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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 a line 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. System Requirements
2.1. Server(s)

Content Central requires at least one PC-based server platform for product installation.

2.1.1. Hardware

Minimum Requirements
» 2GHz Dual-Core Processor
+ 2GB RAM

» 80GB Redundant Storage Space
Recommended Hardware

* Quad-Core Intel® Xeon® Processors
* 4GB RAM

» 250GB Redundant Storage Space

2.1.2. Software

Content Central (server software) runs only on Microsoft® Windows® operating systems.
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Microsoft® Windows® XP Professional or higher (Windows Server 2008 or higher recommended)

Microsoft® Internet Information Services (11S) 5.0 or higher (7.0 or higher recommended)

Microsoft® .NET Framework 3.5 or higher (included in the Content Central installation package)

Microsoft® SQL Server 2005 or higher (SQL Server 2008 Express Edition included in the Content
Central installation package)

2.2. Client Workstations

Content Central does not require software to be installed on client workstations. The client should contain
an operating system and aWeb browser. An optional PDF viewer (such as Adobe® Reader®) can be used
to view captured paper documents.

2.2.1. Hardware

Minimum Requirements
» 2GHz Processor

+ 1GB RAM
Recommended Hardwar e

e 2.5GHz Dual-Core Processor

+ 2GB RAM

2.2.2. Software

* Microsoft® Windows® 2000 or higher (Microsoft® Windows® XP Pro or higher recommended); or
* Mac® OS X or higher

Microsoft® Internet Explorer 7.0 or higher; or

Mozilla Firefox® 3.0 or higher
* Sun Microsystems® Java™ runtime environment (JRE) 6.0 or higher
2.2.3. Optional Software

» Browser-based PDF viewer

» TWAIN driver for any scanner you wish to use with the DirectScan™ appl et

3. 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.

3.1. Documents

A document isrepresented asafileon thefile system. What setsadocument apart from other filesisitsuse.
documents usually contain text or other datathat can be searched for retrieval. Common document formats
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include PDF [Definition: Portable Document Format], Microsoft® Word®, and Microsoft® Exce®.
Some document formats contain content and/or metadata that may be inherited when imported. For afull
list of thesefile 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.

3.2. 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.

3.3. Catalogs

A catalog contains information about a related set of documents in the system. Y ou can create as many
catalogs as needed. Catalogs 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
» Approva Processes [Enterprise Edition]
« Workflow Rules [Enterprise Edition]
* Message Templates [Enterprise Edition]
» Folder & File Building
¢ Capture Forms
« Retention Policy
e Search & Results Display Fields
» Documents

¢ Document Name (file name)
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» 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.

3.4. Capture Types

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

QCard™ (Browser, Monitored QCards™ contain barcodes used to identify individua paper

Folder, E-mail) 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 amonitored e-mail address.

CustomBarcode (Browser, Pages containing barcodes may be used to identify the beginning

Monitored Folder, E-mail) 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.

PDF Form (AcroForm/XFA) New documents can be generated by filling out a PDF form based
(Browser) on atemplate in the system.
Drag & Drop Upload (Browser) Users can drag one or more folders and files to one of two Java™

appletsin the Web browser.

Single Upload (Browser) Users can browse to asingle file, classify it if desired, and upload
it using the Web browser.

Multi Upload (Browser) Users can browse to one or more folders and files and upload them
using the Web browser.

Electronic (Monitored Folder, E- Files can be saved to a monitored folder or sent to a monitored e-

mail) mail address. They will be left in their native format and can be

routed to either the Coding Queue or directly to a catalog.

Image-Only (Monitored Folder, E-  Scanned images (Tl FF, PDF, JPEG BMP, PNG, G F) can besaved

mail) 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 catalog.

XML (Monitored Folder, E-mail) Files can be identified with XM. 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 aso be defined in the XML file. For more information on

Xi
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3.5. Coding Methods

Pre-Capture Coding

Post-Capture Coding

Versatile Coding

OCR Only / Capture Only

4. Server Modules

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

Users select acatal og, 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.

The complete Content Central application consists of seven server modules. Each server module canreside
on separate, physical servers or be combined on one server. In high-volume environments, e.g., more than
100 active users and/or more than 10,000 captured pages per day, it may be wise to provide a server for
each of the modules. Thiswill greatly improve performance. In low to medium-volume environments all
modules can typically run on the same physical server without any performance degradation. When more
than one server will be used, each should be connected to the same local network.

Content Central Server Modules

Web Application Server(s)
MS SQL Database Server(s)

Catalog Service

Capture Service (includes the Configuration Manager application)

Workflow Service

Document Storage Area (includes Coding Queue Documents, Deleted Content, Unprocessed Content)

Search Indexes (includes the Catalog Manager application)

Xii
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v Important

Search Indexes and the Catal og Service should exist on the same machine for the best performance.

4.1. Web Application Server(s)

This module delivers the content that each user of Content Central interacts with on aregular basis. Asa
browser-based document management system, most of the administrative and user taskswill be performed
within this module.

Requirements: I1S 5.0 or higher; Microsoft® .NET 3.5 Framework

4.2. MS SQL Database Server(s)

Content Central uses Microsoft® SQL Server to store all information related to the application, including
user accounts, system configuration settings, document records, logging, and notifications.

Requirements: Microsoft® SQL Server 2005 or higher

4.3. Catalog Service

Both the Catalog Service and Capture Service are Windows® services, each of which can be dedicated
to a physical server. The Catalog Service is responsible for updating catalogs with information about
new, modified, or deleted documents. This service also removes documents from the system when their
specified retention period has expired.

4.4. Capture Service

The Capture Service performs Optical Character Recognition (OCR) on captured images to provide full-
text search capabilities and then converts those images to PDF documents. It also handles the capture
processfor electronic files obtained from monitored folders. Zonal recognition operations and data-source
field lookups are also handled in this service.

4.5. Workflow Service

The Workflow Service performs automated operations based on live events and scheduled processes.

4.6. Document Storage Area

System Thesubfoldersbeneath the Sy st emroot are necessary for Content Central to run properly.
They can each grow in size, and may need to be checked periodically.

¢ Codi ngQueue: Thissubfolder will hold documents that are awaiting user coding and
have not been committed to their appropriate storage aress.

» Del et edCont ent : This subfolder will contain documents that have been removed
from the Content Central database by user action or by an enforced retention policy.

e | ndexes: This subfolder will contain a subfolder for each catalog. These subfolders
store the Index information used to provide quick search results. For moreinformation,
see Section 4.7, “ Search Indexes’.
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e Unpr ocessed: This subfolder will hold documents that have not been successfully
captured by the Capture Service.

I ncoming  Thel nconi ng folder will contain one or more subfoldersfor each catal og and document
type. Each of these subfolders are monitored by the Capture Service to import images and
other content.

e I ncom ngQCar d: This subfolder is the drop point for image files acquired from a
scanning device using QCards™. The images will be converted into searchable PDF
files.

e I ncom ngl mage: This subfolder is the drop point for image files acquired from
a scanning device without using QCards™. The image files will be converted into
searchable PDF files.

e I ncom ngEl ectroni c: This subfolder is the drop point for electronic files. Files
dropped in this folder will be captured as-is.

e I ncom ngXM.: This subfolder is the drop point for XM_ files that describe other
files dropped in the same folder. The XM file can define document boundaries,
document properties, and more. For more information, visit http://www.ademero.com/
XmlSchemas/ContentCentral /X ml CaptureDescriptor/.

Docurents The Docunent s folder will contain a subfolder for each catalog. These subfolders are
the root storage location for documents and other content. This storage space should be
fully redundant and backed up on aregular basisfor data security and integrity. The space
required will vary by organization. At least 80 gigabytes of storage space isrecommended
for even the smallest operation.

4.7. Search Indexes

Each catalog, containing document types describing documents, lives within the Content Central SQL
database. A search Index isalso generated (asaflat file on thefile system) for each catal og. Storage-space
requirements should betaken into consideration. A typical Index will require an additional 10 to 20 percent
of the amount of space the documents within a catalog require. For example: An estimated 100-gigabyte
catalog of documents will require an additional 10 to 20 gigabytes of storage space for the Index.
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Chapter 1. Software Installation

1. Introduction

You will now load the Content Central software on your server(s). When you've completed the stepsin
this chapter, you will have installed all necessary software components of Content Central and will be
ready to either evaluate the software or begin configuring for production.

2. Installing Content Central

Launch the installation program, Cont ent Cent r al _Set up. exe. Content Central requires severa
supporting packagesto beinstalled prior to installation. Select the Install button to proceed. Be patient as
the installer will load several prerequisites, including a new instance of Microsoft® SQL Server Express
Edition.

Y ou may be provided with an option to install additional packages. Choose the appropriate selections for
your organization.

Ademero Content Central - InstallShield Wizard

oy Ademera Content Central requires the following items to be installed on your computer.
[&F) Click Install to begin installing these requirements.

Status  Requirement o
Pending Configuring Microsoft \NET Framework 3.5 SP1

Pending Configuring Microsoft Internet Information Services
Pending Configuring Windows Communication Foundation
Pending Microsoft Visual C++ Redistributables Part 1

Pending Microsoft Visual C++ Redistributables Part 2

Pending Microsoft Visual C++ Redistributables Part 3

Pending Microsoft Visual C++ Redistributables Part 4

Pending Microsoft Visual C++ Redistributables Part 5

Pending Microsoft SQL Server 2005 Express SP3 (x85 & xa4Wow)
Pending_Microsoft SOL Server 2008 Feature Pack Part 1

m

Installation Prerequisites

After the prerequisites have finished installing, the InstallShield Wizard will appear and prepare for
installation.

Ademero Content Central - InstallShield Wizard

Preparing to Install...

Ademero Content Central Setup is preparing the InstalShield
Wizard, which will guide you through the program setup
process. Please wait.

Extracting: Ademero Content Central msi

Cancel

InstallShield Wizard Preparation
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To begin the installation of Content Central, select the Next button. You will be presented with the
Ademero End-User License Agreement. Select the Next button if you wish to proceed.

14 Ademero Content Central - InstallShield Wizard =

Welcome to the InstallShield Wizard for
Ademero Content Central

The InstaliShield(R) Wizard will install Ademero Content Central
on your computer. Ta continue, dick Next.

WARNING: This program is protected by copyright law and
international treaties.

InstallShield Wizard Welcome Screen

You may now choose your Destination Folder for the Content Central software. After choosing the
appropriate location, select the Next button to continue.

14 Ademero Content Central - InstallShield Wizard =

P
Destination Folder &
Click Next to install to this folder, or dick Change to install to a different fi

Install Ademero Content Central to:

C:\Program Files (x86)\Ademero\Content Central}

InstallShield

[ <Bsck | Next> ][ Canel |

Content Central Destination Folder

Y ou now have the opportunity to go back and make changesif necessary, otherwise select I nstall.

14 Ademero Content Central - InstallShield Wizard -

-
Ready to Install the Program #
The wizard is ready to begin installation. A

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard,

InstallShield

[ <Beck || mnswl ][ Cancel |

InstallShield Wizard - Begin Installation

Be patient as the application isinstalled.
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ﬁ Ademero Content Central - InstallShield Wizard I. = é

P
Installing Ademero Content Central #
The program features you selected are being installed. R
Lil]

Please wait while the InstallShield Wizard installs Ademero Content Central.
This may take several minutes,

Status:

Copying new files

InstallShield

< Back Next > Cancel

Content Central Installation Progress

When the installation is complete you will be presented with a Finish button to exit the InstallShield
Wizard. Y ou can optionally chooseto View Release Notes, which will be opened when the wizard closes.
Content Central is now installed.

) Ademero Content Central - InstallShield Wizard &J

Installshield Wizard Completed

The InstallShield Wizard has successfully installed Ademera
Content Central. Click Finish to exit the wizard.

Content Central Installation Progress

3. Evaluating Content Central

If you've installed Content Central for evaluation purposes, you may login to the Web site immediately
and begin using the product with the installed demonstration catal ogs and documents.

Launch the Web site by selecting the Content Central shortcut on your desktop. In most cases, the URL
is http://local host/ContentCentral /L ogin.aspx.

Login with the User name demo and Passwor d demo.

Y ou can proceed directly to the User Guide.
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Chapter 2. Production Configuration

1. Introduction

In this chapter, you will create several file folders on your server(s) for system data, incoming content,
and documents.

2. Data Folders

Content Central requires three main folders to be created on your file system: Syst em | nconi ng, and
Docurent s. Thesefolders are often found together under amain Cont ent Cent r al folder. For more
information, see Section 4.6, “Document Storage Area’.

2.1. Syst emFolder and Subfolders

The Syst emfolder and its subfolders need to be created for Content Central processing data. In multi-
server environments these will usually be created on the server you've designated to house documents and
other content.

1. Launch an instance of Windows® Explorer.

i Tip

Use the Windows K ey-E key combo.

2. Browse to, or create the root folder where you would like to create these Syst emfolders, eg., D:
\ Content Central \ Systeni.

I System (=]
! Ble Edt ‘iew Favortes Todls  Help "
i @Back - ¥ | O search | Folders ¥ X 9 | -

¢ Address |3 D:\ContentCentraliSystem v a Go
Folders X Mame Size | Type [
[ Deskiap

# L) My Documents

= jMyComputer

+ Se System (C1)
= = Storage (D1
# I ademero
= [ ContentCentral
= System
® 1) local
® 1) profiles
® L DVDJCD-RW Drive (E:)
® ) Memory Stick (F:)
= B =0 mMc(c
= D-’ Cantrol Panel
# % My Network Places
2/ Recycle Bin

0 objects (Disk free space! 38.7 GE) 0 bytes j My Camputer

The System Folder
3. Create the following foldersinside the Syst emfolder:

» Codi ngQueue: Thisfolder will hold documents captured with a Post-Capture Coding or Versatile
Coding QCard™ until they have been fully coded and archived.
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* Del et edCont ent : Thisfolder will contain documents that have been removed from the database
either by user action or an enforced retention policy. The XML files produced alongside documents
are compliant with the Capture Service and can be used to recapture the document by moving the
entire package to an XM.-based capture folder.

* | ndexes: Thisfolder will contain one subfolder for every Index.

e Unprocessed: Thisfolder will contain any captured documents that are unable to be processed
due to one or more problems with the incoming file.

* Reports: Thisfolder will contain any reports generated by the workflow engine.

» Thumbnails: This folder will contain thumbnails when thumbnails have been enabled.

oy =J0ed
© Flle Edit Yiew Favorites Tools Help ,’,‘
P @Back v O T | P search Folders = X 6 M-
¢ Address |[3) Di\ContentCentraliSystem v B
Folders X Mame Size | Type C
(& Desktop A | [C)CodingQuens File Folder 3
= ‘_‘, My Documents |_J)DeletedCantent File Folder 2
= g My Computer [DIndexes File Folder 4
¥ G Syctem (C1) [C)Unprocessed File Folder 2)
= e Starage (D1
® 1) ademero
= 1D ContentCentral
= | {system |

+ ) CodingQueue
+ ) DeletedCaontent
# ) Indexes
# [ Unprocessed
# I local
® () profiles
# b DWDJCD-RW Drive (E:)
® & Memory Stick (F1)
= B sojmmcis)
# [ Contrnl Panel L
< > £ £

4 objects (Disk free space: 38.7 GB) Obytes My Computer

The System Subfolders

2.2.1 ncom ng Folder

The | ncom ng folder can contain subfolders for each catalog or document type you create. These
subfolders will temporarily hold images and other content to be imported by the Capture Service.

1. Launch an instance of Windows® Explorer or use the existing Explorer window from the previous
section.

i Tip

Use the Windows K ey-E key combo.

2. Browse to, or create the root folder where you would like your incoming images and other content to
berouted, e.g., D: \ Cont ent Cent ral \ | ncomi ng\.
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7 Incoming

© Flle Edit Yiew Favorites Tools Help

(3 Back -

¥ /‘i‘ Search ‘E‘ Folders

3@ X9 m

E@

: Address |@ D:\ContentCentraliIncoming

M-

Folders
[ Desktop

x

Mame

A

Size Type

C

153 My Documents
E i My Computer
e System [C))
= < Storage (D)
1) ademera
= I3 ContentCentral
= Incoming
1= 1) System
() CodingQueue
() DeletedContent
) Indexes
(52 Unprocessed
3 local
) profiles
Ui DYDJCO-RYY Drive (E:)
) Memary Stick (F1)
w1 M an i e (e Vi
2 m =3
0 objects (Disk free space: 38.7 GBY

(3] i |

Obytes

[2]

J My Computer

The | ncom ng Folder

2.3. Docunent s Folder

The Docunent s folder will contain a subfolder for each catalog you create. These subfolders will store
the documents and other content for your organization.

1. Launch an instance of Windows® Explorer or use the existing Explorer window from the previous
section.

i Tip

Use the Windows K ey-E key combo.

2. Browseto, or createtheroot folder where you would like your documents and other content to be stored,
e.g., D:\ Cont ent Cent ral \ Docunent s\ .

7 Documents

© Flle Edit Yiew Favorites Tools Help

E@

(3 Back -

¥ /‘i‘ Search ‘E‘ Folders

& X9 @

: Address |@ D:\ContentCentraliDocuments

BDE

Folders
(@ Deskiop
153 My Documents
E i My Computer
e System [C))
S s Storage (D)
1) ademera
= 1) ContentCentral
1= Documents
1) Incoming
1= 1) System
() CodingQueue

) Indexes
(3 Unprocessed
) tocal
1) profiles
Ui DYDJCO-RYY Drive (E:)
(31 B Mamnry Stick (1)
2 i

[ DeletedContent

x

A

(]

[E3)

Mame

3

Size Type

| B

C

]

0 objects {Disk free space: 38.7 GB)

Obytes

4 My Computer

The Docunent s Folder
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3. Adding Proper Security Credentials to Data
Folders

This step permits Content Central to write documents and other content to the data folders.
Perform the appropriate task below for each of the following data folders:

\ Syst enml Codi ngQueue\

\ Syst enl Del et edCont ent \
\ Systen | ndexes\

\ Syst eml Unpr ocessed\

\ Syst eml Report s\

\ Syst eml Thunbnai | s\

\ Docunent s\

Windows® XP Professional Add the ASPNET system account or the impersonation account
to each folder and grant Full Control to this account. Inheritance
should be enabled.

Windows® Server 2000, Server Add the Network Service system account or the impersonation
2003, Vista account to each folder and grant Full Control to this account.
Inheritance should be enabled.

4. Optimizing Performance

The following adjustments can improve system performance and response.

4.1. The ASP.NET State Service

The ASP.NET State Service improves performance by maintaining session data between the server and
client(s). To enable it, access the Services dialog on the machine you've designated for the Web site.
L ocate the service named, ASP.NET Sate Service, and set the Sartup Type to Automatic. If the serviceis
not currently running, start the service. Y ou may now exit the Services dialog.

Access the Internet Information Services diadlog on the same machine. This can be found from
within the Administrative Tools section of the Control Panel or inside the Management dialog of
My Computer (right-click, Manage). Expand the computer-name node to reveal the Web Sites node.
Continue expanding until you locate the ContentCentral node. Accessthe properties of ContentCentral
(right-click, properties) and select the ASP.NET tab. Select the Edit Configuration button. When
the ASP.NET Configuration Settings dialog appears, select the State M anagement tab. Choose the
StateServer option from the Session state mode drop down list.

If you would like to also enable ASP.NET I mper sonation (the next optimization), remain in this dialog
and skip to the next section. Otherwise, select the OK button to savethe ASP.NET configuration settings.
Select the OK button to save the changesto the ContentCentral Web site. Y ou may now exit thel nter net
Information Services dialog.
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% Services E]@
Fle Action Yiew Help
& £ [ BT 1

5y services (Local) | Name | pescription Stotus | Startup Typs |~
% WMET Runtime Cptimization Service ¥2,0.5,.. Microsoft ,MET Fram... Manual
%Ademam Content Central Capture Service  Service used bo capt...  Started Automatic
%Ademam Content Central Catalog Service  Service used bo catal...  Started Automatic
%Adnha LM Service AdobelM Service Manual
%Alerter Notifies selected use. .. Disabled
%App\ication Layer Gateway Service Provides support for...  Started Manual
%Apphcatlon IManagernent Provides software in...  Started IManual
‘%,:EEASP.NET State Service Provides support for...  Started Aukomatic
%Autumat\c Updates Enables the downloa,..  Started Automatic
%Backgruund Inteligent Transfer Service Transfers data betw... Manual
i ClipEinok Enables ClipBook Vie. . Disabled
S COM+ Event System Supports System Ev...  Started  Manual
%COM+ System Application Manages the configu...  Started Manual
%Cﬂmputer Browser Maintains an update...  Started Automatic
%Cryptograph\c Services Provides three mana...  Started Automatic
%DCOM Server Process Launcher Provides launch func...  Started Automatic
%DEFWatch Started Automatic
%DHCP Client Manages network co...  Started Automatic
S ma it P L
4] #

Extended A, Standard

The ASP.NET State Service
ASP.NET Configuration Settings

General | Custom Errors | Authorization | Authentication | Application _§t__at_§3__M_§n§9§n]B_n!_E Locatiors

Session state seltings

Session state mode; StateServer »
Cookieless mode: UseCookies v
Session timeout (minutes): i}

Stale server seftings
Connection sting: topip=127.0.0.1:42424

MNetwark timeout (seconds] 10

Connection string:

[ ok J[ concel |[ apeh  |[  Hep

Enabling the ASP.NET State Server

4.2. ASP.NET Impersonation

When users make requests to Content Central, Internet Information Serviceswill usean ASP.NET process
identity to access resources such as the SQL Server. Perform the following if you would like to define a
different Windows® account for these operations.

Note

When operating Content Central in a multi-server environment, impersonation is mandatory.

Within the Application tab of the ASP.NET Configuration Settings dialog for the ContentCentral
virtua directory, add acheck tothe L ocal imper sonation checkbox and provide apre-defined user account
for impersonation. Select the OK button to save the ASP.NET configuration settings. Select the OK
button to save the changes to the ContentCentral Web site. Y ou may now exit the I nternet Infor mation
Services diaog.
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Once impersonation has been enabled, the account used must be allowed permissions to read and write
within afew of the previously-defined data folder(s) (See Section 3, “Adding Proper Security Credentials
to DataFolders”). Theaccount will al so need read and write accessto the databasein SQL (described | ater).

ASP.NET Configuration Settings

B

General | Custom Errors | Authorization | Authentication | ApPlication | State Management | Locations
Common compilation, page and mntime settings
Page language default: clf
Page theme default;

Page master default:

Enable debuaging Request egecution timeaut [seconds) 110

Globalization settings

Eequest encoding: utf-8

Response encoding: utf-8

Eile encoding: ‘windows-1252

Cultuire: af-24

Ul culture: af

Identity settings
Local impersonation

Uszer name; contentcentral Password: sasssssssssRS

[ ok

1 [ Cancel H Apply ] [ Help

Enabling ASP.NET Impersonation

5. Configuration Manager

The Configuration Manager is responsible for defining the SQL database, linking each server in a multi-
server environment, enabling Active Directory integration, and managing licensing.

©  Important

Because the Configuration Manager stores the OCR license, it must be installed on the server
containing the Capture Service.

Begin by launching the application using the desktop shortcut labeled Configuration Manager .

E? Configuration Manager

=[]

Configuration Manager

SQL Settings ~——ws System Folders

|
|
IN |

"

Y
L]

D

Configure SQL server location
and authorization settings.

Active Directory

Configure settings to enable
Active Directory integration.

External Applications

Select external applications for
use in workflow actions.

Set Content Central system
folders.

License

Enter license data for Content
Central and OCR-engine.

Export Data
Select export files for use in

() workflow actions.
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The Configuration Manager Main Menu

5.1. SQL Settings

Select the Server Name of your installed SQL Server. If your SQL Server isinstalled on a non-standard
port, you may enter the port number in the Port Number field. Choose the correct Ver sion of SQL Server
you have installed.

The Database Name field defaults to ContentCentral, but you may change it if you desire.

* SQL Admin Login: Choose the method of authentication for accessing SQL with Admin rights. This
security level is necessary to create the Content Central database.

» SQL User Login: Choose the method of authentication you would like Content Central to access SQL
with during production. When using SQL Authentication, the username and password provided will
be created, i.e., the user does not need to exist in SQL. When using Windows Authentication you will
need to access the database and provide db_datareader/db_datawriter accessto the system account being
impersonated through ASP.NET. This will either be the ASPNET or Network Service account when
Local Impersonation is disabled (default) or the system account provided when enabling impersonation
as described in Section 4.2, “ASP.NET Impersonation”.

Complete the SQL Settings configuration by selecting each of the three buttons at the bottom of the SQL
Settingstab. The Create/Edit Database button will create the database for Content Central, and the T est
User Login button will create the user when using SQL Authentication.

E? Configuration Manager E]@

SQL Settings

[~
Server Information
Server Hamellnstance: | (local"SGLEXPRESS v

Database Hame: |ContertCertral v:

Port Humber; o :C: (0 for default or dynamic)

Version: 2008 |v

Admin Login

@ Integrated

e -

ITsst Admin Login I I Createdpdate Database I [ Test User Login I

The SQL Settings Dialog

5.2. System Folders

Proceed to the System Folderstab.

