
Automation for print, online and mobile

Typefi Server
G E T T I N G  S T A R T E D :

Australia . USA . UK . Netherlands . typefi.comr e l e a s e :  1 . 0 . 1



2

© 2004–2015 Typefi Systems Pty Ltd. All rights reserved.

Under the copyright laws, this manual may not be copied, in whole or in part, 
without the written consent of Typefi.

Typefi and the Typefi logo are either registered trademarks or trademarks of Typefi 
Systems Pty Ltd in the United States and/or other countries. All other trademarks, 
logos and copyrights are the property of their respective owners.

Every effort has been made to ensure that the information in this book is accurate. 
Typefi is not responsible for printing or clerical errors.

Because Typefi periodically releases new versions and updates to its software, 
images shown in this book may be different from what you see on your screen.

Typefi Systems Pty Ltd 
Innovation Centre 
PO Box 7081 
Sippy Downs QLD 4556 
+61 7 3102 5444 
www.typefi.com

Release: 1.0.1

Australia . USA . UK . Netherlands . typefi.com
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Finding your way around
Typefi Server provides access to all your templates, documents, workflows, and projects through 
your web browser. The Typefi home screen is your starting point for organizing Files, creating 
Workflows, viewing the result of Jobs, and setting defaults for workflow Actions.

Sign in to Typefi
To access the Typefi Server you first need to sign in:

1 Open a new browser window and enter the URL of your Typefi Server. For example, http://cloud.
typefi.net (where ‘cloud.typefi.net’ is the name of your Typefi Server).

2 When the login screen appears, sign in using your account credentials (typically your email address). 
To avoid signing in the next time select Stay signed in. You will not be asked to sign in again for 30 
days, even if you refresh your browser window or close your web browser.

3 To sign out, click on your name shown at the top right side of the browser window, then choose Sign 
out. If you did not select Stay signed in when logging in, you can also sign out simply by closing your 
web browser.

Overview
Use the tabs at the top of the browser window to switch between different areas of your 
Typefi Server.

Getting Started with Typefi Server
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Files

Clicking the Typefi logo or Files tab takes you to the top level of the Files area, where you can browse 
and organize files the way you prefer to work, as well as create workflows and projects.

Signed in as  Selected view

 Location breadcrumbs  System tools

Jobs

Click the Jobs tab to see a history of all the output created by Typefi workflows. When you are in the 
Jobs area, the hierarchical folder view shown in the Files area is replaced by a historical sequencing 
of all workflow job folders. Jobs are shown in reverse chronological order so that the most recent 
one always appears at the top; whereas the files and folders located in the Files area are sorted 
alphabetically.

 Search  Jobs tab  Search operators  Job counter 

 Quick view  Job  Username

 Job status 
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Actions

Click the Actions tab to set system-wide preferences for how each action should behave when 
added to a new workflow. Here you can adjust settings such as Microsoft Word import options, 
PDF Presets, EPUB export options, and more. For more information on setting up workflows, see 
Getting Started with Typefi Workflows.

Installed actions and default settings 

 Action type  Action release

 Add a precon�gured work	ow as an action

Admin

Typefi Server supports small organizations, mid-sized workgroups, and large enterprise 
deployments. Log in with an administrator account to change service settings and perform other 
administrative tasks via the Admin tab. For more information on administering your Typefi Server, 
see the Typefi Server Administration guide.

Note: The Admin tab is only visible for specific user roles.
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Working with files
Everything on your Typefi Server is organized in a folder structure. You can create folders to organize 
your documents and projects in the Files area. While navigating through folders, Typefi displays 
location breadcrumbs at the top of the window so you always know where you are.

Signed in as  Selected view

 Location breadcrumbs  System tools

Creating a folder
To create a folder, click New Folder (  ), then enter a name for the folder.

Uploading files
You can upload templates, artwork, other kinds of files, and even entire folders to your Typefi Server 
so you can access these documents from anywhere at any time.

Click Add Files (  ) to open a browser file upload dialog, and then select the files you want to 
upload. To select multiple files, press Ctrl (Windows) or Command (OS X) and click all the files you 
want to upload.

To upload a folder, first compress the folder as a ZIP archive, then click Add Files to upload the 
archive. To create an archive:

• Windows: Right-click the folder, then choose Send to   Compressed (zipped) folder from the 
shortcut menu.

• OS X: Control-click or tap the folder using two fingers, then choose Compress from the 
shortcut menu.
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Downloading files
To download a file or folder, click the checkbox next to the item, and then click Download (  ). To 
download all the items currently visible on the page, click the checkbox in the heading above to 
select all the checkboxes, then click Download.

 File tools File details  Selected �le (checked out by Type� User)

When downloading multiple items or a folder, Typefi Server automatically compresses the items into 
a ZIP archive before downloading them.

Downloaded files are saved in a download folder set by your web browser. Check your browser’s 
settings to see where to find your downloads.

Checking out files
Checking out a document locks the file for all other users while you make your changes. Other users 
can still view or download the original version of the document while you have it checked out, but 
they cannot make changes to it.

