
Toolbar
Toolbar Overview

The Toolbar 
is part of 
the Explorer 
Tab which 
contains 
many 
options 
related to 
folders, 
models or 
object 
definitions.

Relevant 
options will 
be enabled 
when a 
database, 
folder, 
model or an 
object 
definition is 
selected.
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Toolbar Functionalities

Icon Pop-up Window Description
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Use the New 
 icon Folder

to create a 
new folder in 
the database 
or in an 
already 
created folder.

By clicking on 
this icon, the 
pop-up 
window Creat

 e New Folder
allows you to 
name your 
folder.

Click  to Save
create the 
folder or Canc

 to abort.el

Use the New 
 icon to Model

create a new 
model in the 
selected 
folder.

By clicking on 
this button, a 
pop-up 
window will 
open:

Enter a name 
for your 
model and 
choose a 
model type. 
Click  to Save
create the 
model in the 
selected 
folder.

Yo
u 
can
onl
y 
cre
ate 
a 
ne
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del 
in 
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fold
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not 
dire
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in 
a 
dat
aba
se.



The  icon Edit
allows you to 
edit the 
model or 
folder name. 

A pop-up 
window will 
open: Enter 
the new 
name of the 
model or 
folder and 
confirm with S

.ave

Use the  Copy
icon to copy 
your model or 
object to 
another 
location.

Use the Cut 
icon to item 

move your 
folder, model 
or object to 
another 
location.

Use this icon 
to  a paste
copied or cut 
item to 
another 
location.

Not
e 
that
this
opti
on 
is 
dis
abl
ed 
if 
you
sel
ect 
a 
dat
aba
se.

Not
e 
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this
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is 
dis
abl
ed 
if 
you
sel
ect 
a 
fold
er.



Copy: You 
will be asked 
what type of 
copies you 
want to 
create. 
Choose one 
of the options 
and click Don

to proceed e 
or click Cance

to abort.l 

Cut: You will 
be asked if 
you want to 
move objects 
appearing in 
the selected 
models and 
that are in the 
same folder. 
You can 
choose 
between , Yes

 or No Cancel.

Th
e 
opti
ons
dep
end
on 
the 
pre
vio
us 
acti
on 
(co

 py
or 
cut
).
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Click on the D
 icon to elete

erase a 
selected 
folder, model 
or object.  If 
you use this 
icon, a 
confirmation 
dialog will 
open.

If you want to 
delete the 
folder 
including its 
content, click 

.Yes

If you use this 
icon on models
, you can 
choose to 
delete all the 
objects 
definitions 
that appear 
only on 
selected 
models and 
are in the 
same folder 
by checking 
this option 
within the 
confirmation 
dialog.

Use the Refre
icsh explorer 

on to refresh 
your 
explorer. Whe
n you click 
the icon, a 
message 
appears on 
the top left 
corner of the 
screen 
showing the 
message Expl
orer is 
refreshed.

Not
e 
that
all 
ite
ms 
wit
hin 
the 
sel
ect
ed 
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er 
will 
als
o 
be 
del
ete
d.



If you want to 
export data 
from a 
database, 
folder or 
model, use 
the  Export
option. 
Available 
export 
formats are J

 and SON XML
.

Use the Impo
 option if rt

you want to 
import data 
from a file to 
a folder or 
model. 
Available 
import 
formats are 
JSON, XML 
and ARIS.

For
mo
re 
det
ails
see
pag
e E
xpo
rt 
and
Imp

.ort
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1.  

2.  

3.  

4.  

5.  

You can 
generate 
reports from 
the  Reports
page in the A
dministration
tab. 

Five Standar
 ared Reports

available:

Process 
Handbo
ok
Model 
Informati
on
Job 
Descripti
on
IT 
System 
Descripti
on
RACI(.
xlsx)

The optShare 
ion allows 
you to copy a 
link of the 
chosen 
database, 
folder or 
model to a 
clipboard. 
When you 
click the icon, 
a message 
appears on 
the top left 
corner of the 
screen 
showing the 
message URL
copied to 

.clipboard

For
mo
re 
det
ails
visi
t 
pag
e S
tan
dar
d 
Re
por

.ts
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The Publish 
optto cockpit 

ion is 
available for 
databases, 
folders or 
models. Use 
it to pin the 
selected item 
to a cockpit. 
When you 
click on the 
button, 
a  message 
appears on 
the top left 
corner of the 
screen 
showing the 
message Exte
rnal link 
published to 

.cockpit

The 
iConsolidate 

con gives you 
the option to 
merge two or 
more objects. 
Select a 
folder and 
click on the 
consolidate 
button in the 
toolbar. The 
pop-up 
window Selec
t Objects for 
Consolidatio

will open.n 

Double click 
on at least 
two objects 
and click Next
. A new pop-
up window 
will appear 
where you 
need to 
select one 
master object
. When you 
are ready to 
merge, click C

to onsolidate 
merge all 
selected 
objects. If you 
want to 
discard your 
choice, click C

. To ancel
return to the 
previous pop-
up window, 
click . Back



The Apply 
 templates

icon gives 
you the 
option to 
apply 
templates on 
all of the 
models in 
specific folder 
at once. 

First, select 
the folder you 
want to apply 
the templates 
to, and then 
choose Apply 
templates 
option from 
the Toolbar.

The Back
icon/Forward 

s are used for 
navigating 
through paths 
you have 
recently 
visited.
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The Toggle 
role level 

 icon visibility
gives you the 
option to 
show only the 
models that 
are visible to 

 your role
inside the 
Structure bar.
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