Content Central User Guide

Document Management Software

cont@
@tm .

v6.5.x
Copyright © 2013 Ademero, Inc.



Table of Contents

PrE AR .. e \Y
O o (=Y o] (o T PP PTTR v
2. Content Central CONCEPES ......cceeeenieeeii ettt et e et eeere s %

2.1 DOCUMENLS ...veeeeie ettt ettt ettt e e e et e e et e e e e e e et re e ren e enneees %
2.2. DOCUMENE TYPES oeeiiriieete ettt ettt ettt e e e e e e eeens Vi
2.3, CALAIOGS ... eeeet ettt Vi
2.4, CAPUIE TYPES ..eieiiitee ettt ettt et e e e Vi
2.5. CodiNG MEINOGS ......ccoitiiiiiit et e Vii

REVISION HISLOMY ...ttt et e e e e e e iX

L. USEN GUITE ...ttt ettt et e et e e et e e 1
O [ gL oo (8ot 1o o RSP PP PP PPPPTI 2

Lo USEN INEEITACE ..ottt 2
2. ThE MAIN MENU ...t 2
3. The DashbDOArd ........ccoouuiiiiii et 2
4. The RESUITS G ... ceeiiiieieii ettt et e e et eeeaes 3
B USEN OPLIONS ..ttt ettt ettt ettt e ettt e e e e e eee 4
5.1 USEN Profile .o 4

5.2, PrEfEIENCES ... e 5

5.3. Downloads and INSEAIErS .........ooeiiiiiiiii e 6

5.4, AQArESS BOOK ......eieiiiiieiiiti ettt ettt e e 7
5.4.1. Adding or Modifying & Contact ..............oeeeeiiiieiiiiiieeeiieeeeiieees 8

5.4.2. Deleting One of More CONtaCcES .........uueieruiieieiiieeeeiine e 8

5.5, SAVEA SEAICHES ...coviiii e 8
5.5.1. Modifying aSaved Search ...........ccoooviiiiiiiiiiiii 8

55.2. Deleting a Saved SEarch ...........oviiiiiiiiciiii e 9

5.6. Default DOCUMENE TYPES .....iieiiieeeeei ettt et 9

5.7, SarCh FIEIOS ...uniie e 9

B8, PIN e e 10

5.9. DOCTYpe ReSUItS FIEldS .......coovviiiiiiiicc e 10

5.10. Grid ReSUIIS FIElUS .......neiiiiiiieeii e 11

511, EVENE VIBWEY .ottt ettt et e e e e 12

B. GEIING HEID .eeeeeii e 13
2. Capturing DOCUMENLS .....ccvuiiiieiti ettt ettt ettt e et e et e e e ae s 14
1. Capturing Paper Documents - DIireCtSCan™ ...........coeveuiiiieiiiiiiieiiiine e 14
1.1, Pre-Capture COOING ....cevunieiiinieeeieiie ettt 14

1.2, POSt-Capture COOING .......ueeeeiieiieie ettt 15

1.3. Versatile CotiNG ......ccoeuuniieiiiii et 15

14, OCR ONIY ettt 16

1.5. Using The DirectScan™ APPIEL ....coouuiiieiiieeeiie e 17
1.5.1. Image ReVIEWING TOOIS ......ccuuuiiiiiiiieeieii et 18

2. Capturing Paper Documents - QCardS™ ...........oicieuiiiieieiiieeeeiir e 18
2.1, Pre-Capture COOING .......oeeeetieeeeiie ettt e e e e e eei e eees 18

2.2. POSt-Capture COOING .......oeeeeeieeeiii et 20

2.3, Versatile COUING ....oevertneiiitiiee ettt e 21

2.4, OCR ONIY .ttt 22

3. Capturing Paper Documents - Document-Type QCard™ ..........cccoveiveiiieiiineeeieeenn, 23
3.1. Creating a Document-Type QCard™ ...........oviiiiiiiieiiiiieeeei e 23

4. Capturing Paper Documents - QCard™ Packet ..........c.uuvveiiiiiiiiiiiiiieecie e 24
4.1. Creating @ QCard™ PaCKEL .........cccuuuieiiiiiie it 24

5. Capturing Paper Documents - Custom Barcode ..............vveviiiinieiiiinneeiiineeeceiinne. 25
6. Capturing EleCtronic DOCUMENES .......cccuvuueieiii et et e e e e e ennes 26




Content Central User Guide

6.1. Using the Capture Frame ........coouiiiii e e e e 26
6.1.1. Pre-Capture Coding ......c.uveviiieiiiieeiii e ee e e e 27

6.1.2. POSt-Capture CodiNg ........ooevuuiiiiiieiii e e e e e e 28

6.1.3. Varsatile CoadiNg .....ccuieiiiiiiiie e 28

6.1.4. Capture ONlY ..ccvuiiiiciii e 29

6.2. Using the Drag & Drop Upload APPIELS .......covviiiiiiiiieceeeee e, 30
6.2.1. Using the Context Menu or File Menu .............coccceieeiiviiiineciieennn, 30

6.2.2. Using the Results-Frame Upload Area...........ccooeevvieeiiiieiiineciieeennnn, 31

7. Creating New Documents From PDF-Form Templates ...........cccovvvveiiiiiiiiiiieiinees 32
8. The CotiNg QUEUE ......ccouueeiieiiii e et e e e e e e e e e e e e e e e et e e et e e eaneeees 33
3. Searching fOr DOCUMENLS ......uuiiiiiiiiee e e e e e e e e e e e e et e e e e eanas 35
S s o g I 0= 1] (=S PP 35
2. Searching bBY Packel ..........oooiiiii e 37
I @ U o &= (v PN 37
4, Saving SEArCh RESUILS ... .cvuiii e 37
4, Managing DOCUMENLS .......ciuuieiie e e e e e e e e e e e e e e et e e et e e e aa e e e e eeenas 39
IO 1 oo (0 1o PPN 39
2. Viewing a Document in the BrOWSES .........ccuuiiiiiieiiii e e e e 39
3. Streaming a PDF DOCUMENL ... .cuuiiiiieiiieeei e e e e e e e e e e e et e e e e e ean e eees 40
4, Downloading DOCUMENES .......uuiiiiieii e e e e e et e e e e e e e e et e e e eeanees 40
5. E-Mailing DOCUMENLS .....uuiiiieiiiieeie e e e e e e e e e e e e e e e e et e e e e e eeeen 41
6. FaxXing DOCUMENES ......iviiieiiiieiie et e e e e e e e e e e e e e e e et e et e e aaeeeens 42
7. Appending t0 @ DOCUMENT ........uuiiiiiiii e e e e e e e e e e eeen 43
7.1. Appending by DIireCtSCan™ ........cciuiiiiiieiiii e e 43

7.2. Appending by QCard™ ........couiiiiiiiei i 44

7.3. Appending by Electronic Upload ...........cccooiiiiiiiiiiiiiiiieee e 44

8. REPIACiNg @ DOCUMENL ... ..uuiiiiiii e e e e e e e e e e e e e aaaas 44
8.1. Replacing by DIreCtSCan™ .........ccoviiiiiiiiiiiiieeie e e 45

8.2. Replacing by QCard™ .......cciiiiiiii i 45

8.3. Replacing by Electronic Upload ...........cocvvviiiiiiieiiiicciiece e 46

9. Editing DOCUMENLS .....uuiiiiiiii i e et e e e e e e e e e et s e e e e e e e et e e san e eanes 46
9.1, CONENt DITECION oevvueieiii ettt e e e e e eae s 46

o N 1 0= = = o o PP 46

0.1.2. SEHINGS «.evvneiie e e 47

9.2. Content Central Office Integration ...........ccceuiviiiiiiiiiiiiii e, 47
.21, SEHINGS «.evvneiiie e e 48

9.2.2. Capturing New DOCUMENES .......uovvieiiiiieiiieeeiieeeiie e e e e e eeanes 49

9.2.3. Checking Out aLocal DocUMENt .........ccoveiiieiiiieiiie e 50

9.3. Editing @ DOCUMENL .....uuiiiiieiii e e e e e e e e e e e e e e eeas 50

9.4. Uploading Changes using CCOI ..........coeiiiiiiiiiieiie e 50

9.5. Uploading Changes without using CCOI ..........cccccciiiiiiieiiiieceeeee e 51

10. Editing DOCUMENE PrOPEItiES ....uuuiiii e eeii e e e e e e e e e e e 51
11. Viewing Document VErsion HiStOrY .........cccuiieiiiiiiiiieiiiieeie e e e 52
12, VIiewing @ PaCkel .........oiiiiiiii e 53
13. Renaming a Document FIl@ NaME .........covviiiiiii e 54
14. Deleting DOCUMENES .....uciiiiiiie e e e e e e e e e e e e e e et e e e e e e e aaeeaens 54
15. UpPloading REVISIONS .......civiiiiie e e et e e e e e e eane e 55
16. Checking Out/Checking [N DOCUMENES .........ovvinieiiiieiii e e e e et e e e e e aines 55
16.1. Checking OUt DOCUMENES ......civuiiii e e e e e e e e et e e et e e e e e eanees 55

16.2. Checking 1N DOCUMENES ......cvviiiiiiceie e e e e e e e aeas 57

17. The Approval Queue [Enterprise EAition] .........cocovviiiiiiiiiiiiii e 59
5 IR N o o] £/ 1 o 60

I = L T o 1 o PP 60

17.3. Assigning to an APProval PrOCESS .......c.uveiuiieiiiieeiiie e e e e e e e eaaeees 61




Content Central User Guide

17.4. SEtting Prioriti€S ..uuiii i 62

17.5. The Admin Queue [AdMINISErators] .....ccuuveviiieiiiieeii e, 62

17.6. History [AdmMINISLIators] ... ....oevuuiiiiieiiieeci e e e e 62

18. The Work Queue [Enterprise EAition] ........c.oeeviiiiiiiiii e 62

18.1. Assigning or Moving Documents to a Work QUEUE ..........cc.ovevvvveveineeinnnnns 63

18.2. Sharing DOCUMENES ... .ccvuiiiii e e e e e e e e e e e e e e e aaeees 64

18.3. REMOVING DOCUMENES ....ivvieiiiiceeii e e e e e e e e e e e e eens 65

18.4. The Admin Queue [AdMINISErators] .....ccuuveviiieiiiieeii e 65

18.5. Changing EXPIrations ..........oevuuiiiiiieiii e e e e e e e e e e e e eaa e 65

19. Custom Retention Poalicies [Enterprise EAition] ..........ccoooeviveiiiiiiiiineceeeeiee, 66

19.1. Defining Custom Retention POIICIES .........ccvviiiiiiiii e 66

20. The CatalOog BIrOWSES ....ccvieiii et e e e e e e eaens 67

20.1. Cut, COpY, & PaSte ......uiiiiiii i 68

20.1.1. Cut & Paste (MOVE) .....uuuiiiiiiiiieeiiiie e 68

20.1.2. Copy & Paste (COPY) wvuevrnieiiiieeiii et e e e e 69

20.2. The CONtEXt MENU .....uiiiii e e e e e ea e eees 69

20.3. Assigning Document Types to Folders [Administrators] ..........cccocevvveeinnnnes 69

5. The MESSAZES FOIAEN .....iiieiii e e e e e e e aeas 71
B. MODIIE SITE .ooeeiieii e 73
1. Connecting to the Mobile SIte .........ooiiiiiii e 73

2. ThE MAIN MENU ...t e e e et e e e b 73

3. The APProval QUEUE .......cccuuiiiiieii e e e e e e e e e e e e e et e et e e aaeeeenas 74

4, The CatalOg BIrOWSES ....civuciiii e e e e e e e e e e e et e e et e e eanees 75

I o o = YT PO 75

A2, FILE VIBW 1.ttt e e e e e eaaes 75

A. Supported File Types with EXiSting CONtENt ........ccouuiiiiiiiiiiieciie e e e e e e e e 76
B. Advanced SEarCh SYNLAX ........ccuuiiiiiiiiiiieeiii e e e e e e e e e e e e e e e e et e e e e aen 78
= o =0 11 (P 78
2. WOrdS an0 PHIBSES ....oevvieiiiii ettt e e ettt e e et s e e e et r e e e et neeeeatnaeeeees 78
G Y1V o (o= o L PR 79
VA S = (v 11 0o PP 79
5. PhONIC SEArChING .....cviiiiic e 79
LS (= 1 101 o PPN 79
7. NUMeric RaNQge SEarChing ........ociieiiiiii e e 80
8. AND CONNECION .. ettt ettt et e et et et e e e e e rn e e e e e aeenns 80
1 O 00 o] =0 o TP PTPT 80
10O, W/N CONNECLOT ..tueeeeii ettt e et e et e et e e e et e e e e et e e e e et aeeeebt s e e eettnaeeeesenaeaees 80
O N = o To N1 2 Y N PR 81
C. Supported Bar Code SymbBOIOGIES ... ...uuiiiiiiiii e 82




Preface

1. Foreword

When we at Ademero set out to design a document management system, we wanted to provide the
framework and feature set that you the user have requested over the years. We believe Content Central
has accomplished just that. We respect your thoughts and opinions and consider all feedback we receive
from our customers. Always feel free to drop us aline via phone, Web, or e-mail. Customer satisfaction
isour primary goal.

We've attempted to write this documentation in a way that provides concepts and definitions first and
foremost before instructions. If for any reason any part of this document is unclear or the product does
not perform as indicated or expected, please contact our support center below for a quick response and

resolution to the issue you're experiencing. We pride ourselves on customer service; that's why we offer
our support to you 24 hours-a-day, 7 days-a-week on any day of the year.

Ademero Support Channels
Phone (863) 937-0272
Toll-Free (888) 276-2914

E-mail support@ademero.com [ mailto:support@ademero.com]

Web Site http://www.ademero.com/

2. Content Central Concepts

This section identifies the key concepts behind how this document management system operates. This
information will help you throughout the rest of this document.

2.1. Documents

A document isrepresented asafile on thefile system. What setsadocument apart from other filesisitsuse.
documents usually contain text or other datathat can be searched for retrieval. Common document formats
include PDF [Definition: Portable Document Format], Microsoft® Word®, and Microsoft® Excel®.
Some document formats contain content and/or metadata that may be inherited when imported. For afull
list of these file types, see Appendix A, Supported File Types with Existing Content.

Document properties, also known as index fields, tags, or metadata, provide a classification system that
helps you find documents more quickly and accurately in Content Central.

Note

Ademero strongly recommends the use of document properties when capturing information.

When paper images have been captured from a scanner or other input device, Content Central converts
them to PDF files. The PDF format conveniently storesimages, text, and document propertiesin onefile.
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2.2. Document Types

Each document is described by a document type, which serves as a template for the document. Unique
security permissions, fields for document properties, and more can be defined at the document-type level.
Each document inherits these settings when captured.

2.3. Catalogs

A catalog contains information about a related set of documents in the system. Y ou can create as many
catalogs as needed. Catal ogs usually take the form of an existing business department or business process.
Theinformation stored in a catalog is as follows:

* Document types
e User & Group Permissions
 Fields (metadata)
» Text-Recognition Zones (Zonal OCR)
« Barcode-Recognition Zones (Zonal Barcode)
* Field-Lookup Integration
» Approval Processes [Enterprise Edition]
« Workflow Rules [Enterprise Edition]
» Message Templates [Enterprise Edition]
* Folder & File Building
e Capture Forms
¢ Retention Policy
¢ Search & Results Display Fields
» Documents
¢ Document Name (file name)
e Document Location (file path)
» Document properties (metadata)

e Document Text (full text of a text-supported file format or OCR [Definition: Optical Character
Recognition] from a captured image of a paper document)

Catalogs are created and managed by Content Central and are stored within the SQL database designated
for Content Central.

2.4. Capture Types

DirectScan™ (Browser) ThisJava™ applet allows usersto scan paper into the Web browser
using a TWAIN-compliant scanner.

Vi
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QCard™ (Browser, Monitored
Folder, E-mail)

CustomBarcode (Browser,
Monitored Folder, E-mail)

PDF Form (AcroForm/XFA)
(Browser)

Drag & Drop Upload (Browser)
Single Upload (Browser)

Multi Upload (Browser)

Electronic (Monitored Folder, E-
mail)

Image-Only (Monitored Folder, E-

mail)

XML (Monitored Folder, E-mail)

2.5. Coding Methods

Pre-Capture Coding

Post-Capture Coding

QCards™ contain barcodes used to identify individua paper
documents in a batch. Users create and print QCards™ from their
Web browser. QCard™-attached documents can be scanned to the
Web browser using the DirectScan™ applet, saved to a monitored
folder, or sent to a monitored e-mail address.

Pages containing barcodes may be used to identify the beginning
of paper documents in a batch. The information provided within
the barcodes may be assigned to field data automatically. The
paper documents can be scanned to the Web browser using the
DirectScan™ applet, saved to a monitored folder, or sent to a
monitored e-mail address.

New documents can be generated by filling out a PDF form based
on atemplate in the system.

Users can drag one or more folders and files to one of two Java™
appletsin the Web browser.

Users can browse to asingle file, classify it if desired, and upload
it using the Web browser.

Users can browse to one or more folders and files and upload them
using the Web browser.

Files can be saved to a monitored folder or sent to a monitored e-
mail address. They will be left in their native format and can be
routed to either the Coding Queue or directly to a catalog.

Scanned images (T FF, PDF, JPEG, BMP, PNG G F) can be saved
to a monitored folder or sent to a monitored e-mail address. They
will be converted to fully-searchable PDF files and can be routed
to either the Coding Queue or directly to a catal og.

Files can be identified with XML descriptors and saved to a
monitored folder or sent to a monitored e-mail address. The
XM file can contain document properties used to classify the
document when captured. The target catalog and document type
can also be defined in the XML file. For more information on
the XML descriptor, visit http://www.ademero.com/XmlSchemas/
ContentCentral/Xml CaptureDescriptor/.

Users select a catalog and document type and provide document
properties before the capture process. Content Central automatically
converts and routes these documents to their storage areas without
the need for further user intervention.

Usersdesignate the catal og, document type, and document properties
after the capture process. Content Central routes these documents
to the user's Coding Queue where they await catalog and document
type selection and document properties coding. After a user codes a
document in the Coding Queue, the document is routed to the storage
area. Users who capture with this method will find the documentsin

Vii
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Versatile Coding

OCR Only / Capture Only

their personal Coding Queue. The nature of a Post-Capture Coding
QCard™ allows the user to reuse the same QCard™.

Users select acatalog, document type and Coding Queue Destination
to which the document should be sent, and are given the option to
provide document properties before and/or after capture. Documents
will be routed to the Coding Queue for review and additional
document properties before being routed to the storage area.

Users select a catalog and document type before capture, but
document properties will not be added to these documents. Only
the OCR process (images) or capture process (electronic) will be
performed, and each document will berouted to its storage areausing
the filename from the original image or electronic file.

viii
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Chapter 1. Introduction

In this chapter you will become familiar with the user interface of Content Centra and gain an
understanding of the basic procedures and abilities you will have. It'sagood ideato read through the entire
User Guide; however, if you will only be designated to a single operation, such as Document Capture,
then you may wish to read only the section that pertains to you.

1. User Interface

To access Content Central you will need to launch your preferred Web browser and enter the URL (address)
provided by your administrator. Once you've successfully accessed Content Central, you will need to
provide your Username and Password (you should have received from your administrator) to login to
the system.

If you would like to prevent having to log in each time, select the Keep me logged in check box.

Note

This option may not be available in all configurations. Selecting the L ogout button on the main
menu will require you to log in again.