Browse to the appropriate folders created in Section 2.1, “ Sy st emFolder and Subfolders’.

11
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L? Configuration Manager [Z]@
System Folders
|~
General Settings
Document root folder:  (may become large)
D-\ContertCentralDacuments
Incoming File Capture root folder:  (may become large)
D:WContentCentrahincoming
Coding Queue root folder:  (may hecome large)
D:\ContentCentrahSystemiCodingGueue
Deleted Content root folder:  (may become large)
D:\GantentCentraliSystem DeletedContent
Index root folder:  (may become large)
DrContertCentralSystemindexes Browse... hd
& Apply || @ Cancel

The System Folders Dialog

5.3. Active Directory [Enterprise Edition]

Content Central can beintegrated with Microsoft® Windows® Active Directory so that users can be added

to the system easily. Active Directory userswill usetheir existing Windows® account name and password
to login to Content Central.

Select the Add button to add an Active Directory domain to Content Central. To enablethisdomain, select
the Enable Active Directory Authentication checkbox, enter the Fully Qualified Domain Name , and
provide an Active Directory User name and Password. Select the Test Login button to verify Content
Central can access the Active Directory server.

For information on how to add Active Directory users to Content Central, see Section 2.4.2, “Adding
Active Directory User Accounts [Enterprise Edition]”.

E? Configuration Manager E]@

Active Directory

Domains Domain Settings (Enterprise & Corporate Editions only)
mycomaint .com
mydomain2.com Enable Active Directory Authentication

Fully Qualified Domain Hame: (£.0., company local. or Corp.company.com.)

mydomainz .com

Active Directory Login

User name:  contertcentral

Password: wessssssssssss

l Al I l Delete I [ Test Login

The Active Directory Dialog

5.4. Licensing

Y ou should have received both a user license and OCR license from Ademero Select the Enter License
K ey button to enter the User License key and the Import OCR License button to load the OCR License
file. You may select the OK button when you've completed this step to save your changes.

12
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L? Configuration Manager [Z]@

License Settings

User License

License Status: Enterprise Edition
Users Licensed: 20 concurrent user(s)

Erter Licenze Hey... (key provided by Ademera Product Redistration)

OCR License {Enterprise & Corporate Editions only)

License File ID:

Computer ID: 23 Copy ID
Import OCR License (key provided by Ademero Product Registration)

The License Dialog

5.5. External Applications [Enterprise Edition]

External applications are used as Workflow Actions in Workflow Rules. An external application can be
started in response to one or more Workflow Triggers meeting their conditions. For more information on
how to use these external applications, see Run External Application.

Select the Add button to add an external application to Content Central. Provide a descriptive Name to
help identify the application later.

An application can be bound to a catalog or document type by selecting the appropriate item(s) from the
Visibility drop-down list. To make an application available globally, select All Catalogs.

Choose the location of the application by selecting the Browse button to locate the executable.

An optional list of Arguments may be provided. The following list identifies the variables that may be
used in the argument list. All variables are case sensitive.

$object Returns the file path when return object is an item of content or
coding-queue content. Returns a number when return object is an
integer.

$clickid Returns a unique id associated with a user click from a menu. This

variableisvalid only when an external application is activated from
acustom menu item.

$docfolder Returns the folder path when return object is an item of content or
coding-queue content.

$docfilename Returns the file name when return object is an item of content or
coding-queue content.

$docid Returnstheinternal identifier for theitem of content or coding-queue
content.

$catalog Returns the catalog for the item of content or coding-queue content.

$doctype Returns the document type for the item of content or coding-queue
content.

13
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$field:[field name] Returnsthe value of anindex field from anitem of content or coding-
gueue content. Enter the field name inside the square brackets.

$packetname The name of the packet template
$packetfieldname The name of the key field of the packet template
$packetfieldvalue The value of the key field of the packet
$packetstatus One of the following indicators for the packet

Packet is complete.
Packet is incomplete. The following document types are missing:
doctypel, doctype?...doctypeN.

$actinguserusername The username of the user causing the action

$actinguserfirstname The first name of the user causing the action

$actinguserlastname The last name of the user causing the action
$actinguseremailaddress The e-mail address of the user causing the action

$apname Returns the name of the approval process when the return object is

an item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$apaction One of the following approval-process actions when the workflow
trigger is of type: Approval Process. Movement on Process

Assigned to Process
Approved

Rejected

Process Completed
Rejected from Process
Removed from Process

$apdate Returnsthe date of the approval-process event when the return object
isan item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$aptime Returnsthetime of the approval-process event when thereturn object
isan item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$appriority Returns the current priority of the approval-process event when the
return object isan item of content and the workflow trigger is of type:
Approval Processes. Movement on Process.

$apnote Returnsthe note of the approval -process event when the return object
is an item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$apassignerusername Returns the username of the user who began the approval process
when the return object isan item of content and the workflow trigger
is of type: Approval Processes: M ovement on Process.
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$apassignerfirstname Returns the first name of the user who began the approval process
when the return object isan item of content and the workflow trigger
is of type: Approval Processes. M ovement on Process.

$apassignerlastname Returns the last name of the user who began the approva process
when the return object isan item of content and the workflow trigger
is of type: Approval Processes. M ovement on Process.

$apassigneremailaddress Returns the e-mail address of the user who began the approval
processwhen thereturn object isanitem of content and the workflow
trigger is of type: Approval Processes. Movement on Process.

Some applications require argument data to be enclosed in single or double quotes. Example: -argument
"$object". Likewise, it may be necessary to escape double quotes (*) existing within the datathat avariable
represents, such as when a user enters double quotes in an approval-process note. In these cases you can
Use Escape Character for Double-Quotes. The character used depends on the application. Batch files
in Windows® use an additional double-quote to escape a double-quote. Example: "Thisis a""quoted""
line." Other applications may use a backslash character. Example: "Thisisa\"quoted\" line."

Select the Delete button to remove one or more applications from the list.

E? Configuration Manager E]@
External Applications

Applications Application Settings

Application 1 Hame:
Application 1
Catalog / Decument Type Visibility:
Studert Records || Application for Gracuation ~
Location:
DA pplicationswsracustion-Lity exe

Argument List: (use $object to specify workflow object)
-ile "Fokject"

Use Escape Character for Double-Quotes "

The External Applications Dialog

5.6. Export Data [Enterprise Edition]

The Export Data area alows you to specify files on the server that will be used to export document
information in Content Central using workflow rules.

Select the Add button to add anew file. Provide a Name that will be used to referencethisfile in the Web
application. Select the Browse button to select an existing file on the server or specify a new one. This
filecanbeaCSV or TXT file.

® Warning

New information will be appended to the selected file. Do not choose an existing file that contains
important information.

For details on how to export datain Content Central, see Section 2.12, “ Export-Data Templates[Enterprise
Edition]”.
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(3 Configuration Manager Q@
Export Data
Export Data Export Data File Information
S
ExportData
Location:

Dloutput.csv Browse...

The Export Data Dialog
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Chapter 3. Catalog Manager

1. Introduction

At this point you should have a functioning Content Central implementation. In multi-server, distributed
environments, the Catalog Service should be installed on the machine designated to contain the Catalog
Indexes data module for best performance.

The Catalog Manager application can be used to create and modify catalogs; however, catalogs can be
created within the Admin area of the Web application and you may choose to bypass this application for
now. For more information on creating catalogs from the Web interface, see Section 2.8, “Catalogs &
Document Types’.

Note

Y ou will need to access the Catalog Manager if you need to define and modify capture jobs which
monitor folders for new documents.

The Catalog Manager stays transparent to the user. Only an administrator should have access to the
application, and the application is seldom used after the installation and configuration processes.

2. Catalog Manager

The Catalog Manager application controls the creation, modification, and deletion of Content Central
catalogs.

Begin by launching the application using the desktop shortcut labeled Catalog M anager .
2.1. Creating a New Catalog
1. Select the New button. The Create New Catalog dialog will launch.

Note

This dialog will use default data folders (see Section 5.2, “ System Folders”) and requires only
a Catalog Name and optional Description. If you wish to create a catalog with custom folder
locations and settings, select the Use Wizard button and proceed to Section 2.1.1, “Using the
Wizard to Create a New Catalog”.

E1 Create New Catalog

Catalog Name

Description:

| Use'Wizard... ‘ | QK H Cancel |

Creating a New catalog

2. Enter aname and description for your catalog. Both may contain spaces, e.g., " Student Records'.
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E1 Create New Catalog

Catalog MName
Student Records

Description:
|S|udent Fecords |

| Use'Wizard... ‘ | QK H Cancel |

Adding a Name and Description to the New catalog

3. When you are satisfied with your entries, select the OK button to compl ete the catal og-creation process.

2.1.1. Using the Wizard to Create a New Catalog

1. TheNew Catalog Wizard will launch when the Use Wizard button has been selected from the Cr eate
New Catalog dialog.

E1 New Catalog Wizard

Catalog Name

Catalog Description

Index Location
[ \ContentCentralSpstem’Indexes

Browse...

The New Catalog Wizard

2. Enter a Catalog Name and optional Catalog Description for your catalog. Both may contain spaces,
e.g., "Student Records’.

£ Mew Catalog Wizard

Catalog Name
Student Records

Catalog Description
|Student Records ‘

Index Location
D ACaontentCentralhSypstem’Indexes\S tudent Recards

Browse...

Adding a Name and Description to the New catalog

3. The default Index Location will be based on the previously-defined folder settings and should be
sufficient. Select the Next button to proceed to the Folder sto Catalog dialog.

E2 New Catalog Wizard

Folders to Catalog {includes sub-folders)
Diademero\ContentCentrahDocumentsiStudent Records,

[ AddFader. | [ FemoveFolder |

Destination folder
D:\ddemerchContentCentral\DocumentsiStudent Recordsy

| LCancel | Back ‘ | Mext I

The Folders to Catalog Dialog
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4. The Foldersto Catalog dialog allows you to specify one or more document foldersto index. Select the
Add Folder button to create asubfolder for the catalog in the previously-defined Docunent s folder,
e.g., D:\ Cont ent Central \ Docunent s\ St udent Records\. After create and selecting
the new subfolder, you may add additional folders on your network that may contain pre-existing
documents.

The Destination Folder should be set to one of the listed Folders to Catalog. The Capture Service
will route all captured documents for the catal og to this base folder.

Browse For Folder

Select a folder to index

= “e Storage (D) ~

+ | ademera
= I2) ContentCentral

= | Documents

) {ctudent Records!
I Incoming

# ) System
® 1) local
® I profiles

= ,_?' DVDICD-RW Drive (E!) =

[ [Make New Folder ] [ Ok ] [ Cancel ]

Creating and Selecting the Folders to Catalog

5. Select the Next button to proceed to the Update Catalog Schedule dialog.

E2 New Catalog Wizard
Update Catalog Schedule

Update catalog ewveny
day L

Update catalog at:
12:00 &M -

bl Enable upcats schadule

[ Conce ] [ mak [ mew ]

The Update Catalog Schedule Dialog

6. When documents are captured, modified, checked in, or deleted, the Catal og Service will automatically
update the catal og to which the document belongs. The only time a catalog would not know about one
or more files being added, modified, or deleted from the system is when they were added, modified, or
deleted outside of Content Central. Because of this possibility, it'sagood practiceto perform acomplete
system check at least once per day during non-business hours.

Make the necessary changes to the frequency and start-time settings, then click Next to continue to the
New Catalog Summary.

E2 New Catalog Wizard

New Catalog Summary

MName: Student Records
Description: Student Records

Location:  D:\ContentCentral\SystemtIndexes\Student Records

Fualders to Catalog
D:4ContentCentral\DocumentshS tudent Records',

Update schedule: — every day [l Add documents now

[ cence | [ Bak [ Eusn |

The New Catalog Summary Dialog
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7. Review your settings. If you would like to change any settings, use the Back button. Y ou may chooseto
disable the Add documents now checkbox if desired (not recommended). When you are satisfied with
your choices, select the Finish button to complete the wizard. Y ou should receive a Catalog Update
confirmation message. Click OK to close the message and return to the Catalog Manager.

Catalog Update

\lf) The catalog should update shorthy. Check the Windows Event Log For completion skatus.

The Catalog Update Confirmation Message

Y ou have now created a catalog for use with Content Central. Y ou may continue reading the next section
on managing catalogs, or you may skip to the next chapter to continue the installation process. If you
choose to skip to the next chapter, select the Close button at the bottom of the Catalog Manager.

2.2. Managing Catalogs

You can launch the Catalog Manager whenever you wish to modify an existing catalog or view status
details about a catalog. You can also delete a catalog or perform an immediate update.

To access the management dialog, select the Manage Catalogs button after launching the Catalog
Manager.

Thedrop-down list at the bottom of the management dia og allows you to update catalogsin several ways:

Add docsto selected/all catalogs New files that have been created outside of the Content Central
interface will be added to the database.

Rebuild selected/all catalogs The selected catalogs' searchindexeswill be completely rebuilt. All
indexes fileswill be examined. Thisoperation may take awhileto complete.

Refile selected/all catalogs The documents within the selected catalogs will be filed according
to the Folder & File Building rules defined in each document type.

® \Warning

Thiswill rename and possibly move all filesin the selected
catalogs.

Note

This command requires an authorization code from an
Ademero, Inc. support technician.

Make Searchable selected/all Thedocuments of the selected fil e typeswithin the sel ected catal ogs

catalogs will be made fully searchable. Y ou can choose to convert theimage
files to PDF files or leave the images in their native format while
still making them searchable.

Note

This command requires an authorization code from an
Ademero, Inc. support technician.
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Create selected/all catalogs When thumbnail creation is enabled (see Grid-Results Settings),
missing thumbnails this command will start production of thumbnails that are missing
for documents that were created while thumbnail creation was

disabled.
Rebuild selected/all catalogs When thumbnail creation is enabled (see Grid-Results Settings),
thumbnails this command will create thumbnail images for every document in
the system. Existing thumbnails will be overwritten.
mCatalug Manager E]
List of Catalogs
Student Records New

Add docs to all catalags - LClose

The Catalog Manager Management Dialog

Modifying an existing catalog will alow you to modify everything you had originaly defined when
creating the catalog as well as additional settings that were not part of the New Catalog Wizar d.

2.2.1. Capture Jobs

Y ou may create one or more Capture Jobs for this catalog. Each job corresponds to a source that will be
monitored regularly for new documents. Select the Add button to create a new job.

£ Modify Catalog

Name} Folders Capture IScheduIe Advancad]

Capture Jobs
Name Document Type Descriptor | Enabled
Applications by OCard  Application for Admission  GlCard True

[ agd ][ Esi | [ Reme ]

The Capture Jobs Dialog

2.2.1.1. General
Provide a Name and optional Description for the job.

Choose the Document Type that will be used when no other descriptor defines it. Examples are the non-
descriptor | mage and Electr onic processing types.

Select the Capture Sour ce. The following list describes each source.

Folder Content Central will monitor afolder path for new documents. The captured documents will
be removed from thisfolder.
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E-mail Content Central will monitor an e-mail address for new documents. All captured e-mails will
be removed from the e-mail server.

Y ou can choose aPriority level for this capture job. The priority determines whether documentsfrom this
capture job will be processed before or after other capture jobs.

Choose whether or not thisjob is enabled by selecting or deselecting the Captur e Job Enabled checkbox.

(= | Capture Job Details

General I Des:r\ptm} Delal\sl

Mame
|App|\ca|u:ms by QCard ‘

Description
|Scanned Images using OCards |
Document Type (changing this may change settings in other tabs)
Application for Admission ¥
Capture Source

Folder 7

Afolderwill be monitored and incoming files will be converted to

documents

Capture Job Enabled

Capture Job General Settings
2.2.1.2. Descriptor

Select an appropriate Document Descriptor and optional Processing Type for this job. Several
combinations can exist:

Document Descriptor: None, Files dropped into the Incoming Folder will be converted to
Processing Type: Image documents, one per input file, and routed to the Coding Queue

for the catalog. QCards™ are not processed and should not be
used. Each file will be processed as an image file and converted
into a searchable PDF. If the Bypass Coding Queue checkbox is
selected, the newly converted documents will be routed directly to
the Docunent s datafolder for the catal og.

Document Descriptor: None, Files dropped into the Incoming Folder will be captured as-is,
Processing Type: Electronic and routed to the Coding Queue for the catalog. If the Bypass

Coding Queue checkbox is selected, the el ectronic documents will
be routed directly to the Docunent s datafolder for the catal og.

Document Descriptor: QCard Captured Files will be converted to documents. QCards™
determine document boundaries.

Document Descriptor: XML Captured Files will be converted to documents.
Associated XML files determine document boundaries. For
more information, visit http://www.ademero.com/XmlSchemas/
ContentCentral/X ml CaptureDescriptor/.

Document Descriptor: Captured Files will be converted to documents. Custom Barcodes
CustomBarcode determine document boundaries.
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By default, captured documents with no descriptor or using the CustomBarcode descriptor will be routed

to the Coding Queuefor review. Selecting the Bypass Coding Queue checkbox will disable this behavior
and route the documents directly to the catalog.

When a Descriptor is selected, you can choose to Disable ODBC L ookups and/or Disable Wor kflow
Processing.

(| Capture Job Details

General Descriptor 1 Delal\sl

Document Descriptar
MNone 7

Files will be comerted into documents. one document per input file
QCards are not processed and should notbe used

Processing Type
Electronic 7

Files of any type are accepted and will be captured as-is

[] Bypass Coding Cueue and send documents directly to Catalog

Capture Job Descriptor

2.2.1.3. Details (Capture Source: Folder)

Browse to the appropriate Incoming Folder and create a subfolder for the catalog and a subfolder
specificaly for this job, e.g., D: \ Cont ent Cent ral \ Syst eml | nconi ng\ St udent Recor ds
\'I ncom ngQCar d\ and select the OK button.

Browse For Folder

Select Incoming Folder

=l < Storage (D) (i
* ) ademero
= |2 ContentCentral
# |2) Documents
=1 () Incoming
= [2) Student Records
I QCard Scans
® [ 2) System
# ) local

) MssQL el

[ Make New Faolder ] [ Ok ] [ Cancel

Selecting the QCar d Folder
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(| Capture Job Details

Genera\l Descriptor Details

Incoming Falder
|D.\AdemEm\CUﬂlenICeﬂlral\lﬂcumiﬂg\Studenl Records\OCard ||:|

Folder Capture Job Details
2.2.1.4. Details (Capture Source: E-mail)

Provide the Hosthame, Username, and Password for the e-mail address to be monitored. The default
Port, based on the Encryption selection, will be entered automatically. Y ou may change this Port for
non-standard server implementations. If your server requires Secure Password Authentication, select
the named checkbox.

Select the Test Server Settings button to test the settings. A successful test will return the number of e-
mails currently queued to be processed.

By default, the attachments within the e-mails will be captured and converted into documents. If you
instead wish to use the e-mail message itself, select the Capture e-mail message itself checkbox.

Y ou may map e-mail fields, such as From, To, and Subject, to document-type fields within the E-mail
Field Settings section.

(| Capture Job Details
Genera\] Descriptor Details I
E-mail Server Settings (POP3) (e

Hostname: ‘fakecmp com ‘

Usemame: ‘username ‘

Password, ‘nunu

Part 110/%
Encryption: | None |

O Log on using Secure Password Authentiation

Test Server Settings

O Capture e-mail message itself instead of attechments (changes
Processing Type to Electranic)

E-mail Field Settings
Selectthe e-mail fields vouwould like to capture. QCard and XML
Descriptor fields owverride the following settings.

From (name and address): v
From addrass ol i)

E-mail Capture Job Details
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2.2.2. Advanced Catalog Settings

Here you may choose to define filename filters. When defining filename masksin the I ncludefilter sbox,
only files matching those filename masks will be added to the catalog. When defining filename masksin
the Exclude filter s box, files matching those filename masks will not be added to the catalog. Examples

of filename masks are as follows: *.pdf, *.doc, * xIs.

Note

Filename filters only affect files that will be imported and/or examined by the Catalog Service.
Content Central will allow users to capture any type of file while logged in to the Web site.

(* Modify Catalog

Name | Foldsrs | Capture | Scheduls Advanced |

Advanced Catalog Settings

Include fiters [all documents if blank]

Exclude fiters [has priority over Include filters]

The Advanced Catalog Settings Dialog
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Chapter 4. Web Site Administration

1. Introduction

Y ou will now access the Web Ste modul e and compl ete configuration of the Content Central system. This
portion of theinstallation may be completed from any client machine on the network with a\Web browser.

2. Web Site Configuration

Y ou will first need to gain accessto Content Central by logging in with the default administrator username

and password.
Username (not case sensitive): Admi n
Password (case sensitive): Adm nPassword

conte,m v6
@tmlm

Username: Admin

Password: seeessseeee

[IKeep me logged in

Content Central™ Document Management Software
©2008-2011 Ademero, Inc. ~ vE.0

Logging In to Content Central

2.1. The Admin Menu

The Admin menu can be accessed only by users belonging to the Administrators group, users who have
the Document-Type Administrator permission on one or more document types, or users who have any
selective Administration Permission via their user account or assigned groups. As an administrator you

can access the Admin menu at any time by selecting the button on the main menu located in the
top frame of Content Central.
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Folders @ | | Capture

“ﬂ Logout

System Settings

I Configure global seftings, such as the e-
mail server, login preferences, and grid
results per page.

Users

Create or modify user accounts, defining
their profile, group membership, and
permissians.

&>

_ | Global Fields

= Configure fields that can be shared among
= | several document types across multiple
catalogs.

Catalogs & Document Types
Create or madify catalogs and their
| individual document types.

External Data Sources

IManage external data sources used for field
lookups in Catalogs & Document Types.

Groups

Create or modify group accounts used to

simplify security configuration.

System Fields

" Configure fields that apply to all documents

and content.

Packet Templates

Configure templates for packets of related
documents based on a common index field.

The Administration Main Menu

2.2. System Settings

The System Settings screen is used to define items such as the e-mail server, fax server, and number of

daysto purge log entries. Accessit by selecting the " icon from the Admin main menu.

System Settings

Administrator-Permission Settings

These settings affect the selective administrator permissions that

can be defined on a user profile or group profile. For more
information, see Section 2.4.1, “ Adding User Accounts Manually”
and Section 2.5.1, “Adding or Modifying a Group”.

Limit user accessin Users &
Groups by the administrator's
group membership.

Limit catalogs presented in

Catalogs & DocTypesto only those

assigned to the administrator.

This setting
to wusers having the
User and/or Group
administrator permissions.
When selected, the
administrator having these
permissions will only have
access to users that do not
belong to any group and
users that are in one of
the administrator's assigned
groups. The administrator
will not have access to
create new groups or delete
existing groups.

applies

This setting applies to
users having the Catalogs
& DocTypes administrator
permission. When selected,
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Approval-Process Settings

the administrator will have
access to manage only the
catalogs that have been
assigned to the user on the
user's profile. Catalogs will
be assigned automatically
to the administrator
who creates them. For
more information, see
Section 2.4.6, “Assigning
Catalogsto aUser”.

Limit user and group accessin This setting applies to
Catalogs & DocTypes by the users having the Catalogs
administrator's group membership. & DocTypes administrator
permission. When selected,
only users that are in
one of the administrator's
assigned groups as well
as those assigned groups
can be managed in Catalog

Membership.

Catalog-Administrator Allowed
Permissions

These settings apply to
users having the Catalogs
& DocTypes administrator
permission. This type of
administrator  will  have
access to manage only the
permissions selected in this
area.

Selecting Allow documents to be checked out while on an
approval process will enable the Check Out/In menu item from
the M odify menu inside of the Approval Queue.

When the previous is selected, you may also Hide checked-out
documents in the Approval Queue from other users of the
same group. This will effectively lock the document from others
who may share in the approval of a document. For example, in
an approval-process group of three users requiring only a single
approval, all three users are instructed to check out the documents
before working on them. After the first user has checked it out, the
other users will not see it in their Approval Queue. This prevents
multiple usersfrom working on the same document simultaneously.

Selecting the Hide documents from Search & Catalog Browser
when on an Approval Process checkbox will prevent documents
in any Approval Queue from showing up in a search or when
browsing.

If you would like to enable PIN verification when users approve or
reject documents, select Require PIN for Approval. Specify the
PIN Length in the box provided.
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Capture Settings

While documents are on an approval process, it may be desirableto
prevent some fields from being modified. Select Allow limitations
on field editing to globally enablethisfeature. By default, al fields
can bemodified unlessfield permissionsfor specific member stages
in an approval process have been modified.

Deselecting any capture type under the Capture-Type Visibility
will prevent that capture type from appearing on the Capture

screen.

Image-Capture Settings

OCR Settings

You can optionally choose
to Enable black page
removal. This will cause
the Capture Service to
remove any blank pages
while processing captured
documents. To refine this
feature, you can specify a
minimum amount of data
on any given page that
will alow the page to
be kept. Enter this value
in Remove pages smaller
than X bytes.

Select Enable capture
throttling to limit the
amount of file data the
Capture  Service brings
into the database while
processing new documents.
This can be hepful
when you want to keep
the database size from
expanding and shrinking by
large amounts in a small
amount of time. The amount
of megabytes allowed to be
captured at one time can be
defined by modifying the
Throttle Limit in MB.

If you have purchased
multi-threaded OCR, enter
the total number of threads
you would like the Capture
Service to use on the server.

