located, 

 Destination folder - the exact location in the project resources to which the 

documentation will be transferred, 

 Case number - a unique identifier of the case, 

 Status - the state in which the case is currently located, 

 Last action - the exact date and time of the last event performed on the case, 
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 Is closed - the padlock and status informs the user about the status of the case, if it is 

closed it means that the process of the case has been completed and the case has been 

closed/archived. By default, closed cases (closed padlock) are not displayed in the list. 

Depending on the type of tile you enter, the list as well as the column designations may differ. 

Above the Detailed list of cases there is information about the number of cases on the list. 

When scrolling down the list of cases, the next records of the list are read. 

Some cases may be displayed in yellow or red. When colored in yellow, it means that the 

deadline for the case is approaching, i.e. there are 7 or fewer days left to complete the case. 

When a case is colored red, it means that the deadline for the case has already passed. 

 

2.5.1 How do I filter the cases in the list? 

Select one of the created (Saved) or basic (Basic) tiles to go to the list of cases (Figure 9). 

 

Figure 9: Tile selection 

In the list of cases in the upper right corner is the Filter button (Figure 10). 
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Figure 10: Filter button 

 

After clicking on the filter button, the search/filter panel for cases expands (Figure 11). 

 

Figure 111: Case search/filter panel 

 

The search/filter panel includes, among other buttons: 

 Done [1] - is used to search/filter, 

 Restore to defaults [2] - used to restore the default filtering, 

 x [3] - used to close the filtering panel. 

 

By completing more fields in the filtering panel of the list of cases, the Documentation Provider 

is able to limit the number of records displayed. Among others, the following basic filters are 

available: 

 Open (automatically selected in the primary process tiles),  

 Closed,  

 Started by me,  
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 With an action to be performed by me (automatically selected in the basic process 

tiles),  

 Case no,  

 Created,  

 Recent action,  

 Launched by,  

 Changed by,  

 Status.  

To apply the filter, fill in the appropriate fields and click the Done button [1] (located at the 

bottom of the panel). 

The availability of additional fields in the filter depends on which tile you select, as each process 

has its own specific and key search attributes. 

Restoring the default view of the list is possible by clicking the Restore to Default [2] button. 

The filtering screen can be closed using the x [3] button in the upper right corner of the filtering 

panel. 
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2.5.2 How do you create your own tile? 

To customize the tiles, the user must go to the selected list of cases and use filtering (Figure 

10). Then, in the filtering panel, select which conditions you want the selected cases to meet 

and confirm with the Done [1] button (Figure 11). Finally, the selected conditions must be 

saved as a tile using the Save as tile button, provide a name for the tile and press Save (Figure 

12). 

 

Figure 12: Saving a custom tile 

 

The created tile will appear on the home page in the Saved section (Figure 13). 

 

Figure 13: Newly created tile 
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2.5.3 How to remove a custom tile? 

To delete a custom tile, simply hover over the tile with the mouse cursor and press the x button 

that appears, located in the upper right corner of the tile (Figure 14). 

 

Figure 14: Deleting a custom tile 

 

A message will then be displayed confirming the action of deleting the tile, which must be 

confirmed with the Yes button (Figure 15). 

 

Figure 15: Message confirming the action of deleting a tile 
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2.5.4 How to filter cases with checkboxes "Open", 

"Closed", "Started by me" and other possible 

combinations? 

To view cases that have been hidden, use the filtering panel to filter cases with the Opened and 

Closed boxes checked (Figure 16). 

 

Figure 16: Filtering panel with "Opened" and "Closed" boxes checked. 

 

A list of all issues on which the user can perform an event or could have performed an event 

will be displayed to the user. The list of issues retrieved in this way can be saved by the user as 

their own tile using the Save as tile button, giving it their own name. 

The documentation provider can also search for cases started by him by additionally checking 

the box Started by me (Figure 17). 

 

Figure 17: Filtering panel for cases with "Open", "Closed" and "Started by me" boxes checked. 
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To generate a list of issues that have been registered by a given user and on which he/she has 

the ability to perform events (in this case, we will not see issues on which we do not have 

actions to perform), check the boxes Open, Started by me and With action to be performed 

by me (Figure 18). 