Username: Thomas

Password: esssscesse
[JKeep me logged in

Content Central™ Document Management Software
©2006-2011 Ademerc, Inc.  vB.0

Logging In to Content Central

2. The Main Menu

The main menu is aways located at the top of Content Central. From the main menu you can access the
Search, Folders, and Captureareas. Y ou can also Sear ch All Catalogs, accessyour Options, L ogout of
Content Central, and get Help. Administrators can access the administration menu with the Admin button.

3. The Dashboard

The Dashboard displays your most recent Messages, Approval Queue documents, Work Queue
documents, and Coding Queue documents. Clicking on any of these panels will take you to that specific
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area in Content Central. Access the Dashboard at any time by selecting the logo located in the far-left
area of the main menu.

‘m‘l,‘d}?—?\w L = Folders \‘ Capture
|Search All Catalogs H -\ Search | Dashboard Mark Thomas (MThomas)
Messages (1 unread) Approval Queue (3)
(Tron | s ool ooeument | cr
CMorgan  Content Central - User Check-In 8/28/2009 & Charles Jones - Application for Student 8/28/2009
Request 9:01 PM Admission_pdf Records 910 PM
& Katherine Potter - Application for Student 8/28/2009
Work Queue (3) Admission. pdf Records 910 PM
Catalo & Pamela Troy - Application for Student 8/28/2009
.m Admission. pdf Records 9:10 PM
@ Josh Powers - Application for Student 8/28/2009
Admission. pdf Recaords 9:05 PM coding Queue (2)
[ Josh Powers - Application for Student 8/28/2009
Graduation.pdf Records 9:06 PM Catalog | Captured
@ Josh Powers - Transcript Student 8/28/2009 @ Josh Powers - Application for Student 8/28/2009
Request.pdf Records 9:05 PM Adrmission. pdf Records 9:06 PM
@ Alisa Martinez - Application for Student 8/28/2009
Adrmission. pdf Records 9:07 PM

The Dashboard

4. The Results Grid

The results grid displays information about documents and other content in the right frame (the Results
Frame) bel ow the main menu.

Each row in the grid contains a checkbox at the beginning of the row. These checkboxes may be selected
to perform document actions on multiple documents at once. Use the Check menu to check All, check
None, or Invert the value of each checkbox.

Next to each checkbox is a status icon. This icon displays the Approval-Queue, Work-Queue, or Check-
Out status of each document in most results grids as defined below:

v Document isin your approval queue.

 Document is on one or more approval processes.

@ Document isin your work queue.

= Document isin one or more work queues.

« Document is available for check out.

+ Document is currently checked out by another user.

v Document is currently checked out by you.

# Y our permissions do not allow you to check out this document.

For icons displayed in the Messages folder, see Chapter 5, The Messages Folder. For icons displayed in
the Approval Queue, see Section 17, “The Approval Queue [Enterprise Edition]”. For icons displayed in
the Coding-Queue, see Section 8, “ The Coding Queue”.

Other features of the grid may be useful to you:

Column Sorting To sort the grid either ascending or descending based on the data in any
particular column, click the header for that column (the cell containing the
field name). Click it again to alternate the sort direction (ascending vs.
descending). The column sorted, as well as the direction sorted, isindicated
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Field Grouping

Column Arrangement

Column Resizing

Refresh

Export to Excel

5. User Options

on the grid header with the ~ and ~ icons. To remove sorting, select the
Remove Sorting link next to the menu bar.

You may group the results by one of the columns for a different view of
your results. Click and hold the column header you would like to group by,
and drag it into the area above the header with the message, "Drag a column
header here to group by that column". To revert to the original results view,
click and hold the column header again and drag it back into the results grid.

You can rearrange the order of the columns in the grid by clicking and
holding a column header then moving it to the left or right until two red
arrows appear. The new order will be saved for future results.

You can resize columns in most grids by clicking and holding a column-
header divider (the area between two column headers) followed by moving
it to the left or right.

Select the @ icon to refresh the grid at any time.

The information contained within the grid can be exported to Microsoft®
Excel® by selecting the = icon in the upper-right portion of the results-grid
frame.

The Options screen lets you update many settings specific to your user account. Access it by selecting

the button on the main menu.

content)). #6 |
Q-\-__C_"’.‘.',"n.'

4, Search

" Falders Capture

Options 'F', Logout

Search All Catalogs

Dptions

M\ User Profile

Preferences

©

i

View your profile. Update your password.

Downloads and Installers
Download and install helper applications.

Assign Default DocTypes
Choose the default Document Types for
document capture.

DocType Results Fields
Choose the document-type fields displayed
in results grids.

Event Viewer

I Modify results-grid seftings, notifications, &

more.

. Address Book

IManage stored e-mail addresses and fax
numbers in your address book.

Search Fields
Choose the fields displayed when
searching.

Grid Results Fields
Choose the grid-specific and system fields
displayed in results grids.

The Options Screen

5.1. User Profile

You may update your profile information by selecting the s icon in the Options screen. You can
change your name, e-mail address, and password depending on your security level.

~
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search i || Capture

Search All Catalogs i in W'¢=;options W £ Logout

Dptions > Profile

Your Profile
You may update your profile from this page

Username: |MThomas
First Name: |ark
Last Name: Thomas

E-mail Address: |mt@ademera.com

Change Password: [

Confirm Password: [N

\3/ Apply @ Cancel

User Profile

5.2. Preferences

There are several system preferencesyou can configure by selectingthe v iconinthe Options screen.
The following list explains each of the preferences.

Language

Default Capture Catalog

Automatically open the first
document in any results grid.

Require a double-click to open a
document.

Refresh grid when changing
document properties.

Disable PDF Streaming

Send a copy of each Content
Central message to the e-mail
address defined in my User Profile.

Notify me when anew document
arrivesin my Approval Queue.
[Enterprise Edition]

Select the language that you prefer to use while navigating the
application. Default uses the language setting configured in your
Web browser.

This selection determines the default Catalog selection when
accessing the Capture area.

When selected, the first document in aresults grid will be opened.

By default, a single click on any results-grid row will open the
document. This preference will require a double click to open a
document.

Enabling this feature will cause any list of results to immediately
update after document properties have been committed.

This option appears when administrators have enabled PDF
streaming. Select this checkbox if you wish to disable PDF
streaming for your personal account.

When selected, acopy of each Content Central message will be sent

to your e-mail address.

When selected, amessage will be sent to you every timeadocument
lands in your Approval Queue.
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Notify me when anew document
arrivesin my Work Queue.
[Enterprise Edition]

Notify me when a document arrives
in my Coding Queue dueto Zonal
OCR processing. [Enterprise
Edition]

Notify me when a document
cannot be processed by the Capture
Service. [Administrators]

Automatically print QCards™.

Use default printer without

When selected, amessage will be sent to you every timeadocument
lands in your Work Queue.

When selected, a message will be sent to you when a document
lands in your Coding Queue because of a potential problem with
Zonal OCR processing.

When selected, a message will be sent to you when a document
cannot be captured.

When selected, Content Central will launch the print dialog in

your PDF viewer when you select the LaZESE
QCard™,

button to produce a

If the previous and current selections are enabled, the print dialog

prompting. will be bypassed, and your default printer will receive the print
job containing the QCards™. Your PDF viewer may require a
confirmation for security reasons.
\_’ 4, Search Folders .| Capture Y Logout
Options » Preferences
Preferences

[JRequire a doubleclick to open a document.

[¥] Automatically print QCards.

:P-\V/‘ Apply @ Cancel

[¥] Automatically open the first document in any results grid

Send a copy of each Content Central ™ message to the e-mail address defined in my User Profile.
Notify me when a new document arrives in my Approval Queue.
Motify me when a new document arrives in my Work Queue.

[[JMotify me when a decument arrives in my Coding Queue due to Zonal Recognition processing.

[JMotify me when a dacument cannat be processed by the Capture Service.

[JUse default printer without prompting. (Note: A minimal confirmation dialog may still appear.)

User Preferences

5.3. Downloads and Installers

£l

Select the icon in the Options screen to download and/or install helper applications.

Install Content Central Search
Provider

Download Content Central Content
Director

Select this link to install Content Central as one of the search
providers in your Web browser. With this feature installed, you
will be able to use your Web browser's Search function to search
for information within Content Central. Y our query will be used to
search all catalogs where you have the search permission.

Select this link to install the Content Director application on
your local desktop computer. This application alows you to edit
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documents directly from the Content Central browser interface.
Saving a document upon exiting its native application will
automatically upload it to the Content Central server. For more
information see Section 9, “Editing Documents’.

content) 76
@ﬁim!

Dptions > Downloads and Installers

Downloads and Installers

Install Content Central™ Search Provider

Download Content Central™ Content Director

Downloads and Installers

5.4. Address Book

e
Select the L * icon in the Options screen to access your personal Address Book.

Contactsin your address book can be used when sending documentsviae-mail or fax or sharing documents.
Records are stored unique by Contact Name.

content) 76
@nim!

Dptions > Addiess Book

") Folders @ () Capture Search All Catalogs ":joptions @ ) Logout

", Search

Address Book

-- Contact Hame E-mail Address Fax Humber
[ m [ Cindy Morgn cm@ademero. com 85 5

- [] Herb hylett Ademern hmizademero.com BE3-082-9438
- [ dimRiley Ademero MRadernero, conmn 863-562-9438
- [] Jorge Cruz Ademero ci@ademero. com B63-562-9438
- [] Sandia Brawn Ademern shifiademern com BE3-582-9438

=

[e Delete ] [[_:J Upload New ]

Address Book




Introduction

5.4.1. Adding or Modifying a Contact

To modify an existing contact, double click the row you would like to modify, make changes, and click

off the row to save the changes.

To add a new contact, double click the last row displayed on the current page. Y ou must provide avalid
Contact Name for each record. All additional columns are optional. When you have finished adding a

record, click off the row or select the

button to return to the Options screen.

Y ou can upload acomma-delimited text file containing alist of contacts by selecting thel&i

browsing to the file, and selecting the
Duplicate contacts will be discarded. The required format for thefile is as follows:

Upload New |y tton

“ameat ] putton to process the file. Do not include a header record.

Contact Name (required),Company Name (optional),E-mail Address (optional),Fax Number (optional)

5.4.2. Deleting One or More Contacts

To remove one or more contacts from your address book, select the checkbox in the row or rows you

would like to delete from the current page, and select the (22222 button.

5.5. Saved Searches

!.‘?\
]

Manage your saved searches by selecting the icon in the Options screen.

To automatically perform a search when a saved search has been selected from the Search area, select

" Apply

Auto-execute searches upon selection. Select the
the Options screen.

on i'—_ﬁ v6

. 4, Search ") Folders Capture Search All Catalogs “.'_.Optmns .f‘, Logout

Dptions » Saved Searches

Manage Saved Searches

[ oo e e

| Yes Yes |Jones Engineering Checks
| Yes No | Potter Chemicals Invoices

Saved Searches: 2

| Auto-execute searches upon selection

" Apply '@ Cancel

Saved Searches

5.5.1. Modifying a Saved Search

button to apply your changes and return to

To modify a search query, select the «: icon in the appropriate row. Here you can edit the Title, determine
whether the query will be Enabled and available for searching, and select whether the query will be
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availablefor other usersby making it Public. Select the button when you have finished modifying
the query.

5.5.2. Deleting a Saved Search

To deleteasearch query, select the % icon in the appropriate row, followed by selecting the (5200
to permanently delete the saved search.

5.6. Default Document Types

Chooseyour Default Document Typesfor each catal og by selecting the iconinthe Optionsscreen.
A default document type is used for the following:

 Determines the document type of one or more uploaded files when using the results-grid drag-and-drop
tool in the Catalog Browser .

 Determines the document type used when pasting one or more documents in the Catalog Browser .

» Appearsfirst in document-type drop-down listsin the Captur e frame and in the Drag & Drop Upload
applet.

When you have finished selecting a default document type for a catalog, select the button to save
the changes. Select the

content) ?6

i 4 Search ) Folders i . £ Logout

DOptions » Default Document Types

Assign Default Document Types for Document Capture

Catalog: [Student Frecards v|
Default DocType: |App|lcal|cm for Admissian v‘

:P-\V/‘ Apply r\_ Back

Default Document Types

5.7. Search Fields

@
Y oumay pick the fields you wish to use during asearch by selecting the = iconinthe Options screen.
Select the catal og and document type that you would like to manage.

Use the # icon to add fields from the Available Fields box to the Sear ch Fields box.
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Usethe * and ¥ iconsto change the order that the fields will appear on the screen.

Theadministrator may have defined adefault set of fieldsthat you can remove, if desired, using the € icon.

i Tip

Select Add Capture/Edit Fields below the Search Fields box to save time and add the fields
designated as capture fields.

DOptions » Search Fields

Manage Search Fields

Catalog: [Student Frecards v
Document Type: |App|lcai|nn for Admission v|
Available Fields Search Fields
Student Narme
Stucent ID ’&
¥
»

Add Capture/Edit Fields

User Search Fields

5.8. PIN

Define your personal identification number by selecting the * 1 icon in the Options screen.

Y our PIN will be needed when approving or rejecting documents. For more information, see Section 17.1
“Approving”.

When you have finished adding or modifying your PIN, select the button to save the changes.

.J button to return to the Options screen.

5.9. DocType Results Fields

You may pick the document-type fields you wish to see in the results grid by selecting the @ icon
in the Options screen.

Select the catal og and document type that you would like to manage.

Use the # icon to add fields from the Available Fields box to the Results Fields box.

10
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Usethe * and ¥+ iconsto change the order that the fields will appear in the grid.
Theadministrator may have defined adefault set of fieldsthat you can remove, if desired, using the €« icon.

i Tip

Select Add Sear ch Fields below the Results Fields box to save time and add the fields from the
Sear ch Fields option.

When you havefinished selecting fieldsfor adocument type, select the button to savethe changes.

Options 'f", Logout

Dptions » Results Fields [

Manage Results Fields

Catalog: |Etudent Fecords vl
Document Type: |App|lcai|nn for Admission v|
Available Fields Results Fields
“Dochlame *DocType
“DocSize Student Name &
“FriendlyMame Student D
*Hits *Catalog <!}
“Felevance 'é

Add Search Fields

User Results Fields

5.10. Grid Results Fields
Y ou may pick the grid-specific fields and system fields you wish to see in each results grid by selecting

the second ‘:(D icon in the Options screen.

Each grid type can have its own unique set of fields displayed as columns. Select the type of grid you
would like to configure by selecting it from the drop-down list under the Grid-Specific Fields [abel.

Usethe= icon to add fields from the Grid-Specific Fields and System Fields boxesto the ResultsFields
box.

Usethe * and ¥+ iconsto change the order that the fields will appear in the grid.

When you have finished selecting fields for a grid type, select the L4220
Select the button to return to the Options screen.

button to save the changes.

11
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Search Folders [ [ Capture Search All Catalogs £ Logout

Manage Grid-Specific and System Results Fields

Grid-Specific Fields Results Fields

Catalog Browser [V Dacument

Catalog

Dacument Type
Admission Approval Status
Student Packet Status

File Size

«»

System Fields

1V

User Grid-Results Fields

5.11. Event Viewer

The event viewer allows you to track actions that you have performed while logged in to Content Central.

=
Theevent log also maintainsrecords of documentsthat you have captured. Accessit by selecting the h——-
icon from the Options screen.

Y ou may filter your view by selecting any combination of options from the drop-down list above the log

table. Select the lZ.222% ) putton to update the log table after you've chosen your filters. Use the paging bar
below the log table to view additional pages of log entries.

Select the button to return to the Options screen.

4 Search Folders .L_ Capture Search Al Catalogs ||~ ﬂ Logout

DOptions > Event Yiewer

Event Viewer
Action: From Date: To Date: View:  Sort: -
[ Login v| [ang2m0 v (4162010 v| [5 [w| Descending|v| [ Awply

4/16/2010 41716 PM  127.0.0.1 Login  Success
4/16/2010 3:29:07 PM  127.0.0.1 Login  Success
4/16/2010 3:21:34 PM  127.0.0.1 Login  Success
4/16/2010 2:16:27 PM  127.0.0.1 Login  Success
4/16/2010 2:15:08 PM  192.168.1.10 Login  Success

Events: 11 | Page 1 of 3

Event Viewer

12
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6. Getting Help

If you get stuck or need to reference this documentation at any time, select the
of the current dialog.

button at the top

13



Chapter 2. Capturing Documents

This chapter will teach you how to capture both paper documents (from a scanning device) and electronic
documents. If you haven't read the introductory sections, Capture Types and Coding M ethods, you should
do that now.

.‘ .| Capture

Access the Captur e frame by selecting the ==

1. Capturing Paper Documents - DirectScan™

The DirectScan applet allows you to capture paper documents from a scanning device connected to your
computer. The following describes each of the coding methods avail able when capturing with Dir ect Scan.

. button from the main menu.

1.1. Pre-Capture Coding

Use this method of capture when you wish to capture a paper document and provide the document
properties for that document before scanning.

1. Select the DirectScan Capture Type.
2. Select the Pre-capture coding Coding M ethod.
3. Select acatalog and document type to add the document to.

4. Enter information about the document into the appropriate field text boxes. If any key icons are
displayed next to afield, you may select the Perform key-field lookup link to perform areal-timefield
lookup. One or more of the fields will be updated.

5. Optional: Y ou can scan several documents with the same number of pages by selecting the Fixed Page
Count checkbox and providing a number of pgs per document.

6. Sdlect the ] putton to launch the Dir ectScan applet.

7. Scan the document as described in Section 1.5, “Using The DirectScan™ Applet”.

cor "r—'-\\ vo (i 4 Search

" Folders .‘._ Capture Search All Catalogs i =+ Options .ﬂ Logout

Capture Type ) || DirectScan™
DirectScan [

Scanner: | #PCTWAIN TIFFJIJPEG Scanner v [

[] Hide Scan Dialog

rﬁh Zoom In] rmZoomOut] | [_}," Rotate] | [\ Move } { Move -] | [@ De\ete} F‘ﬁ Delete Al ]

Coding Method
Pre-capture coding v

Catalog
Student Records (i -

Document Type
Application for Admiss |+

»Student Mame

Josh Powers ~
»Student ID
580-48-6030

* Preview key-field lookup

Prey Set Yiewing1-3of 3 [Next Set

__
o [ | [ Finisn |

y ] v

14
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Pre-Capture Coding with DirectScan

1.2. Post-Capture Coding

Use this method of capture when you wish to capture a paper document and provide the document
properties for that document after scanning. Several documents may be scanned together when using the
Fixed Page Count option aslong as each document in the batch consists of the number of pages specified.

1. Select the DirectScan Capture Type.
2. Select the Post-captur e coding Coding M ethod.
3. Select acatalog and document type to add the document to.

4. Optional: Y ou can scan several documents with the same number of pages by selecting the Fixed Page
Count checkbox and providing a number of pgs per document.

S Select the €] putton to launch the Dir ectScan applet.

6. Scan the document as described in Section 1.5, “Using The DirectScan™ Applet”.

r"\':‘—f;\_,. bs 4, Search " Folders @ | | Capture Search Al Catalogs =+ Options 4 Logout
Capture Type DirectScan™
DirectScan ~
Coding Method Scanner: |XPCTWAIN TIFF/PEG Scanner I £y Scan [] Hide Scan Dialog
Post-capture coding v N N ] N ] ] ]
[@ Zoom In ] [@Zoomout] | [_}," Rotate ] | [\ Wove } { Move \'] | [@ Delete } { Ig Delete Al ]
Catalog
Student Records v A

Document Type
Application for Admission |

[IFixed Page Count
pgs per document

rCm’]III’]UEI)

Prev Set Yiewing1-3of 3 IMext Set

F\DEFAERO [ | [ Finisn |

Post-Capture Coding with DirectScan

1.3. Versatile Coding

Use this method of capture when you wish to capture a paper document and provide the document
properties for that document before scanning, after scanning, or at both times. Several documents may be
scanned together when using the Fixed Page Count option aslong as each document in the batch consists
of the number of pages specified.