Selecting or deselecting
Enable OCR and auto-
rotate enables or disables
the OCR engine.
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Conversion Settings

Data-Table Settings

Document-Properties Settings

Document-Type Administrator
Settings

Selecting the Store OCR
in database checkbox will
cause all OCR data to
be stored in the Content
Central database (aswell as
in theindex files). This data
can be used for integration
purposes.

The Enable 2-Pass OCR
processing feature can
provide improved OCR
quality.

PDF Electronic Capture Settings Select the options you
want presented to users
when they capture a PDF
document.

Selecting the Enable Conversion File Building checkbox will
append random alphanumeric suffixes to the end of filenames in
an attempt to increase performance of processing content coming
from alegacy-system conversion.

The Number of resultsto display on each page may be modified
as desired.

When the Allow document-type changes checkbox is checked,
users will be able to change the document-type assignment of a
document.

Deselecting the Allow changes to date fields populated
automatically during capture checkbox will hide these fields
from view on the document properties screen.

By default, document properties may not be modified when a
document ischecked out. Thisbehavior can be changed by selecting
Allow document propertiesto be modified when documentsare
checked out checkbox.

Selecting the Allow empty values in updates checkbox allows
document properties to be set to an empty value during updates.

If you'd like some system fields reserved for administrators to be
viewed by all users, select Allow non-admin user sto view admin-
only system fields.

By default, all capture-form submissions will update like-named
document properties even when the user submitting the document
doesnot havethefield edit permission for thedocument type. If you
would like to disable this behavior, uncheck Allow field updates
from capture-form updates regardless of field-edit permission.

Setting this checkbox will alow users with document-
type Administrator permission(s) to manage document-type
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Drag-and-Drop Settings

E-mail Server Settings

Event Log Settings

Fax Server Settings

Field-Lookup Settings

Folder-Deletion Settings

membership. All system users and groups will be visible to such
users. For more information, see Section 2.8.6, “Permissions”.

Select the Enable Drag-and-Drop applet on results frame
checkbox to enable the Java-based drag-and-drop applet in each
results frame.

These settings, when specified, provide the E-mail menu item in
the File menu. The server provided is used for sending all outgoing
e-mails, including those used in workflow rules.

Entries for the Event Log are stored for seven years by default.
Setting this value to zero disables the event log.

These settings, when specified, provide the Fax menu item in the
File menu. Content Central currently supports only RelayFax fax-
server implementations. The settings provided are used for sending
al outgoing fax transmissions, including those used in workflow
rules.

Send All Faxes Through Single When enabled, all fax

Account transmissions will be routed
to the provided Send-
Account E-mail Address.

Capture and Distribute Fax When enabled, the

Confirmations Workflow  Service will
monitor the provided e
mail account for RelayFax
responses. All valid
responses (successes and
failures) will be routed
to the sending-user's
M essages folder. Selecting
the Send Copy to User's
E-mail Address checkbox
will send a copy to the e
mail address on the user's
account.

Selecting Bypass Field Lookup when Any Lookup Item is
Empty will cause the lookup engine to skip a database lookup
when one or moreitemsisblank. This can help prevent errorswith
external data sources that expect values for each item.

The Delete folder swhen emptied setting determines whether file-
system folders will be removed when they become empty from
deletions.

By default, folders will be displayed based only on document-
type permissions. If the current user does not have permission
to view any of the files in a folder based on the document
types represented, the folder will not display. Selecting Check for
documents created by user when displaying folder names will
cause Catalog Browser folder displaying to include a permission
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Grid-Results Settings

Login Logout Settings

check for files created by the current user. Enabling thisfeature can
decrease performance due to the increased amount of permission
checking that will occur.

Likewise, Check for documentscreated by user when gathering
Catalogs will include the permission check for files created by the
current user whenever alist of accessiblecatalogsisgathered for the
user. When sel ected, this can decrease performance when accessing
areas like the Search area and Folders area.

You can Enable Paging in the Catalog Browser to improve
performance. The associated Page size determines how many
subfolders will be displayed at one time. If any folder contains a
total number of subfolders less than or equal to this page size, the
system will bypass the paging mechanism.

If youd like to have the document-properties frame open
immediately whenever a user enters the Coding Queue, select
Automatically Open Document Properties when in the Coding
Queue.

The Number of results to return in a search and Number of
resultsto display on each page may be modified as desired.

Selecting Size columns to fit in all grids will improve display
performance in some browsers, such as Google Chrome and
Mozilla Firefox. By default, columns are displayed in equal width.
This option will prevent column data from being truncated.

Selecting Use combo box for quick access to specific pages will
change the default paging mechanism above the results grid with a
drop-down list containing all available page numbers.

Thumbnails will be created and available for display in the results
grid when you choose to Enable Thumbnails. The Thumbnail
height textbox allows valuesfrom 50 to 250 (pixels) and defaultsto
66, whichisaperfect scaling valuefor |l etter-sized pages. Whenever
adjusting the height to ahigher value after thumbnails have already
been created, you may wish to rebuild all existing thumbnails. To
do this, see Section 2.2, “Managing Catalogs’.

Note

Thumbnails will not be created when the Enable
Thumbnails checkbox is disabled; however, missing
thumbnails can be created later by using the Catalog
Manager.

Selecting the L ogin page should remember user names checkbox
prevents users from having to enter the username for each login.

Selecting the Allow user sto stay logged in checkbox allows users
to bypass the login screen completely unless the L ogout button is
selected.
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Notification Settings

Search Settings

Viewer Settings

Users can be logged out automatically after a period of inactivity.
To enable this, enter a value larger than 0 in Inactivity Logout
Delay in Minutes.

Selecting Override server URL in outgoing natifications will
changethe default server hostname with the provided Server URL.
This is sometimes necessary when the internal server name does
not reflect an alias or other hostname for external access.

Selecting the Always Use Full-Text Sear ch Engine checkbox will
may improve performance when performing searches. Y ou will not
be ableto perform date-range searches while this option is checked.
Selecting the Allow Stemming checkbox will increase the chances

of finding content when searching. The search engine will perform
asearch for the root word as well asits various forms.

Example 4.1. Stemming

Root word: Process; Semmed variants: Processes, Processed,
Processing

Note

Stemming is available only when using the Full-Text
search box.

Select the Append (*) wildcard to all drop-down list entries
checkbox will cause awildcard to be appended to all values entered
in drop-down lists. Thiswill alow results such as John Smith to be
returned automatically when the user enters only John.

Thevalue in the Number of resultstoreturn in a search textbox
will limit the total number of results returned when performing a
full-text search. The actual number of results that match a full-text
query may be higher than the number entered here.

The Number of catalogs to display in drop-down list can be
increased or decreased, controlling the height of the Catalogs
selection box on the Search frame.

By default, an ampersand (&) character is used as a signal to the
full-text search engine that you are enabling synonym searching.
If you need to search for values in the full-text search engine that
contain an ampersand, you can change the value of the Synonym
Character.

Y ou can Enable PDF Streaming to reduce network bandwidth of
PDF previews. When enabled, only thefirst page of any PDF will be
sent to the client machine and an additional menu PDF Streaming
will appear above the results grid.
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Selecting Stream only when PDFs contain more than x pages
will result in the full PDF being sent to the client when the number
of pagesis equal to or less than the threshold value provided.

PDF bookmarks from the origina file can be transferred to
the streamed PDF file if you select Extract and Add PDF
Bookmarks. Only the bookmarks relevant to the pages streamed
will be included.This may affect the performance of streaming
delivery.

Work-Queue Settings Selecting the Hide documents from Search & Catalog Browser
when in a Work Queue checkbox will prevent documents in any
Work Queue from showing up in a search or when browsing.

Select the Limit expiration checkbox to limit the amount of time
adocument can exist in the Work Queue.

Enter the appropriate information for your organization, then click to save your changes.

Admin > System Settings

Manage System Settings

«

- Administrator-Permission Settings

éApprovaI-Process Settings ¥
‘Data-Table Settings ¥
- Document-Properties Settings ¥
' Document-Type Administrator Settings v
Drag-and-Drop Settings ¥
- E-mail Server Settings ¥
Event Log Settings ¥

- Fax Server Settings

Folder-Deletion Settings ¥ 2
< >

System Settings

2.3. External Data Sources (ODBC) [Enterprise Edition]

One or more externa data sources (ODBC [Definition: Open Database Connectivity] sources) can be
linked to Content Central and used for automating field input in document types. After configuring one
or more sources, you will need to map document-type fields to the source(s) (see Section 2.8.9, “Field
Lookup Integration [Enterprise Edition]”).

For alist of supported ODBC providers, see Appendix D, Supported ODBC Providers.

|
N
Access the Exter nal Data Sour ces screen by selecting the | icon from the Admin main menu.
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search i || Capture

i Options { ) Logout

Admin > External Data Sources

Manage External Data Sources

(1T o | overin |
=8

Student Database Student Names and IDs

Data Sources: 1

..-D Add Source

External Data Sources

2.3.1. Adding or Modifying a Data Source

After confirming your external data source exists in the ODBC management tool on the same machine
containing the Web-site module, select the L6452 | hytton to add the source.

To modify an existing data source, select the > icon in the appropriate row.

External Data Sour ce Details

Name (required)

Description (optional)

Select System DSN

Username (if required)
Password (if required)

Clear stored password

This name will be used to identify the correct data source when
mapping fields.

Use this textbox to add a description for the source.

Thisdrop-down list will contain alist of available ODBC System DSN
data sources.

If required, enter the username to connect to the DSN.
If required, enter the password to connect to the DSN.

Select this checkbox to remove the password stored for this external
data source.

After entering the appropriate information for the data source, select to save your changes. To
test the connection, select the Test button in the row of the data source you would like to test.
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Cen

‘| P B e

Admin > External Data Sources > Data Source Details

S: Sudents

L]
[Test |

Adding a New Data Source

2.3.2. Deleting a Data Source

To delete adata source, select the % icon in the appropriate row.

When you are sure you would like to delete the data source, select the button.

Deleting a Data Source

2.4. Users

Access the User s screen any time you wish to Create, Modify, Disable, or Delete a user by selecting the

a icon from the Admin main menu.
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content) 6 [T

e " search W ) Folders lf [

Capture

) Logout

Admin > Users

Users

—| Admin
J :- F‘ | CMorgan  Morgan Cindy
@ B WO HMylett  Mylett Herb
& 8 8O JCruz Cruz Jorge
& 6 RO JRiley Riley Jim
&8 ) MThomas Thomas Mark
& £ | ) SBrown Brown Sandra

[(@ AddUser | [[& AddAD User |

: il

False 6/22/2009 10:57:03 AM False
cmi@ademero.com False 8/28/2009 3:53:39 PM False
hm@ademero com False 6/28/2009 3:54:00 PM False
jc@ademero.com False 6/26/2009 3:55:27 PM False
jr@ademero.com False 8/28/2009 3:55:41 PM False
mt@ademero.com False 8/28/2009 3:10:42 PM False
shi@ademero.com False 8/28/2009 3:55:59 PM False

User Management

2.4.1. Adding User Accounts Manually

To add user accounts manually, select the L&2%4%20 | button and provide the following information.

User Fields
Username (required)
Password (required)
First Name (optional)
Last Name (optional)

E-mail Address (optional)

User Options
Guest User
Account Disabled (not visible when

creating a new user)

Clear User's PIN

Allow user to update profile

Usernames may beaminimum of 6 charactersand may only contain
letters(a-Z), numbers (0-9), atmark (@), hyphen (-), underscore (),
and period (.).

Passwords should be a minimum of 4 characters and a maximum
of 50 charactersin length.

The user's first name should only contain those characters allowed
for Usernames.

The user's last name should only contain those characters allowed
for First Names.

The e-mail address will be used to send notifications and check-in
regquests.

Selecting this checkbox limits access to only the Work Queue. The
user will be sent directly to the Work Queue upon logging in.

Selecting this checkbox will disable the user's access to Content
Central.

Selecting this (and applying changes) will clear the user's PIN,
which may be required for document approval and rejection. For
more information, see Approval-Process Settings and Section 5.8,
“PIN”.

By selecting this checkbox, users will have access to modify their
first and last names, and e-mail address.
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Allow user to change password

Force user to approve/reject only
first item in the Approval Queue

Theme

Administrator Permissions

When you've finished entering the user's information, select the

When selected, users will have access to modify their passwords.

Selecting this checkbox will force a user to work on only the first
record in the Approval Queue. Users with this setting will not be
able to select any other rows. They will not be able to approve/
reject more than one document at atime. After selecting thisoption,
choose the appropriate Column to sort by.

Y ou can choose a Theme other than the System Default if any have
been created or imported.

You can choose to make the user a selective administrator by
enabling one or more Administrator Permissions. The user will

have access to the selected areas when selecting the & button

on the main menu.

Note

Some System Settings can alter the behavior of one or more
of these permissions.

Note

Any user that belongsto the Administrators group will have
access to all administrative areas.

content) 76
(central

I 4, Search = Folders .\‘_ Capture

Admin > Users > New User

New User

Username: MThomas
First Name: |Mark

Last Name: Thomas

E-mail Address: [mthomasi@adamera.com

Change Password: [[IIlIl

Confirm Password: |IIllI

[“] Allow user to update profile

[v] Allow user to change password

Theme: | Systern Detault :v

- Administration Permissions

\.‘,’/ Apply @ Cancel

Adding a User Account Manually

2.4.2. Adding Active Directory User Accounts [Enterprise Edition]

To add user accounts from Active Directory, select the button. For more information on
enabling Active Directory integration, see Section 5.3, “Active Directory [Enterprise Edition]”.
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Select the checkbox for each user account in Active Directory that you wish to add to Content Central.
Use the Filter textbox to narrow the list of visible user accounts.

When you've finished selecting user accounts, select the button to add the user account(s).

search [ ) Folders .\‘_ Capture i i Fj Logout

Admin > Users > Mew Active Directory User

Select One or More Users.

Domain;
rmydomain.cam ¥

Filter: (e.g_, sm*)

« " Apply

Active Directory Users
Mo users exist for the selected filter.

Theme: | Swstermn Detault (i

" Apply | | @ Cancel

Adding an Active Directory User Account

2.4.3. Modifying an Existing User's Profile

To modify an existing user profile, select the = icon in the user's row.

2.4.4. Adding a Group to a User Account

To add a group to a user account, select the & icon in the user's row.

Add a check to the checkboxes representing the group(s) you would like the user to have membershipin.
Select when finished.

content) ©6 [ 5 P L
r,r‘l:a‘: s ", search W) Folders [ [ | Capture s Options [l ) Logout

Admin > Users > Add Group(s]

Select one or more groups.

Groups

[ oouptone | ompin |

O Faculty Faculty of the University
[0 Students Students of the University

<:/ Apply @ Cancel

40



Web Site Administration

Adding Group Membership to a User

2.4.5. Modifying Document-Type Permissions
To modify document-type permissions for a user, select the £ icon in the user's row.

Add a check to the checkboxes representing the permissions you would like the user to have. Removing
all permissions for a document type will also remove membership to that document type. For more

information on document-type permissions, see Section 2.8.6, “Permissions’. Select when
finished.

’.% search [l ) Folders .\‘_ Capture i i .F‘J Logout 4

Admin > Users > Document-Type Permissions

Document-Type Membership and Permissions
Username: MThomas
First Name: Mark
Last Mame: Thomas

Catalog: | Student Recards

Catalog: Field waQ AP Retention | DocType
Document Type SrenEh | ML Edit | Delete Ass|gn Assign | Admin Override | Admin

Student Records:

Application for O O O O O
Admission

Student Records:

Application for O O O O O
Graduation

Student Records:

Application for (ud] [l (] (] (]

Residency

Student Records: | 0 O 0 0 0 i

Modifying Document-Type Permissions

2.4.6. Assigning Catalogs to a User

To assign one or more catalogs to a user account for administration purposes, select the & icon in the
user's row.

Note

This feature is available only when catalog administration is limited by the user's catalog
assignments. (See Administrator-Permission Settings.) Even when auser has one or more catalogs
assigned, the user needs the Catalogs & DocTypes Administrator Permission before they can
manage the assigned catal ogs.

To add one or more, select the L4483 | ytton. Add acheck to the checkboxes representing the catal ogs
you would like the user to have access to administer.

To remove a catalog assignment, select the ® icon in the row of the catalog you would like to remove
from the user.

-, when finished.
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. Catalog Name

® Student Records

Assigning Catalogs to a User for Administration Purposes

2.4.7. Deleting a User Account

To delete a user account, select the & icon in the user's row.

When you are sure you would like to delete the user, select the button.

Confirm Delete User.

Username: ChMorgan
First Name: Cindy

Deleting a User

2.5. Groups

Access the Groups screen any time you wish to Create, Modify, Disable or Delete a group by selecting

the 8 icon from the Admin main menu.
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cor |_T—\\ 6 |7 \ searcn e

Folders @ [

":joptions @ ) Logout

Admin > Groups

Groups

Cl h

I N T

Administrators Members of this group have administrative privileges. 6/22/2009 10:57:04 AM
& | Faculty Faculty of the University
£ ® Students Students of the University

L e

6/22/2009 10:58-:056 AM
6/26/2009 4:59:23 PM

Group Management

2.5.1. Adding or Modifying a Group

After installation, only the Administratorsgroup will exist. To add more groups, select the(@2usm) hytton,

To modify an existing group, select the = icon in the group's row.

Group Fields

Group Name (required)

Group Description (optional)

Administrator Permissions

After entering the appropriate information for the group, select

Group names may contain a minimum of 6 characters and may
only contain letters (a-Z), numbers (0-9), atmark (@), hyphen (-),
underscore (_), and period (.).

Usethisfield to add a description to the group.
You can choose to make all user members in the group

selective administrators by enabling one or more Administrator
Permissions. Theusersin the group will have accessto the selected

areas when selecting the i button on the main menu.

Note

Some System Settings can alter the behavior of one or more
of these permissions.

Note

Any user that belongsto the Administrators group will have
access to all administrative areas.

..l to save your changes.
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“_l"j Logout

Admin > Groups > New Group

New Group

Group Name: |Students |

Description: |Studems of the University |

- Administration Permissions ¥

<:/ Apply @ Cancel

Adding a New Group

2.5.2. Adding a User to a Group

To add a group to a user account, select the & icon in the user's row.

Add a check to the checkboxes representing the group(s) you would like the user to have membership in.
Select when finished.

"4, search W' Folders M [ | Capture "2, Admin M i< Options @ ) Logout

Admin > Groups > Add Usei[s)

Select One or More Users.

Users

[ vmane ot tams | Ftons | s s e s
[ Admin False

[J CMergan Morgan Cindy cmi@ademera.com False

[0 HMylett Iylett Herb hmi@ademero.com False

O JCruz Cruz Jorge jc@ademero.com False

O JRiley Riley Jim jr@ademero.com False
MThomas Thomas Mark mt@ademero.com False

[ SBrown Brown Sandra sh@ademero_com False

Users: 7

" Apply | | @ Cancel

Adding a User to a Group

2.5.3. Modifying Document-Type Permissions
To modify document type permissions for a group, select the £ icon in the group's row.

Add a check to the checkboxes representing the permissions you would like the group to have. Removing
all permissions for a document type will also remove membership to that document type. For more

& Aoy

information on document-type permissions, see Section 2.8.6, “Permissions’. Select when

finished.
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Search Folders Capture
Admin > Users > Document-Type Permissions [
Document-Type Membership and Permissions
Username: MThomas
First Name: Mark
Last Name: Thomas
Catalog: |StudentRecnrds
Catalog: Search | View | Edit Field [ @ e waQ AP Retention | DocType

Document Type Edit Asslgn Assign | Admin Override | Admin
Student Records:
Application for m| O | m| |
Admission

Student Records:
Application for | mi | ] |
Graduation

Student Records:
Application for O O O O O
Residency

Student Records:

Channa of Addrass O O O O O >

Modifying Document-Type Permissions

2.5.4. Deleting a Group

To delete agroup, select the & icon in the group's row.

When you are sure you would like to delete the group, select the button.

search [l ) Folders .k_ Capture

Admin > Groups > Delete Group

Confirm Delete Group.

Group Name: Students
Description: Students of the University
Created: 8/26/2009 4:59:23 PM

@ Confirm @ Cancel

Deleting a Group

2.6. Global Fields

The Global Fields screen alows you to create, modify, and delete fields for the entire system. Access it

icon from the Admin main menu.

by selecting the
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Search Folders @ | | Capture

u_ﬂ Logout

Admin > Global Fields

Configure Global Fields

8 s e e s
R o

Student Name Text I

Abc 123
2 @ Tax Year Humeric Mo 1234
2 ® Vendor Name Text Mo Abc 123

[ o Add Field

Global Fields
2.6.1. Adding or Modifying Global Fields

To add a global field, select the button from the Global Fields screen. To modify an existing
field, select the = icon in the row of the field you would like to modify.

See Section 2.6.2, “Field Details’ below for information on the field details.

When you've finished, select the button to save your changes.

D vé

‘ Folders

'}, search | Capture "2, admin M 3 Options W £ Logout

Admin > Global Fields > Global Field Details

Manage Global Field Details

Field Settings Field Entry Choices (one per ling)
Name: Rlisa Martinez
Charles Jones
Typer [Tt [¥f s
Format Kasheriz

[JUse multi-line text entry.

I:l lines high.

Field Options
Create drop-down from choices.
[~] Allow new entries_
[¥] Add new entries to chaice list.

Use this field when capturing/editing.
[1Require entry. [/ Keep choices sorted  Sort now

Global Field Details

2.6.2. Field Details
Settings

Name (required) The name of the field as it appears here will be used for captured

documents and search queries.
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Type

Format

Mask (Text Type, Custom Format)

Fields may be of type Text, Numeric or Date.

Thefield For mat depends on the field Type.

Text  FreeEntry

Custom

SSN

ID1

ID2

Phonel

Phone2

ZipCodel

ZipCode2

ZipCodeCanada

Field values do not contain any
masks or requirements.

A custom mask may be designated.
See Mask (Text Type, Custom

Format).

Field values conform to a social-
security mask, i.e, 123-45-6789.
Hyphens are automatically inserted.

Field values conform to an
identification-number mask  of
type 123-456-789. Hyphens are
automatically inserted.

Field values conform to an
identification-number mask  of
type 12-345-6789. Hyphens are
automatically inserted.

Field values  conform to
a telephone number without
extension, i.e, (123) 456-7890.
Parentheses, spaces, and hyphens
are automatically inserted.

Field values conform to a
telephone number with extension,
i.e, (123) 456-7890 Ext. 12345.
Parentheses, spaces, and hyphens
are automatically inserted.

Field values conform to afive-digit
postal code, i.e., 12345,

Field values conform to a Zip+4
postal code, i.e. 12345-1234.

Field values conform to a Canadian
postal code, i.e., K1K 2T3.

Date  Several date formatting masks are allowed from MM/DD/
YYYY toYYYY/MM/DD and YY-MM-D

Use this textbox to enter a custom mask for the current field. Any
combination of the following characters may be used to create the

mask:
L Letter (required)
? L etter (optional)
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L eft-pad with character

Right-pad with character

Use multi-line text entry

Auto Increment Value

Decimal Length

Zero fill decimal

Group thousands

Auto-popul ate date during capture

# Digit (required)

9 Digit (optional)

A Letter or Digit (required)

a Letter or Digit (optional)

> All letters to the right will be converted to the upper
case

< All lettersto the right will be converted to the lower
case

Literals Static characters A-Z, a-z, 0-9, Braces{ }, Brackets

[ 1, Underscore (), Period (.), Hyphen (-), and Space

Note

Tousetheliteral charactersL, 9, A, or aplace
abackslash character (\) before the literal.

When using a custom mask, the specified character will be used to
left-pad values which do not contain the full number of allowed/
required characters.

When using a custom mask, the specified character will be used to
right-pad values which do not contain the full number of allowed/
required characters.

Allows multiple lines of text input. (text only)

Wrap Text Text input will be wrapped to the next line
when exceeding the current line.

(n) lines high This number determines how many lines of
input will be shown at onetime.

Automatically increments the value of the field for each document
captured by a user or committed by a user in the Coding Queue.
When enabled on a new field, enter the Start Value in the box
below. (numeric only)

Allows up to eight digitsto the right of the decimal point. (numeric
only)

Zero-filling adecimal will add the appropriate number of zerosafter
thelast digit entered and up to the Decimal L ength. (numeric only)

Commas will be automatically inserted in field values to separate
groups of thousands. (numeric only)

The date the Capture Service begins processing adocument will be
added to thisfield. Thisfield will not be displayed during QCard™
creation or DirectScan™ scanning. (date only)
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Options

Create drop-down list from external
data source

Create drop-down from choices

Allow new entries

Add new entriesto choice list
Use this field when capturing/
editing

Allow user to modify value

Require entry

Disallow duplicate value

Only if the following field has an
entry

And the above field's entry equals

Print field on QCards™

Check for duplicate value on
update/commit

Limit duplicates by other field

Use free entry when searching

When this option is selected, you will be able to select a column of
data from an available External Data Source.

The choices in the accompanying Field Entry Choices text box
will be used to create a drop-down selection when capturing and
searching fields.

If the previous option is enabled, you have the option of alowing
entries that do not appear in the Field Entry Choices list to be
entered by auser during capturing, searching or editing.