 

Figure 18: Filter panel with checkboxes for "Open", "Started by me"  

and "With action to be performed by me" 

 

Additional possible filtering combinations: 

■ Open + With action to be performed by me - a list of cases on which the user can 

perform an event will be generated, 

■ Closed - a list of cases that have been closed will be generated. 

■ Closed + Established by me - a list of cases registered by the user and 

closed/processed will be generated. 
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2.5.5 How to search for cases created on a given 

day? 

To do this, use the filter panel on the list of cases and select the date range of interest in the 

Created fields (Figure 19). 

 

Figure 19: Search screen for cases created on a given day 

 

Set the values in the fields so that the first date in the field on the left is earlier than or equal to 

the second date. After filling in the fields, press the Done button. 
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2.5.6 How to navigate to the selected case, view 

its details and execute the event? 

Detailed information and the control center of the selected case are displayed  

after clicking on the row representing it in the list of cases of a given process (Figure 20).  

 

Figure 20: Indication of how to enter the case details 

 

The red box indicates the area you need to click on to access the details of a case. When you 

click on the line representing the case, the case details screen is displayed (Figure 21). 

 

Figure 21: Information about the selected case 

The central part of the screen displays General (basic) information about the case. Depending 

on the status of the case and the level of authorization, the Documentation Provider also sees 

process event execution buttons in the event buttons section (in the upper right corner). Using 
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these buttons, the user is able to process cases. For example, a logged-in Documentation 

Provider in a Documentation Transfer process case, being in the state of Transfer Protocol 

Delivered, has the ability to execute the Confirm acceptance of protocol event. 

 

2.5.7 Why don't you see the cases on the list? 

As mentioned earlier, each basic tile corresponds to an individual process and contains a list of 

cases on which the currently logged-in user can execute events. If the executable events have 

already been performed or the case has been closed (the process has gone to the end), the case 

in the default view will not be displayed in the list of cases of the process (Figure 22).  

 

Figure 22: Empty list of cases 

 

In this case, make the appropriate filtering described in section 2.5.1, e.g., with the Opened and 

Closed options. 

 

2.6 What functionality does the main menu 

provide? 
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The Main Menu includes an item that allows you to go to the Home Page of the system (the 

tile view on the main screen of the application). The figure below shows the Main Menu in 

one of its variants (Figure 23). 

 

Figure 23: Main Menu 

 

What items will be visible in the menu depends on the rights and functions of the user in the 

system.  
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3. Processes 

3.1. Handover of documentation 

As part of the process, the Documentation Provider will deliver successive documentation files 

to folders that have been defined by the project implementer on the ORLEN CG side. After the 

Documentation Provider adds the documents and submits them to the manager, there will be a 

quantitative verification of the documents on the ORLEN CG side and generation of the 

documentation transfer protocol. The transfer of documentation is completed with the 

confirmation of acceptance of the protocol by the Documentation Provider. 

How to transfer the documentation? 

To transfer documentation, select a case in the state of Documentation to transfer (Figure 25) 

from the Handover of documentation tile (Figure 24) and then execute the Forward 

documentation event (Figure 26). 
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Figure 24: Documentation Transfer tile 

 

 

 

Figure 25: Documentation Transfer Case in the state of Documentation to be Transferred 
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Figure 26: Forward Documentation button 

 

The Documentation Transfer Form (Figure 27) contains a required field in which to add the 

documentation to be transferred using the Choose File button [1]. Multiple files can be added 

at once in this field. A maximum of 100 files can be added at one time, with each individual 

file not exceeding 100MB. 

 

In addition, fill in the details [2] of the added documents: 

- Study number according to the Supplier, 

- Revision no, 

- Development phase. 

 

Figure 27: Documentation Transfer Form 
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After completing the form, press the Execute button [3]. 

 

After the event is executed, the case can be forwarded for verifiy which will place the case 

with the project manager on the ORLEN CG side, or additional documents can be forwarded 

if additional documentation is needed. After each step of the documentation transfer is 

performed, the attached files are saved in the case and until the case is submitted for verification, 

the supplier can modify, delete and add them. 