1. Select the DirectScan Capture Type.
2. Select the Versatile coding Coding Method.
3. Select acatalog and document type to add the document to.

4. Choose whether you want this document to be sent to your Personal Queue or the Shared Queue.

15
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Note

The Personal Queue is visibleto you only. The Shared Queue is visible to you and others with
permission to add documents for the selected document type.

. Enter information about the document into the appropriate field text boxes. If any key icons are

displayed next to afield, you may select the Perform key-field lookup link to perform areal-timefield
lookup. One or more of the fields will be updated.

. Optional: Y ou can scan several documents with the same number of pages by selecting the Fixed Page

Count checkbox and providing a number of pgs per document.

Select the 22| button to launch the DirectScan applet.

Scan the document as described in Section 1.5, “Using The DirectScan™ Applet”.
— I&ﬂ 6 [ E = = .=. . =

(eentral £}, search Folders [l || Capture ‘<:0ptions W £ Logout

Capture Type
DirectScan

DirectScan™

Scanner: |XPCTWAIN TIFF/IPEG Scanner

w [[] Hide Scan Dialog

['@ Zoomln] ['@Zoomout] | r;gRotate] | ['-\ Move } " Move t] | [O De\ete} r";s' Delats All ]

Coding Method
Wergatile coding

~

Catalog
Student Records

»

Document Type
Application for Admiss | v

Destination

Personal Queus (i

»Student Mame
Josh Powers

Student ID | s >

»

580-46-6030 Prev Set Yiewing 1 - 3of 3
’ Preview key-field lookup
| l [\& Finish ]

[IFixed Page Count

~

Versatile Coding with DirectScan

1.4. OCR Only

Use this method of capture when you wish to capture only the (typed) full-text of a document. Severa
documents may be scanned together when using the Fixed Page Count option as long as each document
in the batch consists of the number of pages specified.

1.

2.

Select the DirectScan Capture Type.

Select the OCR only Coding M ethod.

. Select a catalog and document type to add the documents to.

Optional: Y ou can scan several documents with the same number of pages by selecting the Fixed Page
Count checkbox and providing anumber of pgs per document.

Select the S22 button to launch the DirectScan applet.

16



Capturing Documents

6

. Scan the document as described in Section 1.5, “Using The DirectScan™ Applet”.

content) 6 [7
\\;::.r:-.'-i‘;

EEEATE DD DirectScan™
DirectScan i
Seaniner; |XPCTWAIM TIFF{JPEG Scanner | [

Coding Method

OCRanly Ad - - - - - - -
e ['@ Zoom In] ['@Zoomout] | [;:," Rmate] | ['-\ Move } { Wove \'] [e De\ete} { t5 Deleta Al ]
Student Records v "

Document Type
Application for Admission |

[JFixed Page Count
pgs per document

'.Cuntinuel')

Prev Set Yiewing1-3of 3 Mext Set

[ OEMERD | ) (Brman)

OCR-only Coding with DirectScan

1.5. Using The DirectScan™ Applet

This Java® applet allows you to capture paper documents with a TWAIN-compliant scanner connected to

your computer. Once you've selected the

(comneec> | button from within the Captur eframe, the DirectScan™

applet will launch in the right frame of Content Central. Y ou may be asked to allow the applet to launch
from within your browser. Thisis normal behavior. Once the applet has launched, perform the following

steps:

1

Select the appropriate scanning device from the Scanner list.

. Place the documents in your scanner's document feeder.

. Optional If you would like to bypass your scanner's software dialog, select the Hide Scan Dialog

checkbox and then select the (25212 ] hutton to choose the scan setti ngs.

- Select the button.

. Choose the appropriate settings and options (if any) for your scanner and initiate the scanning process.
When the scanner has completed, the images will appear in the DirectScan™ applet.

. Review the scanned images (see Section 1.5.1, “Image Reviewing Tools"). Use the horizontal scroll
bar at the bottom of the image-preview frame to view images outside of the viewing area. Images will

be grouped in sets of 25. To move from one group of images to another, select the (wrrevset) op (neased)
buttons. If you wish to rescan the images, select the L2224 | hytton and repeat steps 2 through 4.

- Once you are satisfied with the scanned images, select the .51 putton. The images will be uploaded
to the Content Central server. The bar to the left of the button will indicate progress of the upload
process.

17
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search i

e[ IS [ || DirectScan™
DirectScan B2
Seaniner; |XPCTWAIM TIFF{JPEG Scanner ~| [

Coding Method
Pre-capture coding v

Catalog
Student Records (i

Document Type
Application for Admiss |+

»Student Mame

»Student ID
530-48-6030

* Preview key-field lookup

A..—_ A

Yiewing 1 -3 0f 3 Next Set

| | [ Finisn |

The DirectScan™ Applet

1.5.1. Image Reviewing Tools

The following tools, located above the image-preview frame, can be used to assist with the quality
assurance process

[ & Zoom In

Increases the visible dimensions of al images in the current image set

[, zoam out

Decreases the visible dimensions of all images in the current image set

Rotates the selected image(s) 90 degrees clockwise

Moves the selected image before the previous image

~ Deletes the selected image(s) from the current image set

2. Capturing Paper Documents - QCards™

The following describes each of the coding methods available when capturing paper documents with
QCards™,

2.1. Pre-Capture Coding

Use this method of capture when you wish to capture a paper document and provide the document
properties for that document before scanning.

1. Select the QCard Capture Type.

18
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2. Select the Pre-capture coding Coding M ethod.

3. Select acatalog and document type to add the document to.

4. Enter information about the document into the appropriate field text boxes. If any key icons are
displayed next to afield, you may select the Perfor m key-field lookup link to perform areal-timefield
lookup. One or more of the fields will be updated.

5. Optional: You can make this a Fixed Page Count QCard™ by selecting the checkbox and providing
anumber of pgs per document.

6. Optional: You can alow field values for the documents to be obtained from an External Data Source
when captured by selecting the Perform key-field lookup at capture time checkbox. The key field
must be available on the QCard™.

7. Optional: Y ou can include an End-of-Document QCard™ by selecting the checkbox.

8. Select the (222 putton to generate the QCard™.
9. Print the QCard™.

10.Pacethe QCard™ on top of the document to be scanned. Placethe optional End-of-Document QCard™
at the end of the document.

11.Scan the documents using your scanning device.

con "—'—\\ 6 o scacn Wi Fajers l Cyospiue Search All Catalags :-; Options i £} Logout
~ -

Capture Type = =

QCard (o]

- User: MThomas Pre-Capture Codin,

Coding Method . Catalog: Student Records; Document Type: Application for Admission 9

Pre-capture coding B ‘ AR D

Student Records [~

Document Type Accont

Application fDrAdmISSI[:V:

»Student Mame | |II||| IIl || II| || II| || II| || II| II ||| I|I || II| || | |II|
000003EC

Josh Powers ~
»Student ID
580-48-6030

. Preview key-field lookup Document Properties

Student Name: Josh Powers
Student ID: 580-48-6030

[“]Include EQD QCard

Clear

w -

A Pre-Capture Coding QCard™
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content) 96 [

", Search

Capture Type
QCard ™)

Coding Method

Pre-capture coding [+
Catalog
Student Records [~

Document Type
Application for Admissic |

»Student Mame

»Student ID
530-48-6030

* Preview key-field lookup
[“lInclude EQD QCard

Clear

v

AN A QCARD

ACCO01

00000065

Place this QCard after the last page of your document.

An Included End-of-Document QCard™

2.2. Post-Capture Coding

Use this method of capture when you wish to capture a paper document and provide the document
properties for that document after scanning. This QCard™ may be used as a Fixed Page Count QCard™
allowing you to scan multiple documents in with only one QCard™ as long as each document consists

of the number of pages specified.

1

2.

- Select the s

Select the QCard Capture Type.

Select the Post-captur e coding Coding M ethod.

anumber of pgs per document.

must be available on the QCard™.

. Print the QCard™.

Place the QCard™ on top of the [first] document to be scanned. Place the optional End-of-Document

gz22) button to generate the QCard™.

QCard™ at the end of the last document.

Scan the documents using your scanning device.

. Optional: You can make this a Fixed Page Count QCard™ by selecting the checkbox and providing

. Optional: You can alow field values for the documents to be obtained from an External Data Source
when captured by selecting the Perform key-field lookup at capture time checkbox. The key field

. Optional: Y ou can include an End-of-Document QCard™ by selecting the checkbox.
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(central
Capture Type B
QCard 52
Coding Method User. MThomas Post. Coding
Post-capture coding v c R
“E e | |II|I|| |I II| || II| || || II| || II| I| ||I | |II| -
2 Pgs per document
Oinclude EQD QCard AcCOo1

000003ED

Fixed Page Count: 2

DEFAERO

A Post-Capture Coding QCard™

2.3. Versatile Coding

Use this method of capture when you wish to capture a paper document and provide the document
properties for that document before scanning, after scanning, or at both times. This QCard™ may be used
as a Fixed Page Count QCard™ allowing you to scan multiple documents in with only one QCard™ as
long as each document consists of the number of pages specified.

1. Select the QCard Capture Type.

2. Select the Ver satile coding Coding Method.

3. Select acatalog and document type to add the documents to.

4. Choose whether you want this document to be sent to your Personal Queue or the Shared Queue.

Note

The Personal Queue isvisibleto you only. The Shared Queue is visible to you and others with
permission to add documents for the selected document type.

5. Enter information about the document into the appropriate field text boxes. If any key icons are
displayed next to afield, you may select the Perfor m key-field lookup link to perform areal-timefield
lookup. One or more of the fields will be updated.

6. Optional: You can make this a Fixed Page Count QCard™ by selecting the checkbox and providing
anumber of pgs per document.

7. Optional: You can alow field values for the documents to be obtained from an External Data Source
when captured by selecting the Perform key-field lookup at capture time checkbox. The key field
must be available on the QCard™.

8. Optional: Y ou can include an End-of-Document QCard™ by selecting the checkbox.

9. sdect the button to generate the QCard™.
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10.Print the QCard™.

11.Pace the QCard™ on top of the [first] document to be scanned. Place the optional End-of-Document

QCard™ at the end of the last document.

12.Scan the documents using your scanning device.

content) ¥6 [

') Folders || Capture Search All Catalogs i ':“_:Options 7 Logout

4, Search

\-\__f':.',‘ al
C ry
Capture Type 1 =
QCard %
o User: MTh il
Coding Method Cataiog: Student Records; Document Type: Application for Admission; _sq‘:/ggabfe Goding
Versatile coding i~ c a R D
Student Records ™)
Document Type Accont

Application for Admissic M

(D00003EE

Personal Queus [~

Student Mame

Josh Powers -
Document Properties
Student ID Student Name: Josh Powers
BO0-48-5030 StudentID: 580486030
Preview key-field lookup Fixed Page Count: 2

[#IFixed Page Count

~ -

A

Versatile Coding QCard™

2.4. OCR Only

Use this method of capture when you wish to capture only the (typed) full-text of a document. This
QCard™ may be used as a Fixed Page Count QCard™ allowing you to scan multiple documents in with
only one QCard™ as long as each document consists of the number of pages specified.

1

2.

- Select the L2

Select the QCard Capture Type.

Select the OCR only Coding M ethod.

. Select a catalog and document type to add the documents to.

. Optional: You can make this a Fixed Page Count QCard™ by selecting the checkbox and providing

anumber of pgs per document.

. Optiona: You can alow field values for the documents to be obtained from an External Data Source

when captured by selecting the Perform key-field lookup at capture time checkbox. The key field
must be available on the QCard™.

. Optional: Y ou can include an End-of-Document QCard™ by selecting the checkbox.

£222) button to generate the QCard™.

. Print the QCard™.

. Place the QCard™ on top of the [first] document to be scanned. Place the optional End-of-Document

QCard™ at the end of the last document.

10.Scan the documents using your scanning device.
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on i‘—_?—.\\

‘ ontral 4 4, Search " Folders Capture H :..’: A “F‘, o
Capture Type r
OCard s
- oo MThomas Images & OCR
Coding Method Catalog: Student Records; Document Type: Application for Admission QE
QOCR only hd CAR D
Student Records 2
Document Type Aecon

Application for Admission |

000003EF

2| pgs per document

[include EQD QCard

This document will only contain images and OCR text.

Fixed Page Count: 2

DEFAERO

An OCR Only QCard™

3. Capturing Paper Documents - Document-
Type QCard™

Document-Type QCards™ can be printed and used to change the document type within a batch of paper
documents sharing the same document properties.

Note

A Document-Type QCard™ can be used morethan once and iscompatiblewith any coding method.

Example 2.1. Document-Type QCard™ Example

A user creates a Pre-capture coding QCard™ for the primary (first) document type in the batch to be
scanned. This QCard™ specifies document properties for all documents in the batch to be scanned.

A Document-Type QCard™ is printed for every additional document type in the batch. These QCards™
are placed in front of the document they represent.

Theuser scansthe batch of documents. The Capture Service splitsthe batch into individual PDF documents
based on the document type represented by each QCard™, and all documents receive the document
properties represented by the Pre-captur e coding QCard™.

3.1. Creating a Document-Type QCard™

1. Select the Document-Type QCard Capture Type.

2. Select a catalog and document type.

3 Sdlect the [22222] putton to generate the QCard™.
4. Print the QCard™.

5. Place the QCard™ on top of its document to be scanned.
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6.

Assemble the batch of documents, making sure the first QCard™ for the batch is a regular QCard™,
and scan the documents using your scanning device.

content) 96 [

4 Search W~ Folders W [ | Capture Search Al Catalogs F i3 Options W Y Logout

Capture Type | =
DocumentType QCard |

User. mihomas Documeni-Type
Catalog Catalog: Student Records; Document Type: Application for Admission 1P
Student Records | ( AR D
Application for Admission |+

ACCOM

000003F2

This QCard will change the Document Type, but retain the field values of
the previous QCard.

DEFAERC

.

A Document-Type QCard™

4. Capturing Paper Documents - QCard ™
Packet

QCard™ Packets are based on packet templates defined by your administrator. This capture type allows
you to produce multiple QCards™ in one step.

4.1. Creating a QCard™ Packet

Use this method of capture when you wish to capture a packet of paper documents.

1
2.
3.

Select the QCard Packet Capture Type.
Select the Packet template.

Enter information about the documents into the field text boxes. Only the fields shared among all the
document types in the packet template will be visible. If any key icons are displayed next to a field,
you may select the Perform key-field lookup link to perform a real-time field lookup. One or more
of the fields will be updated.

. Optional: You can alow field values for the documents to be obtained from an External Data Source

when captured by selecting the Perform key-field lookup at capturetime checkbox. The key field(s)
must be available on the QCards™.

. Optional: You can include one End-of-Document QCard™ at the end of the packet by selecting the

checkbox.

- Select the button to generate the packet of QCards™.
. Print the QCards™.

. Place each QCard™ on top of its document to be scanned. Place the optional End-of-Document

QCard™ at the end of the packet.
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9. Scan the documents using your scanning device.

rnnteﬁ v6 [

‘ Folders 'L‘ Capture

L, Search

(Gentral - options ff 7 Logout
Capture Type i‘
‘ QCard Packet [v]
User. MThomas Pre-Capture Codin
Packet Catalog: Student Records; Document Type: Application for Admission g
‘ Student Packst lv] c ﬁ R D
Student 1D | |II|I| |I II| || II| || || II| || II| I| ||I | |II|
580-48-6030 |

ACCOD1
Student Name

| Josh Pawers ~| | |"||| II
‘DOD0O3F

Include EQD QCard

iC

Document Properties
Student ID: 580-48-6030

Student Name: Josh Powers

/XDEMERD

A QCard™ Packet

5. Capturing Paper Documents - Custom
Barcode

Y ou can scan documents containing custom barcodes with the Custom Bar code Capture Type, utilizing
the DirectScan™ applet.

1. Select the Custom Barcode Capture Type.

2. Select a catalog and document type to add the document to.

3 Sdlect the ] putton to launch the Dir ectScan applet.

4, Scan the document as described in Section 1.5, “Using The DirectScan™ Applet”.

mnta:—t\\ vé
@nhm

Capture Type
E—
e —— Scanner: [#PCTWAIN TIFFFES Scarmer || (@) Sean | [JHice Scan Diskg
Catalog [EZoomln] ['Q,Zoomout] | [@Rotate] | ['.\_ Move ] [ Mave .}] | [@ De\ete] [Ej Delete All ]
Student Records VI -
Document Type B " or e

Application for Admission

[IFixed Page Count
pgs per document

DirectScan™

(] = 1l

¥iewing 1 - 3 of 3

7/ \DEMERO [ | [ Finisn |
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Capturing with Custom Barcodes

6. Capturing Electronic

Documents

If you would like to capture documents and/or other files that you have local access to, you may use these

features to import those documents or files i

nto Content Central. Single files can be uploaded using the

Captureframe, and multiple files can be uploaded using the Drag & Drop Upload applet in the Catalog

Browser.

6.1. Using the Capture Frame

Files can be individually uploaded using the Electronic Capture Type in the Capture frame. The

following sections describe the various Codi

Note

ng M ethods available when uploading documents.

Capturefilein original form

Convert to a fully-searchable PDF

Make fully-searchable, but |eave
filein original form

The document may be viewed in the
link. After choosing an upload option

When uploading an existing PDF document, you will be presented with three upload options before
the document is committed to the catalog.

Thedocument will beleft as-isand committed to the catal og
with the document properties supplied. If the document
does not already contain OCR text for full-text searching,
the only information that will be searchable will be the
document properties.

The document will be converted to a new PDF containing
document properties and OCR for full-text searches.

Images will be processed for OCR text, but the file will
remain in its original format. The OCR and document
properties will be stored only in the Content Central
database.

area below these options by selecting the View Document
, select the s

button to complete the upload process.

content)), 6
\\‘_f':i-,‘.

A Search M I Folders

Search All Catalogs

Document Type
Application for Admissii v |

Student Mame
Josh Powers

Student ID
580-43-6030

Preview key-field lookup

-

Select document to capture.

{#1Upload

Clear

~
Capture Type PDF Upload Options
Electronic x|
_ @ Capture file in original form
Coding Method
1 © Convert to a fully-searchable PDF
Pre-capture coding hd
O Make fully-searchable. but leave file in original form
Catalog
Stucent Records >

View Document

USF

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission * page 1

LEGAL NAME (LAST. ST, MK

MATT hE W

\ ETaE] HEEH

ke which Iranscrgts o st records may be )

E TP
Sampy BEACH

- ToONTY
Brep #FOI Pt st BErek

TTY,_SIATE 1P

A e, T2 33p0s |

oM TELEFIONE
f'fé?‘,r-‘v&:r.fé z

ol adcress

G -
| perrsPhs @ Prypal f. o

= 3

- i
TAMES oS

ECTIOERE
FATHERR

‘ADORESS (STREET NOMBER, APT)

SAME AS ABov i

| T STATE. IF TELEPHONE

NATION OF CITIZENSHP
WS nmae

*IF YOU AREE A PERMANENT IMMICRANT, ATTACH & PHOTOCOPY OF YOUR ALIEN
SFCISTOATIN CARN

PDF Upload Options
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6.1.1. Pre-Capture Coding

Use this method of capture when you wish to capture an electronic document and provide the document
properties for that document before uploading.

1. Select the Electronic Capture Type.

2. Select the Pre-capture coding Coding M ethod.

3. Select acatalog and document type to add the document to.

4. Enter information about the document into the appropriate field text boxes. If any key icons are
displayed next to afield, you may select the Perfor m key-field lookup link to perform areal-timefield
lookup. One or more of the fields will be updated.