If the previous option is enabled, you can allow the new entries to
be permanently added to the Field Entry Choiceslist.

Thefieldwill beavailable for user input when capturing documents
and editing document properties.

The field will automatically increment its value, but the user may
override the value provided. (numeric, Auto-Increment only)

If the field is being used for capturing/editing, you can require that
databeinput inthefield before capturing, searching or editing takes
place.

Duplicate values are always checked on Auto-Increment numeric
fields. Thisoption will prevent duplicate values from being entered
in the capture frame or Coding Queue. (numeric, Auto-Increment

only)

If the previous option is enabled, you have the option of requiring
the current field only when the selected field is not empty.

if the previous option is enabled, you have the option of requiring
the current field only when the selected field has a specific value.

If thefieldisbeing used for capturing/editing, you can havethefield
value printed on QCards™ used to capture documents. Disabling
this option will hide values on QCards™ (beneficial for social-
security numbers).

If enabled, the user will be notified if another document of the same
document type already has the value entered for the current field.
This warning occurs each time the value for the current field is
modified. Users can bypass the warning by submitting the page
containing theduplicate valueasecond time. Thisisawaysenabled
with Auto-Increment numeric fields.

If enabled, the previous duplicate-checking feature will not
consider the current field to be duplicated unless another document
is found with matching values for the current field and the value
from the selected field.

If the previous option, Create drop-down from choices, is
enabled, the drop-down will not be used when searching for
documents.
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Default Entry

Field Entry Choices

Field Entry Choices

Keep choices sorted

Sort now

The value in this textbox will be automatically inserted in the field
as adefault when capturing or editing blank fields.

Use current date The current date will be inserted
in the fidd as a default when
creating QCards™ or scanning with
DirectScan™. (date only)

Enter one field value to aline in this text box. The values may be used to
create a drop-down selection.

Enabling this checkbox will alphabetize the Field Entry Choiceslist.

This may be used to perform an immediate alphabetization of the Field
Entry Choiceslist.

2.6.3. Deleting a Global Field

To delete a Global Field, select the ® icon in the row of the field you would like to delete.

When you are sure you would like to delete the field, select the L=

'\:f‘ Canfirm

. button.

") Folders @ () Capture

Deleting a Global Field

2.7. System Fields

Admin > Global Fields > Delete Global Field lad
Confirm Delete Global Field
Field Name: Student Name
Field Type: Text
Warning: The following Document-Type Fields will also be deleted because they depend on this Glebal Field.
Student Records  Application for Admission  Student Mame
Student Records  Application for Graduation  Student Mame
Student Records  Application for Residency  Student Mame
Student Records Change of Address Student Name
Student Records Conduct Statement Student Mame
Student Records Declaration of College Student Mame
Student Records  Enrollment Certification Student Mame
Student Records Fee Adjustment Request Student Mame
Student Records Grade Forgiveness Request Student Mame
Student Records Late Registration Waiver Student Name
v

The System Fields screen allows you to enable or disable system fields. Accessit by selecting the second

L_ icon from the Admin main menu.

Two types of system fields exist. Satic system fields are part of the system and cannot be removed.
Dynamic system fields are managed by administrators and are fully searchable.
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Static Fields
Date Cresated
Date Modified
File Path

File Size

File Version
Modified-By User

Pages Captured

Dynamic Fields

Approval-Process Status

Packet Completion Status

Displays the date the document was created.

Displaysthe date the document was last edited, including document properties.
Displays the full path of the document on the server's filesystem.

Displaysthe file size of the current version of the document.

Displays the major version of the document.

Displaysthe user that last edited the document, including document properties.

Displays the number of pages captured for the document. This value may not
be accurate with non-image file types.

Displaysthelast-known status of adocument on aspecific approval

process.

<blank> The approval process does not apply to the
document.

Approved The document has been fully approved.

Rejected The document has been rejected off the
approval process.

In Progress The document has is currently on the
approval process.

Removed The document has been prematurely
removed from the approval process.

Never Approved The document has never been placed on the

approval process.

Displaysthe compl etion status of the document for aspecific packet

template.

<blank> The packet template does not apply to the
document.

Complete All required document types for the packet have
been added.

Incomplete One or more document types for the packet have
not been added. A list of missing document types
will be provided.

When you've finished, select the button to save your changes.
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) searcn [l — Foiders | [ capture i i A Logout

Admin > System Fields

Manage System Fields

Available Fields Enabled Fields
Date Modified File Size
Modified-By User Packet Status

Approval Status

1V
« >

<$ Apply .\ Back

System Fields

2.8. Catalogs & Document Types

Accessthe Catalogs & Document Types screen by selecting the icon from the Admin main menu.

Select a catalog and document type from the drop-down lists to configure that document type.

"4, search W' Folders M [ | Capture "i=;Options W £ Logout

Admin > Catalogs & Document Types [

Catalog: |Etudent Fecords v| [(:raata New]

Document Type: |App|lcai|nn for Admission (Defaul v| [CrEitE Nevu] Rename

3 Membership

~» Manage which users and groups have access
to documents and components of this

Permissions
Define access permissions for user and group
members of this document type.

LD

document type.
_ | Fields — (oK) Zonal Recognition
—— 7 Add or modify document identifiers and _. Configure recognition zones for populating
Z- - configure settings such as Name, Type, and = | field values automatically during the capture
Farmat process.

| | Field-Lookup Integration

ﬂ Ry i Configure field lookups for populating field
values automatically from external data
Sources.

Approval Processes
Manage processes to move documents along
a path of users or groups.

[v

<] Im | 2]

Catalogs & Document Types

2.8.1. Creating a New Catalog or Document Type

To create anew catal og or document type select the E== =] hutton to the right of the drop-down list. Provide
aName and optional Description.

If youwould liketo import the settings from another catalog or document type, sel ect the checkbox to copy
all document types and properties [catalog] or copy all properties [document type]. This option will
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make an exact copy of only the configuration settings (including permissions, fields, approval processes,
etc.). Any documents associated with the existing catalog or document type will not be copied.

A default document type will be provided when creating an empty catal og.

Select the button when you are satisfied with your selections.

Note

Default system foldersand settingswill be used when creating a catal og from the browser interface.
For more information, see Section 2.1, “Syst emFolder and Subfolders’.

'3 search [l ) Folders .\‘_ Capture

Admin > Catalogs & Document Types > Create Mew Catalog

Create New Catalog

Name: |Student Fecords 2010

Description: ‘

Copy all document types and properties from: | Stuclent Records V:

<:/ Apply @ Cancel

Creating a New catalog

2.8.2. Renaming a Catalog or Document Type

new Name and optional Description and select the 2422 | button when finished.
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Renaming a catalog

2.8.3. Deleting a Catalog or Document Type

To delete a catalog or document type select the (=] button to the right of the drop-down list followed
by the button if you wish to proceed.

- Note

Y ou cannot delete a catalog or document type when at least one document is associated with that
catalog or document type.

| Acemmal

Admin > Catalogs & Documen

Confirm Remove Catalog from System.

Catalog Name: Student Records 2010

Deleting a catalog
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2.8.4. Setting a Default Document Type

The default document type is used by the Catalog Service when it finds new content during a folder scan.
These files do not have a descriptor defining the document type to which the content belongs, and the
default document type will be applied.

To select adefault, first choose the document type you wish to set, and select the E=2=#] putton to the right

\:/ Canfirm

of the document type drop-down list. Select the .=

J button if you wish to proceed.

'-,é search W Folders Capture i £ Logout

Admin > Catalogs & Document Types > Set Document Type as Default

Confirm Set Document Type as Default.

Catalog Name: Student Records
Document Type: Application for Graduation

x‘.’/ Canfirm @ Cancel

Setting a Default document type

2.8.5. Membership

The Document-Type M ember ship screen allows you to select which users and groups have accessto the

selected document type. Access it by selecting the * icon from the Catalogs & Document Types
screen.

con l-—u—\\ v6 [
(Central

Admin > Catalogs & Document Types > Membership

Manage Membership
Catalog Name: Student Records
Document Type: Application for Admission

Group Members

[ Looupton Jomerpan ——

& Administrators Members of this group have administrative privileges

& Faculty

@; Add Group

User Members
Ma user members exist in this document type

& Add User
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Catalog Membership
2.8.5.1. Adding a User or Group to a Document Type

The Add User(s) and Add Group(s) screens can be accessed from the Document-Type Membership
screen by selecting the (&20use | or (Bascen] pyttons, respectively.

Place a check in the box for the User (s) or Group(s) you would like to add to the document type.

When you've finished, select the button to save your changes.

Note

After adding a user or group to a document type, that user or group will have default permissions
to Sear ch and View documents in that document type.

con I'-_ﬁ v6
(central

4, Search " Folders \ Capture rl"‘, Logout

Admin > Catalogs & D Types > Membership > Add G

Select One or More Groups.

Groups

[t bt
Faculty

[0 Students

L Apply @ Cancel

Adding a Group to a document type

2.8.5.2. Deleting a User or Group from a Document Type

To delete a User or Group from the Document-Type M ember ship screen, select the ® icon in the row
of the User or Group you would like to delete.

When you are sure you would like to delete the user or group, select the Lo pytton.
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Folders M | | Capture P 4 Logout

Admin > Catalogs & Document Types > Membership > Remove Group

Confirm Remove Group Membership from Document Type.

Catalog Name: Student Records
Document Type: Application for Admission
Group Name: Faculty

"2 Corfirm | | @ Cancel

Deleting a Group from a document type

2.8.6. Permissions

The Document-Type Permissions screen allowsyou to select which actionsaUser or Group can perform

on documents in adocument type. Accessit by selecting the ﬂ icon from the Catalogs & Document
Types screen.

contx D vé
(gcentral

Search Folders

Admin > Catalogs & Document Types > Permissions

Manage Permissions
Catalog Name: Student Records
Document Type: Application for Admission

Group Permissions

. . | Field AP wa AP Retention | DocType

Administrators  True True  True True True  True True True True True True False
Faculty True True  True True True False True False True False False False

User Permissions
Mo user members exist in this document type.

Document-Type Permissions

Assign permission to a user or group by selecting the = icon in the appropriate row. Creator permissions
apply to the specific user that adds a document to the system.

Place a check in the box for the Per missions you would like to assign to the user or group.

Document-Type Permissions

Allow Document Searching User can perform searches for documents in the document type.
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Allow Document Viewing
Everywhere

Allow Document Editing

Allow Document Sharing

Allow Document Adding
Allow Document Deleting
Allow Field Editing

Allow Approval-Process
Assignment [Enterprise Edition]

Allow Work-Queue Assignment
[Enterprise Edition]

Allow Approval-Process
Administration [Enterprise Edition]

Allow Work-Queue Administration
[Enterprise Edition]

Allow Retention Overrides
[Enterprise Edition]

Allow Document Viewing in

Approval Queue

Document-Type Administrator
[Enterprise Edition]

User can view, save or e-mail documents in the document type
represented in any list of results.

User can check out, modify, and check in documents, append to
documents, and replace documents in the document type.

User can assign documents of the document type to the Work
Queue of any new or existing user. This permissions allows users
to create new guest users in the system using the Share feature
when providing an e-mail address that does not already exist in the
system.

User can capture documents of the document type.
User can delete documents of the document type.

User can modify document properties of documents in the
document type.

User can assign and set priorities to documents of the document
type to approval processes.

User can assign documents of the document typeto the Work Queue
of any user or group member on the document type.

User can access the Admin Queue and approval-process History
within the Approval Queue.

User can access the Admin Queue within the Work Queue.

User can override the document-type retention policy with custom
retention policies on one or more documents of the document type.

User can view documents only in the Approval Queue. This
permission is available only when Allow Document Viewing
Everywhereis not enabled.

User can manage the document-type settings. Managing document-
type membership isdetermined by asystem setting. See Section 2.2
“ System Settings”.

When you've finished, select the button to save your changes.
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) searcn [l — Foiders | [ capture i i A Logout

Admin > Catalogs & D Types > Permissi > Group P

Manage Group Permissions
Catalog Name: Student Records
Document Type: Application for Admission
Group Name: Faculty

Faculty Permissions

[ Allow Document Searching [ Allow Document Adding
[ Allow Document Viewing CJAllow Document Deleting L
[#] Allow Document Editing [ Allow Field Editing

[ Allow Appraval-Process Assignment [l Allow Work-Queue Assignment
[ Allow Appraval-Process Administration [ Allow Work-Queue Administration
[CJAllow Retention Overrides

| [JCan Administer This Document Type

<.“/ Apply @ Cancel [+

Assigning document type Permissions to a Group

2.8.7. Document-Type Fields
The Manage Fields screen alows you to create, modify, and delete document fields in a document type.

= 4
il

Accessit by selecting the icon from the Catalogs & Document Types screen.

) searcn [l — Foiders | [ capture i i A Logout

Admin > Catalogs & Document Types > Fields

Manage Fields
Catalog Name: Student Records
Document Type: Application for Admissionn

Fields View All Fields
Ma fields exist in this document type.

[1g) Add Field

< Apply @ Cancel

The (empty) Document-Type Fields Screen

2.8.7.1. Adding or Modifying Document-Type Fields

To add afield to adocument type, select the L4521 | button from the Fields screen. To modify an existing
field, select the < icon in the row of the field you would like to modify.

If youwould like to use a Global Field, select the Use Glaobal Field checkbox and choose the appropriate
field. Otherwise, see Section 2.6.2, “Field Details’.

When you've finished, select the . button to save your changes.
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" Folders | | capture i i A Logout

Admin > Catalogs & Document Types > Fields > Field Details

Manage Field Details
Catalog Name: Student Records
Document Type: Application for Graduation

Use Global Field
Studlent Mame [V]

[[JRequire entry only if the follawing field has an entry.
< Apply | | @ Cancel

Field Details

2.8.7.2. Changing Capture/Edit Fields Order

TheCapture/Edit FieldsOrder box controlsthe order that fiel dsare displayed when capturing documents
and modifying document properties.

To move afield's position, select the field in the list then use the 4 and ¥ icons to move the field up or
down, respectively.

(| search M () Folders [ | Capture <) Options [l £ Logout

Admin > Catalogs & Document Types > Fields

Manage Fields
Catalog Name: Student Records
Document Type: Application for Admission

Fields View All Fields Capture/Edit Fields Order

[ | [tame L Type g o e A
=) @& Student ID Text Mo AR 123456789
2 ® Student Name Text Mo Abc 123 ‘i’

Fields: 2
[ o Add Field

" Apply | | @ Cancel

Several document type Fields

2.8.7.3. Deleting a Document-Type Field

To delete a document-type field, select the ® icon in the row of the field you would like to delete.

=W Caonfirm

When you are sure you would like to delete the field, select the .=

. button.
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Folders @ | | Capture

) Logout

Admin > Catalogs & Document Types > Fields > Delete Field

Confirm Remove Field from Document Type.
Catalog Name: Student Records
Document Type: Application for Admission
Field Name: Student Name
Field Type: Text
Capture/Edit Field: Yes

Warning: This will remove all associated field values on documents.

"2 Corfirm | | @ Cancel

Deleting a document type Field

2.8.8. Zonal Recognition [Enterprise Edition]

The Zonal Recognition screen alows you to create, modify, and delete zones used to automatically
populate fields in a document type using Zonal OCR or Zona Barcoding during the capture process.
This feature works best when capturing documents with consistent formatting, e.g. Orders, Invoices,

Applications.

=,

Accessthe Zonal Recognition screen by selectingthe = icon fromthe Catalogs & Document Types

Sscreen.

Admin > Catalogs & Document Types > Zonal Recognition

Manage Zonal Recognition
Catalog Name: Student Records
Document Type: Application for Admission

Recognition Zones

L ro i

Student Name OCR  True 500in 150in 1.50in  0.35in
+ =) 8 Student ID QOCR  True 1 2.00in 1.50in 3.00in 0.50in

[ |o Add Zone

<:/ Apply @ Cancel

Zonal Recognition
2.8.8.1. Adding or Modifying Zones

o) Add Zone

To add a recognition zone to a document type, select the a2

button from the Zonal Recognition

screen. To modify an existing zone, select the < icon in the row of the zone you would like to modify.
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Selecting the Enabled checkbox will cause this zone to be active during document capture. Text extracted
from the captured image matching the criteria specified for this zone will be written to the Field to

Populate (selected below).
Zone Type
Use Regular Expression to further

qualify zone

Remove page from document if
qualified zone is recognized

Begin new document for each
qualified zone that is recognized

Only if zone value changes

Custom-Barcode Settings

Field to Populate

Zone Location

Select either OCR to read printed text on the page or
CustomBar code to read a printed barcode on the page.

If selected, you can specify a regular expression to pattern-
match the obtained value. A vaue that does not match the
pattern represented by the regular expression will be considered
invalid. For more information on regular expressions, see Regular-
Expressions.info [http://www.regular-expressions.info/].

The page containing the value will be removed from the document.

If selected, the Capture Service will generate anew document each
time a qualifying valueis found in the location specified.

If selected, the previous document-break function will occur only
when anew value differs from the previous value.

These settings are available when the CustomBar code type has
been selected.

Barcode Type Select the appropriate barcode type from
thelist. For alist of available symbologies,
see Appendix C, Supported Bar Code

Symbologies.

Minimum Length If abarcode contains fewer characters than
the value specified, it will be disregarded.
A value of 0 disables the check.

Maximum Length If a barcode contains more characters than
the value specified, it will be disregarded.
A value of 0 disables the check.

Thefield selected from thislist will be populated during the capture
process when criteria for this zone is matched. A field defined
without acondition (below) will not appear inthislist asecondtime.

These values specify the location and dimension for this zone. The
Capture Service will extract data from the boundaries defined.

Left Position Defines the left coordinate
of the zone measured from
the left edge of the page.

Top Position Defines the top coordinate
of the zone measured from
the top edge of the page.

Width (OCR) Defines the width of the
OCR zone.
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Height (OCR) Defines the height of the
OCR zone.

Horizontal Tolerance (barcodes) Defines the horizontal
tolerance of the barcode
zone.

Vertical Tolerance (barcodes) Defines  the  vertica
tolerance of the barcode
zone.

Page Number to Recognize This defines which page number of the captured document will be
used to extract data.
Zone Condition The use of conditions determines whether or not documentswill be

separated by types when performing zone extraction. The Field to
Populate may be defined in only one of two scenarios:

Single Zone Creating a zone without a condition will
cause every document captured to use this
same zone when populating the selected
field. In this scenario, only this one zone
may be defined.

Multiple Zones Creating a zone with a condition will
cause only those documents matching the
condition to use this zone when popul ating
the selected field. In this scenario, severd
zones may be defined for the same Field
to Populate. Each additional zone defined
is required to use the same condition field.
Each condition defined for the Field to
Populate must be unique.

To establish a condition, select the Enable Condition checkbox

followed by the appropriate field, match type (contains or equals),
and value to match.

Note

The Zone Condition does not apply when the zone is set
to the CustomBar code type and documents are captured

using a Capture Job.

Zones may be ordered using the * and ¥ iconsin the zone grid, determining the order that the Capture
Service extractsthetext. Thisisuseful when one zoneis conditional based on the value of aprevious zone.

When you've finished, select the button to save your changes.
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) searcn [l — Foiders | [ capture i i A Logout

Admin > Catalogs & Document Types > Zonal Recognition > Zone Details

Manage Zone Details
Catalog Name: Student Records
Document Type: Application for Admission

Enabled
Zone Type

Field to Populate

Student Narme

Zone Location

inches from the left edge
inches from the top edge

0| inches wide

inches high

Zone Details

2.8.8.2. Deleting a Zone

To delete arecognition zone, select the ® icon in the row of the zone you would like to delete.

When you are sure you would like to delete the zone, select the button.

Admin > Catalogs & Document Types > Zonal Recognition > Delete Zone

Confirm Remove Recognition Zone from Document Type.
Catalog Name: Student Records
Document Type: Application for Admission
Field Name: Student Name

"2 Corfirm | | @ Cancel

Deleting a Zone

2.8.9. Field Lookup Integration [Enterprise Edition]

TheField L ookups screen alowsyou to create, modify, and del ete lookups used to automatically popul ate
fields in a document type using information from an External Data Source (ODBC). At least one data
source will be needed to establish a field lookup. For more information on how to add an external data
source, see Section 2.3, “External Data Sources (ODBC) [Enterprise Edition]”.
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Note

A field lookup performed by a user will first check if any Packet information is available. The
External Data Source will be queried afterwards and will overwrite any existing values obtained
from packets.

|
[
IN|

Access the Field Lookup screen by selecting the icon from the Catalogs & Document Types
screen.

cor "ﬂ L 4, Search " Folders Capture Options =I|"‘. Logout

(central

Admin > Catalogs & Document Types > Field Lookups

Manage Field Lookups
Catalog Name: Student Records
Document Type: Application for Admission

Field Lookups

Destination Data
IIII Enable d

' R True Student Name Student SELECT TOP 1 [Studentiame] FROM [dbo] [Students] WHERE [StudentID] =
’ Database {Field:Student ID} OR ([Registerad] = {1} AND [StudentMame] = {Field: Student Name})

Lookups: 1
[ 1) Add Lookup

:P-\V/‘ Apply @ Cancel

Field Lookups

2.8.9.1. Adding or Modifying Field Lookups

To add alookup to adocument type, select the Leatesu | hutton from the Field L ookup screen. To modify
an existing lookup, select the < icon in the row of the lookup you would like to modify.

Selecting the Enabled checkbox will cause the lookup to be active for capture processes, document
properties updates, and coding-queue coding.

Field to Populate Thisfield will be automatically populated after the user entersinformation
in the various key fields.

Data Source This drop-down list provides the available data sources configured from
the Admin main menu.

Data Table This table will be the source of the records that will be queried.
Populate Field with This value from this table column will be used to populate the Field to
Populate.

Each lookup must have at least one lookup item. The first one will be generated for you. One or more

lookup items or lookup groups can be added to the configuration using the Lt | ang (A eee] hyttons,
L ookup groups are the equivalent of parentheses grouping together one or more clause itemsin a database
guery. Boolean terms at the beginning of each lookup item determine the combine method between itself
and the previous item. A static value may be entered in place of adocument-type field value.
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If you want to allow field lookups to overwrite existing field values when updating document properties
or coding datain the Coding Queue, select the Overwrite existing field data checkbox.

If you want this lookup to be available only for workflow actions, select M ake available for workflow
actions only. This can be helpful if you have multiple lookups but only want one to appear in the user
interface. It also allows multi-val ue sel ection from the user-interface when more than onelookup is defined
in the document type.

When using the Capture area, updating document properties, or coding data in the Coding Queue, data
entered in each of the document-type fields used in the lookup itemswill be used to query the data source,
and the Field to Populate will be populated automatically.

When you'vefinished, select the button to save your changesand return to thelist of field lookups.
An example of the back-end query represented by the lookup will be presented in the Query column.

Field lookups may be ordered using the * and ¥ iconsin the lookup grid. Lookups will be performed in
the displayed order. Thisis useful when desiring to populate more than one field automatically.

The Maximum Resultstextbox can be changed from 1 to the maximum number of results you would like
to present to each user when multiple matches exist for afield lookup. When more than oneresult isfound,
the user will be presented with a dialog to choose the appropriate value.

' Folders

.| Capture Options ) Logout

", Search

Field to Populate

Student Name |+ |

External Data Source

Data Source: | Student Database |v
Data Table: | [dhbo][Students] v/

Populate Field with:  StudenthName |+

Lookup ltems

StudentlD V: equals " walue from field || | Student 1D V:
K| oA |v]
| Fegistered M efuals ~| | staticvalue v
| | AND V Studenthame " equals || walue from field V: Student Name "

| (15 Aga tem | [115 Aducroup)

(15 Addtiem | [ Add Group

Field Lookup Details

2.8.9.2. Deleting a Field Lookup

To delete afield lookup, select the ® icon in the row of the lookup you would like to delete.

When you are sure you would like to delete the lookup, select the
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2.8.10.

"\ search M " Folders W [ | Capture P ) Logout

Admin > Catalogs & Document Types > Field Lookups > Delete Field Lookup

Confirm Delete External Lookup from Document Type.

Catalog Name: Student Records
Document Type: Application for Admission
Content Central Destination Field: Student Name
External Data Source: Student Database
External Data Source Table: [dbo] [Students]
External Data Source Value Column: Studenthame

\,‘.’/ Canfirm @ Cancel

Deleting a Lookup

Approval Processes [Enterprise Edition]

The Approval Processes screen allows you to create, modify, and del ete processes used to move a given
document or packet along a path of users and/or groups. documents and packets can be placed on an
approval process using workflow rules (Enterprise Edition only) or the Start Approval Process menu
item from the File menu. A singleitem can exist on more than one approval process simultaneously.

Memberslisted in the M ember sgrid of an approval processwill receivetheitem in their Approval Queue.
When a member has completed necessary tasks related to the item, the member will either Approve or
Reject it. Approving an item will send it to the next member in the process. Rejecting an item will send
it to the previous member or specified earlier member.

Approval-Process Groups can be created to organize several related approval processes and simplify the
creation of workflow rules.

Access the Approval Processes screen by selecting the “~ icon from the Catalogs & Document
Types screen.
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"\ search M " Folders W [ | Capture P £ Logout

Admin > Catalogs & Document Types > Approval Processes

Manage Approval Processes
Catalog Name: Student Records
Document Type: Application for Admission

Approval Processes

N

2y @& Admission Approval 5 Yes
=y @& Graduation Approval 5 Yes

Processes: 2

[ (1) Add Process

Approval-Process Groups
Ma approval-process groups exist in this document type.