 

What if there is a need for additional documentation? 

When the entered documentation is not complete, the user transferring the documentation can 

attach additional documents by executing the Forward additional documents event. To do 

this, press the Forward additional documents button (Figure 28). 

 

Figure 28: Forward further documents button 

After selecting the button, the system will display a form that will allow you to submit additional 

documents (Figure 29). To add further documents, just use the Choose File button. The rules 

for attaching further files are the same as when performing this step for the first time. 
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Figure 29: Form of event Submission of further documents 

 

To execute the event press the Execute button. To cancel the execution of the event, press the 

Cancel button. After transferring more documents, the case again goes to the Transmitted 

documentation status, from which you can transfer the documentation for verification or add 

the missing documents again. 

To delete a document mistakenly attached to the Transmit Documentation or Subsequent 

Documents event form, click on the "trash" icon displayed next to the document selected for 

deletion. 

 

How to submit documentation for quantitative verification? 

In order to submit the documentation for quantitative verification, execute the Forward to 

verify event (Figure 30). 
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Figure 30: Submit button for verification 

The system will display a form (Figure 31) that requires confirmation of the documentation 

transfer. If the attached documentation is quantitatively complete, check the required box I 

confirm enclose documentation and then press the Execute button. 

 

Figure 31: Event form Submit for verification 

 

 

How to complete the documentation? 

If the documentation submitted by the Documentation Provider does not pass quantitative 

verification on the part of ORLEN CG, the system will send an email notification to the 
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Documentation Provider with the relevant information and the case that has been established 

will return to the Documentation Provider this time in the state Documentation pending 

completion (Figure 32). The case will be available to the Documentation Provider from the 

Handover of documentation tile. 

 

Figure 32: Documentation awaiting completion 

 

After entering the details of such a case, we have the opportunity to see the comments and 

acknowledgment (Figure 33). 

 

Figure 33: Confirm Receipt of Comments button 
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After clicking on the Confirm comments acceptance button, a form is displayed (Figure 34) 

with fields for Comment from reviewer [1], Deadline for consideration of comments [2] 

from the person reviewing the submitted documentation, and Iteration of corrections [3] 

(correction counter, if any). On the form after reviewing the comments, we must check the box 

I confirm review of the above comments [4], and then press the Execute button. 

  

Figure 34: Comments on the submitted documentation 

 

At this point, the case returns to the Submitted Documentation status. Further actions include 

the same steps as those described in the section "How to submit documentation for quantity 

verification?". Note that in order to add a new version of any file, you must first remove its 

previous version from the event form. 

 

Acceptance of the handover protocol 

The last step in the Documentation Submission process is the Confirm Acceptance Protocol 

event. In order to complete the process, the Documentation Provider must confirm the 

acceptance and submission of the protocol. To trigger the event on a case in the Documentation 

Complete or Transfer report delivered state, he selects the Confirm Acceptance Protocol 

button (Figure 35). 



 
External User's Manual - ARCHEO Technical Archive ORLEN Group 

2024-08-06 
31 

 

Figure 35: Confirm acceptance of protocol button 

 

 

On the event form (Figure 36), the Documentation Transfer Protocol [1] field contains the 

documentation transfer protocol. The supplier's task is to download it and read it and then 

check the box I confirm acceptance of the protocol [2]. 

 

Figure 36: Event form Confirm acceptance of protocol 

 

 

To confirm the completion of the case, click the Execute button. Similar to the previous screen, 

there is also an option to cancel the execution of the event by clicking on the Cancel button. 

Executing the event will move the case to the "Documentation complete" or "Documentation 

transferred" state. Confirmation of acceptance of the protocol is done only once. 
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Acceptance Protocol 

The acceptance protocol will be generated on the ORLEN CG side and sent to the 

Documentation Provider by traditional means. 
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3.2 Giving opinions of documentation 

As part of this process, the Documentation Provider, if necessary, will have to respond to the 

opinions issued regarding the documentation it has provided. This is done on the Opinions of 

the documentation in the state Awaiting a response from the Documentation Provider. We will 

be informed of this situation by email. 