5. Browse to the location of the local file.

Choose file E]
Look jr: | 129 Josh Pawers j L e BE-
‘_\5 ﬂ_]Josh Pawers - Application For Admission.doc
Iy Recent
Documents

(N

Desktop

¥

=
=
o

ocuments

My Computer

My Network File: narne: |Josh Powers - &pplication For Admission. doc j DOpen
Places
Files of type: [ Files ) | Cancel

e

Browsing for an Electronic File

6. Sdlect the (2222 button to begin the upload process.

content) 76
@nhm

") Folders @ () Capture ":joptions @ ) Logout

", Search

Search All Catalogs

Capture Type : Upload Successful

Electronic

i

The document you have uploaded should be available in the system momentarily.

You may capture another document after making appropriate selections in the
capture frame.

2]
o
a
5
@
=
o
-y
55
o
a
1<

Pre-capture coding

Catalog

Student Records
Application fDrAdmlssu

[<]

o
o
o
E
3
o
el
-
°
o

-~ Student Name
Josh Fowers

I

> Student 1D
80-48-8030

I

-~ Preview key-field lookup

Select document to capture.

c\documen| Browse...

[21Upload Clear |[v|

]

Capturing an Electronic File with Pre-Capture Coding
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6.1.2. Post-Capture Coding

Use this method of capture when you wish to capture an electronic document and provide the document
properties for that document after uploading.

1. Select the Electronic Capture Type.
2. Select the Post-captur e coding Coding M ethod.
3. Select a catalog and document type to add the document to.

4. Browse to the location of the local file.

S select the (222 phutton to begin the upload process.

C r‘ll—r—l—\\ vb 4, Search — Folders :I\‘_ Capture f .22 Options :IF‘J Logout
CETP;”’E_W“ Upload Successful
ectronic A
] ) The document you have uploaded should be available in the system momentarily.

ST LEITE . You may capture another document after making appropriate selections in the

Post-capture coding v capture frame.

Catalog

Student Records ~|

Document Type
Application for Admission |+

Select document to capture.

c\documents||_Browse...

"t 2)Upload

DEFAERO

Capturing an Electronic File with Post-Capture Coding

6.1.3. Versatile Coding

Use this method of capture when you wish to capture an electronic document and provide the document
properties for that document before uploading, after uploading, or at both times.

1. Select the Electronic Capture Type.
2. Select the Versatile coding Coding Method.
3. Select a catalog and document type to add the document to.

4. Choose whether you want this document to be sent to your Personal Queue or the Shared Queue.

Note

The Personal Queueisvisible to you only. The Shared Queueis visible to you and others with
permission to add documents for the selected document type.

5. Enter information about the document into the appropriate field text boxes. If any key icons are
displayed next to afield, you may select the Perform key-field lookup link to perform areal-timefield
lookup. One or more of the fields will be updated.
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6. Browse to the location of the locdl file.

7 Sdect the button to begin the upload process.

conte?ﬁ v6
L\‘_’c_emrai

Capture Type || Upload Successful

Electronic

=]

The document you have uploaded should be available in the system momentarily.

You may capture another document after making appropriate selections in the
capture frame.

Coding Method
Wersatile coding

[x]

Catalog
Student Records
Document Type

Application fDrAdmissit

Destination

<]

Fersonal Queue

a

- Student Mame
Josh Fowers

]
@
g
a
o
El
=]

80-48-6030

.- Preview key-field looku

Select document to capture.

]

|

Capturing an Electronic File with Versatile Coding

6.1.4. Capture Only

Use this method of capture when you wish to capture an electronic document without providing any
document properties.

1. Select the Electronic Capture Type.
2. Select the Captur e only coding Coding M ethod.
3. Select a catalog and document type to add the document to.

4. Browse to the location of the local file.

S Sdect the button to begin the upload process.

conte?ﬁ v6
@nimi

Capture Type Upload Successful

.L_'\ Capture Search All Catalngs

{j Logout

‘ Electronic M . . .
] The document you have uploaded should be available in the system momentarily.
EoaoiEInng You may capture another document after making appropriate selections in the
| Capture only v] capture frame.
Catalog
‘ Student Records M

Document Type
‘ Application for Admission M

Select document to capture.

c:\documents)
"t 2)Upload

DEFAER!
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Capturing an Electronic File As Is

6.2. Using the Drag & Drop Upload Applets

Documents and other content can be uploaded in three different ways using the Catalog Browser. To

access the Catalog Browser, select the

how to upload documents and other content inside the Catalog Browser .

button from the main menu followed by the "~ icon in
theleft frame. Next, select afolder to upload one or more documentsinto. The following sections describe

(nntE;_t\ vb
k\ic_cmra!

Search Folders

" Messages
~ ' Checked Out
| Approval Queue

f " Work Queue

L_‘ Capture

Check | File | Edit | Modify | View JF3]

(@ Josh Powers - A Student Records Application for Gi

]

[] 4 Josh Powers - & Student Resords Application for Ry
[0 %" Josh Powers - Ct Student Records Change of Addie
[ % Josh Pawers - Ce Student Recards Conduct Stateme

Divop file(s) here to yploge
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{'j Logout
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Docs: 12 %]

>

'’ Coding Queue

. Custom Policies

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission ¢ page 1

ﬁ Catalog Browser

=~ 7. Student Records
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Selecting a Folder to Upload Documents in the Catalog Browser

*IF YOU AR & PERMANENT IMMYGRANT, ATTACH & PHOTOCORY OF YOUR ALEN
SEGISTRATION 480

6.2.1. Using the Context Menu or File Menu

Any folder in the Catalog Browser tree can be right-clicked to produce a context menu containing the
Add Documents(s) menu item. This same menu item can be accessed from the File menu in the Results
Frame. After selecting this menu item, the Drag & Drop Upload applet will appear in a new window.

cnnten——t\\ vb
@ﬁ!m!

Folders
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. Approval Queue O
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Files can be queued for upload in two ways. Selecting the [@.4%..
dialog used to choose one or more files you have local access to.

button will provide you with a browse

Select the appropriate Document Type from the drop-down list.

You can also drag folders and files from your computer desktop or a system file explorer and drop them
into the arealabeled Drop FilesHere.

Use the @822 button to remove one or more files from the queue.

After queuing one or more files or folders, select the L2t button to upload the files to the Content
Qezaeet] hutton to cancel the upload.

Central server. Select the

e Drag & Drop Upload - Windows Internet Explorer

Drag & Drop Upload

Document Type: Application far Admission "
File Size:

Alisa Martinez - Application for Admission, pdf 301 KB

(Chartles Jones - Application for admission.pdf 309 KB

Josh Powers - Application for Admission. pdf 347 KB
Katherine Potter - Application for Admission. pdf 312 KB

Pamnela Troy - Application for Adrmission. pdf 293 KB
Spencer Bowman - Application for Admission. pdf 321 KB

‘@ Add Remove [ ()Upload

Done \j Local intranet Ho100% -

The Drag & Drop Upload Dialog

6.2.2. Using the Results-Frame Upload Area

One or more folders or files can be dragged from your computer desktop or system file explorer and
dropped into the area of the Results Frame labeled Drop files hereto upload.

The upload process will begin immediately after files have been dropped into the designated area. Select
the @ icon to cancel the upload.

Note

The default document type chosen for the catalog will be used to identify the uploaded documents.
For more information, see Section 5.6, “Default Document Types”.
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content) 76
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Dragging Files Into the Results Frame

7. Creating New Documents From PDF-Form
Templates

Use this capture type when you want to generate a new document from a PDF-Form templ ate.

1

2
3.
4

ol

- Select the

Select the Form Capture Type.

Sentnecx ] hutton to load the form.

Fill out the form as required.

SIF YOU ARE A PERMANENT IMMIGRANT, ATTACH A PHOTOCORY O YOUR ALEN
SEGISTRATION CARN

. Select a catalog and document type to add the document to.

Enter information about the document into the appropriate field text boxes.

Select the proper submission button in the form to complete the process.

rnnte:—t\\ vé

@ﬁhm
~
Capture Type
Fom ]
Catalog
Student Records
Document Type
Change of Addrass _
Form
Change of Address F:m
Student Name
JoshPowers ]
Student 1D
580-48-6030
Clear
J\DEMAERO =

L_ Capture

Search All Catalogs

CHANGE OF ADDRESS FORM

‘Powers | |Joshua ‘ @
Last Name First Name ML

Local Address Emergency Contact
|5I]5 Sandy Beach Blvd. #402 |George Powers
Street Namwe
[West Paim Beach | [FL [505 Sandy Beach Bivd. #402
City State Street

[33405 | [954-502-5567 [West Palm Beach | [FL
Zip Code Telephone City State

33405 | [954-502-5567
)

Relstion: F) ParenvGusmarsn (T Spause
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Creating New Documents using a PDF Form

A new document will be created and stored in the selected catalog immediately after submitting the form.
When accessed inside Content Central, this new document can be modified and re-submitted to generate
anew version of the document automatically.

8. The Coding Queue

Any documents that have been captured using Post-Capture coding or Versatile coding must be fully
coded before they will be routed to their appropriate storage area. The Coding Queue in your Folders
frame holds these documents for you to code.

Two types of documents can exist within the Coding Queue. Personal documents are identified by the &
icon and shared documents are identified by the & icon.

Personal Documents Documents captured using the Post-capture coding method and documents
captured using the Versatile coding method with a Personal Queue
destination will become personal documents. These documents will only
appear to the user who captured the documents.

Shared Documents Documents captured using the Ver satil e coding method with a Shared Queue
destination will become shared documents. These documents will appear
to all users who have permission to add documents for the document type
selected during the capture process.

" Folders

Access the Folder s frame by selecting the L2222 putton from the main menu. Select the = iconin the
Folder s frame to obtain the list of documents awaiting the coding process.
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The Coding Queue

To begin coding these documents, select the Code Document(s) menu item from the M odify menu. The
Document Propertiesframewill appear on theright side of your browser. Select the catal og and document

type, enter appropriate information for any fields listed, then select the

the properties and route the document from the queue to the catalog, or select the [2222) putton to save
changes and leave the document in the Coding Queue. When committing the document to the catal og,

[2=mt) putton to save changes to
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Content Central will route the file to the appropriate storage area, and the next document in the results
grid will load for coding.

If any key iconsaredisplayed next to afield, you may select the Perform key-field lookup link to perform
ared-time field lookup. One or more of the fields will be updated.

If a Use Filing Rules checkbox is presented, you may choose whether or not the field information will
cause the file name to change.

gconte;—ﬁ v6
@nimi

< Document Properties

Catalog:

Student Records

Application for Admis 82842009 %0751 | Alisa Martines 123-45-6783 Document Type:

Application fmAdm\sleﬂ‘i

- Student Name

[JoshPowers  [+]
o i % -~ Student ID
UNIVERSITY OF Undergraduate Application for Admission * page 1
SOUTH FLORIDA

* Preview key-field lookup
TEGAL NAME [LASY, FIFST, WIDOLE]

‘SOCIAL SECURITY NUMBER — —
FoweRs TasHuA MATThEws El:E P W< <o [+ Update

FORMER NAMES list any first or last mamas undsr which transcripts ar othar reconds may be issuad)

@ Alisa Martinez - Appli Student Recaords

'ADDRESS (STREET, NUMEER, APT) COUNTY
SRO__Samnpy BFACH Bev D # 40~ Eatr BEAH
EIT\‘ uI'ATE ar HOME TELEPHONE E il address.
(%7 e«m,&ﬂ« fe Zyos 7 ASpa -n58 7 Ew/?r:@ﬁym i ro

JA FRIBER
'ADORESS (STREET, NUMEER, APT) CITY, STATE, ZI° TELEPHONE
SAME AS ABov L )
NATION OF CITIZENSHIP WIF YOU ARE A PERMANENT IMMIGRANT, ATTACH A PHOTOCOPY OF YOUR ALEN hd

Coding Documents in the Coding Queue




Chapter 3. Searching for Documents

1. Search Procedures

A very common operation for users of adocument management system is searching for documents. Search
gueries are performed in the left frame, results will be displayed in the upper-right frame, and documents
will be displayed in the lower-right frame (for document formats having browser plugins).

Folders ' Capture ¥ ’ :Iﬂ Logout
W zzeh ay Ped || Searching for Documents
Full-Text Search -« Enter one or more keywords in the Full-Text Search box to search by name,

] properties, and content.

Narrow your search criteria by selecting one or more Catalogs and Document
[ Search all versions
; Types.

Clear Further narrow your search criteria by entering information in available search
fields.

Ealslogs Click the Search button to begin a search.

Student Records

Document Types

[ Application for Admil#|
[ Application for Grady =
[] Application for Resic
[J Change of Address

[ Conduct Statement v
< I >

The Search Frame

Performing asearch is as simple as selecting one or more catal ogs and document types, entering criteriain

one or morefield search textboxes, and selecting the button. Some search boxes contain predefined
choices that you can select from a list. The most efficient searches result from searching document
properties such as Name or Number. These searches will narrow your results down considerably.

Y ou can instead choose to select an existing query from the Saved Sear ches drop-down ligt, if available.
The saved query will be entered automatically, and the search will be performed automaticaly if the
appropriate option has been enabled. For more information, see Section 5.5, “ Saved Searches”.
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content) 76
@nimi

4 Logout

Search All Catalogs

Check | File | Modify | View [EF2 RN BRI

" Covos | Ductypes | Sudenibame | Studemid |
Eh = A ]

Results: 12 [
[]Search by Packet E

Full-Text Search « | | -DacName |
— - -
[1Search all versions [ e Josh Powers - Application Studsnt Records Application for Graduatio Josh Powers 580-48-6030
# [] % Josh Powers - Application Student Records Application for Residenc, Josh Powers HB0-48-6030
tlear % Josh Powers - Change ol Student Records Change of Address Josh Pawers 580-48-5030
Catalogs =[O0 % JoshPawers - Conduct £ Student Records Conduct Statement Josh Pawers 580-48-6030
[] % Josh Powers - Declaratio Student Records Declaration of College Josh Powers R80-48-6030 M

Document Types

Conduct Statement [#]
Declaration of Colleg
Enrollment Certificat| =
Fee Adjustment Rec
Grade Forgivenass Fw|

[l m | (=] "ADDRESS (STREET, NUMEER, APT]

SRO _Sanpy BEACH BLv D # Fodl

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission « page 1

LEGAL NAME (LAST, FIRST. MIDDLE}
FowERS TJASHUA MATT kEwW
FORMER MAMES llist any first or last names under which transcripts or othar reconds may be issued)

'SOCIAL SCURAITY NUMBER

ELEFE]

COUNTY
Erert BEA

E-mail addrss

CITY, STATE, 27 HOME TELEPHONE
Student Name WEST B ey, Te BBros O oy -rnts 7 Pyl ?Dﬁ'ym«'ﬂ" i
oroms  [o] | T :
[ﬂ TFAMES  PowEES FRIHERS
Pa.de—tiny ‘ADORESS (STAEET, NUMBER, APT) TEEFIONE

| CITY, STATE, 29

m il SAME A5 ABovE C

<l

A Document properties Search

You may also search for documents using full-text information. This can be used as the only method to
search, or it can be combined with document properties. When searching for full text, every occurrence
of the word or phrase you use to search will be highlighted when retrieving PDF documents. For more
information on full-text searching, see Appendix B, Advanced Search Syntax.

content) 76
@nimi

4 Logout

Search All Catalogs

Check | File | Modify | View [EF2 RN B0

T Covion | bockmes | SudootMome | Sudemid | Dookeme |

Results: 6 []
[]Search by Packet E

Full-Text Search «

i

|7 [ tudent Records

[JSearch all versions [] % Student Records Conduct Statement Josh Pawers BB0-48-6030 Josh Powers - Conduct §

# % Student Records Declaration of College Josh Powers 580-48-6030 Josh Powers - Declaratior
clear [ % Student Recards Enrallment Certification  Josh Powers 580-48-6030 Josh Powers - Enrollment

Catalogs =[O0 « Student Records Fee Adjustment Request Jash Powers 5B80-48-6030 Jaosh Powers - Fee Adjust

[] «# Student Records Grade Forgiveness Requ Josh Powers 580-48-6030 Josh Powers - Grade Forc

Document Types

Application for Adlmg

UNIVERSITY OF j
SOUTH FLORIDA

Undergraduate Application for Admission « page 1

LEGAL NAME (LAST, FIRST, MIDDLE)
Mardinez.  A(isa, Shey

FORMER NAMES llist any first or Last names under wehich transcrips or othar records may be isuod)

Application for Grady
Application for Resic
Change of Address
Conduct Statement [v|
<] M I EY

"SOCWL SECURNY HUMEER

ADORESS [STREET, NUMEER, APT)

COUNTY
T oW o ol -~ Prole

CITY, STATE, ZI# e HOME TELEPHONE E.mail addros:
Student Name o inloaln, FL 37012 (3634067 -/ 3.00 DTN G oy b0 ] g
S
C Cothei
e [ﬂ 'ADORESS (STHEET, NUMBER, APT.) CITY, STATE, 21 TELEPHONE
£l Im B AME AS ABovE | ) hd

A Full-Text and Document properties Search

To search al versions of documents that match your search criteria, select the Search all versions
checkbox.
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Folders [ [ Capture Search All Catalogs £ Logout

C1Search by Packat Check | File | Modify | View EF2 BRI Results: 14 [2]

[ 1] EE eccrds | Appization for Admid Josh Powers 50486030 owers
Search all versions [ @20 Student Records  Application for Admis Josh Powers H80-48-6030 Jash Powers - Applic —
[ « 10 Student Records  Conduct Statement  Josh Powers 580-43-6030 Josh Powers - Condi
clear O « 1.0 Student Records Enrallment Certificati Josh Powers 580-48-6030 Josh Pawers - Enroll
Catalogs =0 I.; 1.0 Student Records  Application for Grad Josh Powers 580-48-6030 Josh Pawers - Applic
[ e 10 Student Records  Application for Admis Josh Powers 580-48-6030 Josh Powers 'Apph([v}
Document Types i‘
Fee Adjustment Red®) ‘l.«-NIVEF‘SHY OF Undergraduate Application for Admission « page 1
SOUTH FLORIDA

Grade Forgiveness F
Late Registration W,
Privacy Request

TEGAL NAME (LAST, FIRST. MIDOLE] SOCIAL 5= CURITY NUMBER

thar records may be isuod)

Transcript Request |»
(%] . | (=]
HOME TELEPHONE
Student Name (365407 /.60 )
Josh Powers ~
e [V] \DOHE: IMBER, i CITY, STATE, 21
<l m i CAME AS ABow L | Z

Searching All Versions

To save your search query, select the Save this search checkbox, provide a Saved-Search Title, and

select the
Searches’.

J button. Y ou can manage these saved searchesfrom your options. See Section 5.5, “ Saved

2. Searching by Packet

If one or more packet templates have been defined in the system, you will see a checkbox at the top of the
search frame named, Sear ch by Packet. Selecting this checkbox will present you with one or more packet
templates you can search on. Thekey field will be displayed depending upon the packet template selected.

Search

Enter the key-field value you are searching for, and select the L. J button to perform the search. All

of the documents in the packet will be returned.

3. QuickSearch

The QuickSearch box in the right-center area of the main menu can be accessed from any location in
Content Central. Enter your query in the QuickSearch box and the information provided will be used to
search all document types where you have the search permission.