() add Group

C— e

Approval Processes

2.8.10.1. Adding or Modifying Approval Processes

To add an approval processto adocument type, select the L22ez=s2] hytton from the Approval Processes

screen. To modify an existing process, select the = icon in the row of the processyou would like to modify.

Selecting the Enabled checkbox will cause this process to be active in the document type.

Approval-Process Details

Process Name (required) Thisis adescriptive name for the approval process.

Priority Items placed on this approval processwill havethis priority astheir
default priority.

Members Select one or more users, groups, or document creators as members

of this approval process by selecting the appropriate button.

Note

The creator of a document does not change during the
document lifecycle.

Use the + and + icons after selecting more than one member to
change the order the members will receive an item that has been
placed on this process. To remove a member, select the = icon in
the row of the member you would like to remove.

The checkbox in the member grid located to the right of the
member's position number indicates the member that will first
receive al new items. Only one member can be selected.

Routing Type When the member is a group, one of the
following can be specified.
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Requirement

Reject To

Deadline

Fields

Single User Assignments, Approvals,
and Rejections will require
the acting user to select
a user from the group.
Only the selected user
will  receive the item
in his or her Approval
Queue. (See Section 17
“The Approval  Queue
[Enterprise Edition]”.)

Multi User All users in the group will
receive the item in their
Approval Queue.

Peer Review This routing type is
available for  groups
containing only two users.
When an item arrives to
this member, both users
in the group will receive
the item in their Approval
Queue until one either
approves or reects it.
When approved, it will
be routed to the other
user (peer) in the group
for approval to the next
member. If the second user
rejects the item, it will
move back to the first user
who approved it.

You may specify a number of required votes
when the member isagroup and the Approval
Requirement for Multi-User Groups is set
to Specified Number of Usersin Group (see
below).

You may choose a specific earlier member
that will receive the item upon rejection
when the Allow r g ectionsto selected earlier
member s option has been set (see below).

Y ou may specify a deadline for each member
when member deadlines are enabled. If a
deadline is not required for a member, select
None.

When selective field-editing is enabled, you
can select Edit Permissionsto restrict certain
fields from being modified by the specific
stage. Each field on the document type will be
shown with an Allow Edit checkbox checked
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Deadlines

Deadline Messaging

by default. Unchecking a box next to a field
will prevent the stage members from making
any changes even when adocument isin their

queue.

To enable deadlines, select the Enable Deadlines checkbox.

Approval Process Only

Approval Process and Members

Members Only

Only the approval process
as a whole will have
a deadline. An optiona
message can be sent
to administrators when
deadlines are reached.

Both the approval process
and each member of the
processwill haveadeadline.
An optional message can
be sent to members and/
or administrators when
deadlines are reached.

Each member in the process
will have a deadline. An
optional message can be
sent to these members when
their individual deadlines
arereached.

When aprocess deadlineis enabled, choose an appropriate Pr ocess
Deadline duration. When both the process and members have
deadlines, you can optionally select the Divide Process checkbox
to split the process deadline evenly among each member.

A message can be sent to the member and/or administrator(s)
indicating the expiration of a member or process deadline. The
messages can be either internal or e-mail, depending on the

M essaging Type option.

No Messaging

Members Only

Members and Approval-Process
Administrators

No deadline messages will
be distributed.

Only members will receive
messages  about  their
expired deadlines.

Members  will  receive
messages  about  their
expired deadlines, and
a copy will be sent
to users with the
Allow  Approval-Process
Administration permission
of the current document
type (see Section 2.8.6

70



Web Site Administration

Members and Document-Type
Administrators

Members and System
Administrators

Members and All Administrators

“Permissions”). These
administrators  will  also
receive messages regarding
expired process deadlines.

Members  will  receive
messages  about  their
expired deadlines, and
a copy will be sent
to administrators  with
the Allow Document-Type
Administration permission
of the current document
type (see Section 2.8.6
“Permissions”). These
administrators  will  also
receive messages regarding
expired process deadlines.

Members  will  receive
messages  about  their
expired deadlines, and
a copy will be sent
to system administrators.
System administrators will
aso receive  messages
regarding expired process
deadlines.

Members  will  receive
messages  about  their
expired deadlines, and a
copy will be sent to all
administrator types listed
above. These administrators
will also receive messages
regarding expired process
deadlines.

Approval Requirement for Multi- This will be presented when at least one group is selected as a
User Groups member. The setting only applies to multi-user group routing.

Single User in Group

Majority of Usersin Group

Specified Number of Usersin
Group

Approvals occur when any
user in the group approves
theitem.

Approvals occur when the
majority of users in the
group have approved the
item.

Approvals occur when the
Requirement of the current
stage has been satisfied.
When this is selected, a
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All Usersin Group

Options Messaging Type for Notifications

and Deadlines

Allow rejections by first member

Allow rejections to selected earlier
members

Notify member of new arrivals

Automatically start this process on
all captured content

new column will appear
in the Members grid, and
the total number of allowed
votes will reflect the current
number of members in the

group.

Approvals occur when al
users in the group have
approved the item.

This option affects arrival
and deadline notifications.
Choosing the Internal item
causes all approval-process
messages to be sent as an
internal message. Choosing
the E-mail item causes all
approva process messages
to be sent to the e-mall
addresson the users Profile.

Selecting this option alows
the first member to reject
items on this process. Items
rejected by the first member
will be removed from the
process. In a group-member
scenario, arejection by any
user in the group will cause
the item to be rejected and
removed from the process.

Selecting  this  option
alows you to specify
each member's Regject To
member in the grid (see
above).

Selecting this option causes
each member to receive a
notification when an item
arrives in their Approval
Queue. The message can be
either an internal message
or email, depending on
the M essaging Type setting
below. Thisnotification will
be sent independently of the
User Preference.

Selecting  this  option
will cause all captured
documents of the document
type (and  documents
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Remove from this process when
assigned to any other process

Require note on all assignments
and stage changes

Combine notes from previous
member and current member when

approving

Allow custom member names

Enable system field

Allow selective field editing by
active member only

committed in the Coding
Queue) to be placed
on this approval process
automatically. Do not select
this option if you wish
to route only a portion
of captured documents
based on specific criterig;
you can create a
custom Workflow Rule to
accomplish routing with
more specific requirements.

Selecting this option will
cause an item on the
approval process to be
removed from the process
if placed on a different
process.

Selecting this option will
cause al interaction with
thisprocessto requireanote
entered by the user.

Selecting this option will
combine any note entered
on aprevious stage with any
note entered on the current
stage when approving a
document.

Selecting  this  option
provides an additional
column in the member grid
to provide custom names
to describe the member.
Any provided names will
override the origina name
of the member in all
locations where it appears,
including the Approval
Queue.

Selecting this option will
create a searchable System
Field that also can be used
as a results-grid column
and informational document

property.

Selecting this option alows
field values to be modified
only by the active member.
A new column named
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Fields will be added to the
Members grid to further
restrict field editing by the
active member.

Prevent field editing by all non When selected, any user
members when document ison this that does not have an
process affiliation with thisapproval

process will not be able
to modify any field values
for a given document until
that document has left the
process.

When you've finished, select the button to save your changes.

e I‘rﬂ v [ 4, Search

Admin > Catalogs & Document Types > Approval Processes > Approval-Process Details

Options 'f", Logout

" Falders .‘., Capture

Manage Approval-Process Details
Catalog Name: Student Records
Document Type: Application for Admission

[¥] Enabled

Process Name Priority

Adrigsion Approval 5 |

Members

EENE=EN =

R Group Faculty Week(s) ™
L) & User MThomas Mark Thomas Day(s) |+

[[@ AddUser | [ Add Group |

Approval Process Details

2.8.10.2. Adding or Modifying Approval-Process Groups

To add an approval-process group to a document type, select the [L24452%) button from the Approval-
Process Groups screen. To modify an existing group, select the < icon in the row of the group you would
like to modify.

Approval-Process Group Details

Group Name (required) Thisis adescriptive name for the group.
Description (optional) Thisisadetailed description for the group.
Approval Processes Select one or more processes for this group. To remove a process,

select the = icon in the row of the group you would like to remove.

Options Create assignment drop-down list Selecting this option will
for documents allow an approval-process to
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be assigned to individual
documents of the document
type. The drop-down list
appears in the Capture area
and Document Properties
area, including the Coding

Queue.
Automatically start assigned Selecting this option will
process on all captured content of cause al captured documents
this document type of the document type (and

documents committed in the
Coding Queue) to be placed on
the assigned approval process

automatically.
Automatically start assigned Selecting this option will cause
process when document assignment  an updated approval-process
updated assignment on a document of

the document type to be placed
on the assigned approval
process automatically.

Hide drop-down list after document  Selecting this option will cause
has been routed to any approval the drop-down list to be hidden
processin this group from a document after the
document has been assigned
a least one time to one of
the approval processes in this

group.
Require entry Selecting this option will require that an

approval process from the group be assigned to
all documents of the document type.

When you've finished, select the button to save your changes.

2.8.10.3. Deleting an Approval Process or Approval-Process Group

To delete an approval process or approval-process group, select the & icon in the row of the process or
group you would like to delete.

When you are sure you would like to delete the process or group, select the S pytton.
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2.8.11.

2.8.12.

2.8.13.

Admin > Catalogs & Document Types > Approval Processes > Delete Approval Process

Confirm Remove Approval Process from Document Type.
Catalog Name: Student Records
Document Type: Application for Admission
Process Name: Admission Approval

" Confirm | | @ Cancel

Deleting an Approval Process

Workflow [Enterprise Edition]

For complete information on Workflow, see Section 2.11, “Workflow [Enterprise Edition]”.

Message Templates [Enterprise Edition]

For complete information on Message Templates, see Section 2.10, “Message Templates [Enterprise
Edition]”.

Folder & File Building

The Folder & File Building screen controls how documents will be stored and named within the

Docurent s data folder during the capture process. Access it by selecting the [: icon from the

Catalogs & Document Types screen.

There are two separate functions: Folder Building and File Building. To enable one or both functions,
select the appropriate checkbox at the top of the screen.

If youwould liketo allow usersto choose whether or not these rules will apply during field updates, select
the Allow users to bypass checkbox. When the option is presented to a user, the default behavior is to
bypass these rules.

Thelnvalid folder /file substitution character will be used in place of any document-property characters
not allowed in Windows® folder and filenames (\/: * ?" <> ). The text entered in the Folder name
when field is empty text box will be used to name a folder when an optional document property is left
blank while capturing a document. After configuring your folder and/or file name templates, select the

J button at the bottom of the screen.
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Search

content) 76 [

Folders

Admin > Catalogs & Document Types > Folder & File Building

Folder & File Building
Catalog Name: Student Records
Document Type: Application for Admission

Enable Folder Building
[¥]Enable File Building
[JAllow users ta bypass folder and file building when editing document properties.

Invalid folder/file substitution character: D

Folder name when field is empty:

Folder Building ltems

II. Item Type | Field Name / Text | Field Subfolder Characters

® Field Student Name

Type: | DocumentType [v| (5 Asdttem |5 newFoider |

Example: D:\ContentCentral\Documents\Educationi< Student Name>\

Folder & File Building

=7 Josh Powers E]@
:r'

Ele Edit ¥iew Favorites Tools Help

@Bak ~ ¥ )0 search | =3 Folders | 2 6 | [mE-

Address |3 DiiContentCentraliDocuments|Student Records|Josh Powers X ' Go
Folders X | Mame ize
S < Storage (D) || T Josh Powers - Application for Admission. pdf 348 KB

# ) ademero ‘; Josh Powers - Application for Graduation.pdf 127 KB
= |[2) ContentCentral -'; Josh Powers - Application for Residency . pdf 159 KB
=) |2) Documents ) J0sh Powers - Change of Address.pdf 63 KB
=) 2 Student Recards -'_ Josh Powers - Conduct Statement. pdf 120 KB
15 Alisa Martinez ‘; Josh Powsers - Declaration of Caollege.pdf 42 KB
I3 Charles Jones 2 Josh Powers - Enrollment Certification,pdf S3KB
|2 Josh Powers - Josh Powers - Fee Adjustment Request.pdf 6 KB
() katherine Potter "2 Josh Poweers - Grade Forgiveness Request.,pdf &7 KB
155 Pamela Tray ) Josh Powers - Late Registration Waiver. pdf 75 KE
(2 Spencer Bowman ‘; Josh Powets - Privacy Request.pdf TOKE
# |2 Incaming -'; Josh Powers - Transcript Request, pdf &4 KB
# ) System
# ) local
# |2 profiles

F b DVD/CD-RW Drive (E:)
@ ) Memory Stick (F1) a
# M snimmc G L

< 2 &) [

12 objects (Disk free space: 38.5 GE) 1.25 VB _g Iy Computer

Example Folder & File Name Structure

2.8.13.1. Building a Folder-Structure Template
This function allows you to create a template of the folder structure that will be generated when storing
each captured document. You may combine one or more fields along with custom text values for each

folder level. In atypical configuration, the primary identifying field, such as Name or Number, will be
used for the first folder level. Y ou may create the structure as many levels deep as necessary.

1. Locate the Folder Building Items section.
2. Select the Type of datayou would like to be added to the current folder level.
3. If you've selected the Field type, select the appropriate field from the drop-down list.

4. If you've selected the Field type, you may optionally chooseto use only aleft portion of thefield value.

5. Select thel J button to add the selected item to the template.
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2.8.13.2.

2.8.14.

6. Repeat steps 2-4 to continue adding items to the current folder level.

- To add anew folder level, select the (B.=Fer ] pytton. Repeat steps 2-5 for this new folder level.

To change the order of the items within the template, use the + and ¥ icons in the template grid. To
remove an item from the template, select the % icon in the item's row.

Building a File-Name Template

This function allows you to create a template of the file name that will be generated when storing each
captured document. Y ou may combine one or more fields along with custom text values for the file name.
In atypical configuration, the primary identifying field, such as Name or Number, will be used to begin
the file name. Custom text values, such as a hyphen, space, or underscore, are typically used to separate
the different fields used in the file name.

1. Locate the File Building Items section.

N

. Select the Type of data you would like to be added to the file name.

w

. If you've selected the Field type, select the appropriate field from the drop-down list.

N

* Select the button to add the selected item to the template.
5. Repeat steps 2-4 to continue adding items to the file name.

To change the order of the items within the template, use the * and ¥ icons in the template grid. To
remove an item from the template, select the & icon in the item's row.

Capture Forms [Enterprise Edition]

The Capture Forms screen alows you to upload and manage one or more static PDF forms containing
one or more fields and at least one submit button. These forms can be used as templates to generate new
documents in the catal og.

As an alternative to static forms, the entire document type can be defined as a dynamic capture form. In
thisscenario, all PDF files of the associated document type will be displayed with a submit button based on
the configuration. Thisisuseful when you would like documentsto receive signatures or other annotations
and then resubmitted to Content Central with the click of a button.

Access the Capture Forms screen by selecting the -{r\ icon from the Catalogs & Document Types
screen.
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2.8.14.1.

| Capture g i ":joptions @ ) Logout

Admin > Catalogs & Document Types > Capture Forms

Manage Capture Forms
Catalog Name: Student Records
Document Type: Change of Address

T e e

./ #& Change of Address Form True

Capture Forms

Adding or Modifying Static Forms

To add astatic PDF AcroForm to the document type, select thelle2%m | putton from the Capture Forms
screen. To modify an existing form, select the = icon in the row of the form you would like to modify.

Upload aform template by browsing to its location followed by selecting the £

v Important

Only AcroForms (Acrobat Forms) and XFA forms through version 2.4 (Acrobat 7) are currently
supported.

Selecting the Enabled checkbox will cause this form to be active during document capture.
Provide a Name and optional Description to identify your uploaded form.

Select the appropriate Submit Button within the form that will be used to generate the new document
upon selection by auser.

Choose a Session Expiration value. This controls how long agiven form will be available for submission
whenever aform is created or downloaded and contains a submit button.

Select Allow field updates from document-properties updates if you would like field-value commits
to change the values inside the PDF files that match this form.

Finally, select whether or not you would like to Allow revisions via submit button. Disabling this option
will prevent the submit button from displaying on forms when viewing adocument created with thisform.

When you've finished, select the button to save your changes.
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search i || Capture P £ Logout

Admin > Catalogs & Documen t Types » Capture Forms > Form Details

Capture Form Details
Catalog Name: Student Records
Document Type: Change of Address

Capture Form (PDF form):

[ () Download | || Replace
[#] Enabled

Name: |Change of Address Form ‘
Description: | ‘
Submit Button: Submit ~
Initial submissions valid within Hours -+
[/] Allow revisions via submit button

:Pv‘ Apply @ Cancel

Form Details
2.8.14.2. Defining a Dynamic Form

The document type can be defined as a dynamic form only when no other capture forms have been added.
Select Create submit-ready formsfrom all PDFsto add the configuration details for the dynamic form.

Note

Thiswill affect only PDF files and they will appear as AcroForms to PDF viewers.

Selecting the Enabled checkbox will cause this functionality to be active when viewing any PDF files
of the document type.

Provide a name for Submit Button along with the location and dimensions you desire for the button.
When entering L eft and T op coordinates, be careful to consider the dimensions of the smallest-sized first-
page image of the documents in consideration.

Choose a Session Expiration value. This controls how long agiven form will be available for submission
whenever aform is downloaded for submission.

If youwould liketo prevent aform from being submitted from amobile device (or other device) without a

signature (or other annotation), select Accept submissionsonly when they contain a minimum number
of new annotations. Then choose aMinimum Number of New Annotations.

When you've finished, select the button to save your changes.

2.8.14.3. Deleting a Form

To delete a capture form, select the & icon in the row of the form you would like to delete.

When you are sure you would like to delete the form, select the
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2.8.15.

search i || Capture i ":joptions @ ) Logout

Admin > Catalogs & Document Types > Capture Forms > Delete Form

Confirm Delete Capture Form from Document Type

Catalog Name: Student Records
Document Type: Change of Address
Form Mame: Change of Address Form
Description:

" Confirm | | @ Cancel

Deleting a Capture Form

Retention Policies [Enterprise Edition]

The Retention Policy screen defines the length of time documents of the document type will be retained.
N

Accessit by selectingthe " icon from the Catalogs & Document Types screen.

With an Enabled policy, documents will expire when their creation date is older than the L ength of time

documentsof thisdocument typewill beretained. The Catalog Serviceisresponsiblefor removing these

expired documents from the Content Central database and moving the files to the Deleted Content folder

specified in the Configuration Manager. The document destruction processwill occur at the frequency,
starting day, and starting hour specified.

Users with the Allow Retention Overrides permission can override the default document-type retention
policy and specify custom retention policies on individual documents of the document type.

When you've finished defining the policy for this document type, select the
changes.

button to save your
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2.8.16.

"\ search W 7 Folders lf [ &8 in W opt ) Logout

Admin > Catalogs & Document Types > Retention Policy

Configure Retention Policy
Catalog Name: Student Records
Document Type: Application for Admission

[¥] Enabled

Length of time documents of this document type will be retained

Years |¥

The document destruction process will occur
Daily  |+|starting at | 1:00 am. |+

<y Apply @ Cancel

Retention Policy

Default Search Fields

The Default Search Fields screen allows you to select the default fields a user can search within this

._:( _-
document type. Accessit by selecting the = icon from the Catalogs & Document Types screen.

Select fields in the Available Fields box and move them to the Default Search Fields box using the <
icon, then use the * and ¥ icons after selecting one or more fields to change the order the fields will
appear on the screen.

If you need to remove afield from the Default Search Fields box, use the € icon.

i Tip

Select Add Capture/Edit Fields below the Default Search Fields box to save time and add the
fields from the document type with the Use this field when capturing/editing option enabled.

When you've finished, select the button to save your changes.
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"\ search M " Folders W [ | Capture

Admin > Catalogs & Document Types > Search Fields

Manage Default Search Fields for All Users and Groups
Catalog Name: Student Records
Document Type: Application for Admission

Available Fields Default Search Fields
MName
Stuclent ID f&

4

P
«

Add Capture/Edit Fields

Selecting Default Search Fields

2.8.17. Default Results Fields

The Default Search Results Fields screen allows you to select the default fields a user will see in the
results grid after a search is performed for documents of this document type. Access it by selecting the

‘—{D icon from the Catalogs & Document Types screen.

Select fields in the Available Fields box and move them to the Default Results Fields box using the <
icon, then use the * and ¥ icons after selecting one or more fields to change the order the fields will
appear in the grid.

If you need to remove afield from the Default Results Fields box, use the € icon.

i Tip

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

When you've finished, select the button to save your changes.
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Folders @ | | Capture

“_l"j Logout

Admin > Catalogs & Document Types > Results Fields

Manage Default Results Fields for All Users and Groups
Catalog Name: Student Records

Document Type: Application for Admission

Available Fields

Default Results Fields
*Dochame *DocType
“DocSize Mame f&
“FriendlyMName Student 1D
“Hits *Catalog ii E
“Relevance

P
«

Add Search Fields

* These fields display special information and are not actually a field of the document.

Selecting Default Search Results Fields

2.9. Packet Templates [Corporate Edition and higher]

Several documents can be grouped together as a packet with nothing more than afield value shared among
them. A Packet Template determines the Key Field and document types that comprise these packets.
These templates provide user access to packets via the area and the Packet menu item from the View

menu. They also provide a mechanism to efficiently produce QCards™ for each of the document types
in one step.

J

Access the Packet Templates screen by selecting the icon from the Admin main menu.

"\ search M " Folders W [ | Capture

¢=» Options @ £ Logout

Admin > Packet Templates

Manage Packet Templates

[ evmies] tme | oot

< W True Student Packet Student Packet by Student ID
Templates: 1

T5 Add Template

Packet Templates
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2.9.1. Adding or Modifying a Packet Template

Templates are based on akey field, and thiskey field is based on one of any available Global Fields. After
confirming at least one global field exists, and these global fields have been used in one or more document

types, select the LiAtd=met) hutton to add the templ ate.
To modify an existing template, select the = icon in the appropriate row.

Selecting the Enabled checkbox will allow the template to be accessed by users. Provide a Name and
optional Description for thetemplate, followed by selecting the K ey Field from thelist of available global
fields.

Select one or more document types that apply to the particular packet. Only document types containing
the selected Key Field will be available for selection.

The Req'd checkbox in each row determines whether or not a given document type will be required for
packet completion. When at |east one document exists for each of the required document types, the packet
will be considered complete, and thiswill be indicated when a user views a packet using the Packet menu
item from the View menu.

The Lookup checkbox in each row determines whether field lookups will be available for a given
document type. Fields common to the packet can be automatically populated based on the Key Field. The
lookup will source the primary document type to obtain these values.

The Primary Document Type should be set to the document type that is captured first or represents the
core document type around which all the othersin the packet are based. The selected document typeisthe
one that will appear in users' Approval Queue when a packet is assigned to an approval process. It isaso
the document type that must be used when assigning a packet to an approval process.

Selecting the Enable System Field checkbox will create a searchable System Field that also can be used
as aresults-grid column and informational document property.

After selecting the appropriate data for the template, select L2 to save your changes.

con "ﬂ Ll 4, Search

") Folders Capture i Options IF‘J Logout

Admin > Packet Templates > Template Details

Packet-Template Details

[¥] Enabled

Template Name: [Student Packet |

Description: |Siudem Packet by Student ID |

Key Field
Stuclent D (i

Document Types in Packet

(T G oo
®

Student Records  Application for Admission
Student Records  Application for Graduation

Student Records Change of Address

tudent Bacarde Conduct S

£ % % %

[0 Student Records Application for Residency
F
=]

Adding a New Packet Template
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2.9.2. Deleting a Packet Template

To delete atemplate, select the ® icon in the appropriate row.

\‘,’/ Canfirm

When you are sure you would like to delete the template, select the L J button.

Folders [ Capture i i i .F‘J Logout

Admin > Packet Templates > Delete Template

Confirm Delete Packet Template

Template Name: Student Packet
Description: Student Packst by Student ID

»‘,fr Confirm @ Cancel

Deleting a Packet Template

2.10. Message Templates [Enterprise Edition]

M essage Templates can be generated to help make users more efficient and provide actions for Workflow.

Accessit by selecting the icon from the main menu or from the Wor kflow menu.

The filter lists located at the top of the page will help you navigate through existing message templates.
You can also filter by name, description, recipients, subject, and body using the filter textbox below the
list of templates. Select the Hide system recor ds checkbox to hide system-generated templates.

Falders [ j i i .ﬂ Logout

Admin > Message Templates

Manage Message Templates
Type: Email v

Catalog: | Student Records " Document Type: | Application for Admission V:

Yes Student Records  Application for Admission  [Admission Approval] Stage 1 Deadline Email Workflow DocType
& Yes Student Records  Application for Admission [Admission Approval] Stage 2 Deadline Email Workflow DocType
Templates: 2

[ /gy Add Template | [Deadline [Hide system records
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2.10.1.

2.10.2.

Message Templates

Adding or Modifying Message Templates

To add a message template, select the button from the M essage Templates screen. To modify
an existing template, select the < icon in the row of the template you would like to modify.