To check out a file:

1 Click on the name, or the File Details (  ) link, of the file you’d like to check out.

2 Click Check Out.

Note: You can also check out files using Typefi Designer for Adobe InDesign or Typefi Writer for 
Microsoft Word.

Check in a file

When you finish making your changes, you must check it back into the Typefi Server to update the 
original document. This removes the lock and makes the updated file available to other users.

To check in a file:

1 Click on the name, or the File Details (  ) link, of the checked out file.

2 Click Check In to open a browser file upload dialog.

3 Select the updated file and click OK.
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Note: You can only check in a file with the same name as the file you checked out.

Undo a check out

If you decide not to keep the changes you’ve made to a checked out document, you’ll need to undo 
(cancel) the checkout to make the original version available to other users.

To undo a check out:

1 Click on the name, or the File Details (  ) link, of the checked out file.

2 Click Undo Check Out.

Note: Only administrators can undo a check out for files that are checked out by other users.

Deleting files
If you want to delete a file, click the checkbox next to the files you want to delete, and then click 
Delete (  ). To delete all the items currently visible on the page, click the checkbox in the column 
heading to select all items in the current folder, and then click Delete.

Restoring a deleted file

Deleted files are usually not recoverable unless Typefi Server has been configured to use a content 
management system as its Filestore. To restore deleted files, see the documentation provided with 
your content management system.

Renaming files
You can change the name of most files and folders in Typefi 8 by clicking the checkbox next to an 
item, then clicking Rename (  ) and entering a new name.

Follow these conventions when naming a workflow:

• You can use numbers and most symbols.

• The name cannot be longer than 255 characters.

• Avoid using control characters or any of the following: * < > : " / | \ ? ; ! ^

• Do not start or end a name with a period (.).

• Avoid starting or ending a name with a space.

Moving or copying a file
To move, copy, or duplicate a file or folder, click the checkbox next to the item, then click the 
respective button.

1 Click Move (  ) to copy a file to a new folder and then remove the original.

2 Click Copy (  ) to duplicate a file without changing the original.

https://en.wikipedia.org/wiki/Control_character
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Filtering your files
If a folder contains many files, you can use the search filter to help you quickly find a file. Click within 
the Search box located above the list of files, then enter your search. Your search results will appear 
as you type.

 Files search �lter  Clear search terms

To undo the files filtering, clear the contents of the search box by clicking the clear icon (  ) or by 
selecting and deleting it.

Creating workflows and projects
Workflows (  ) connect applications and actions to automate tasks without needing to know 
complicated programming or scripting languages. For more information about creating and using 
workflows, see Getting Started with Typefi Workflows.

Projects (  ) group complementary workflows into a collection and are used by Typefi Writer to 
validate documents against multiple workflows simultaneously. For more information about projects 
and Typefi Writer, see the Typefi Writer documentation.



appendix a: Troubleshooting

A P P E N D I X  A :

10

Browser issues
Some issues that you encounter with the Typefi Server can be solved by changing your browser 
settings, refreshing the page, or clearing the browser cache or cookies.

Supported Browsers
Some browser issues may be caused by the browser itself. For optimal viewing and security, we 
recommend that you keep your browser up-to-date. We recommend that you use Mozilla Firefox, 
Google Chrome, Safari, or Internet Explorer 10 or later.

Force refresh
A force refresh or reload will cause the browser to make sure that it has the latest copy of the web 
page you are viewing. Use these keyboard shortcuts to force refresh your browser:

• Windows: Ctrl + F5

• OS X: Command + R

Clearing your browser cache
Each time you access a web page, your browser stores or caches copies of the files needed to display 
the page. If your browser cache is not updating properly, your browser may be using out-of-date files 
needed to run Typefi 8. Clearing the cache will cause the browser to fetch all the support files again:

• Mozilla Firefox

• Google Chrome

• Safari

• Internet Explorer

Clearing cookies
Cookies are small data files sent to your browser by Typefi 8 to log you in, remember your 
preferences and settings, and keep your account secure, among other things. Typefi does not use 
cookies in order to promote our services on third-party sites.

If you have trouble accessing parts of the Typefi Server, you may need to clear your Typefi-specific 
cookies. We do not recommend that you clear all browser cookies, as that will affect your experience 
using other websites:

• Mozilla Firefox

• Google Chrome

• Safari

• Internet Explorer

Troubleshooting

http://firefox.com/
http://www.google.com/chrome
https://support.apple.com/downloads/safari
http://windows.microsoft.com/en-us/internet-explorer/download-ie
https://support.mozilla.org/en-US/kb/how-clear-firefox-cache
https://support.google.com/chrome/answer/95582?hl=en
https://support.apple.com/en-us/HT204098
http://windows.microsoft.com/en-us/internet-explorer/manage-delete-browsing-history-internet-explorer#ie=ie-11
https://support.mozilla.org/en-US/kb/delete-cookies-remove-info-websites-stored
https://support.google.com/accounts/answer/32050?hl=en
https://support.apple.com/en-us/HT204098
http://windows.microsoft.com/en-US/internet-explorer/delete-manage-cookies#ie=ie-11