4. Saving Search Results

Y ou may export the full list of search results, which may extend beyond the number of results displayed
intheresults grid, by selecting the Save Results menu item from the File menu. The data will be exported
to an XML file based on the columns visible in the results grid. Y ou will be provided with a dialog box
to Open or Save the file to your local machine. Two fields, DocFilename and DocPath, will be included
with each result, referencing the real filename and path to the document.
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File Download

Do you wanl to open or save this file?

Mame: SearchResulksxml
Type: XML Document
From:  dms

Open | [ Eave ][ Carwcel

“while files from the Intemet can be useful, some files can potentially
s harm pour camputer. [F pau do not tust the source, da nat open or
N save this file. \What's the nsk?

The Open/Save Dialog for Search Results
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Chapter 4. Managing Documents

1. Introduction

Documents can be retrieved and managed in severa ways using the File, Edit, Modify, View, and
Approval Queue menus at the top of the results-grid frame. Some of these menus may not always be

available.

cnnter?\\ v6
@ﬁimi

[JSearch by Packet

Full-Text Search h o

L]

[JSearch all versions

Clear

Oo0o~Oono

Catalogs

Student Records

Zip & Save
Start Approwal Process
Sendto Waork Queus
Sawve Results

Delete

Application for Graduatio Josh Powers H80-48-6030
Lpplication for Residenc Josh Powers 580-48-6030
Change of Address Josh Pawers 580-48-5030
Conduct Statement Josh Powers 5a0-48-6030
Declaration of College Josh Powers 5B80-48-6030 M

Document Types

Conduct Statement [#]
Declaration of Colleg
Enrollment Certificat| =
Fee Adjustment Rec
Grade Forgiveness Fw|

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission « page 1

LEGAL NAME (LAST, FIRST. MIDDLE}
FoweRs TasHuA MATThEw.

'SOCIAL SCURAITY NUMBER
ELENEE]

FORMER NAMES fist any firs: or Last mames undar which transcripts or othar reconds may be issuod)

m {111} ‘ m ADDRESS (STREET, NUMBER, APT) COUNTY
SEO  Sampy BFACH BLvD # 40 Eairt BEAW
CITY, STATE, ZiP HOME TELEPHONE E mail addross.
Student Name WEST LM Ay, T 33pnt 7 ASea-nss 7 o s @ iyl . o,
JTAMES  FOwERS FRIHERS
N 'ADORESS [STREET, NUMEER, AFT) CITY, STATE, Z°F TELEPHONE
3] 1 SAME A5 ABovE | [ -
The File Menu

2. Viewing a Document in the Browser

The default behavior when selecting a row in the results grid is to open the associated document in the
preview area below the results grid. To change this behavior, see Section 5.2, “ Preferences”.

content) 76
@nimi

B3

[]Search by Packet

Full-Text Search -«

L]

[JSearch all versions

Clear

00xO0O0E

Catalogs

Student Records

|| Capture

T ocame
[~ dent Re
@ Josh Powers
& Josh Powers
& Jash Powers
& Jash Powers

& | Jash Powers

- Applicatior Student Records
- Application Student Records
- Change ol Student Records
- Conduct £ Student Records

- Declaratio Student Records

Check | File | Modify | View [EF2 RN B0

5 A )

4 Logout

Results- 12 []

-~
Application for Graduatio Josh Powers H80-48-6030
Application for Residenc, Josh Powers HB0-48-6030
Change of Address Josh Pawers 580-48-5030
Conduct Statement Josh Powers 580-48-6030
Declaration of College Josh Powers 5B80-48-6030 M

Document Types

Conduct Statement [#]
Declaration of Colleg
Enrollment Certificat| =
Fee Adjustment Rec
Grade Forgivenass Fw|
[l I I (2]

Student Name

Fadoain

<l

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission « page 1

LEGAL NAME (LAST, FIRST. MIDDLE}
FowERS TasHuA MATT kEw

'SOCIAL SCURAITY NUMBER

ELFIFE]

FORMER NAMES list any first or last mames undsr which transcripts or othar reconds may be issued)

'ADDRESS (STREET, NUMBER, APT) COUNTY
S8O _Sanpy BFACH BLv D # #0d. Faert BEdckl
CITY, STATE, ZiP HOME TELEPHONE E-mail address.
WEST L e, Te ol (7 ASp s —n96 7 (penstls @ g |
35 of emargency noeh: NAME 2
JAMES FRaERS FRINERZ
CITY, STATE, ZIF TELEPHONE

'ADORESS [STREET, NUMEER, APT)
SAME AS ABovE

{

A PDF Document Viewed in the Web Browser
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3. Streaming a PDF Document

If your administrator has enabled PDF Streaming, only the first page of PDF files will be sent to the
preview area. Thetop of the image will include awatermark indicating PDF Streaming Enabled and the
page humber(s) that you are viewing from the original.

To view other pages, select one of the menu items from the PDF Streaming menu located above the
results grid. Y ou can move forward and backward and also select a specific range of pagesto view. To
download the original filein the preview area, select Show Full-Page Original from the menu.

"> options | £ Logout

Check | File | Edit | Modify | View | PDF Streaming ‘7] Drop fite(s) heve to yplos;  Documents: 6 =
Messages Dr: roup by that 1 Show MNext Page

1 e | coviog | SowNext5 Pages

~ checkea I O <o reius ase

[[] % Bowman Fabricat Accounts Payable Shaw Previous & Pages Bowman Fabricat 7311
. Approval Queue [7] & Bowman Fabricat Accounts Payable

Show Page Range(s) Bowman Fabricat 7311 =
[[] & ched2481- Bow Accounts Payable Show Full-Page Original Bowman Fabricat 7311 L

mn

|~ Work Queue

["] !4 Purchese Order 7 Accounts Payable ™ PUfGHEsE i et Bowmen Fabricat 7311 il
-~ Coding Queue PDF Streaming Enabled -
g =
= You are viewing page 1 of 1 from ihe anginal PDF.
Catalog Browser 5 5
Bowman Fabrication INVOICE
2330 Glades Hwy., Coral Gables, FL 33114 -
=5 -~ ACCOUHT.S payab‘e Phone 305-210-5348 Fax 305-210-5349
: INVOICE # 4801
Cl Bowman Fabrication ' DATE: WAY 25, 2009
[T
H TO James Smith
— Jones Engineerin, southside Manufacturing, Inc.
g g
P . . 1100 Commercial Blvd
- Martinez Logistics ot 5 oo
o= 754-890-5001
Potter Chemicals Customer ID 516731
- Powers and Associates -
4 1 3 SALESPERSON Jog PAYMENT TERMS DUE DATE j

Streaming a PDF Document

4. Downloading Documents

When abrowser plugin doesn't exist for the document you've retrieved, you will be provided with adialog
box to Open or Save the document to your local machine. Y ou can also access this dialog by selecting
the Download menu item from the File menu.

File Download

Do you want to open or save this file?

m{- MName: Josh_Powers_-_application_For_Admission. pdf
s Type: Adobe Acrobat 7.0 Document, 362KE
From: localhost

[ Open ][ Save ]‘ Cancel |

‘-"\ “wihile files fram the Intemet can be useful, some files can patentislly
g) harm pour computer. IF pou do not bust the sowrce, do not open or
b save this file, What's the risk?

The Open/Save Dialog for a Single Document

To save multiple documents, select the checkbox in each document row, and select the Zip & Save menu
item in the File menu.
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File Download

Do you wanl to open or save this file?

[EI. MName: Documents zip
Type: Compressed (zipped) Folder, 259KE

From:  localhost

Open | [ save | [ Cancel |

‘-"'\ “while files from the Intemet can be useful, some files can potentially
\0) harm pour camputer. [F pau do not tust the source, da nat open or
N save this file. \What's the nsk?

The Open/Save Dialog for Multiple Documents

5. E-mailing Documents

Y ou may send one or more documents in the results grid to one or more e-mail recipients by selecting the
E-mail menu item from the File menu. When the E-mail Document(s) dialog appears, you may select an
available message template from the drop-down list in the top right of the dialog (if visible), or manually
add the recipient(s)' E-mail Address(es), a Subject line, and an optional Message.

Selecting the To: or CC: buttons will load your address book. Use this list of contacts to quickly add
recipients to your e-mails. After you have selected one or more recipients from the list, select the To: or

CC: buttonsto queue the recipients. When you are satisfied with your selections, select the(&2# ] putton

to add them to your e-mail. For information on managing your address book, see Section 5.4, “ Address
Book”.

Whenyour e-mail iscomplete, select thell
book when you send an e-mail.

J button. Recipientsareautomatically saved to your address

/€ Email Document(s) - Windows Internet Explorer

Select Template [V]

From:Mark Thomas
Enter one or more e-mail addresses separafed by a semicolon.

_To_|srobinsoni@mydomain.com
LCE.

Subject |Application We Discussed
Attachment(s) <Josh Powers - Application for Admission. pdf>
[Jzip Attachment(s)

Zip file name:|

Message:

Scott,

I've attached the application you wanted to review. Let me know
if you need anything else.

- Mark

Done % Lacal intranet £ 100% v

Sending Documents via E-mail

41



Managing Documents

& hddress Book - Windows Internet Explorer g@

Address Book

cm@ademero.carn, Cindy Morgan, Ademero
hm@ademero.caom. Herb Mylett Ademsro
jr&ademero.com, Jim Riley, Ademero
jci@ademero.com, Jorge Cruz, Ademero
shi@ademero.com, Sandra Brown, Adermera

|hm@ademero.com;r@ademero.com ‘

| |

% Loral intranet ®100% ~

Address Book for E-mailing

6. Faxing Documents

Y ou may send one or more documentsin the results grid to one or more fax recipients by selecting the Fax
menu item from the File menu. When the Fax Document(s) dialog appears, you may select an available
message template from the drop-down list in the top right of the dialog (if visible), or manually add the
recipient(s)' Fax Number (s), an optional Recipient Name and Company, a Subject line, and some optional
Message Text.

Selecting the To: button will load your address book. Use thislist of contacts to quickly add recipientsto
your faxes. After you have selected one or more recipients from thelist, select the To: button to queue the

recipients. When you are satisfied with your selections, select the %0 | putton to add them to your fax.
For information on managing your address book, see Section 5.4, “ Address Book”.

Select the button when finished. Recipients are automatically saved to your address book when
you send afax.

‘& Fax Document(s) - Windows Internet Explorer E]@
Fax Document(s)
Somcongos [

From:Mark Thomas
Enter one or more fax numbers separated by a semicolon.

To: Cindy Morgan
Fax Number(s ) 853-582-9438
Company|4demero

Subject: Application We Discussed
Attachment(s):<Josh Powers - Application for Admission.pdf>

Message:

Cindy,

Here's the application you wanted to look at. Let me know if you
need anything else.

- Mark

Done ‘-J Local intranet L 100% -

Sending Documents via Fax
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& hddress Book - Windows Internet Explorer g@

Address Book

Cincly Morgan, Ademero, 863-582-9438
Herb Mylett Ademern, 863-552-9438
Jim Riley. Ademero, 863-682-3438
Jorge Cruz, Ademero, B63-b82-9436
Sandra Brown, Adernero, 863-552-9438

|863-582-9438 \
To (Cindy Margan | Company Ademera

% Loral intranet FH 0% -

Address Book for Faxing

7. Appending to a Document

To append additional pagesto an existing document, you will need to first locate the document. When the
document is in your results grid, select the appropriate row and select the Append menu item from the
M odify menu. Y ou can append to the document using DirectScan™, QCard™, or Electronic Upload by
selecting the appropriate menu item.

7.1. Appending by DirectScan™

The DirectScan™ applet will launch in a new window. Use this applet to append pages to the document
by scanning additional pages. For more information, see Section 1.5, “Using The DirectScan™ Applet”.

/€ AppendReplaceDocument - Windows Internet Explorer [Z]@

Scannet! |><PCTWAIN TIFF/IPEG Scanner Iv] [a Scan ] [] Hide Scan Cialog Settings

[ézaom n) (Cizeemow) | (GRonte) | (Latioey] [ioess) | (Qsiste) (B, 0etsta ]

¥iewing1-3o0f 3

] I@ Finish J

Done % Local intranet #100% v

Appending using DirectScan™
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7.2. Appending by QCard™

A new window will appear containing an Append Document QCard™. Print this QCard™, placeit on top
of the additional pages, and scan the document. Content Central will create anew version of the document
containing the pages from the most-recent version combined with the scanned pages.

‘€ http:/fdms/ContentCentral/Actions/Appen dReplaceDocument. aspx?append=1 - ... E]@

= [:ud 1 ]ia = [ c?_"} & @ ezew -

~

User: MThomas Append Document

Catslog: Student Records; Document Type: Application for Admission O R
ACCO0

00000413

Append: Josh Powers - Application for Admission_CCv0004.pdf

Done Unknawn Zone

An Append Document QCard™

7.3. Appending by Electronic Upload

When the Append window appears, Browse to the file containing the additional pages and select the
[Lauond ] pytton.

‘& AppendReplaceDocument - Windows Internet Explorer E]@

Browse for image file (tiff, jpeg, gif, png, bmp, pdf)

|C\Ducumem5\JUsh Powers - Application for Admission .pdf Browse

Done ‘J Local intranet H100% v

Appending using Electronic Upload

8. Replacing a Document

To replace the current version of an existing document, you will need to first locate the document. When
the document is in your results grid, select the appropriate row and select the Replace menu item from
the M odify menu. Y ou can replace a document using DirectScan™, QCard™, or Electronic Upload by
selecting the appropriate menu item.




Managing Documents

8.1. Replacing by DirectScan™

The DirectScan™ applet will launchin anew window. Use this appl et to replace the document by scanning
new pages. For more information, see Section 1.5, “Using The DirectScan™ Applet”.

[B0][=15]

/€ AppendReplaceDocument - Windows Internet Explorer

Replace Josh Powers - Application for Admission.pdf

Scanner; |)<PCTWAIN TIFF/IPEG Scanner Iv] [é Scan ] [] Hide Scan Dialog Seftings

[EZoom n) (szeemou) | (Gponte) | (i) (o) | (Qpeiste) (B 0eete ]

¥iewing1-3o0f 3

] I<‘,’/ Finish J

Done: \-J Local intranet H100% T

Replacing using DirectScan™

8.2. Replacing by QCard™

A new window will appear containing a Replace Document QCard™. Print this QCard™, place it on top
of the new set of pages, and scan the document. Content Central will create anew version of the document
containing only the pages scanned.

‘& http://dms/ContentCentral/Actions/AppendReplaceDocument.aspx?replace=1 - ... E]@
5 H 5 o G Kl e @ (e
~
User: MThomas Replace Document
Catalog: Student Records; Document Type: Application for Admission O C R
AcCOo
mmmmm
Replace: Josh Powers - Application for Admission_CCv0004.pdf
hd
Done Unknown Zone

A Replace Document QCard™
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8.3. Replacing by Electronic Upload

When the Replace window appears, Browse to the new file and select the [tz

'€ AppendReplaceDocument - Windows Internet Explorer E]@

Browse for image file (tiff, jpeg, gif, png, bmp, pdf)
|C\DD:uments\Jnsh FPowers - Application for Admission.pdf Browse

Done %J Local intranet FA00% -

Replacing using Electronic Upload

9. Editing Documents

Documents can be edited easily using native applications on your Microsoft® Windows® workstation.
This requires the Content Director application installed on your local computer.

Note

It's possible to edit documents without the Content Director by manually checking-out,
downloading, editing, and checking-in the documents. For more information, see Section 16
“ Checking Out/Checking In Documents’.

The Content Central Office Integration application can be installed on any workstation containing
Microsoft® Office® to further assist in the document capture and editing process within applications like
Word®, Excel®, and Outlook®.

Note

Both Content Director and Content Central Office Integration are client-side applications, and
each must be installed on user workstations where their functionality is desired.

9.1. Content Director

The Content Director isresponsiblefor directing documentsand other content between the Content Central
server and your local computer.

9.1.1. Installation

The installation package for the Content Director application can be accessed from the Options area by
£l

J button on the main menu followed by selecting the icon for Downloads and

selecting the L
Installers.

Note

The Content Director application runs on only the Microsoft® Windows® platform.
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Select Download Content Central Content Director to download and/or begin the installation package.
Follow the prompts to complete the installation.

Theinstallation package will automatically configure your computer to launch the Content Director each
time your computer is started. This default behavior can be changed in the settings dial og.

9.1.2. Settings

You can access the settings of the Content Director by locating the icon in the system tray of your
Windows® application bar and right-clicking it followed by selecting the Settings menu item.

g Settings - Content Director
Local Document Folder:
DAEdH (]
Port:
54386 [
[] Do nat show infarmational balloon tips
Check for updates
Flun at Windows startup

The Content Director Settings Dialog

The Local Document Folder points to a location on your local computer that will temporarily store
documents while they are being edited. When an edited document has been uploaded to the server, the
Content Director will automatically remove it from this location.

The Port setting determines the local Windows® port that will be used for communication to and from
the server.

Y ou may select the checkbox labeled Do not show informational balloon tipsif you do not wish to see
notices of downloads and uploads. Y ou may also choose whether the application will automatically Check
for updates and Run at Windows startup.

When you have finished making changes, select the OK button to close the settings dial og.

9.2. Content Central Office Integration

The Content Central Office Integration application (CCOI) integrates with your implementation of
Office® 2003, 2007, 2010 32-bit, or 2010 64-bit in the form of a custom toolbar that communicates with
the Content Central server.
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B purchase Order 0000 - Powers and Associates. doc - Microsoft Word E]@
i File Edit  iew Insert Formak  Tooks  Table  Window  Help  Adobe PDF  Acrohat Comments Type a question for help— » %
RSV B A9 - @ R SR A G100 - @] GdRead B
i Diake and Numk » Trebuchet Ms -8 = == = *=.|i= i= iF 5= M. AL a7 .
i |B Z U|==[=|=1=-|t=: & &0 e RE
- Capture Mew <™ Update Document o7 Check Qut : - Settings OAqut /-]
[w] o 100 oo T Pl g ------------ v ne AR f
Southside Manufacturing, Inc. PURCHASE ORDER
1100 Commercial Blvd. , Hollywaod, FL 33020
Phone 754-890-6001 Fax 754-890-5002
- P.[2. #8000
- DATE: MY 22, 2009
- VEMDOR | Powers and Associates SHIF | Attn: James Smith
- £00 Sandy Beach Blvd, TO Southside sanufacturing, Inc.
R West Palm Beach, FL 33405 1100 Commercial Blvd,
- 9R4-502-5R70 Hollywood, FL 33020
y 754-890-5001
- Customer 1D S16795
quoTE SHIPPING METHOD SHIPPING TERMS DELIVERY DATE
-
4500 Ground June 5, 2009 a
-
@
- aTty ‘ ITEM # DESCRIPTION | Jog | UNIT PRICE LINE TOTAL s
SEr|E|=E < B3]
Page 1 Sec 1 11 At 1.4" lno  Col3 Enalish (U5 G

CCOl in Word® 2003

9.2.1. Settings

Y ou can access CCOI settings by clicking the Settings button on the CCOI toolbar within your Office®
application. This should be accessed the first time CCOI is used.

Service Locations

Login

CCOlI connectsto the Content Central server using Web services. The service
locations can be entered in one of two ways.

Auto Discover Service URLS

Manually Configure Services

In most cases, you can provide the
URL to Content Central (example:
http://servername/ContentCentral) and
CCOlI will automatically determinethe
service locations.

The services may need to be entered
manually if the server configuration
has been customized.

Select the T est Servicesbuttonto verify the servicelocationsentered arevalid.

You must provide your Content Central login information for CCOI to
authenticate with the Content Central server. Select the Test Log In button
to verify these entries.