Message-Template Details

Selecting the Enabled checkbox will cause this template to be active.

M essage-Template Details
Template Name (required)
Description (optional)

Message Type

Scope (Defaults to Document type
when in a document type)

Catalog & Document type
(Document type scope only)

Visibility

Recipients (required)

Thisisadescriptive name for the template.

This provides a more detailed description of the template.

M essage Types

E-mail These templates can be used to send e-mails.

Fax These templates can be used to send faxes.

Internal These templates can be used to send messages to

other usersin Content Central.
Scope Type

Global The template will be available to all catalogs
and document types.

Document Type The template will be available to only a
single document type.

The template will be available to only the selected document type.

Visibility Type

User Access The template will be visible to
users in a template drop-down
list when sending an e-mail or
fax.

Workflow Access The template will be visible to
workflow actions.

User & Workflow Access The template will be visible to
users and workflow actions.

E-mail & Fax Enter one or more e-mail addresses or fax

numbers, respectively, each separated by
a semicolon. You may also use Message-

Template Codes.
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CC: (E-mail, optional)

To: (Fax, optional)

Company: (Fax, optional)

Subject (required)

Body (optional)

Allow usersto customize
recipients, subject, and body during
manual send (E-mail and Fax)

Internal Select one or more users and/or groups from
the Available boxes and add them to the
Selected boxes using the » icon. If you need
to remove one or more recipients, select the
recipient(s) from the Selected box followed by
the « icon.

A copy of the e-mail will be sent to these e-mail addresses. You
may use Message-Template Codes.

The fax-recipient's name goes here. You may use Message-
Template Codes.

The fax-recipient's company name goes here. You may use
Message-Template Codes.

The subject identifies the message body in short. You may use
Message-Template Codes.

The body contains the details of the message. You may use
Message-Template Codes.

Selecting this checkbox allows users to modify the identified
template items.

When you've finished, select the button to save the templ ate.

con laﬁ vé
(Central

" () search M ) Folders ' capture

'ﬂ Logout

Template Name: |SludemAdm|ss|Dns E-mail

Description: |E—ma|| Template for Admission Applications |

Message Type: | Email v
Scope: Document Type |v|

Catalog: | Student Records v

Document Type: | Application for Admission ™

Visibility: | User and Workflow Access v

Enter one or more e-mail addresses separated by a semicolon. Codes

To:

=]

adrministrator@domain. ecu

cC:

Subject: Mew Application for Admission

Body: | aached you will find the application for {Fisld:Sudent Mame:)

Message-Template Details

2.10.3. Duplicating a Message Template

Thisfeature saves you time when you need to create multipletemplateswith only asmall difference among
them. To duplicate amessage template, select the (1icon in the row of the template you would liketo copy.

When you are sure you would like to duplicate the template, select the button.
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" Folders | | capture i i A Logout

Admin > M T ! > Dupli Template

Confirm Duplicate Message Template.
Name: [Admission Approval] Stage 1 Amival
Description: [Admission Approval] New-Arrival Message for [Peer]
Message Type: Internal
Visibility: Workflow
Catalog Name: Student Records
Document Type: Application for Admission

" Confirm | | @ cancel

Duplicating a Message Template

2.10.4. Deleting a Message Template

To delete a message template, select the ® icon in the row of the template you would like to delete.

<$ Canfirm

When you are sure you would like to delete the template, select the = J button.

" | search [l ) Folders .L_ Capture i ﬂ Logout

Admin > Message Templates > Delete Template

Confirm Remove Message Template.
Message Type: Email
Visibility: UserAndWorkflow
Name: Student Admissions E-mail
Description: E-mail Template for Admission Applications
Catalog Name: Student Records
Document Type: Application for Admission

W Canfirm @ Cancel

Deleting a Message Template

2.10.5. Message-Template Codes

The following list of codes may be entered in any of the text boxes in a message template. These codes
are case insensitive.

Codes

{!Cataog;} The catalog name for the document
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{'DocType;}
{!DocName;}
{!DocFolder;}
{!DocFileName;}
{!DocPath;}
{!Docld;}
{!DocCreatedDate;}
{!DocModifiedDate;}
{!DocVersion;}

{!Field:Field Name;}

{!PacketName;}
{!PacketFieldName;}
{!'PacketFieldValue;}

{!PacketStatus;}

{!ActingUserUserName;}
{!ActingUserFirstName;}
{!ActingUserL astName;}
{!ActingUserEmail Address;}

{!APName;}

{'APAction;}

{!APDate;}

The document type name for the document

The base file name of the document (does not include the version)
The folder path for the current version of the document

The file name for the current version of the document

The full path to the current version of the document

The internal identifier for the document

Thelocal creation date of the document

The local modification date of the document

The current version of the document

The value for the specified field (Replace Field Name with a red
field name.) in a document

The name of the packet template

The name of the key field of the packet template

The value of the key field of the packet

One of the following indicators for the packet

Packet is complete.

Packet is incomplete. The following document types are missing:
doctypel, doctype2...doctypeN.

The username of the user causing the action

Thefirst name of the user causing the action

The last name of the user causing the action

The e-mail address of the user causing the action

The name of the approval process when the workflow trigger is of
type: Approval Process. Movement on Process

One of the following approval-process actions when the workflow
trigger is of type: Approval Process: M ovement on Process

Assigned to Process
Approved

Rejected

Process Completed
Rejected from Process
Removed from Process

The date of the approval-process event when the workflow trigger
isof type: Approval Process: Movement on Process
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{!APTime;}

{!APPriority;}

{!APNote;}

{!APAssignerUserName;}

{!APAssignerFirstName;}

{!APAssignerLastName;}

{!APAssignerEmail Address;}

The time of the approval-process event when the workflow trigger
is of type: Approval Process. Movement on Process

The current priority of the approval-process event when the
workflow trigger is of type: Approval Process. Movement on
Process

The note of the approval-process event when the workflow trigger
is of type: Approval Process. Movement on Process

The username of the user who began the approval process when
the workflow trigger is of type: Approval Process: Movement on
Process

The first name of the user who began the approval process when
the workflow trigger is of type: Approval Process: Movement on
Process

The last name of the user who began the approval process when
the workflow trigger is of type: Approval Process: Movement on
Process

The e-mail address of the user who began the approval process
when the workflow trigger is of type: Approval Process:
M ovement on Process

2.11. Workflow [Enterprise Edition]

2.11.1. Introduction

Workflow, composed of Triggers, Actions, and Rules, allows for complex operations to take place
automatically in Content Central. Workflow Triggers are based on live events or schedules. Workflow
Actions operate on documents, Coding Queue items, or numbers. Workflow Rules combine Workflow
Triggers with Workflow Actions to perform automated operations within the system.

Example 4.2. Placing Captured Documents on an Approval Process and Notifying

Users

A Workflow Trigger has been created to respond when any Application for Admission has been captured
in the system. A Workflow Action has been created to place matching documents on an approval process.
An additional Workflow Action has been created to send any matching documents as an attachment in e-
mail addressed to several school administrators to notify them of the new applications. A Workflow Rule
has been created to link the Trigger with the two Actions.

\

Access the Wor kflow main menu by selecting the © icon from the main menu.
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2.11.2.

Folders M | | Capture P i i 4 Logout

Admin > Workflow

Manage Workflow

@ Triggers & Actions
& Create or modify friggers determining how and & Create or modify actions performed after one

~o when workflow rules begin. L~y ormore triggers have occurred.
& Rules | = Message Templates
BN Create or madify rules that combine one ar = Create or modify templates for e-mails, faxes,
oy more friggers and actions. |~ and internal messages.

< il i

The Workflow Main Menu

Workflow Triggers

The Manage Workflow Triggers page handles the creation, modification, and deletion of Workflow
0

Triggers. Accessit by selecting the " © icon from the Wor kflow main menu.

Thefilter listslocated at the top of the page will help you navigate through existing triggers. Y ou can also

filter by name and description with the filter textbox below the list of triggers. Select the Hide system
recor ds checkbox to hide system-generated triggers.

") Folders .\‘_ Capture i Options .ﬂ Logout
Admin > Workflow > Triggers liad
Manage Workflow Triggers
Type: Al Types >
Catalog: | Student Records " Document Type: | Application for Admission V:
s
Approval Process: Admission
Student Application for ~ Approval [Admission Approval]
Records Admission Processes RE2EiEEL: Stage 1 Deadline Appm al, Stage: 1: Facul...pover
g Approval Process: Admission
Student Application for ~ Approval [Admission Approval] ) ) i
- Records Admission Processes Age of Staga Stage 2 Deadline ’E‘FEW_‘“"“ Stage: 2: MThom...rover
Student Application for Coding-Queue Committed in this Arrival from Coding Source: All; Formats: All: Users
= Recaords Adrmission Commit Document Type Queue All
Student Application for ~ Content Content Captured in New Content Source: All: Formats: All; Users:
= Recaords Adrmission Capture this Document Type " All
Triggers: 4
e nau 1 M (Eitter ] C1itial + -1 v

Workflow Triggers

2.11.2.1. Adding or Modifying Workflow Triggers

To add atrigger, select the [&L44Tm2] htton from the Workflow Triggers page. To modify an existing
trigger, select the = icon in the row of the trigger you would like to modify.
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When you've finished configuring the trigger, select the button to save it.

content) 76 [7
@nhﬂ!

Search Folders | Capture A Logout

Admin > Workflow > Triggers > Trigger Details

Manage Workflow-Trigger Details

Type: | Content Capture [V] | Content Captured in a Docurment Type IV]

Trigger Name: |C:mtem Captured in & Document Type |

Description: [Student Frecards:Application for Admission |

Catalog: | Stydent Records

Document Type: |ApphcaﬂonforAdm\ssion [V]

Source Evaluation: | All Sources ]

Format Evaluation: Al Formats vl

Field Evaluation: | Mo Field Evaluation [V]

 anbur Llear Eyvraliuatian: | a L]

Workflow-Trigger Details
2.11.2.2. Duplicating a Workflow Trigger

This feature saves you time when you need to create multiple triggers with only asmall difference among
them. To duplicate aworkflow trigger, select the (1 icon in the row of the trigger you would like to copy.

When you are sure you would like to duplicate the trigger, select the L. J button.

cnntaﬁ v6
K\__gnlrai

i, Search

Folders L Capture

Admin > Workflow > Triggers > Duplicate Trigger

Confirm Duplicate Workflow Trigger.
Name: Content Captured in a Document Type
Description: Student Records:Application for Admission
Trigger Type: ContentCapture
Trigger SubType: DocType
Catalog Name: Student Records
Document Type: Application for Admission
Trigger Details: [Source] = (All); [Formats] = (All);
[Users] = {All)

w Canfirm @ Cancel

Duplicating a Workflow Trigger

2.11.2.3. Deleting a Workflow Trigger

To delete aworkflow trigger, select the ® icon in the row of the trigger you would like to delete.

When you are sure you would like to delete the trigger, select the
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2.11.3.

Admin > Workflow > Triggers > Delete Trigger

Confirm Remove Workflow Trigger.
Trigger Type: ContentCapture
Trigger SubType: DocType
Catalog Name: Student Records
Document Type: Application for Admission

\‘.’/ Canfirm @ Cancel

Trigger Details: [Source] = (All); [Formats] = (All): [Users] = (Al

Deleting a Workflow Trigger

Workflow-Trigger Types

Approval Processes. Age of
Process

Approval Processes: Age of Stage
Approval Processes. Assignment
Update

Approval Processes: Itemsin
Process

Approval Processes. Itemsin Stage

Approval Processes. Movement on
Process

Coding-Queue Age: Age of All
Content in the Coding Queue

Coding-Queue Age: Age of
Catalog Content in the Coding
Queue

Coding-Queue Age: Age of
Document-Type Content in the
Coding Queue

Coding-Queue Arrival: All Arrivals

Coding-Queue Arrival: Arrival ina
Catalog

This trigger returns documents on an approval process that have
reached the provided age.

This trigger returns documents on an approval process stage that
have reached the provided age.

Thistrigger returns documents that have had one or more approval-
process assignments updated.

This trigger returns the number of documents on an approval
process.

This trigger returns the number of documents on an approval
process stage.

This trigger returns documents that arrive on, move through, or
leave an approval process determined by the selected movement.

This trigger returns documents in the Coding Queue that have
reached the provided age.

This trigger returns documents in the Coding Queue matching the

specified catalog that have reached the provided age.

This trigger returns documents in the Coding Queue matching the
specified document type that have reached the provided age.
Thistrigger returns newly arrived documentsin the Coding Queue.

Thistrigger returns newly arrived documents in the Coding Queue
matching the specified catalog.
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Coding-Queue Arrival: Arrival ina
Document Type

Coding-Queue Commit: All
Commits

Coding-Queue Commit:
Committed in a Catalog

Coding-Queue Commit:
Committed in a Document Type

Coding-Queue Deletion: All
Content Deleted in the Coding
Queue

Coding-Queue Deletion: Catalog
Content Deleted in the Coding
Queue

Coding-Queue Deletion:
Document-Type Content Deleted in
the Coding Queue

Coding-Queue Field Values:
Age of aField Value Assigned to
Coding-Queue Content

Coding-Queue Field Values: Field
Vaue Updated in the Coding
Queue

Coding-Queue Query: All Coding-
Queue Content

Coding-Queue Query: Coding-
Queue Content in a Catalog

Coding-Queue Query: Coding-
Queue Content in a Document
Type

Content Age: Age of All Content

Content Age: Age of Contentin a
Catalog

Content Age: Age of Content in a
Document Type

Content Capture: All Captured
Content

Content Capture: Content Captured
in aCatalog

Content Capture: Content Captured
in a Document Type

Thistrigger returns newly arrived documents in the Coding Queue
matching the specified document type.

Thistrigger returns documents committed in the Coding Queue.

This trigger returns documents committed in the Coding Queue
matching the specified catalog.

This trigger returns documents committed in the Coding Queue
matching the specified document type.

Thistrigger returns documents deleted in the Coding Queue.

This trigger returns documents deleted in the Coding Queue
matching the specified catalog.

This trigger returns documents deleted in the Coding Queue
matching the specified document type.

This trigger returns documents in the Coding Queue when the
specified field value has reached the provided age.

This trigger returns documents in the Coding Queue when the
specified field is updated.

This trigger returns documents in the Coding Queue.

This trigger returns documents in the Coding Queue matching the
specified catal og.

This trigger returns documents in the Coding Queue matching the
specified document type.

This trigger returns documents in the system that have reached the
provided age.

Thistrigger returns documentsin the system matching the specified
catalog that have reached the provided age.

Thistrigger returns documentsin the system matching the specified
document type that have reached the provided age.

This trigger returns captured documents in the system.

Thistrigger returns captured documentsin the system matching the
specified catal og.

Thistrigger returns captured documents in the system matching the
specified document type.
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Content Check-In: All Checked-In
Content

Content Check-In: Checked-In
Content in a Catalog

Content Check-I1n: Checked-In
Content in a Document Type

Content Check-Out: All Checked-
Out Content

Content Check-Out: Checked-Out
Content in a Catalog

Content Check-Out: Checked-Out
Content in a Document Type

Content Delay: Lack of Content
Added in the System

Content Delay: Lack of Content
Added in aCatalog

Content Delay: Lack of Content
Added in a Document Type

Content Deletion: All Deleted
Content

Content Deletion: Content Deleted
in aCatalog

Content Deletion: Content Deleted
in a Document Type

Content DocType Change: All
Document-Type Changes

Content DocType Change:
Document-Type Changein a
Catalog

Content DocType Change:
Changed to Specified Document

Type
Content Field Values: Age of a
Field Value Assigned to Content

Content Field Values: Field Vaue
Updated in a Document Type

Content Field Values: Global-Field
Vaue Updated in the System

Content Field Values: Global-Field
Vauein DocType Updated in the
System

Thistrigger returns checked-in documents in the system.

This trigger returns checked-in documents in the system matching
the specified catalog.

This trigger returns checked-in documents in the system matching
the specified document type.

This trigger returns checked-out documentsin the system.

Thistrigger returns checked-out documentsin the system matching
the specified catal og.

Thistrigger returns checked-out documentsin the system matching
the specified document type.

This trigger returns true when a document has not been added to
the system within the duration specified.

Thistrigger returnstrue when adocument has not been added to the
specified catal og within the duration specified.

Thistrigger returnstrue when adocument has not been added to the
specified document type within the duration specified.

Thistrigger returns documents deleted in the system.

This trigger returns documents deleted in the system matching the
specified catal og.

This trigger returns documents deleted in the system matching the
specified document type.

This trigger returns documents in the system when they have been
changed to any other document type.

This trigger returns documents in the system when they have been
changed to any document type in the specified catalog.

This trigger returns documents in the system when they have been
changed to the specified document type.

This trigger returns documents in the system when the specified
field value has reached the provided age.

This trigger returns documents in the system when the specified
field is updated.

This trigger returns documents in the system when the specified
global field is updated.

This trigger returns documents in the system when the specified
global field in the specified document type is updated.
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Content Query: All Content

Content Query: Content in a
Catalog

Content Query: Content in a
Document Type

Content Revision Upload: All
Revised Content

Content Revision Upload: Revised
Content in a Catalog

Content Revision Upload: Revised
Content in a Document Type

Packet Query: Complete Packets

Packet Query: Incomplete Packets

Reports: Report Scheduler

Queue Items: All Coding-Queue
Items

Queue Items: All Approval-Queue
Items

Queue Items: All Work-Queue
Items

Queue Items: Coding-Queue Items
in aCatalog

Queue Items: Coding-Queue Items
in a Document Type

Queue Items: Approval-Queue
Itemsin a Catalog

Queue Items: Approval-Queue
Items in a Document Type

Queue Items: Work-Queue Itemsin
a Catalog

Queue Items: Work-Queue Itemsin
aDocument Type

System Query: Items Queued in the
Capture Service

System Query: Users Logged-Into
the System

Thistrigger returns documents in the system.

Thistrigger returns documentsin the system matching the specified
catalog.

Thistrigger returns documentsin the system matching the specified
document type.

Thistrigger returns documents in the system revised by upload.

This trigger returns documents in the system revised by upload
matching the specified catalog.

This trigger returns documents in the system revised by upload
matching the specified document type.

This trigger returns packets in the system that have al its required
document types fulfilled.

This trigger returns packets in the system that do not have al its
required document types fulfilled.

Thistrigger provides scheduling for running reports in the system.

This trigger returns the total number of documents in the Coding
Queue.

Thistrigger returns the total number of documents in the Approval
Queue.

This trigger returns the total number of documents in the Work
Queue.

This trigger returns the total number of documents in the Coding
Queue matching the specified catal og.

This trigger returns the total number of documents in the Coding
Queue matching the specified document type.

This trigger returns the total number of documentsin the Approval
Queue matching the specified catal og.

Thistrigger returns the total number of documentsin the Approval
Queue matching the specified document type.

This trigger returns the total number of documents in the Work
Queue matching the specified catal og.

This trigger returns the total number of documents in the Work
Queue matching the specified document type.

Thistrigger returnsthetotal number of items queued for processing
in the Capture Service.

This trigger returns the total number of users logged-in to Content
Central.
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2.11.4.

Work-Queue Age: Age of All
Content in the Work Queue

Work-Queue Age: Age of Catalog
Content in the Work Queue

Work-Queue Age: Age of
Document-Type Content in the
Work Queue

Work-Queue Arrival: All Arrivals

Work-Queue Arrival: Arrival ina
Catalog

Work-Queue Arrival: Arrival ina
Document Type

Work-Queue Departure: All
Departures

Work-Queue Departure: Departure
in aCatalog

Work-Queue Departure: Departure
in a Document Type

Thistrigger returnsdocumentsin the Work Queue that have reached
the provided age.

This trigger returns documents in the Work Queue matching the
specified catal og that have reached the provided age.

This trigger returns documents in the Work Queue matching the
specified document type that have reached the provided age.

Thistrigger returns newly arrived documents in the Work Queue.

This trigger returns newly arrived documents in the Work Queue
matching the specified catalog.

This trigger returns newly arrived documents in the Work Queue
matching the specified document type.

Thistrigger returns documents removed from the Work Queue.

This trigger returns documents removed from the Work Queue
matching the specified catalog.

This trigger returns documents removed from the Work Queue
matching the specified document type.

Workflow-Trigger Requirements and Options

Common Selections
» Trigger Name (required)
 Description (optional)

e Catalog

* Document Type
Common Requirements
Minimum Age

Minimum ltems

Thisis the minimum age for which the trigger will consider matching records.

Thisis the minimum number of items for which the trigger will consider a match.

Approval-Process Requirements

Approval-Process Evaluation

This evaluation method determines whether a single approval-
process or member of an approval-process group will be queried.

Single Approva Process A single approval process

will be evaluated.

Approval-Process Group All approval -process
members of the selected
approval-process group will

be queried.
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Approval Process

Approval-Process Group

Approval-Process Evaluation

Stage

Process Evaluation

Thisisthe approval process that this trigger will query.

This is the approval-process group containing an approval process

that this trigger will query.

This evaluation method determines whether all approval-processes
or asingle approva processin the selected group will be queried.

All Approva Processesin Group

Selected Approval Processesin

Group

All approval processes in
the selected group will be
queried.

Only the selected approval
process from the group will
be queried.

Thisisthe approval process stage that thistrigger will query.

This identifies the movement(s) that will execute thistrigger.

Movement Type

All Movement

New Arrival on Process

Approval by Final Member

Rejection by First Member

All Approvals

All Rejections

Single Approval

All movement (forward and
backward) on the approval
process will execute this
trigger.

All arrivals on the approval
process will execute this
trigger.

An approva by the fina
member on the approval
process will execute this
trigger.

A regection by the first
member on the approval
process will execute this
trigger. In a group-member
scenario, a rejection by
any user in the group will
execute thistrigger.

All  approvals on the
approval  process  will
execute thistrigger.

All  rejections on the
approval  process  will
execute this trigger.

An approval by a selected
member on the approval
process will execute this
trigger.
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Stage Change

Minimum Age

Minimum ltems

Single Rejection

Arrival to Stage

Removal by Administrator

A rgection by a selected
member on the approval
process will execute this
trigger.

All  arivds to the
specified stage, regardless
of approved or reected
status, will execute this
trigger.

All administrator removals
will execute thistrigger.

This is the stage change that this trigger will query. This only
appears on Stage-Change Types Sngle Approval and Single

Rejection.

This is the minimum age for which the trigger will consider

matching records.

This is the minimum number of items for which the trigger will

consider amatch.

Capture/Arrival/Commit Requirements

Source Evaluation

This determines which capture source(s) will be queried.

Source Type

All Sources

Capture-Form Submission

Catalog Service Folder Scan

DirectScan Upload

Drag-and-Drop Upload

Electronic Upload

No-Descriptor Capture Job

All capture sources will execute this
trigger.

Capture  Form  submissions  will
execute this trigger.

Documents added to the system by
the Catalog Service will execute this
trigger.

Documents uploaded wusing the
DirectScan™ applet will execute this
trigger.

Documents uploaded using any drag-
and-drop applet will execute this
trigger.

Documents uploaded wusing the
Electronic Capture Type will execute
thistrigger.

Documents added to the system by any
Capture Job not using a descriptor will
execute thistrigger.
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Format Evaluation

Field Evaluation

QCard Scan Documents added to the system by any
descriptor will execute thistrigger.

XML Capture Job Documents added to the system by
any XML descriptor will execute this
trigger.

This optional evaluation method determines the file formats that will be
queried. When Selected For matsis chosen, enter one file extension (with or
without period prefix) per line. Only captured documents with matching file
extensions will be queried.

This optional evaluation method determines the specified field's value or
presence of avaluethat will satisfy thistrigger. When Selected Field Value(s)
is chosen, select a Field from the list and the value(s) that will execute this
trigger. When Selected Field Has Value is chosen, the selected Field must
have a value before the trigger will execute. When Selected Field Lacks
Value is chosen, the selected Field must be empty before the trigger will
execute.

Field Type- for Selected Field Value(s)
Text Field-Value Type

Uses Field Entry Choicesfor Drop- Select one or more
Down list (see Section 2.6.2, “Field  choices from the
Details”) Available Choices box
that should execute this
trigger and add them to
the Selected Choices box

using the * icon. If you
need to remove one or
more choices, select the
choice(s) to remove from
the Selected Choices box

followed by the ® icon.

Does Not Use Field Entry Choices  Enter the field value that
for Drop-Down list will execute thistrigger.

Date Field-Match Type

Equals Enter the field value that
will execute thistrigger.

Equal to Current Date The trigger will execute
for al field values equal
to the current date.

Less Than or Equal to Current Date  The trigger will execute
for al field values less
than or equa to the
current date.
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User Evaluation

Less Than or Equal to (Current The trigger will execute

Date Plus Offset Days)

Numeric  Field-Match Type

for al field values less
than or equal to a static
number of days added
to the current date. This
evaluation type is useful
for processing items that
will expire in the future.

Equals  Enter thefield value that will execute thistrigger.

Range Enter the field-value range that will execute this

trigger.

that will be queried.
All Users and Groups

Selected User(s)

Selected Group(s)

Selected User(s) and Group(s)

Content-Age Requirements

AgeType

Thisoptional evaluation method determines the acting user(s) and/or group(s)

All acting users will be queried.