 

How to take into account the comments sent by the ORLEN CG? 

If our documentation has not received a positive opinion, it is sent to us as a Documentation 

Opinion case in the state Awaiting response for the Documentation Provider’s reply. After 

going to the details of the case, we have the option to execute the consideration of comments 

(Figure 37). 

 

Figure 37: Case awaiting response from Documentation Provider 

 

After pressing the Include comments button, a form is displayed containing all the submitted 

comments and opinions to the documentation. 

 

The form for this event consists of two steps: 

1) Presentation of a summary of comments and opinions on documents (Figure 38), 

2) Attach revised documents (Figure 39 and 40). 
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Figure 38: Form for consideration of comments - Step 1 

 

In step one, at the top of the form, you will find the Principal's Comments [1] (if any) and the 

Deadline for Consideration of Comments [2]. Lower down, you will see a list of opinions 

containing the Document under review [3] (with the possibility of downloading the document), 

Opinion attachment [4] (if added), Instructions from the Principal [5], Type of comment 

[6] and Document feedback [7] (content of the opinion) submitted to the Documentation 

Provider as requiring a response from the Provider. At this step, the Supplier only reads the 

comments and opinions, but does not complete any fields. At the bottom of the form, there is a 

Next Step button for moving to the next step (Figure 39). 

 

Figure 39: Form for consideration of comments - Step 2 

Moving to step two, we go to the section completed by the Documentation Provider referring 

to the comments and opinions with which he became familiar in the previous step. At any time 
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it is possible to return to step one to revisit the comments or to recall the opinions of the 

Opinions Providers, to do so press the Return button located at the bottom of the form. 

In step two (Figure 39), at the top of the form, there is an Add Documents field [1], through 

which you should attach the appropriately revised documents after addressing the comments 

from step one, and at the bottom of the form you will see the I Confirm Consideration of All 

Comments field [2]. 

If you need to attach more than one file, you can select several files from the disk and add them 

simultaneously. Adding the documents will cause the records to appear in the list of step two 

(Figure 40). Next to each document you will see the optional Revision Number field [1] and 

the required Documentation Provider Comment field [2]. After attaching all the documents 

and responding to the comments, confirm the inclusion of all comments [3]. Finally, press the 

Execute button, which will forward the revised documentation back to the project implementer 

on the ORLEN CG side. 

 

Figure 40: Form for consideration of comments with added documents - Step 2 

 

After the Documentation Provider has responded to the opinions and comments, the case is sent 

again to the project implementer. The implementer has the opportunity to resend the 

documentation to us with further comments. In such a situation, an additional field with such 

comments will appear on the form for consideration of comments. Further procedure is exactly 

the same as described above. 

3.3 Documentation lend 

As part of this process, a Documentation Provider with an account in the system, if necessary, 

will have the opportunity to borrow documentation located in the ORLEN CG archive. 
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How to launch a documentation rental case? 

To start a new Document Lending case, select Add New Issue from the left menu (Figure 41). 

 

Figure 41: Starting a new case 

 

We will be taken to a page where we can launch the Documentation Lending case. To do this, 

press the Run button (Figure 42). 

 

Figure 42: Launching a Documentation Lending Case 

 

Once the process is started, the document rental request form is displayed (Figure 43). 
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Figure 43: Documentation rental request form 

 

On this form, indicate the exact path in the Digital Archive where the documentation you want 

to borrow is located. In addition, you should enter a Justification of the reason for the loan. 

Optionally, you can enter the Number of the contract with which the loan will be associated. 

The last step on this form is to press the Execute button. In case the indicated folder is empty, 

the system will inform us by writing an error message at the top of the screen (Figure 44). 

 

Figure 44: Error when selecting an empty folder 

 

 

When the indicated folder contains documents, the Document Lending case is launched in the 

state of Application in the process of filling (Figure 45). At this stage of the case, we have the 
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option of submitting an already completed request, selecting specific documents for loan, or 

changing the folder in case we mistakenly selected the wrong folder when launching the loan 

case. 