You may select the checkbox labeled Notify when working on Read Only files if you wish to see
notices when opening a document that cannot be edited. You may also choose whether the application
will Use temporary folder for new and read only files. When this option is checked, the application
will automatically save new documentsto atemporary folder prior to uploading them to Content Central.
These fileswill be automatically deleted when the application is closed.

When you have finished making changes, select the Save Settings button to save the settings and close

the dialog.
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|Settingswinduw

]|

Service Locations
(©)Auto Discover Service Urls

Content Gentral URL | hitp-//dms/ContentCentral
() Manually Configurs Services

Login
Domain  <None>
User Mame mthomas

Password eses

Test Log In

Motify when working on Read Only files
Use temporary folder for new and read-only files

CCOI Settings Dialog

9.2.2. Capturing New Documents

Y ou can capture any Office® document that has not been previously captured by selecting the Capture
New button on the toolbar. The Check-In dialog will launch, allowing you to choose the appropriate
destination and document properties for the document.

Note

To capture e-mails using Outlook®, select the Capture emails to Content Central menu item
from the Content Central menu.

Destination

Catalog and Document Type

This selection determines whether the document will be sent
directly to a Catalog or to the Coding Queue for review.

Catalog

Personal Coding Queue

Shared Coding Queue

The document will be routed
to the selected Catalog. Any
required document properties
must be provided before you
can Upload. These document
properties are indicated with
bold text.

The document will be routed to
the Coding Queue, visible only
to you.

The document will be routed to
the Coding Queue, visibleto you
and others with permission to
add documents for the document
type selected.

Select an appropriate Catalog and Document Type for the
document. These selections can be changed later in the Coding
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Queue when the Destination is set to Personal Coding Queue or
Shared Coding Queue.

Document Properties Enter appropriate document properties for the document. Any
required fields are indicated with bold text. All fields are optional
when the Destination is set to Per sonal Coding Queue or Shared
Coding Queue.

When all sel ections have been made, sel ect the Upload button to route the document to the Content Central
server. You will be prompted to save the file localy if it has not been saved and you have not chosen to
use atemporary folder (see Section 9.2.1, “ Settings”).

Content Central Check Tn =)
Destination
Catalog |»

Catalog
Accounts Payable |w

Document Type
Purchase Order |

PO
5000

PODate
D5/22/2008

Vendor
Powers and Associates 4

Upload

CCOlI Check-In Dialog

9.2.3. Checking Out a Local Document

If you've loaded an Office® document outside of the Content Central Web application and the document
has been previously added to Content Central, you can check out the document by selecting the Check
Out button on the CCOI toolbar. This will notify other users in Content Central that you are editing the
document.

9.3. Editing a Document

To edit adocument, select the results-grid row of a document to modify followed by the Edit Document
menu item from the M odify menu. The document will be checked-out from the system automatically
and routed to your local machine viathe Content Director. Once the file has been downloaded, its native
application will launch and load the document.

After modifications have been completed, the document needs to be uploaded to the document server.

9.4. Uploading Changes using CCOI

Use thismethod of uploading if your document is a Microsoft® Office® document and you haveinstalled
CCoOl.

After making necessary changes to the document, select the Update Document button on the CCOI
toolbar. The new version will be uploaded, and the document will be checked inif previously checked out.
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9.5. Uploading Changes without using CCOlI

After making necessary changes to the document, close the application, making sure to choose Y eswhen
asked if you would like to save the changes. The Content Director will provide a dialog alowing you to
choose your preferred action.

Select the appropriate action, and select the OK button to compl ete the editing process. If you have chosen
to upload the local copy, the Content Director will send the modified document to the server and perform
an automatic check in.

o' Upload - Ademero Content Central Client Tools

Changes detected. What would you like to da?

(%) Upload and check in local copy®
() Keep local copy for further editing

) Discard local copy and undo check-out®

* Please ensure your local copy is closed before uploading or discarding

The Content Director Upload Dialog

10. Editing Document Properties

If you would like to view or modify document properties for a document, select the results-grid row of a
document to modify followed by the Document Properties menu item from the M odify menu. Y our left
frame will disappear and the right frame containing the Document Properties will appear.

If any key icons are displayed next to afield, you may select the Perform key-field lookup link to perform
area-time field lookup. One or more of the fields will be updated.

If aUse Filing Rules checkbox is presented, you may choose whether or not the updated field information
will cause the document folder and file name to also update.

When changing the document type, you will not be ableto modify thefieldsuntil the document has moved.

Make the necessary changes to the document properties and then click L=%mm) when finished.

Note

System fields appear below the l'2%mt] button and are presented for informational purposes only.
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content) 76 [7
@ﬁhm

Search || Capture

Search All Catalogs

Check | File | Edit | Modify | View J¥3] Drop fitefs) here to upivad Docs: 12 5]

Cataog

“{} Logout

“ Document Properties

n \pt Student Records| Application for Ac 9 4:19:( Jos ™~
[ i Josh Powers - Ap Student Records Application for Gr 129,839 8/28/2009 4190 Josh Powers 580-48-6030 = Document Type:
[ " JoshPowers - Ap Student Records Application far Re 162551 8/28/2009 4:19:( Josh Powers 580-48-6030
[[] % Josh Powers - Ch Student Records Change of Addre: E3511 8/28/2009 4:18:( Josh Powers 580-48-6030
[ & Josh Powers - G Studsnt Resords Condut Statsme 122450 8/28/2003 418 Josh Powers  BED4BE030 [y g Student Name
Josh Powers ~

- -~ Student 1D
UNIVERSITY OF Undergraduate Application for Admission » page 1 :‘
SOUTH FLORIDA

- Preview key-field lookup

LEGAL NAME (LAST, FIRST, MIDDLE} "SOCIAL SECURITY NUMEER

TASHUA _MATT hEW | SIEE 8 HEE

OWERS |
FORMER NAMES, {list any first or Lt namas undar which trarscripts or othar racords may ba issusd)

ADDRESS ISTREET, NUMEER, APT)

TAMDY BFACH Bev D # Fod- Bilr peay

EIW STATE, ZIP HOME TELEPHONE E mail addross

WEST B fEAA, T Zavol [7¢ ASpa 098 7 R @ Pyl f. o
m

AN Povif £S5 F AT H‘f
ADDAESS ! THEET, NUMEER, APT) CITY, STATE, 2P TELEPHONE
SAME As ABovE ‘ | [
NATION OF CITZENSHIP *IF YOU ARE A PERMANENT IMMIGRANT. ATTACH A PHOTOCOPY OF YOUR ALIEN i

The Document Properties Frame

11. Viewing Document Version History

Content Central keeps track of document revisions and changes. The current version of a document will

always be displayed in results grids. To view al versions of a document, select the Document History
menu item from the View menu.

The number to the | eft of the decimal isthe Major Version. The number to the right of the decimal is the
Minor Version. The following table outlines how versions are generated.

Major Version Added
Added as Copy
Moved
Checked In
Appended
Replaced
Uploaded Revision

Minor Version Properties Updated
Begin Approval Process
Approved
Voted for Approval
Rejected
End Approval Process
Set Priority
Added/Updated Retention Policy
Removed Retention Policy
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/€ Document Version History - Windows Internet Explorer

History of [ Charles Jones - Application for Admission ]

Check | File | Modify [i¥3]

[Admiszion Approval] Document
maved backward fram (M Thomas] to
[Faculty). Mote: Please check the
address.

[Admiszion Approval] Document
moved forward from [Faculty] o
(MThomas). Approval perfaimed and

1.3 Charles Jones - Application for dmission.pdl MThomas Rejected 8/28/2009 3:28 PM

[l & 1.2 ChalesJones - Application for Admission.pdf MThomas Approved AR e e e 8/28/2009 3:10 PM
administrator. Note: Please check the:
address.
[Asdmission Approval] Approval
[0 & 1.1 ChailesJones - &pplication for Admission.pdl MThomas Begin Appraoval Process Process iniiated. Mote: Please note 8/28/2009 9:08 P
the address.
[1 & 1.0 ChalesJones - Application for Admission.pdf Content Central Added 8/28/20091:18 PM
Dane %J Local intranet H100% v

Viewing Document Version History

12. Viewing a Packet

Packets are collections of documents that share a key-field value. One or more packet templates can be
defined by your administrator and used to link these related documents together in a packet. To view other
documents linked to the currently selected document, select the Packet menu item from the View menu.
When more than one packet existsfor the source document, you can choose the packet to view by selecting
the appropriate packet template from the drop-down menu in the header.

An informational message appears to the right of the menu indicating whether the packet is Complete or
Incomplete. When a packet is incomplete, rows representing the missing document types will appear at
the end of the current page of packet documents.

/€ Packet Documents - Windows Internet Explorer

Student Packet [StudentID = 580-48-6030]

Check | File | Modify | View EFZ RS wnn

€

ent R 30

n ds A 0

Fl I:' Jash Pawers - Application Student Records ALpplication for Graduatior 8/28/2009 4.19:07 PM  Josh Powers 580-48-6030
[[1 & JoshPawers - &pplication Student Records Application for Residency 8/28/2003 4:19:.07 PM  Josh Powers 5B80-48-6030
[[1 % JoshPawers - Change of . Student Records Change of Address 8/28/2009 419:07 PM  Josh Powers 5B80-48-6030
[ #" Josh Powers - Conduct St Student Records Conduct Statement 8/28/2009 419:07 PM  Josh Powers 580-48-6030
[0 %" JoshPowers - Declaratior Student Records Declaration of College B8/28/2003 4.13:07 PM  Josh Powers H80-48-6030
[ %" JoshPawers - Eraliment Student Records Enrollment Certification  8/28/2003 419:07 PM  Jash Powers 580-48-6030
[0 & JoshPawers - Fee Adjustr Student Records Fee Adjustment Request  8/28/2009 419307 PM  Josh Powers 580-48-6030
[[1 & JoshPawers - Grade Forg Student Records Grade Forgiveness Reque 8/28/2003 413:07 PM Josh Powers 5B80-48-6030
[[] & JoshPowers - Late Regisl Student Records Late Registration Waiver 8/28/2009 419.07 PM  Josh Powers 580-48-6030
[0 %" JoshPowers - Privacy Re Student Records Privacy Request 8/28/2003 4.13:07 PM  Josh Powers H80-48-6030
Fl I; Josh Powers - Transcipt F Student Records Transciipt Request B8/28/2003 4.13:07 PM  Josh Powers H80-48-6030
Done & Local intranet #100% -

Viewing a Packet
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13. Renaming a Document File Name

To rename a document file name, select the Rename menu item from the M odify menu.

Provide aNew Name for the file. Select the .42 | putton to rename the file.

‘€ Rename Document - Windows Internet Explorer E]@

Rename Document

Josh Powers - Application for Admission.pdf

Mew MName

\Josh Powers - Application for Adrmission.pof

Dione ‘3 Local intranet H100% T

Renaming Documents

14. Deleting Documents

To delete one or more documentsin your results grid, add acheck to each row of the documentsyou would
like to delete. When deleting only one document in your results grid, select that row.

Note

If you wish to delete multiple documents and the selected row does not contain a check in its
checkbox, Content Central will only delete that selected row's document.

Once you've selected and/or checked the appropriate row(s), select the Delete menu item from the
Document Actions menu. The Delete Document(s) dialog will appear.

Review your selections, then select the &82#2] button if you wish to continue. The documents will be

removed from the system and the Delete Document(s) dialog will close.

(€ Delete Document - Windows Internet Explorer E]@
Delete Document(s)

Josh Powers - Application for Admission.pdf -Allowed-
Josh Powers - Declaration of College.pdf -Allowed-
Josh Powers - Enroliment Certification.pdf -Allowed-
Josh Powers - Transcript Request.pdf -&llcwed-

Note: All versions for each listed document will be deleted.

Done ‘3 Local intranet H100% T

Deleting Multiple Documents
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15. Uploading Revisions

To upload arevision, select the Upload Revision menu item from the M odify menu.

Browse to the local file for each document you want to upload as a revision. After choosing your files,

select the 22221 button to begin the upload process. A new version will be created for each uploaded

document.
€ Upload Revision - Windaws Internet Explorer E]@
Upload Revised Documentis)

[v] Alisa Martinez - Application for Admission.pdf
| Erowse
Charles Jones - Application for Admission.pdf
| Browse
[v]Josh Powers - Application for Admission.pdf
| Browse
Katherine Potter - Application for Admission.pdf
| Browse

Dione ‘3 Local intranet F100% v

Uploading Revised Documents

16. Checking Out/Checking In Documents
16.1. Checking Out Documents

When you need to make changes to the content of one or more documentsin your results grid, add acheck
to each row of the documents you would like to check out. When checking out only one document in your
results grid, select that row.

Note

If you wish to check out multiple documents and the selected row does not contain a check in its
checkbox, Content Central will only check out that selected row's document.

Onceyou've selected and/or checked the appropriate row(s), select the Check Out/lIn menu item from the
M odify menu. The Check Out/In Document(s) dialog will appear.

Review your selections, then select the [acizean] or (Li2emea] putton if you are satisfied. The Check Out/
In Document(s) dialog will reload and those documents that were checked out will allow you to L&
the documents or |

Note

L2 e ] the check out process.

Multiple documents will be compressed into aZl P file for download.
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/& Check Out/In Document(s) - Windows Internet Explorer E]@

[v]Josh Powers - Application for Admission.pdf
[v]Josh Powers - Declaration of College.pdf
[v]Josh Powers - Enrollment Certification.pdf
[v]Josh Powers - Transcript Request.pdf

() check out| [)Downioad | [@ close |

Done %J Local intranet #100% -

Checking Out Multiple Documents

If any of the documents you selected for check-out were already checked out by another user, you may
request that those documents be checked in. Y ou can send a notice to both the user and administrators.

/& Check Out/In Document(s) - Windows Internet Explorer E]@

Document(s) Checked Out by Another User.

MThomas: Josh Powers - Application for Admission.pdf
[l Send Chack In request to user
[JSend Check In request to admin

MThomas: Josh Powers - Declaration of College.pdf
[#1Send Check In request to user
[JSend Check In request to admin

MThomas: Josh Powers - Enroliment Certification.pdf
[¥]Send Check In request to user
[1Send Check In request to admin

MThomas: Josh Powers - Transcript Request.pdf
[¥]Send Check In request to user
[JSend Check In request to admin

v

Dane %J Local intranet H100% v

Requesting Documents to be Checked In

If you do not have permission to check out any of the selected documents, you will receive a message
listing those documents. Y ou will not be able to check out those documents.
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/& Check Out/In Document(s) - Windows Internet Explorer E]@

Your permissions do not allow you to check out the following.

Josh Powers - Application for Admission.pdf
Josh Powers - Declaration of College.pdf
Josh Powers - Enroliment Certification.pdf
Josh Powers - Transcript Request.pdf

Done %J Local intranet #100% -

Attempting to Check Out Documents Without Permission

16.2. Checking In Documents

After you've finished modifying documents, you may upload the new file(s) back to Content Central. The
easiest way to accomplish thisis by accessing these checked-out documents from your Folder s frame.

Access the Folder s frame by selecting the -J button from the main menu.

content) 76

@nlra! Y Logout

' Folders Wl [ | Capture i) Options

" L, Search

Search All Catalogs

Personal Folders

Messages
Your Messages folder contains alerts and requests regarding documents L
“—* checked Out related to you.
’ Your Checked Out folder contains a list of documents you have checked out.
* ' Approval Queue Your Approval Queue contains documents that have been sentto you for
approval.
71 Work Queue Your Work Queue contains documents that have been sent to you for
~ e collaboration. vl

7 | Coding Queue
i Custom Policies

M7 \ Catalog Browser

FX\DEMERO

The Folders Frame

Select the - icon in the Folder s frame to obtain the list of documents you currently have checked out.
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content) 76 [7
@ﬁ!m!

Search

- Messages

B checked Out

sh Powers - ¢

5l 030

Ay Ll
[0 %" JoshPowers - Decle Student Records  Declaration of Colle 6/28/2009 8:53:57 Josh Powers 580-48-6030
" Approval Queue [0 % JoshPowers-Enioll Student Records  Envollment Certificati 8/28/2009 8:53:58 Josh Powers 560-48-6030
[1 % JoshPowers - Trans Student Records  Transeript Request  8/28/2009 8:53:58 Jash Powers 580-48-6030
[P} Werk Queue
-
~ Coding Queue ‘qﬁ?‘}ﬁﬁﬁgglgf Undergraduate Application for Admission « page 1 j

Custom Policies LEGAL NAME (LAGT, FIRST, MIGDLE) "SCCIAL SECURTY NUMEER
~ FawE I A MATT bEw ElElFE] El
FORMER NAMEE, {fst any first ar last ramas undar which transcripts or othor racards may bo issucd)
“i 7| Catalog Browser ‘ADDRESS [STHEET, NUMEER, AT COUNTY
- RO ampy EFACH BlvD 7 402 Fairt BEd
CITY, STATE. 2P, HONE TELEPHONE Email addrass
WEST BiLM e, (¢ 3303 | 2 Roos crss 7 ) Phs @ Prypmoa /. oy
T cata o amargency noRy: FANE ﬁﬁm
TAMES  PonFES F A HE
ADORESS (5 THEET, NUMBER, APT] TV, STAIE 2P TELEPHONE
SAME AS ABovE ()
7 NATION OF CITZENSHP *IF YOU AE A PERMANENT IMMIGRANT, ATTACH A PHOTOCOPY CF YOUR ALEN
DEMER eus. om0 AEGISTRATION CARD.
JFEMALE }fum.[ DAECFRIATH D& /24 | &% NATIVE LANGUAGE FASGLATH -

The Checked Out Document List

Just as before when checking out documents, add a check to each row of the documents you would like to
check in. When checking in only one document in your results grid, select that row.

Once you've selected and/or checked the appropriate row(s), select the Check Out/In menu item from the
Modify menu. The Check Out/In Document(s) dialog will appear.

Review your selection(s), then browse to each document location on your local machine.

=) button when you are ready to upload the modified documents. The Check Out/In
Document(s) dialog will reload after uploading compl etes, and those documentsthat were checked in will
now be allowed for check-out oncemore. If you arefinished, closethe Check Out/In Document(s) dialog.

=%

/& Check Out/In Document(s) - Windows Internet Explorer

Check In Document(s)

[v]Josh Powers - Application for Admission.pdf

| Browse |
[v]Josh Powers - Declaration of College.pdf

| Browse |
[v]Josh Powers - Enroliment Certification.pdf

I Browse |

[v]Josh Powers - Transcript Request.pdf

I Browse |

['Ld Checkln] [@] Undo ] ['[;]annluad] [@ Close ]

Done %J Local intranet #100% -

Checking In Multiple Documents
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17. The Approval Queue [Enterprise Edition]

Y our Approval Queue contains documents or packets that have been routed to you based on an approval

| Folders

process. Accessit by first selecting the 2J button from the main menu followed by the “* icon from
the Folders frame.

Icons displayed in the Approval Queue are as follows:

» Document or packet isanew arrival to the approval process.
» Document or packet has been approved.
x Document or packet has been rejected.

To narrow your view by catalog or document type, select from the drop-down list at the top of the results
frame.

After you've performed your designated task(s) related to a document or packet, you can either Approve
it or Reect it from the Approval Queue menu. One or more documents and packets can be approved or
rejected at the same time.

Note

Y ou may be able to select only thefirst item in the queue. Thisisan administrator preference.

If you have permission to set priorities, you may select the Set Priority menu item from the Approval
Queue menu.

Most documents or packets arrive on an approval process because they match certain criteria during the
capture process or match criteriain aworkflow rule; however, it's sometimes necessary to manually place
an existing document or packet on an approval process. To accomplish this, select one or more documents
or packets from your results grid, and then select the Start Approval Process menu item from the File
menul.