Select one or more users from the
Available Users box that should be
gueried and add them to the Selected
User sbox using the. icon. If you need
to remove one or more users, select the
user(s) to remove from the Selected
User s box followed by the - icon.

Select one or more groups from the
Available Groups box that should be
queried and add them to the Selected
Groups box using the . icon. If you
need to remove one or more groups,
select the group(s) to remove from the
Selected Groups box followed by the
<icon.

Follow the procedure for both
the Selected User(s) and Selected
Group(s) items above.

This evaluation method selects how the age of a document will be determined.

Age of Content The creation date of the document will be used.

Ageof Current Version of Content  The date of the most recent version (all revisions)

(Major and Minor) will be used.

Ageof Current Version of Content  The date of the most recent version (major revision
(Major Only) only) will be used.
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Content-Delay Requirements

No Content Added Within

Thisisthe content delay upon which the trigger will return true.

Content-Query Requirements

Query Type

Return Type

Full-Text Evaluation

This determines the type of query that will be performed.

All Content

by Full Text

All documents will be returned.

Only those documents containing the specified

Full-Text Query will be returned. This option is
not available for the Coding Queue.

by Field Value

Only those documents matching the specified

Field Value will be returned.

This determines the type of content that will be returned. This option is
not available when the query typeisfull text.

All Matching Content (Multiple
Records)

Newest Matching Content (Single
Record)

Full-Text Query

Maximum Records To Return

Packet-Template Requirements

Packet Template

Work-Queue Assignment Requirements

Work-Queue Assignment
Evaluation

All  documents matching the
criteriawill be returned.

Only the newest document will be
returned.

This query will be used to
search all text content within the
documents.

This determines the maximum
number of documents that will be
returned from the search.

Thisis the packet template that this trigger will query.

This optional evaluation method determines which queues will be

queried.

All Users and Groups

Selected User(s)

All user and group queues
will be queried.

Select one or more users
whose queue should be
queried from the Available
Users box and add them
to the Selected Users box

using the *” icon. If you
need to remove one or more
users, select the user(s) to
remove from the Selected
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Selected Group(s)

Selected User(s) and Group(s)

Note

Users box followed by the
« icon.

Select one or more groups
whose queue should be
queried from the Available
Groups box and add them
to the Selected Groups box

using the ¥ icon. If you
need to remove one or more
groups, select the group(s)
to remove from the Selected
Groupsbox followed by the

“icon.

Follow the procedure for
both the Selected User(s)
and Selected Group(s)
items above.

The users and/or groups selected represent the actual Work
Queue assignments. Selected userswill not validate against
a group-assigned Work Queue and vice versa.

Work-Queue Departure Requirements

Work-Queue Evauation This optional evaluation method determines which queues will be

queried.

All Users and Groups

Selected User(s)

Selected Group(s)

All user and group queueswill be
queried.

Select one or more users whose
gueue should be queried from
the Available User shox and add
them to the Selected Users box

using the *® icon. If you need to
remove one or more users, select
the user(s) to remove from the
Selected User s box followed by

the = jcon.

Select one or more groupswhose
gueue should be queried from
the Available Groups box and
add themtothe Selected Groups

box using the “# icon. If
you need to remove one or
more groups, select the group(s)
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2.11.5.

to remove from the Selected
Groups box followed by the
icon.

Selected User(s) and Group(s) Follow the procedure for
both the Selected User(s) and
Selected Group(s) items above.

Note

This trigger will execute when users belonging to any selected
group remove a document from their own Work Queue. It will
also execute for the selected group when all users of the selected
group have removed a document.

Schedule Requirements
Process Interval This determines how often the trigger executes.

Process Start This determines when the first trigger execution will take place.
This only appears on process intervals of Every Hour or larger.

On First Interval Thetrigger will first execute
a its selected Process
Interval.

On Workflow-Service Start Thetrigger will first execute
when the Workflow Service
is started.

Reprocess Matching Records After  This determines how often workflow actions will operate on
matching records that have been processed at least one time.

Note

Schedule Requirements are ignored/unnecessary when the current trigger is used as a secondary
trigger in aworkflow rule.

Workflow Actions

The Manage Workflow Actions page handles the creation, modification, and deletion of Workflow
EN

Actions. Accessit by selecting the 9 icon from the Wor kflow main menu.

Thefilter lists located at the top of the page will help you navigate through existing actions. Y ou can also
filter by name and description with the filter textbox below the list of actions. Select the Hide system
recor ds checkbox to hide system-generated actions.
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" Folders | | capture i in W <3 0ptions [ A Logout
Admin > Workflow > Actions lad
Manage Workflow Actions
Type: Send E-mail >
Catalog: | Student Records |+| Document Type:  Application for Admission |
I N S N
Student Application for Send E-  [Admission Approval] Stage 1 -
Records Admission mail Deadline Tl R
Student Application for Send E-  [Admission Approval] Stage 2 —
= Records Admission mail Deadline felatel bo=sit
SR Student Application for Send E-  Notify Administrators of new Template: Student Admissions E-mail
Records Adrission mail Admission Application Attachment Type: Attach
[ . Add Action [OHide system records
v

Workflow Actions

2.11.5.1. Adding or Modifying Workflow Actions

To add an action, select the button from the Workflow Actions page. To modify an existing
action, select the = icon in the row of the action you would like to modify.

When you've finished configuring the action, select the & . button to saveit.

") Folders @ () Capture F i “:-:options @ Y Logout

Admin > Workflow > Actions > Action Details

Manage Workflow-Action Details

Type: |Send E-mail >

Action Name: |Nut\fy Administrators of new Admission Application |

Description: [Student Pecords:Application for Admission |

Scope Type: Document Type |v |

Catalog: | student Records [l
Document Type: | 4pplication for Admission "

Message Template: | Student Admissions E-mail ||

Content Attachment: atiach >

[C— c— >

Workflow-Action Details

2.11.5.2. Duplicating a Workflow Action

This feature saves you time when you need to create multiple actions with only a small difference among
them. To duplicate an action, select the (1 icon in the row of the action you would like to copy.

< Confirm

When you are sure you would like to duplicate the action, select thel. - button.
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) searcn [l — Foiders | [ capture i i A Logout

Admin > Workflow > Actions > Duplicate Action

Confirm Duplicate Workflow Action.
Name: Approval Process - Start Process

Description: [Admission Approval] in Student Records:Application for Admission
Action Type: ApprovalProcessStart

Catalog Name: Student Records

Document Type: Application for Admission
Action Details: [AP Group Evaluation] = (Single):
[Approval Process] = (Admission Approval)

"2 Corfirm | | @ Cancel

Duplicating a Workflow Action

2.11.5.3. Deleting a Workflow Action

To delete an action, select the ® icon in the row of the action you would like to delete.

When you are sure you would like to delete the action, select the button.

(| search M ) Folders [ | Capture <) Options [l £ Logout

Admin > Workflow > Actions > Delete Action

Confirm Remove Workflow Action.
Action Type: EmailSend
Name: Maotify Administrators of new Admission Application
Description: Student Records:Application for Admission
Catalog Name: Student Records
Document Type: Application for Admission
Action Details: [Template] = (Student Admissions E-mail); [Attachm. -

@ Confirm @ Cancel

Deleting a Workflow Action

2.11.6. Workflow-Action Types

Approval Process - Change Priority  This action updates the priority of a document on an approval
process.

Approval Process - Change Stage Thisaction changesthe stage of adocument on an approval process.

Approval Process - Start Process This action places a document or packet on the specified approval
process.
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Coding Queue - Delete

Coding Queue - Update Field

Content - Change Document Type

Content - Check Out

Content - Copy to Folder

Content - Delete

Content - Calculate Field-Value
Range

Content - Combine Global-Field
Values

Content - Merge Field Values

Content - Move to Folder

Content - Perform Field Lookup

Content - Update Field

Export Data

Generate Report

Packet - Merge Field Values

Run External Application

Send E-mail

This action moves a document from the Coding Queue to the
Deleted Content folder.

This action updates a field value for a document in the Coding
Queue.

Thisaction changesthe document type of adocument. When Folder
or File Building Rules are enabled for the new document type, the
document may be moved to adifferent folder and may be renamed.
The document will always move to a different folder when the
source and destination catalogs are different. This action is not
available from document-type configuration.

This action checks out a document to the specified user if it is not
aready checked out to a user.

Thisaction copiesadocument or al thedocumentsin apacket to the
specified folder. When File Building is enabled for the document
type, its file name may change.

Thisaction movesadocument or al the documentsin apacket from
its catalog to the Deleted Content folder.

This action updates a memo field on a document with a range of
numeric values or dates using the start and end values from two
other fields on the document type.

This action combines values from two global fields on a document
and places the result in athird global field.

This action matches documents in a single document type by a
common global-field value and then updates a secondary global-
field value using the value from the source document.

This action moves a document or al the documents in a packet
to the specified folder. When File Building is enabled for the
document type, its file name may change.

This action updates a field value for a document by performing a
field lookup defined in the document type.

This action updates a field value for a document or all the
documents in a packet in a catalog.

This action exports one or more field values for a document using
the specified Export-Data Templ ate.

This action generates reports using the specified Report Template.

This action updates a field value for each document in a packet
using the value from the specified source document type in the
packet.

This action runs an External Application.

This action sends an e-mail using a Message Template.
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2.11.7.

2.11.7.1.

2.11.7.2.

Send Fax This action sends afax using a Message Template.

Send Internal Message This action sends an internal message using a Message Template.

Work Queue - Assign This action sends a document to the Work Queue of each user and/
or group selected.

Work Queue - Remove This action removes adocument from the Work Queue of each user
and/or group selected.

Workflow Rules

The Manage Wor kflow Rules page handles the creation, modification, and deletion of Workflow Rules.
4
L]y
Accessit by selecting the “0 icon from the Wor kflow main menu.

Thefilter lists located at the top of the page will help you navigate through existing rules.

C “'"_"‘;"—'—';\T L 4, Search

") Folders .\‘_ Capture .F‘J Logout ?

Admin > Workflow > Rules liad

Manage Workflow Rules
Type: Al Types >

Catalog: | Student Records d Document Type: | Application for Admission hdl

Student Application for [Admission Approval] Approval- Content Capture::Content Captured in this
Records Admission Process Start Document Type
Student Application for [Admission Approval] Stage 1
& Yes Records AEIFHISS\DIT l[]eadline PP J g Approval Processes:Age of Stage
Student Application for [Admission Approval] Stage 2
- R Records Asﬁﬂssmn {]eadline oP | Stag aneoallgacssanetanelullans
5 Yes Student Application for Notify Administrators of new Content Capture:-Content Captured in this
- Records Admission Admission Approval Document Type

Rules: 4

| & Add Rule [OHide system records

Workflow Rules

Adding or Modifying Workflow Rules

To add arule, select the button from the Workflow Rules page. To modify an existing rule,
select the = icon in the row of the rule you would like to modify.

Workflow-Rule Details
To enable or disable the rule in the Workflow Service, select the Enabled checkbox.
Provide a descriptive Rule Name for the rule. Y ou may optionally provide a more detailed Description.

Workflow Rules require at least one Workflow Trigger and one Workflow Action.

To use more than one trigger, select the Use M ultiple Trigger s checkbox. Triggers may be combined in
one of two ways:
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Combine M ethods
OR Theactionsontherulewill be performed when any of thetriggerson therule comply independently.
AND The actions on the rule will be performed when all of the triggers on the rule comply.

When using multiple triggers, the Primary Trigger determines the available actions.

Note

Live-event triggers, such as document captures, field updates, and approval-process stage changes,
cannot be Secondary Trigger (S).

One or more actions may be performed as a result of the trigger(s) complying. Multiple actions will be

performed in the order they appear in the list. To change the order of the actions, use the * and ¥ icons
in the left portion of the action list.

When you've finished configuring the rule, select the L24%% | button to save it.

content) 96 [
(gentral

Admin > Workflow > Rules > Rule Details

":joptions @ ) Logout

4, Search M~ Folders M | ) Capture

Manage Workflow-Rule Details

[¥] Enabled

Rule Name: |NDI|1yAdm|mstratDrs of new Admission Approval ‘

Description: | |

[JUse Multiple Triggers

Trigger
Catalog e Type SubType Description Details
Type
Student Application for Content Content Captured in~ New Triggers all newly captured Eg:"r;c:ts’&;!” Users
Records Admission Capture a Document Type Content  content of this document type Al
Action(s)

Workflow-Rule Details

2.11.7.3. Duplicating a Workflow Rule

This feature saves you time when you need to create multiple rules with only a small difference among
them. To duplicate arule, select the (1 icon in the row of the rule you would like to copy.

When you are sure you would like to duplicate the rule, select the
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"\ search M " Folders W [ | Capture F :Options M Y Logout

Admin > Workflow > Rules > Duplicate Rule

Confirm Duplicate Workflow Rule.
Name: Start Admission Approval
Catalog Name: Student Records
Document Type: Application for Admission

" Confirm | | @ Cancel

Duplicating a Workflow Rule

2.11.7.4. Deleting a Workflow Rule

To delete arule, select the ® icon in the row of the rule you would like to delete.

.@ Canfirm

When you are sure you would like to delete the rule, select the .=

.| button.

:Options M Y Logout

Search [l Folders [l | ) Capture

Admin > Workflow > Rules > Delete Rule

Confirm Remove Workflow Rule.
Name: Motify Administrators of new Admission Approval
Catalog Name: Student Records
Document Type: Application for Admission

W Canfirm @ Cancel

Deleting a Workflow Rule

2.12. Export-Data Templates [Enterprise Edition]

The Export-Data Templates screen allows you to create templates that can be used to export document
information using workflow rules. An export-data template must be integrated with the Export Data
workflow action for data to be exported. For more information, see Section 2.11.5, “Workflow Actions’.

-

1
Access the Export-Data Templates screen by selecting the % icon from the Admin main menu.
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2.12.1.

search i || Capture P ) Logout

Admin > Export Data Templates

Manage Export-Data Templates

Export Data Template: [P0 Data output | [create nen ] (Rename ] oetete |

Template Description: Exports New PO Info
Export Data Path: D-\output csv
File Type: CSV
Catalog: Accounts Payable
Catalog Description: Accounts-Payable Samples
Document Type: Purchase Order

Elements

(1T o o boton
S

¥ FieldPO) Purchase Order Mumber
T 4E Field{Vendor) Wendor Name

Elements: 2

[ (o) Add Element -

Export-Data Templates
Adding or Modifying Templates

Before creating a template, you must specify one or more export files using the Configuration Manager.
For more information, see Section 5.6, “ Export Data [Enterprise Edition]”.

To add anew export-data template to the system, select the E===k] hutton. To modify an existing template,
choose atemplate from the list of templates and select the (=) button.

Provide a Name and optional Description to identify your template.

Select an available Export Data Path. Content Central will append document information to thisfilefrom
a configured workflow action.

Choose whether you want the output type to be CSV or TXT. A CSV output type will write the document
information in acomma-delimited format with fiel ds separated with commas and line breaks automatically
added at the end of each line. A TXT output type writes data in a continuous stream; you will need to use
special characters to format the file as needed.

Select aCatalog and Document Typefor thistemplate. Thetemplatewill be availableto workflow actions
from the selected Document Type.

When you've finished, select thel.Z J button to save your changes.

112



Web Site Administration

2.12.2.

Admin > Export Data Templates > Template Details

Export-Data Template Details

Name: PO Data Output
Description: [Exports New PO Info

Export Data Path: ExportData +
File Type: CSV ~
Cataleg: Accounts Payable ~
Document Type: Purchase Order hd

\:/ Apply @ Cancel

Export-Data Template Details

Adding or Modifying Data Elements

Each added element is output in sequence each time a workflow action associated with the template is
called.

To add an element, select the La&Eenent] putton.,

Provide an Element Description to identify this element. Choose a Content Typefromthefollowing list.

Content Types

UseaField This alows you to select a field from the same document type as the
template you are working on. For any given document, the value for the
selected field will be output to the export file.

Use Text When selected, enter static Text that will be output to thefile.

Use Specia Character Specia characters can help format the data file. You can choose
Newline, Tab, Space, or Custom. For example, to create a tab-
delimited file, add a Tab character between each field and a Newline
character asthe last element.

To create afixed-length file, check the Fixed L ength checkbox for each field element, provide avaluefor

the length in the accompanying textbox, and select whether you would like to L eft Fill or Right Fill with
the specified Fill Character. The default Fill Character is a space.

When you've finished configuring an element, select the button to save your changes.
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“L._ Capture i i u_ﬂ Logout

Admin > Export Data Templates > Add Element

Create/Modify Element from Export Data Template.

Export Data Template: PO Data Output
Template Description: Exports New PO Info
File Type: CSV
Catalog: Accounts Payable
Catalog Description: Accounts-Payable Samples
Document Type: Purchase Order

Element Description: Purchase Order Number
Content Type: © Use a Field (' Use Text
Field: PO M
Format: | _|Fixed Length l:l Fill Char- D @ Left Fill ) Right Fill

<$ Apply @ Cancel

Export-Data Elements

2.12.3. Changing the Order of Data Elements

Each element can be ordered using the * and ¥ iconsin the Elements grid. The order the elements are
listed determines the order that each element is written to the output file.

2.12.4. Deleting a Data Element

To delete an element, select the ® icon in the row of the element you would like to remove.

When you are sure you would like to delete the element, select the button.

o w6

conte:

Fj Logout

| Capturs ) Options

L, Search

Admin > Export Data Templates > Delete Element

Confirm Remove Element from Export Data Template.
Export DataTemplate Name: PO Data Output
Element Description: Purchase Order Number
Element Content: Field(PQ)

"2 Confirm | | @ cancel

Deleting an Element

2.12.5. Renaming a Template

To rename an export-datatempl ate, choose atemplate from thelist of templates and select theErams) putton.
Enter aNew Name.
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Select the button to rename the templ ate.

Admin > Export Data Templates > Rename Template

Purchase Order Output
Fppoow IO

Renaming an Export-Data Template

2.12.6. Deleting a Template

To delete an export-data templ ate, choose atemplate from the list of templates and select the (2==] button.

When you are sure you would like to delete the template, select the button.

Deleting an Export-Data Template

2.13. Report Templates [Enterprise Edition]

The Report Templates screen allows you to create templates that can be used to create reports using
workflow rules.

Generated reports will be output to a subfolder (named after your report template) inside the Reports root
folder specified in the Configuration Manager. For more information, see Section 5.2, “ System Folders’.
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Each report template must be integrated with the Generate Report workflow action for a report to be
generated. For more information, see Section 2.11.5, “Workflow Actions”.

Access the Report Templates screen by selecting the == icon from the Admin main menu.

":‘f; Options 'ﬂ Logout

contet) D6 3

Admin > Report Templates

(), ssarch | Capturs

Manage Report Templates

..I Enabled Report Name
2| 9| | Yes

New Invoices Last Week | Documents
T S Yes New POs Last Month Documents

[ 7y Add Template

Report Templates

2.13.1. Adding or Modifying Templates

To add anew report template to the system, select the La444=meE] hytton. To modify an existing template,
select the = icon in the row of the template you would like to modify.

.F‘J Logout

content) 06 [

- .‘ Caplure

Admin > Report Templates > Template Details

Report-Template Details

[V|Enabled

Report Name: [New Invoices Last Week |

Description: |Prnwdes a list of new invoices from last wel

Report Type: Documents -
Filters
L[ twe | Do |
Catalog Accounts Payable
.-/ @8 | Document Type | Accounts Payable: Invoice

i=;| @ | System Field Date Created is last week
Filters: 3

Report-Template Details

Provide a Report Name and optional Description to identify your template.

Choose from one of the following Report Types:

116



Web Site Administration

Report Types
Documents This report type outputs individual document records.

Documents by Approval Process Thisreport type outputs document records that have or have had an
association with one or more approval processes.

Total Documents This report type outputs captured document totals.
Total Pages Thisreport type outputs captured page totals.
Note

Total pages are calculated as documents are captured. Image files that are converted to PDF files
will be precisely calculated. Page numbers for electronic files that are not PDF files cannot be
accurately determined. Each of these documents will be considered to have 1 page.

Y ou can specify one or more Filters on areport template. A filter [imits the number of records that your
report will contain. The following types of filters can be added to atemplate:

Filter Types

Catalog A cataog filter limits reports to only the document types and
documents contained within the chosen catal ogs.

Document Type A document-type filter limits reports to only the documents
associated with the selected document types. You must specify at
|east one catalog filter before chosing a document-type filter.

Index Field An index-field filter limits reports to only those documents whose

index-field values match the values in the report template. Y ou can
choose only the index fields that are common to all the selected
catalog and/or document-type filters previously selected in the
template. Depending on the type of field, there are several waysto
match field values.

Field-Match Types- Text

Equals Any field value must match the text entered or
selected in the textbox.

Contains Any field value must contain the text entered or
selected in the textbox.

Starts With Any field value must start with the text entered
in the textbox.

Ends With Any field value must end with the text entered
in the textbox.

Field-Match Types- Numeric

Equals Any field value must match
the number entered in the
textbox.
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Is Greater Than or Equal To

IsLess Than or Equal to

Is Between and Including

Field-Match Types - Date

Equals

Is Between and Including

Is The Previous n Days

Is The Previous n Weeks

Is The Previous n Months

Is Today

IsYesterday

Is This Week

Is Last Week

Any field value must be
greater than or equa to
the number entered in the
textbox.

Any field value must beless
than or equal to the number
entered in the textbox.

Any field value must be
between and including the
numbers entered in the two
textboxes.

Any field value must match
the date entered in the
textbox.

Any field value must be
between and including the
dates in the two textboxes.

Any field vaue must
be within the number of
previous days entered in the
textbox.

Any field vaue must
be within the number of
previous weeks entered in
the textbox.

Any field vaue must
be within the number of
previous months entered in
the textbox.

Any field value must match
today's date.

Any field value must match
yesterday's date.

Any field value must match
the current week (Sunday to
Saturday).

Any field value must match
the previous week (Sunday
to Saturday).

118



Web Site Administration

System Field

Approval Process

Approval-Process Timeframe

Is ThisMonth Any field value must match
the current calendar month.

Is Last Month Any fied vaue must
match the previous calendar
month.

Is This Quarter Any field value must match
the current calendar quarter.

Is Last Quarter Any field value must
match the previous calendar
quarter.

IsThisYear Any field value must match
the current calendar year.

IsLast Year Any field value must match

the previous calendar year.

A system-field filter limits the report to documents that matches a
system field having the value specified.

Date Created This system field reflects the date that any
given document was added to the database.
Field-match types are the same as those for

date fields.

An approval-process filter limits the report to documents that have
had any association with the selected approval process. This filter
type is available only when the Report Type is Documents by
Approval Process.

Approval-process timeframe filters limits the report to documents
of a specific timeframe as it relates to an associated approval
process. Thisfilter typeis available only when the Report Typeis
Documents by Approval Process.

Documents Active on Process The only document records
output will be those that
are currently on an approval

process.

Specific Timeframe of Most Recent Records will be output
Event based on timeframe of the
most recent event on an
associated approval process.
Field match types are the
sameasthosefor datefields.

To add afilter, select the (2495 ] pytton. To remove afilter, select the ® icon in the row of the filter

you want to remove.

Segments allow you to create divisions in the report by grouping records together. Y ou can specify one
or more segments on areport template, and the combined segment selections determine how the data will
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be grouped and displayed. Selecting the Create Segment Headers checkbox will clearly identify each
segment in the report by providing an empty row followed by one row with the combined values for each
selected segment and one header row containing the names of each output column. The following types
of segments can be selected:

Segment Types

Catalog The catalog segment causes the report generator to group and sort records by
catalog.

Document Type The document-type segment causes the report generator to group and sort
records by document type.

Index Field Anindex-field segment causesthe report generator to group and sort records by
the selected index field. Y ou can choose only the index fields that are common
to all the selected catalog and/or document-type filters previoudly selected in
the templ ate.

Approval Process The approval-process segment causes the report generator to group and sort

records by approval process. This segment type is available only when the
Report Typeis Documents by Approval Process.

To add a segment, select the Le2szm=n] ytton, To remove a segment, select the % icon in the row of the
segment you want to remove.

The Report Output section allows you to specify a Filename for your report and choose aWrite mode.
There are three write modes:

Write M odes

Append The report generator will append to the file specified each time a report is output by the
workflow engine.

Replace The report generator will replace the file specified each time a report is output by the
workflow engine.

Keep All The report generator will append atimestamp suffix to the end of the specified filename. A
new file will be created each time the workflow engine outputs a report.

Output Columns determine the actual information output on a report. You can provide custom Header
Text for each output column. Leaving any Header Text textbox blank will cause the report generator to
use the default name for the column based on the source of the information. Selectable Output Columns
can be added only on report types that provide individual document records.

Output-Column Types

Report Type (Required) These output columns cannot be removed but can be ordered. These
columns are added automatically to your report based on the selected
Report Type.

Required Columns by Report Type

Documents Document Name: The
document filename as it would
appear in aresults grid.
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Segment

Report Type

Documents by Approval Process

Total Documents

Total Pages

Approval-ProcessName: The
name of the approva process
associated with a given
document.

Approval-Process  Status:
The approval-process status,
as it would appear in
Document Properties, of a
given document.

Total Documents Captured:
Thetotal number of documents
for agiven segment of areport.

Total Pages Captured: The
total number of pages for a
given segment of areport.