 

 

Figure 45: Documentation Lending Case Launched 

 

 

How to change the documentation folder? 

If you use the Change Folder button, a form analogous to the one during launch for indicating 

a new folder is displayed (Figure 46). It contains the data entered during launch. 

 

Figure 46: Changing the folder 
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Changing the path and pressing the Execute button will pull the list of documents from the 

newly designated folder.  
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How to indicate the documents to be lent? 

Selecting the Select Documents button (Figure 45) will display a list of all available documents 

for loan in the selected folder (Figure 47). 

 

Figure 47: Document selection 

 

Each document is described by a set of fields. The first [1] contains the exact path to the 

document in the Digital Archive. The next [2] contains the archive number assigned by the 

system. The next field [3] is the document name. All of these fields are non-editable fields. For 

each document, there is an option to check the box Please provide an electronic version [4], 

and if there is also a paper version there is an option to check the box Please provide a paper 

version [5]. 

The selection of documents to be loaned is done by checking the appropriate check boxes next 

to the documents of interest and pressing the Execute button. Again, we are transferred to the 

General tab of the Document Lending case in the state of Request in the process of 

completion. As long as we do not execute the Apply event (Figure 45), it is possible to change 

the selected documents at any time, as well as change the folder. Note that you can only ever 

apply to the contents of one folder per case. 
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Confirmation of data and submission of application 

After pressing the Make application button (Figure 45), all that remains is Confirmation of 

the correctness of the data on the application [1] and Acceptance of the provision [2] 

(Figure 48). 

 

Figure 48: Submission of a request for rental documentation 

 

Once both boxes are checked and the Execute button is pressed, the case changes its status to 

The application Submitted (Figure 49) and is forwarded to the appropriate person on the 

ORLEN CG side. 
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Figure 49: Case of Documentation Lending in the state Request submitted 

 

Completion of the application 

In case of some ambiguity, the submitted application may be returned for supplementation. In 

this case, the case will return to the applicant in the state Awaiting completion. In addition, 

he/she will be informed about it by email. The applicantion can only supplement the application 

(Figure 50). 
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Figure 50: Documentation Lending Case Pending Completion 

 

After using the Complete an Application button, a form will be displayed, where the Applicant 

can enter additional justification for his/her application in the Completion comment field 

(Figure 51). 

 

Figure 51: Completing the application 

 

Once the justification is entered and the Execute button is pressed, the case is again sent to the 

appropriate person on the ORLEN CG side in the Request Submitted state. 

What if our application is rejected? 

If a decision maker on the ORLEN CG side rejects our request, the case will be closed and 

change its status to Application Rejected (Figure 52). We can find such a case in the 
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Documentation Lending tile by filtering the cases after the Closed and Status 'Application 

Rejected' filters. 

 

Figure 52: Rejected Documentation Lending Case 

 

 

How do I pick up the borrowed documents? 

If our request is accepted on the ORLEN CG side, we will be notified by email, and the 

Documentation Lending case will appear in our tile in the Request Accepted state (Figure 

53). When the case is in this state the Documentation Provider can RECEIVE the documents. 
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Figure 53: Accepted Documentation Lending Case 

To receive electronically shared documents, go to the Receive Documents event. Next to each 

electronically shared document there is a link to download it (Figure 54). 

 

Figure 54: Link to download the document made available electronically 

 

After clicking on the link, the system will download and save the document locally on your 

computer (Figure 55). 



 
External User's Manual - ARCHEO Technical Archive ORLEN Group 

2024-08-06 
46 

 

Figure 55: Saving a shared document 

 

 

In the case of documents made available only in paper form, we do not have the possibility to 

preview them in the system. There is no link next to such documents in the File field, while all 

such documents are listed in the Paper Version Location section (Figure 56). There we can 

find information about where we can physically pick up paper versions of borrowed documents. 

 

Figure 56: Paper documents 

 

The ability to preview this event is possible for a maximum of 30 calendar days. After 30 days, 

the ability to receive documents will be revoked. 
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