When you are viewing a packet, you may choose the Start Packet Approval Process menu item from
the File menu to assign the packet to an approval process.

Messages

' Checked Out

23 arg
[0 (& Katherine Patter - Application for Admission. pdf 5 23 Hours 43 Ming Faculy [Group]  Review the date. You are
' EERISATUSLS [1 !4 Pamela Troy - Application for Admission.pdf 5 23 Hours 43 Ming Faculty [Group]  This looks good You are

~ Work Queue

| I | [2]
' Ccoding Queue 1 o . =
1-‘N|\ ERSITY OF Undergraduate Application for Admission » page 1 ﬂ
SOUTH FLORIDA
T Custom Policies
LEuA NAME (LAST, FIRST, MIDDLE) SOCIAL SECURITY NUMEER
. Jowes Chavles T .‘»:“ﬂ'ﬂ HE HEEE
catamg Browser FORMER NAMES it arry first ar last ramas #dar which transcripts o othar records may be issuad)
2
AI:I:HE ST 1E_| NUMBER, APT) COUNTY
Bm// ve)
HOMETELEPHONE =~ | E-mail address
[F5F ) F55- 37 al g vbie!ziln()an v
F__ﬂ“O'I
Fathes

TITY, STATE. ZIF TELEFHONE
S,M’f AS ABov L

v NATION GF CITIZENSHP I YOU ARE A PERMANENT IMMIGRANT. ATTACH A PHOTOCOPY CF YDUR ALEN
i WS OTHER REGISTRATION CARD.
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The Approval Queue

17.1. Approving

Y ou can provide a note for the next user or completion of the process for each item you are approving.

If you are presented with a Send to user drop-down list, select one user from the list to be the recipient
of theitem.

If you are presented with aPI N Requir ed message, you must provide your personal identification number,
which can be defined in your options. See Section 5.8, “PIN” for more information.

Confirmyour selectionsand select thel&2#2 ] hutton to movethei tem(s) forward on the approval process.
Theitem(s) will be removed from your Approval Queue.

'€ hpproval-Process Actions - Windows Internet Explorer E]@

Approve Document(s)

Charles Jones - Application for Admission.pdf

Process: Admission Approval

Note:

chars max)

Please check the address ‘

Katherine Potter - Application for Admission.pdf
Process: Admission Approval

Nate:

{250 chars max)

Fevigw the date ‘

Pamela Troy - Application for Admission.pdf

Process: Admission Approval

Note:

{250 chars max)

"This looks good. ‘

«:,’/ Approve

Done ‘3 Local intranet H100% T

Approving

17.2. Rejecting

Y ou can provide a note for the previous user or completion of the process for each item you are regjecting.

If you are presented with a Send to user drop-down list, select one user from the list to be the recipient
of theitem.

If you are presented with aPI N Requir ed message, you must provide your personal identification number,
which can be defined in your options. See Section 5.8, “PIN” for more information.

Confirm your selections and select the @825 utton to send theitem(s) backward on the approval process.
Theitem(s) will be removed from your Approval Queue.
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/& Approval-Process Actions - Windows Internet Explorer E]@

Reject Document(s)

Charles Jones - Application for Admission.pdf
Process: Admission Approval

Nate:

{250 chars max)

Please check the address. ‘

Katherine Potter - Application for Admission.pdf
Process: Admission Approval

Note: Flease review the date

{250 chars max)

Pamela Troy - Application for Admission.pdf

Process: Admission Approval

Note: ‘This is missing a street address ‘

{250 chars max)

Done ‘-‘_J Local intranet H100% T

)

Rejecting

17.3. Assigning to an Approval Process

If one or more items to assign are the primary document type for one or more packets, you may choose
whether the Assignment Type is for only the Document or for the entire Packet. If the Packet option
is selected, choose a packet from the accompanying list. Y ou can select the View Packet link to view all
documents in the selected packet.

Select the appropriate approval process for each document you've chosen for assignment. You may
optionally set the priority for the item and provide a note for the first member in the approva process.
If you are presented with a Send to user drop-down list, select one user from the list to be the recipient
of theitem.

After confirming your selections, select the (E#m] putton. The item(s) will be placed on the respective
approval process.

& Approval-Process Actions - Windows Internet Explorer E]@

Assign Document(s) to Approval Process

Charles Jones - Application for Admission.pdf
Assign to |Admissinn Approval [V] Priority | 5 [V]

Note:

Flease contact this student and obtain missing info
{250 chars max}

Katherine Potter - Application for Admission.pdf
Assign to |Admissinn Approval [V] Priority | 5 [V

Note:

Please check the address
{250 chars max)

Pamela Troy - Application for Admission.pdf
Assign to |Admission Approval [V] Priority |5 [V]

Nate:

Flease contact the student for presvious school histony.
{250 chars max)

-

Done ‘-J Local intranet H100% -

Assigning to an Approval Process
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17.4.

Setting Priorities

Select the appropriate priority for each item listed. After confirming your selections, select the (&4,
button. Theitem(s)' priority will be updated.

@Appmval-Process Actions - Windows Internet Explorer E]@

Assign Priority to Approval-Queue Document(s)

Charles Jones - Application for Admission.pdf
Process: Admission Approval

Priority | 1-Highest v

Katherine Potter - Application for Admission.pdf

Process: Admission Approval

Priority | 5 Il

Pamela Troy - Application for Admission.pdf

Process: Admission Approval

Prigrity | 10 - Lowest V

Done %J Local intranet FA00% -

Setting Priorities

17.5. The Admin Queue [Administrators]

The Admin Approval Queue provides a view of all items on all approval processes for document types
you can administer. As an administrator you can approve, reject, or set priority on any of the items listed.
Y ou can also remove any of the items from their approval process using the Remove from process menu
item on the Approval Queue menu.

To enter this view select the Admin Queue link at the top of the results frame. To narrow the view by
document type, select a document type from the drop-down list at the top of the results frame.

To return to your personal Approval Queue, select the My Queue link.

17.6. History [Administrators]

The History area provides aview of itemsthat have been previously approved, rejected, or removed from
approval processes of all document types you can administer.

To enter thisview select the History link at the top of the results frame. To narrow the view by document
type, select a document type from the drop-down list at the top of the results frame.

To return to your persona Approval Queue, select the My Queue link.

18. The Work Queue [Enterprise Edition]

Y our Wor k Queue contains documents that have been routed to you on an ad hoc basis. Accessit by first

) Folders

selecting the keeeii) button from the main menu followed by the “ icon from the Folder s frame.
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To narrow your view by catalog or document type, select from the drop-down list at the top of the results
frame.

After you've performed your designated task(s) related to a document, you can either Move it or Remove
it using the Work Queue menu. One or more documents can be moved or removed at the same time.

Search

Folders

Docs: 3 [2]

Messages e a—

~ ' Checked Out

Fl I.; Jaosh Powers - Applic Student Records  Application for Grady 8/28/2009 3:05:27 | Josh Powers 580-48-6030
. Approval Queue [ e Josh Powers - Trans Student Records  Transcript Request 8/28/2009 05:27 | Josh Powers 5a0-45-60030
P Work Queue
~  Coding Queue R, . =
= I-NI\' ERSITY OF Undergraduate Application for Admission ¢ page 1 ﬂ
SOUTH FLORIDA

. Custom Policies

LEGAL NAME (LAZT, FIRST, MIDDLE) SOCIAL SECURITY NUMBER
e BEE_ag

any first ar 2=t nams undar which transcripts cr othar records may ba issusd)

[T \ Catalog Browser

ADORE! ISTREET, NUMBER, APT) COUNTY
802 Sanpy BFACH BevD # 403 Fart B
CITY, STATE, IF HOME TELEPHONE E-mail addrocc
WSl FALH fEe, T4 Bv08 | 7% Pooa 2r56 2 g P - P
o Ty e TANE YT
TAMES  PonES F AT HE
/ADDRESS [STREET, NUMEER, APT} CITY, STATE, ZIF TELEPHONE
k— SHME AS ABov i | [
DEMERO ‘

NATION CF CITIZENSHP *IF YOU AAE A PERMANENT IMNVGRANT, ATTACH A PHOTCCOPY CF YOUR ALEN -
KUS ER® AEGISTRATION CARD.

The Work Queue

18.1. Assigning or Moving Documents to a Work Queue

To assign one or more documents to one or more users or groups, select one or more documents from your
results grid, and then select the Send to Work Queue menu item from the File menu.

Note

When assigning a document to a Work Queue from the Work Queue, select the Copy to Queue
menu item from the Wor k Queue menu instead.

To move documents from your Work Queue to another user or group, select the Move to Queue menu
item from the Work Queue menu.

Documents are grouped by document type. Y ou can choose one or more users or groups to assign each
document groupif your administrator has provided you with permission to assign to other usersand groups.
Selecting the Send to My Queue checkbox will send the document group to only your Work Queue.

You can choose to set an expiration on the selected documents. Each expired document will be
automatically removed from the Work Queue. Y ou may be limited on how long a document can exist in
the Work Queue.

After confirming your selections, select thel: . button. The documents will be sent to the user(s) and/
or group(s) selected. When moving one or more documents, the documents will be removed from your
Work Queue.
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& Work-Queue Actions - Windows Internet Explorer E]@

Assign Document(s) to Work Queue(s)

Josh Powers - Application for Admission.pdf

[T o omctoion | e
#® mthomas Mark Thomas User

Assignees: 1

[&3 Add User ] [(’f; Add Gruup] [JSend to My Queus

Expires in Months |v| -or []Never Expires

Josh Powers - Application for Graduation.pdf
Send to My Queue
Expires in I:l -or- Never Expires

Cone ‘j Local intranet H100% v

Assigning Documents to the Work Queue

18.2. Sharing Documents

To share documents with guests or users, select one or more documents from your results grid, and then
select the Share menu item from the File menu.

Select the [&225=mer:] hutton to add one or more reci pients by e-mail address. While adding recipients, you
can select the Address Book link to access existing e-mail addresses. When providing more than one e-
mail address at atime, separate each with a semicolon.

You can choose to set an expiration on the selected documents. Each expired document will be
automatically removed from the Work Queue. Y ou may be limited on how long a document can exist in
the Work Queue.

After confirming your selections, select thel. J button. The documents will be sent to the recipient(s)
selected. If any of the recipients do not exist in the system, a new guest user will be created, and an
invitation containing login details will be sent to the e-mail address provided.

€ Work-Queue Actions - Windows Internet Explorer

=13

Charles Jones - Application for Admission.pdf

E-mail Address Existing User

#® charles.jones@school.edu Mo

Recipients: 1
&) Add Recipient

Expires in Monthe v -or- [Never Expires

Done %J Local intranet H100%
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Sharing Documents

18.3. Removing Documents

To remove one or more documents from your Work Queue, select the appropriate documents in your
results grid followed by the Remove from Queue menu item from the Work Queue menu. Confirm your

selections and select the button. The documents will be removed from your Work Queue.

€ Work-Queue Actions - Windows Internet Explorer E]@

Remove Document{s) from Work Queue

[v]Josh Powers - Application for Admission.pdf
Josh Powers - Application for Graduation.pdf
[“Josh Powers - Transcript Request.pdf

Done ‘J Local intranet H100% v

Removing Documents from the Work Queue

18.4. The Admin Queue [Administrators]

The Admin Work Queue provides aview of all documentsin each user's Work Queue for document types
you can administer. As an administrator you can assign or remove any of the documents listed.

To enter this view select the Admin Queue link at the top of the results frame. To narrow the view by
document type, select a document type from the drop-down list at the top of the results frame.

To return to your persona Work Queue, select the My Queuelink.

18.5. Changing Expirations

To change the expiration of one or more documents in the Admin Work Queue, select the appropriate
documents in your results grid followed by the Set Expiration menu item from the Work Queue menu.
Y ou may be limited on how long a document can exist in the Work Queue. Confirm your selections and

select the button. The new expirations will be set on the selected documents.
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@ Work-Queue Actions - Windows Internet Explorer E]@

Charles Jones - Application for Admission.pdf
Document Type: Application for Admission: User: charles jones@school.edu

Expires in o~ [IMever Expires

[v]Josh Powers - Application for Admission.pdf
Document Type: Application for Admission; User: mthomas

Ezxpires in I:l o~ [“IMever Expires

Done %J Local intranet #100% -

Changing Expirations of Documents in the Admin Work Queue

19. Custom Retention Policies [Enterprise
Edition]

The Custom Policies folder contains documents having retention policies differing from the document-

type retention policy. Access it by first selecting the button from the main menu followed by

selecting the © icon from the Folders frame.

content) 76

@nlra! Y Logout

i) Options

Search All Catalogs

Check | File | Modify | Yiew 3] Docs: 2 [%]

T Document Retenion  Time Rema_Catiog | Dacument | Ovencing | Docunent {Studen N Student 1]

i
[ %" Chailes Jone & Months 182 Days Student Rect Transcipt Re Admin 8/28/2003 1: Charles Jone: 420-12-6832

“L‘ Capture

"4, search W 7 Folders

Messages

“ | checked Out

© ! Approval Queue
[= Work Queue
~ ' Coding Queue =
UNIVERSITY OF
SOUTH FLORIDA Office of the Registrar

4202 East Fowler Avenue, SVC1034 Tampa, FL 33620-8850
(813) 074-2000 www.registrar.usf.edu FAX (813) 074-8111

M7 \ Catalog Browser
Enroliment Certification Request Form

DEFINITION OF ENROLLMENT STATUS AT USF:
Undergraduate or Non-Degree Seeking Graduate

Minimum Full-Time Requirements 12 semester hours 8 semester hours.
Minimum Half-Time Requirements 6 semester hours 5 semester hours.

kDE MERO- A UNIVERSITY OF SOUTH FLORIDA ENROLLMENT CERTIFICATION, FOR THE CURRENT TERM, INCLUDES THE FOLLOWING INFORMATION:
CURRENT ENROLLMENT DATES, ENROLLMENT STATUS, ACADEMIC LEVEL, COLLEGE, MAJOR, ACADEMIC STANDING, RESIDENCY

STATUS AND EXPECTED GRADUATION DATE.

The Custom Policies Folder

19.1. Defining Custom Retention Policies

To override the default retention policy for one or more documents, select the Set Retention Policy menu
item from the M odify menu.
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First, choose the length of time each document should be retained in the catalog. Y ou can alternatively
select the Retain Indefinitely checkbox to prevent the document from being removed at any time. To
remove a custom retention policy, select the Remove policy checkbox.

Select the J button to save your changes.

‘€ Document Retention Policy Override - Windows Internet Explorer E]@

Override Default Retention Policy

Charles Jones - Enroliment Certification. pdf (created 58/28/2009)
Retain for Weekis) |w| -or [JRetain Indefinitely -o- []Remave palicy

Charles Jones - Transcript Request.pdf (created 8/28/2009)
Retain fanl Month(s) || -or- [JRetain Indefinitely -or- [JRemove policy

Done ‘j Local intranet 00 v

Defining Custom Retention Policies

20. The Catalog Browser

The Catalog Browser within the Folders frame displays documents as they appear on the file system.

Access the Folder s frame by selecting the button from the main menu. Select the * icon in the
left frame to display the browser tree.

Files within the selected folder will appear in the results grid, and document actions may be performed on
one or more selected documents. Navigate the browser tree by selecting the expand (+) and collapse (-)
icons. If your administrator has enabled paging, you may see an additional row indicating the current page
number of subfolders along with Prev and Next controls to navigate through the subfolder list. Y ou can
also enter a number in the empty textbox to advance to a specific page of subfolders.
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content) 76
@nimi

Search

- Messages

~ ' Checked Out

7] - . ;

"2, Admin

{j Logout

Dirop file(s) here to upload

Fl I; Josh Powers - Ap Student Records Application for Gi 129,839 8/28/2009 4:19: Josh Powers 580-48-6030

. Approval Queue [0 & Josh Powers - A Student Records Application for B 162551 8/28/2009 419 Josh Powers  580-48-5030

[] % Josh Powers - C Student Records Change of Addre BS.511 8/28/2009 4:15: Josh Powers  GBO-48-6030

.‘-i Work Queue [] « JoshPowers - Cr Student Records Conduct Stateme 122 450 B/28/2009 415 Josh Powers  5BO-48-6030

Docs: 12 [%]

~

2]

| Coding Queue } .

LNIVERSITY OF Undergraduate Application for Admission * page 1
SOUTH FLORIDA

LEGAL NAME [LAST, FIRST, MIDDLE)

Fowe TosHiA  MATT bEw
FOAMER NAMES (iist amy first ar lazt namies undar which transcripes or cthar racords may be issuad)

. Custom Policies

Catalog Browser

ﬁD_Dﬂ[GS (STHEET, NUMBER, APT COUNTY
=~ /. Student Records 50 SanDy BFACH BrevD 7 ¥0d. P st BEAH
) . C_ﬂ"f_irﬂ_'E, P r | HETFTELEFHM E‘J’“iil addrass .
~ Alisa Martinez WES] LM fEar, T4 32#08 (78 ASpa 098 7 Pl @ Prppain . rpsn
. b | TR casa of amargancy notty: FANE e
Charles Jones eSS FATHE

‘ADDRESS [STREET, NUMEER, APT}
SAME AS ABovE

" Katherine Potter
. Pamela Trowv M

| T, STATE. 27 | TELEPHORE
(]

WATIN CF CZENSke SIF YOU ARE A PERMANENT IMMIGRANT, ATTACH A PHOTOCORY O YOUR ALEN
m RS AECISTRATION CAA0

Browsing Files Within a catalog

20.1. Cut, Copy, & Paste

The Edit menu can be used to Cut & Paste or Copy & Paste selected documents in the results grid from
one folder to another.

conte?ﬁ v6
@mrai

Search .L_'\ Capture

Check | File [ Edit | Modify | View

D Logout

1B

Dirap file(s) here to upload Docs: 12 5]

" Messages

" Coding Queue

. Custom Policies

Catalog Browser

-2 Student Records

~ Alisa Martinez
" Charles Jones
oo o
-~ Katherine Potter
oo Pamela Trov

" | Checked Out i
. Fl G Jash Powers - A Student Records Application far G 129,839 8/28/2009 4:19: Josh Powers 5B80-48-6030
.| Approval Queue [ % Josh Powers - & Student Records Application for B 162,551 8/28/2003 4:19: Josh Powers  580-48-5030
[[] % Josh Powers - Ct Student Records Change of Addre E3.611 8/28/2003 4:15: Josh Powers BA0-48-6030

,‘-; Work Queue [] # Josh Powers - Co Student Records Conduct Stateme 122,450 8/28/2009419: Josh Powers 580486030 |y,

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission * page 1

FORMER NAMES, {list an first ar I ramas undar which transcripts cr othar records may ba issusd)

ADORESS (STREET, NUMBER, APT)
800 SaMDY BFACH Bev D # F0d.

COUNTY
FPaLrt BEAW

CITY, STATE, IF
WEST AL A, Te S3vol

| F s>

E mail addroce

Phr @ mypooa . o

T caa o amargancy naty. HANE
JAMES

FATHE

ADDRESS (STREET, NUMEER, APT]

CITY, STATE, ZIF
SAME AS ABov £ |

TELEFHONE
| ()

NATIGN CF CITIZERSHP
MUS. o OTHER!

The Edit Menu

20.1.1. Cut & Paste (Move)

1.

2.

3.

4.

Select the Cut menu item from the Edit menu.
Select the new folder to move the documents into.

Select the Paste menu item from the Edit menu.

SIF YOU ARE A PERMANENT IMMIGRANT, ATTACH A PHOTOCORY O YOUR ALEN
AEGISTRATION CARD.

Select one or more documents from the results grid displaying the items to cut.
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20.1.2. Copy & Paste (Copy)

1. Select one or more documents from the results grid displaying the items to copy.
2. Select the Copy menu item from the Edit menu.
3. Select the new folder to copy the documents into.

4. Select the Paste menu item from the Edit menu.

20.2. The Context Menu

Access the context menu by right-clicking any folder in the Catalog Browser tree in the left frame. The
following operations can be performed using the context menu:

New Folder Creates a subfolder within the selected folder. After selecting this
menu item, you need to enter a name for the new folder.

Rename Folder Allowsyou to rename the selected folder. After selecting this menu
item, you need to enter the new name for the existing folder.

Delete Folder Removes the selected folder from the selected catalog. The folder
must be empty.

Add Document(s) Loadsthe Drag & Drop Upload applet to upload new documents

or other content. For more information, see Section 6.2.1, “Using
the Context Menu or File Menu”.

Properties (Administrators) Allows the folder selected to be assigned to a specific document
type. For more information, see Section 20.3, “Assigning
Document Types to Folders [Administrators]”.

\eentral searcn | — Folcers | Cavure [ [scach Al o 0 Lovout
iadl Check | File | Edit | Modify | View E¢7] Drop file(s) here to upinad Docs: 12 [%]
Messages Drag a column header here to group by that column.
| checked Out |7 Josh Po - Application for & 36,145 413] Josh Powers | 580486020 [0
Fl L; Josh Powers - A Student Records Application for G 129,839 8/28/2009 4:19: Josh Powers 5B80-48-6030 =
" ! Approval Queue [0 & Josh Powers - A Student Records Application far R 162551 8/20/2009 419: Josh Powers  580-48-5030
[[] % Josh Powers - Ct Student Records Change of Addre E3.611 8/28/2003 4:15: Josh Powers BA0-48-6030
=
. Work Queue [] & Josh Powers - Cr Student Records Conduct Stateme 122,450 B/28/20013 418: Josh Powers  FBD-4B6030 1)
~  Coding Queue R, . =
= I-NI\' ERSITY OF Undergraduate Application for Admission ¢ page 1 ﬂ
SOUTH FLORIDA
. Custom Policies
LEGAL NAME (LAST, FIRST, MIDDLE) SOCIAL SECURITY NUMBER
PR IasA MATT ks FEEMFE MG E]
i - - FOAMER NAMES (jist any first or last names undar which transcripts or other records may b issuad)
MNew Folder
ADCRESS (STREET, NUMBER, APT) COUNTY
a7 Fename Folder ST Canpy BFACH BevlD # 4ol FaLrt BEAV
4 CITY, STATE, ZF HOME TELEPHONE E-mail addrase
Delete Folder iE B e, (e oS | s rtie @y o o,
TR caea of amargoncy nuy: HANE TECRTONES
Add Docurnent(s) TAMES  Povi s FaibE
/ADDRESS [STREET, NUMEER, APT} CITY, STATE, ZIF TELEPHONE
SAME AS A Bov i | [
Kathenne Fotter
i NATION OF CITIZENSHP *IF YOU AAE A PERMANENT IMMIGRANT. ATTACH A PHOTOCOPY OF YOUR ALEN
iws — Pamela Trov "] JWUS o OTHER AEGISTRATION CARD d

The Context Menu

20.3. Assigning Document Types to Folders
[Administrators]

The Folder Properties dialog allows administrators to assign a document type to the folder selected.
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If the Inherit Settings checkbox is selected, the selected folder will use the settings of its parent.

To assign a document type, uncheck the I nherit settings checkbox and choose the appropriate document
type.

Selecting the Hide folder checkbox will hide the selected folder from any user who does not have the
View permission for the selected document type.

Selecting the Apply to all subfolders checkbox will apply the selections to all subfolders.

Select the 222 ) putton when you are finished.

After assigning adocument type, documentslanding in thisfolder from adrag-and-drop upload will inherit
the document type assigned.

Note

Assigning a document type to afolder overrides each user's default document type for the catalog
when performing a drag-and-drop upl oad.

‘€ Folder Properties - Windows Internet Explorer E]@
Folder Properties

Catalog Name: Student Records
Folder: Josh Powers

[l Inherit settings

1 Apply to all subfoldars

Cone ‘j Local inkranet H100% v

Folder Properties
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Chapter 5. The Messages Folder

The M essages folder contains system message and natifications. Access it by first selecting the L.

button from themain menu. Selectthe - iconinthe Folder sframeto display the M essagesfolder. A copy
of each message can be automatically sent to your e-mail address. For more information, see Section 5.2
“Preferences’.

Icons displayed in the M essages folder are as follows:
Message Unread
Message Read
The following are some of the message types that can exist in your M essages folder:

Document Check-In Request This message will be sent to you when another user has requested
that a checked-out document be checked in, and you are the user
who has previousdly checked out the document. Some of these
documents may bein your Approval Queue [Enterprise Edition].

New Document in Approval Queue This message will be sent to you when a document arrives in your
[Enterprise Edition] Approval Queue. This notification can be enabled or disabled in
your User Preferences.

Zonal OCR Warning [Enterprise When the Capture Service processes a captured document with

Edition] zonal OCR, and the extracted text does not match the format of the
document-type field, a message will be sent to you indicating the
document to find in your Coding Queue. This notification can be
enabled or disabled in your User Preferences.

Unprocessed File Notification When the Capture Service has trouble processing one or more
(Administrators only) image files, a message will be sent to you indicating the problem

encountered along with the full path to the problem file(s). This
notification can be enabled or disabled in your User Preferences.

The M essage Actions menu allows you to mark one or more messages as Read or Unread. Y ou may also
Delete one or more messages from the list.
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cnntem v6
@n!mi,

Search All Catalogs @

Check | Message Actions [IsFGER Messages: 1
. Messages Drag a column here to group by that column.

I S T

T —
I Jan

~ ' checked Out

. Approval Queue

[=° Work Queue

_ Coding Queue MThomas:
. Custom Policies CMorgan has Ijequested vou check-in the document "Josh Powers - Application for Admission pdf'
from catalog "Student Records” to Content Central.

raj Catalog Browser This is an automated message. Please do not reply to this message.

--Content Central

JavaviEze)

The Messages Folder
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Chapter 6. Mobile Site

The Content Central Mobile site is designed for mobile devices like smart phones and tablets. It contains
asubset of tools that are available in the full application.

1. Connecting to the Mobile Site

To access Content Central Mobile you will need to launch your preferred Web browser on your mobile
device and enter the URL (address) for Content Central. In most cases, your mobile device will be
automatically detected, and the mobile version of Content Central will be launched.

To access the mobile site manually, enter / nobi | e at the end of the URL for Content Central. For
example, if your Content Central URL ishtt p: // content central . domai n. conm , the mobile
sitewill belocated at ht t p: / / cont ent cent ral . mydomai n. conm nobi | e/ .

Once you've successfully accessed Content Central Maobile, you will need to provide your User name and
Passwor d. Usethe same credentialsyou would usefor thefull siteand select the L ogin button. To navigate
to the full version of Content Central, select the Full Site button.

If you would like to prevent having to log in each time, select the Keep me logged in checkbox.

Note

This option may not be available in all configurations. Selecting the L ogout button on the main
menu will require you to log in again.

\ ;'BJ’! }‘}“5!.
mobile m

Username
demo

Password

Keep me logged in

e

Logging In to Content Central Mobile

2. The Main Menu

The main menu is displayed after you login. From the main menu you can access the mobile versions of
the Approval Queue and the Catalog Browser. You can also L ogout of the mobile site.
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(\cen tral

mobile

0
2

Approval Queue

Catalog Browser

Logout

The Main Menu

3. The Approval Queue

Y our Approval Queue contains documents or packets that have been routed to you based on an approval
process. Accessit by selecting Approval Queue button from the main menu.

Only onedocument at atimeisdisplayed in this maobile version of the Approval Queue. Usethe Previous
and Next buttons at the top of the page or the navigation menu on the next line to access other documents
in your queue.

Select the View/Save button to download the current document.

The center portion of the page describes various aspects of the current document asit rel atesto the approval
process.

To approve or reject a document, enter an optional Note for approval/r g ection and select the Approve
or Reject button.

In some cases, you may need to select a specific user recipient for approval or rejection and/or enter your
personal PIN.

To return to the main menu, select the Home button. To logout, select the L ogout button.

Prev Next | View/Save 3

12345 .. Last
Document Purchase Order 7311 -
Name Bowman
Fabrication.pdf

Approval
Process

PO Approval

Received 8/23/2012 8:31 AM

Deadline 1 Day 15 Hours
Catalog Accounts Payable

DocType Purchase Order
Priority 5

Your note for approval/rejection

The Approval Queue
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4. The Catalog Browser

The Catalog Browser allows you to navigate through folders of documents you can access in the system.
Accessit by selecting Catalog Browser button from the main menu.

Catalog Browser > Accounts Payable

Bowman Fabrication Documents

Jones Engineering Documents
Martinez Logistics Documents
Potter Chemicals Documents
Troy Aerospace Documents

e |

The Catalog Browser

4.1. Folder View

The Catalog Browser is divided into two views: folder and file.The folder view is displayed when you
first enter the Catalog Browser. The navigation area at the top of the page keeps track of your location.
You can select an individual folder from this panel to jump directly to that folder.

To navigate into a folder, select any link from the left column. To view alist of documents for the listed
catalog folder, select the Documentslink in the right column.

To move back one folder level, select the Back button at the bottom of the page. To return to the main
menu, select the Home button. To logout, select the L ogout button.

4.2. File View

When selecting a Documents link, you will be presented with the file view. Just as in folder view, the
navigation area at the top of the page displays your current location. Y ou can select an individual folder
from this panel to jump directly to that folder view.

Only one document is displayed at atimein file view. The navigation area below your current location
allowsyouto moveto the Previousor Next document inthefolder. The center portion of the page describes
the name of the current document as well as its catalog and document type.

Select the View/Save button to download the current document.

To move back to folder view, select the Back button at the bottom of the page. To return to the main menu,
select the Home button. To logout, select the L ogout button.
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Appendix A. Supported File Types with
Existing Content

As of version 6.5.x these are the supported file types that the Catalog Service will recognize for existing
content and metadata.

Adobe Acrobat (*. pdf)

Ami Pro (*. san)

Ansi Text (*. t xt)

ASCII Text

ASF mediafiles (metadataonly) (*. asf)

CSV (Comma-separated values) (*. csv)

DBF (*. dbf)

EBCDIC

EML files (emails saved by Outlook Express) (*. em )
Enhanced Metafile Format (* . enf)

EudoraMBX message files (* . nmbx)

GZIP(*. gz)

HTML (*. htm *.html)

JPG (*. ] p9)

Lotus1-2-3 (*. wk?, *.123)

MBOX email archives (including Thunderbird) (* . nbx)
MHT archives (HTML archives saved by Internet Explorer) (*. mht)
MIME messages

MSG files (emails saved by Outlook) (*. nsQ)
Microsoft Access MDB files (*. ndb)

Microsoft Document Imaging (* . ndi )

Microsoft Excel (*. x| s)

Microsoft Excel 2003 XML (*. xm )

Microsoft Excel 2007 (*. x| sx)

Microsoft Outlook/Exchange

Microsoft Outlook Express 5 and 6 (* . dbx) message stores
Microsoft PowerPoint (* . ppt)

Microsoft PowerPoint 2007 (* . ppt x)

Microsoft Rich Text Format (*. rt f)

Microsoft Searchable Tiff (*. ti ff)

Microsoft Word for DOS (*. doc)

Microsoft Word (*. doc)

Microsoft Word 2003 XML (*. xm )

Microsoft Word 2007 (*. docx)

Microsoft Works (* . wks)

MP3 (net adat a onl y) (*.mp3)

Multimate Advantage Il (*. dox)

Multimate version 4 (*. doc)

OpenOffice 2.x and 1.x documents, spreadsheets, and presentations (*. sxc, *.sxd, *.sxi,
* . SXwW, *.sxg, *.stc, *.sti, *.stw, *.stm *.odt, *.ott, *.odg, *.otg,
* odp, *.otp, *.ods, *.ots, *.odf) (includes OASIS Open Document Format for Office
Applications)

QuattroPro (*. wbl, *.wbh2, *.wb3, *.qgpw)
TAR(*. tar)

TIF(.tif)
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TNEF (Wi nnai | . dat)

Treepad HJT files(*. hj t)

Unicode (UCS16, Mac or Windows byte order, or UTF-8)
Windows Metafile Format (* . wnf )

WMA mediafiles (metadataonly) (* . wra)

WMV video files (metadata only) (* . wmv)

WordPerfect 4.2 (*. wpd, *. wpf)

WordPerfect (5.0 and later) (*. wpd, *. wpf)
WordStar versions 1, 2, 3 (*. ws)

WordStar versions 4, 5, 6 (*. ws)

WordStar 2000

Write (*. wri )

XBase (including FoxPro, dBase, and other X Base-compatible formats) (* . dbf)
XML (*. xm)

XML Paper Specification (*. xps)

XSL

XyWrite

ZIP(*. zi p)
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Appendix B. Advanced Search Syntax

1. Search Requests

Content Central supports three types of full-text search requests:

Any Words

All Words

Boolean

An any words search is any sequence of text, such as a sentence or question. In thistype
of search, use quotation marks around phrases, place a + in front of any word or phrase
that is required, and place a- in front of aword or phrase to exclude it.

Example B.1. Any-Words Request

banana pear "apple pi€e"
"apple pie" -salad +"ice cream”

An all words search request is similar to an any words request expect that all of the words
in the search request must be present for a document to be found.

A search reguest consists of word or phrase groups linked by connectors such as AND and
OR, which indicate the relationship between them.

Table B.1. Boolean Search Requests

apple and pear both words must be present

apple or pear either word can be present

apple w/5 pear apple must occur within 5 words of pear

apple not w/5 pear apple must occur, but not within 5 words of
pear

apple and not pear only apple must be present

If you use more than one connector, use parentheses to indicate precisely what you want
to search for. For example, apple and pear or orange could mean (apple and pear) or
orange, or it could mean apple and (pear or orange).

Noise words, such asif and the, are ignored.

Search terms may include the following special characters:

Table B.2. Special Characters

matches any character

matches any single digit

matches any number of characters

range search

2. Words and Phrases

To search for aphrase, use quotation marks around it.
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Example B.2. Phrase Search
apple w/5 "fruit salad"

If a phrase contains a noise word, the search engine will skip over the noise word when searching for it.
For example, when search for statue of liberty, the engine would retrieve documents containing the word
statue, any intervening word, and the word liberty.

Punctuation inside of a search word is treated as a space. Example: can't would be treated as a phrase
consisting of two words: can and t.

3. Wildcards

A search word can contain the wildcard characters * and ?. A ? in aword matches any single character,
and a* matches any number of characters. The wildcard characters can be in any position in aword. For
example:

appl* would match apple, application, etc. *cipl* would match principle, participle, etc. appl? would
match apply and apple but not apples. ap* ed would match applied, approved, etc.

Use of the * wildcard character near the beginning of aword will slow searches somewhat.

The = wildcard matches any single digit. For example: N=== would match N123 but not N1234 or Nabc.

4. Fuzzy Searching

Fuzzy searching will find aword even if it is misspelled. For example, afuzzy search for apple will find
appple. Fuzzy searching can be useful when you are searching text that may contain typographical errors,
or for text that has been scanned using optical character recognition (OCR).

Add fuzziness selectively using the % character. The number of % characters you add determines the
number of differences the search engine will ignore when searching for a word. The position of the %
charactersdetermines how many lettersat the start of theword have to match exactly. Examples: ba%nana:
Word must begin with ba and have at most one difference between it and banana. b%%anana: Word must
begin with b and have at most two differences between it and banana.

5. Phonic Searching

Phonic searching looks for a word that sounds like the word you are searching for and begins with the
same letter. For example, a phonic search for Smith will also find Smithe and Smythe.

To ask the search engineto search for aword phonically, put a#in front of theword in your search request.
Examples: #smith, #johnson

6. Stemming

Stemming extends a search to cover grammatical variations on a word. For example, a search for fish
would also find fishing. A search for applied would also find applying, applies, and apply.

To add stemming selectively, add a ~ at the end of words that you want stemmed in a search. Example:
apply~ The stemming rules included with the search engine are designed to work with the English
language.
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7. Numeric Range Searching

A numeric range search is a search for any numbers that fall within a range. To add a numeric range
component to a search reguest, enter the upper and lower bounds of the search separated by ~~ like this:
apple w/5 12~~17. This request would find any document containing apple within 5 words of a number
between 12 and 17.

Note

A numeric range search includes the upper and lower bounds (so 12 and 17 would be retrieved
in the above example).

Note

Numeric range searches only work with positive integers.

Note

For purposes of numeric range searching, decimal points and commas are treated as spaces
and minus signs are ignored. For example, -123,456.78 would be interpreted as: 123 456 78
(three numbers). Using a phabet customization, the interpretation of punctuation characters can be
changed. For example, if you change the comma and period from space to ignore, then 123,456.78
would beinterpreted as 12345678.

8. AND Connector

Usethe AND connector in a search request to connect two expressions, both of which must be found in any
document retrieved. For example: apple pie and poached pear would retrieve any document that contains
both phrases. (apple or banana) and (pear w/5 grape) would retrieve any document that (1) contains either
apple OR banana, AND (2) contains pear within 5 words of grape.

9. OR Connector

Use the OR connector in a search request to connect two expressions, at least one of which must be found
in any document retrieved. For example, apple pie or poached pear would retrieve any document that
contained apple pie, poached pear, or both.

10. W/N Connector

Usethe W/N connector in a search request to specify that oneword or phrase must occur within N words of
the other. For example, apple w/5 pear would retrieve any document that contained apple within 5 words
of pear. The following are examples of search requests using W/N:

(apple or pear) w/5 banana
(apple w/5 banana) w/10 pear
(apple and banana) w/10 pear

The pre/N connector islike W/N but also specifies that the first expression must occur before the second.
Example:
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(apple or pear) pre/5 banana

Some types of complex expressions using the W/N connector will produce ambiguous results and should
not be used. The following are examples of ambiguous search requests:

(apple and banana) w/10 (pear and grape)
(apple w/10 banana) w/10 (pear and grape)

In general, at least one of the two expressions connected by W/N must be a single word or phrase or a
group of words and phrases connected by OR. Example:

(apple and banana) w/10 (pear or grape)
(apple and banana) w/10 orange tree

11. NOT and NOT W/N

Use NOT in front of any search expression to reverse its meaning. This allows you to exclude documents
from a search. Example:

apple sauce and not pear

NOT standing alone can bethe start of asearch request. For example, not pear would retrieve all documents
that did not contain pear.

If NOT is not the first connector in arequest, you need to use either AND or OR with NOT:

apple or not pear
not (apple w/5 pear)

The NOT W/ ("not within") operator allows you to search for a word or phrase not in association with
another word or phrase. Example:

apple not w/20 pear

Unlike the W/ operator, NOT W/ is not symmetrical. That is, apple not w/20 pear is not the same as pear
not w/20 apple. In the apple not w/20 pear request, the search engine searches for apple and excludes cases
where apple is too close to pear. In the pear not w/20 apple request, the search engine searches for pear
and excludes cases where pear istoo close to apple.
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Appendix C. Supported Bar Code
Symbologies

As of version 6.5.x these are the supported bar code symbologies that the Capture Service will recognize
when one or more recognition zones have been defined in a document type.

Codabar

Code 11

Code 128

Code 128 (EAN-128)
Code 30of 9

EAN-13

EAN-8

Industrial 2 of 5 (Code 25)
Interleaved 2 of 5
Matrix 2 of 5

Plessey

UPC-A

UPC-E
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