These output columns are added automatically to your report based
on the selected Segments. They cannot be removed or ordered. These
columns must always be the first columns output on the report.

These output columns are specific to the selected Report Type.

Report-Type Columns for Approval-Process Report

Type

Process-Start DateTime

First Approval to Stage (DateTime)

First Rejection to Stage (DateTime)

Latest Approval to Stage
(DateTime)

Latest Rejection to Stage
(DateTime)

This column represents the
date and time a document first
arrived on a given approval
process.

This column represents the
date and time a document was
first approved to the specified
Stage.

Thiscolumnrepresentsthedate
and time a document was first
rejected to the specified Stage.

This column represents the
date and time a document was
most recently approved to the
specified Stage.

This column represents the
date and time a document was
most recently rejected to the
specified Stage.
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Index Field

System Field

Latest Approval to Stage

This column represents the

(DateTime) - Multiple Approvalsto date and time a document

Stage Exist

Latest Rejection to Stage
(DateTime) - Multiple Regjections
to Stage Exist

Process-End DateTime

was most recently approved
to the specified Stage. It is
only output when a given
document has been approved to
the specified Stage more than
once.

This column represents the
date and time a document
was most recently rejected
to the specified Stage. It is
only output when a given
document has been rejected to
the specified Stage more than
once.

This column represents the
date and time a document
was rejected from, completely
approved on, or forceably
removed from agiven approval
process.

These output columns will contain the field value for the specified
index field on a given document. You can select any field available
from any selected catalog or document-type filter.

These output columns represent system information that can be found

only in the database.

System-Field Output Columns

Catalog

Catalog ID

Document Type

Document-Type ID

Document ID

This column represents the
catalog name for a given
document.

This column represents the
catalog database identifier for a
given document.

This column represents the
document-type name for a given
document.

This column represents the
document-type database identifier
for a given document.

This column represents the
database identifier for a given
document.
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2.13.2.

2.13.3.

Document Creator

Document Folder

Document Filename

Document Path

Document Creation Date

Document Modified Date

Document Version

This column represents the user
who added a given document to
the system.

This column represents the folder
location on the server for a given
document.

This column represents the
current-version filename on the
server for agiven document.

This column represents the
completefile path onthe server for
agiven document.

This column represents the
creation date for a given
document.

This column represents the
modification date for a given
document.

Thiscolumn representsthe current
major and minor versions for a
given document.

To add a column, select the Lafceim | hytton. To remove a column, select the ® icon in the row of
the column you want to remove. Most columns can be ordered using the # and ¥ icons in the Output

Columnsgrid.

Downloading a Report

When you've finished configuring your report template, select the A2

button to save your changes.

All reports can be found on the server inside the Reports root folder; however, the most recently generated

report can be downloaded from the Report Templates screen by selecting the ™ icon in the row of the

template that matches the report you would like to download.

Deleting a Template

To delete areport template, select the #® icon in the row of the template you would like to delete.

When you are sure you would like to delete the template, select the button.
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search i || Capture P ) Logout

Admin > Report Templates > Delete Template

Confirm Delete Report Template

Template Name: New Invoices Last Week
Description: Provides a list of new invoices from last week.

;/ Confirm @ Cancel

Deleting a Report Template

2.14. Custom Menu Items [Corporate Edition and higher]

Custom menu items can be defined to provide additional functionality to the user interface, such as
launching an external Web page using field data from a document. Enabled custom menu items are
availableto all usersin the system.

Access the Custom Menu |tems screen by selecting the icon from the Admin main menu.

con |;-_,_S\ 6
(gentral

":"_',Opnons 'f", Logout

" Falders Capture

'}, search

Admin > Custom Menu Items

Manage Custom Menu Items

T e S

; @& Google Map Yes LaunchURL http://maps.google.com/maps?q=<Address=

Menu ltems: 1
& Add item

Custom Menu Items

2.14.1. Adding or Modifying Custom Menu Items

To add a menu item, select the L2 | putton from the Custom Menu Items screen. To modify an
existing menu item, select the = icon in the row of the item you would like to modify.

124



Web Site Administration

Selecting the Enabled checkbox will make the menu item available in the user interface. The required
Title textbox represents the menu-item title that will be displayed to users. The Parent Menu selection
determines the menu that will contain thisitem.

Menu-Item Types

Launch Web Page The specified URL will be built dynamically as the user selects
the menu item. A new browser window will be launched using the
URL.

The URL isbuilt using acombination of Static Valuesand Values
from Fields (global fields). To add additional items to the URL

builder, select the L.2%=n | hutton. To remove a URL item select
the = icon next to the item you would like to remove.

Run External Application The selected External Application will be executed on the server
when a user selects this menu item. For more information, see
Section 5.5, “External Applications [Enterprise Edition]”.

When you've finished, select the L% | hutton to save your changes.

con I'—_ﬁ v6
(central

i 4, Search ") Folders Capture r."_.Optiuns .F‘J Logout

Admin > Custom Menu Items > Menu-ltem Details

Menu-ltem Details

Enabled

Titl:
Type: Launch'eh Page V:
Parent Menu: | view v
URL

Static Walue | |http.,a‘fmaps google.com/mapsTg=
% | Value from Field || Address hd

4 Add item

i \3/ Apply @ Cancel .v

Menu-Item Details

2.15. Themes [Enterprise Edition]

The Themes screen allows you to create, modify, save, upload, and delete themes used to modify the
visual appearance of the user interface.

Access the Themes screen by selecting the icon from the Admin main menu. To create a hew

theme, select the button from the Themes screen. To modify an existing theme, select the =
icon in the row of the theme you would like to modify. To save a theme, select the ™ icon in the row of

the theme you would like to save. To upload atheme, select the
of the saved theme, and select the 22:4) putton.

_atsezdtizn | 1y tton, Browse to the location
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search M 7 Folders || Capture F s Options ) Logout

Admin > Themes

Manage Themes

Themes
T e oo
2; M1 ® Content Central v5 http:/fdms/ContentCentral/l ogin.aspx?t=c7/ddefcbceicd97abf454154a56fa8c2?

[:Q Add Theme l [‘_‘J Upload Mew ]

Themes

2.15.1. Adding or Modifying Themes

Selecting the Active Theme checkbox will cause this theme to be the active theme for Content Central.

First, provide a descriptive Theme Name to help identify this theme from others. Next, Choose a
component from the drop-down list to configure that component. When you've finished configuring each

component, select the 2484 | hutton to save your changes.

content) 96

] ' Folders

.:J’ Options [l ) Logout

", Search || Capture

Admin > Themes > Theme Details i

Configure Theme
Default System Theme

Theme Name

Content Central vb
LoginPageBody |v|

Background Color
[¥]Use Background Calor

Custom |} [#cAc7b? {in hex #RRGGBB)

Background Image
[¥]Use Background Image <Image on file>

‘_‘J Upload New

Theme Details
2.15.1.1. Login Page Body
This component configures the full body of the login page.

Background Color If enabled, this color will be used to paint the background of the login page.
Either select a preset color, or enter a color manually in hexadecimal format
#RRGGBB.
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Background Image If enabled, the uploaded image will be placed under the login pageisland. The
image can be optionally tiled horizontaly, vertically, or in both directions.

2.15.1.2. Login Page Island
This component configures the login page island containing the username and password prompts.

Background Color If enabled, this color will be used to paint the background of the
isand. Either select a preset color, or enter a color manualy in
hexadecimal format #RRGGBB.

Background Image If enabled, the uploaded image will be placed under the username
and password prompts. The image can be optionaly tiled
horizontally, vertically, or in both directions.

Location, Size, & Positioning (in Alignment Defines the alignment of

pixels) the login page island to the
login page body.

Width Defines the width of

the island. When using
a background image, this
should match the image
width.

Height Defines the height of
the island. When using
a background image, this
should match the image
height.

Top Margin Defines the margin (gap)
between the top of the page
and the top of theidland.

Position of Inputs: Left Defines the left position of
the username and password
inputs in relation to the left
edge of theisland.

Position of Inputs: Top Defines the top position of
the username and password
inputs in relation to the top
edge of theisland.

2.15.1.3. Main Menu
This component configures the main menu frame.
Background Color If enabled, this color will be used to paint the background of the
main menu. Either select a preset color, or enter a color manually

in hexadecimal format #RRGGBB.

Logo Image (50 pixels high max) If enabled, the uploaded image will be placed in the main menu
frame starting at position 0,0 (top-left corner).
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Background Image (50 pixelshigh  If enabled, the uploaded image will be placed under the main

max)

2.15.1.4. Side Bar

menu logo image and buttons. The image can be optionally tiled
horizontally, vertically, or in both directions.

This component configures the left frame (search, capture, folders), the right frame (document properties),
and the popup windows (check-out, e-mail, etc.).

Background Color

Logo Image (50 pixels high max)

If enabled, this color will be used to paint the background of the
component. Either select a preset color, or enter a color manually
in hexadecimal format #RRGGBB.

If enabled, the uploaded image will be placed at the bottom of only
the left frame.

Background Image (50 pixelshigh  If enabled, the uploaded image will be placed under the

max)

2.15.1.5. Results

component's content. The image can be optionaly tiled
horizontally, vertically, or in both directions.

This component configures all results grids.

Even Row Color Thiscolor will be used to paint the background of the even rows. Either select
apreset color, or enter acolor manually in hexadecimal format #RRGGBB.

Odd Row Color Thiscolor will be used to paint the background of the odd rows. Either select
apreset color, or enter acolor manually in hexadecimal format #RRGGBB.

Selected Row Color This color will be used to paint the background of the selected row. Either
select a preset color, or enter a color manually in hexadecimal format
#RRGGBB.

2.15.1.6. General

This component configures colors of global objects.

Font Color

Font Highlight Color

Menu Font Color

Menu Background Color

2.15.1.7. Membership

This color will be used for all text labels. Either select a preset color, or
enter a color manually in hexadecimal format #RRGGBB.

This color will be used for all highlighted text. It will also be used for
the border lines within popup windows. Either select a preset color, or
enter a color manually in hexadecimal format #RRGGBB.

This color will be used for the text of menus and headers. Either
select a preset color, or enter a color manually in hexadecimal format
#RRGGBB.

This color will be used to paint the background of menus and headers.
Either select a preset color, or enter a color manually in hexadecimal
format #RRGGBB.

This component defines the users that will see this theme. Only users without a specified theme will be
available to select. If the theme is the system default, all users without a specified theme will also see

this theme.
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To add users to the theme, select the L&4%4=] button and select the appropriate users followed by the

button to add the user(s) to the theme.

To remove a user from the theme, select the ® icon in the user's row.

2.15.2. Deleting a Theme

To delete atheme, select the ® icon in the row of the theme you would like to delete.

When you are sure you would like to delete the theme, select the kS

con l‘—.ﬂ ;
(gentral

Admin > Themes > Delete Theme

"\ search M " Folders W [ | Capture

Confirm delete theme.
Theme Name: Content Central v&

"2 Corfirm | | @ Cancel

Deleting a Theme

2.16. Event Viewer

The event viewer allows you to track actions that each user has performed while logged in to Content

Central. The event log also maintains records of documents that have been captured. Accessit by selecting
L

(
the L—i“! icon from the Admin main menu.
The following actions are logged:

Append
Capture
Check In
Check Out
Delete
E-mail

Fax

Login
Logout
PreCapture
Properties Update
Replace
Rename
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Search

Upload Revision

View

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

table. Select the (.#2) button 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.

Note

Only userswith an entered first namewill be displayed in the "User by First Name" drop-down list.
Only userswith an entered |ast name with be displayed in the"User by Last Name" drop-down list.

content) 76

I 4, Search = Folders Capture

Admin > Event Viewer

Event Viewer

Action: User by: From Date: To Date: View:  Sort:

Login B2 MNone B2 8/26/2009 w | Bj2Bjeoog v| |5 v Descending |v

6/26/2009 3:34:00 PM MThomas  127.0.0.1 Login -~ Success
8/28/2009 3:12:05 PM  MThomas  127.0.0.1 Login -~ Success

8/28/2009 3:09:37 PM  demo 127.0.0.1 Login - Success
8/28/2009 3:07:28 PM demo 127.0.01 Login  Success
8/28/2009 3:07:25 PM demo 127.0.01 Login  Success

Events: 15 | Page 1 of 3

3. Finishing Up

This completes both the administration portion of the documentation and the installation of Content
Central. At this point you should have a production-ready implementation of Content Central for your
users to begin capturing and managing documents.

There are only afew remaining items that you, as an administrator, should be aware of.

Check-In Requests As an administrator of Content Central, you may occasionaly
receive requests in your M essages screen (which can also be sent
to your e-mail address) from your users to check in documents
that others users have checked out. Once you locate the item(s)
in question, you have a unique button in the Check Out/In

Document(s) screen to L& | check in theitem(s). These requests
will be sent to any user that belongs to the Administrators group.

Unprocessed Document When the Capture Service has trouble processing one or more
Notifications image files, it will send notifications in your Messages screen

(which can also be sent to your e-mail address) containing the full
path to the problem file. These notificationswill be sent to any user
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that belongs to the Administrators group and has the user option
set to notify when documents cannot be processed. The following
types of messages can be sent:

Invalid File Type

Missing QCard

Invalid EOD QCard

Checked Out

Not aPDF

Thefilewasnot avaidimagefiletype,
or theimage file could not be read.

The file was placed in the
I ncom ngScansQCar d folder, but
the file did not begin with a QCard™.

An End-of-Document QCard™ cannot
begin afile or new document.

The file to be appended or replaced is
currently checked out by another user.

The document to append is not a PDF.
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Chapter 5. 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 9, 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
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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.
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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.
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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
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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
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Chapter 6. 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
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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.
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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.
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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.
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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.
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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 6.1. 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.

DEFAERO

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 into 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 Coding M ethods available when upl oading documents.

Note

Capturefilein original form

Convert to a fully-searchable PDF

Make fully-searchable, but |eave
filein original form

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.

The document may be viewed in the area below these options by selecting the View Document
link. After choosing an upload option,

select the =222 ) button to complete the upload process.

content)), 6
\\:_3-:2-,‘.

A Bearch W " Folders

Search All Catalogs

Capture Type

PDF Upload Options

@ Capture file in original form
© Convert to a fully-searchable PDF

Electronic -

Coding Method

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

Pre-capture coding |

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

s ke which tram

mcrpts o sthor records may be i)

SAME AS ABov i

ROGRESS (STREET NUVBER AFT] - Eong
Canpy BFACH Bre ) # ¥0d Frirt BEdrk
Ty ST T . - o e Tomal aidez )
ALt e, £2 33103 O Ases 58 7 (el ©Prppaai . ros
T T YT
TAMES PowiERS FATHERR
RODRESS (S TREET WGBSR 7P1) TELSPHORE

| T STATE. IF

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

125,833
162,551

E3.511
122,450

{'j Logout

8/28/2009 415 Josh Powers  GB0-48-6030
8/28/2009 415 Josh Powers  GB0-48-6030
8/28/2009 413 Josh Powers  580-48-6030
8/28/2009 419 Josh Powers  580-48-6030

Docs: 12 %]

>

'’ Coding Queue

. Custom Policies

UNIVERSITY OF
SOUTH FLORIDA

Undergraduate Application for Admission ¢ page 1

ﬁ Catalog Browser

=~ 7. Student Records

55 STAEET, NUMBER, AFT)

Campy BFACH Bl # F0d.

COUNTY
P BEAY

7 Alisa Martinez

- Charles Jones

WER G fean, Te 337035
TAMES  PBFES

| s~

E-mail addrass

Es @ rrpp /o

F A HE

il Josh Powers

AADDRESS (STREET, NUMEER, APT}
SAME AS ABov i

| GTY, STATE, 2P

TELEPHORE
[

- Katherine Potter
Pamela Trav M

NATION OF CITZENSHP
Mus OTuERs

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

" Messages

“ ' Checked Out
' ]
. Approval Queue O
]

O

f “ Work Queue

.L_‘ Capture

ladl Check | File | Edit | Modify | View

L‘g Jash Powers - A Student Records Application far G
& Josh Powers - Ap Student Records Application for B
% Josh Powers - Ct Student Records Change of Addre
% Josh Powers - Ce Student Records Conduct Statems

Dvap file(s) here to Wpload

n ) nt 14 41

129,839
162,551

E3.511
122,450

8/28/2003 419 Josh Powers

{} Logout

560-48-6030
8/28/2003 419; Josh Powers 560-48-6030
8/28/2003 4:15: Josh Powers HRO0-48-6030
8/28/2003 4:19: Josh Powers HB0-48-6030

Docs: 12 [1]

>

" Coding Queue

. Custom Policies

1_7Nl\’ERSITY OF
SOUTH FLORIDA

TEGAL NAWE [LAST, FIRST, MCDLE)
Fowe

(o) fANTT KE NS

Undergraduate Application for Admission * page 1

:I MNew Folder

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

The Catalog Browser Context Menu

COUNTY
a7 Fename Folder ST Canpy BFACH BLvlD # Yol FALrt BEAVY
il CITY, STATE, ZF HOME TELEPHONE Email addrass
Delete Falder WEST FALM fEae, T2 33yol | F%ﬂs‘s.; Ear e [P T
Add Document(s) F AT HE
ADOAESS [STHEST, NUWGER, AFT] T, STATE, 2P TELEFHONE
SAME AS A Bov i | [
Katherine Potter
NATION OF CITIZENSHP I YOU ARE A PERMANENT IMMIGRANT. ATTACH A PHOTOCOPY OF YOUR ALEN
i — Pamela Trov o JWUS o OTHER AEGISTRATION CARD.
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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
@ﬁhm

' Messages
‘_ ' Checked Out
.| Approval Queue
[ =5 Work Queue
' Coding Queue

. Custom Policies

‘ Catalog Browser

Student Records
— Alisa Martinez
— Charles Jones

o Poves|
i~ Katherine Potter
e Pamela Trov

vl

it R

L; Jaosh Powers - Ap Student Recards Application for Gi
% Josh Powers - A Student Records Application for R
% Josh Powers - Ck Student Records Change of Addre
& Josh Powers - Ce Student Records Conduct Stateme

Catalog Document Ty -m Josh Powers -
en n

Dro%le{s} here to upload

Docs: 12 [%]

__ Josh Powers - Application For Admission, pdf

Declaration of Callege.pdf m

~ Josh Pawers - Enrollment Certification. p

o

. Josh Powers - Transcripk Request,pdf &

129,839 8/28/2000 4:19: Josh Powers
162,551 8/28/2009 4:19: Josh Powers

B3.511 8/28/2009 415 Josh Powers
122 450 8/28/2009 4:15: Josh Powers

560-48-6030
560-48-6030
HRO0-48-6030
HRO0-48-6030

>

UNIVERSITY OF

SOUTH FLORIDA
LEGAL NAME [LAST, FIRST, MIDDLE)
Fowe I

e A MATT ME NS

Undergraduate Application for Admission * page 1

FORMER NAMEE {lct zny first ar laex rames undar which transsripts cr oihar racordz may bo issuad)

‘ADUAESS (STAEET, NUMBER, APT|

COUNTY
FPaLrt BEAW

5 Sampy BFACH BevD ¥ 0.

ITY, STATE, 2P Hi TELEPHONE E-mail addrass
A L s @ Py a1 o
TAMES  POEES e

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

| T, STATE. 2F

TELEFHONE
[

NATIN OF CITIZENSHP
Mus RS

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.

Messages
' Checked Out [T et i 9.3.05:43 | Josh Powers 50456030
. (| @ Aliza Martinez - Appli Student Records  Application for Admi: 8/28/2009 3:.07:51 | Aliza Martinez

123456789
© < Approval Queue

-

] Work Queue

.' Coding Queue . .
_ 1.‘N|\ ERSITY OF Undergraduate Application for Admission » page 1
8

LI

SOUTH FLORIDA
Custom Policies

TEGAL RAME [LAZY, FIRST, MIDDLE] "SOCIAL SECURTY NUMEER
Fa 2¢ TaSHLA MATT kEw ‘ FleloIFE]

MES, {list am first ar last rames undar which transeripts cr othar records may ba issusd)

[T \ Catalog Browser

ADORESS (STAEET, NUMBER, APT) COUNTY
802 Sanpy BFACH BevD # 403 Fart B
5 P HOME TELEPHONE E-mail addrocc
AL ey, Te 33yol | anﬂsu B  pennsPhog @ Py o,
RELATIONTH
£ be
| CITY, STATE, ZIF TELEPHONE

[

v NATION GF CITIZENSHP I YOU ARE A PERMANENT IMMIGRANT. ATTACH A PHOTOCOPY CF YDUR ALEN
i WUSs o OmER REGISTRATION CARD.

REET, NUMEER, APT]
16 AS ABovE

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
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Chapter 7. 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 . | (=]

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]

ADDRESS (STREET, NUMEER, APT)

SRO _Sanpy BEACH BLv D # Fodl

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

Results: 6 []
[]Search by Packet E

Student Records Applicati issii 1 1] J ization
[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 Admi|#
Application for Grady
Application for Resic
Change of Address

Conduct Statement M
<] M I EY

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)

"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 8. 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]

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, NUMEER, APT)

SEC Sanpy BFACH BLv D # #0d-

COUNTY
EAcr BEA

HOME TELEPHONE E-mail addrss

CITY, STATE, ZIF
Student Name WEST B ey, Te BBros (O HSpa -rss 7 | Pt @ﬁ'ymfﬂf Fobn
JANE 7
e 'ADORESS [STREET, NUMEER, APT) CITY, STATE, ZIP TELEPHONE
£l m SAME A5 ABovE | [ 2

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
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& 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]@

Append to Josh Powers - Application for Admission.pdf

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

[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.
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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

192



Managing Documents

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]@

Change Expiration

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

i L} Search | Folders W [ | Capture

Search All Catalogs

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

e ccumen|Retenion [ Tine Rema. Coteog |Dacunen Qveridng Docunen (Student Nasudent 0]
Charle = eka i Stude EE ollment C esJohe
[] % Chailes Jone & Months

Messages

| Checked Out

83 Day i C J 0
182 Days Student Rect Transcipt Re Admin 8/28/2003 1: Charles Jone: 420-12-6832
© ! Approval Queue

[ Work Queue

~ ' Coding Queue =
UNIVERSITY OF
SOUTH FLORIDA Office of the Registrar
4202 East Fowler Avenue, SVC 1034 Tampa, FL 33620-8850

- (813) 974-2000 www registrar.usf.edu FAX (813) 974-8111
T q 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.

200



Managing Documents

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 9. 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 10. 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

205



Mobile Site

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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Chapter 11. Creating Multiple Catalogs
from a Template (Batch Creation)

Some environments will require alarge number of catalogs to be created at the point of installation. An
exampl e of thiswould be a corporation made up of independent branch locations acrossawide area. In this
setting, it may be desirableto create aunique catalog for each of the branches, while storing the documents
from each branch at the corporate headquarters. The Batch New option from within the Catalog Manager
will help you accomplish this task more efficiently.

Prior to the batch creation of catalogs, you will need atemplate catalog and aload file. Create this catalog
as described in Section 2.1, " Creating a New Catalog’.

The following items contained in the template catalog will be copied to each generated catal og:
All document types and their settings

Advanced Settings (in Catalog Manager)

Update Schedule (in Catalog Manager)

In addition existing users and groups can be included in the generated catal ogs.

The final requirement necessary to generate multiple catalogs is a comma-delimited load file containing
your desired catalog names (and optional descriptions), each on its own line.

Example 11.1. Sample L oad File

Branch100,"West Palm Beach - Mgr. Mark Thomas"
Branch120,"Salt Lake City - Mgr. Herb Mylett"
Branch240,"Los Angeles - Mgr. Cindy Morgan"
Branch268,"New Y ork - Mgr. Jorge Cruz"

Once you've created a template catalog and load file, you may launch the Catalog Manager from the
desktop shortcut labeled Catalog M anager .

Select the M anage Catal ogs button. The management dialog will load.

E1 Catalog Manager E]

List of Catalogs

Template Hew.

Batch Mew,
Hoadify,

Details...

dddd

Delete.

| Update Selected ‘ ‘ Update All Cloze

Catalogs Management Dialog

Select the Batch New button. The Batch Catalog Creation Wizard will load. Choose the catalog you
wish to use as the template, and then Browse to the location of your load file. If you wish to modify
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a Template (Batch Creation)

the base folder for any of the data folders, you may Browse to each of the locations. Subdirectories will
be created within these base folders using the name of each new catalog. Y ou can also edit the template
Capture Jobs or add new ones. Select the Next button to continue.

E1 Batch Catalog Creation Wizard

Selectthe Catalog to use as atemplate:

Template v | [all wizard settings will update with each selection]

MNew Catalogs load file:
[DALaacFiletd

Inclex location base folder:

|D YContentCentral\Systemyindexes

Documents to Catalog and Capture Destination base folder
|D \ContentCentral\Documentsy

Catalog Capture Jobs base folders:

o |

In the locations below, a folder will be created with the same name as each new Catalog.

|
o |

Mame Document Type Descriptor Description
Apps from OCards  Applications GQCard
Report Imparting Repoarts Mone
IENEENEES
|

The Batch Catalog Creation Wizard

You are now given four options dealing with new user and group creation. Only one user and/or group
will be created for each catal og, each of which will use the same name as the new catalog. When choosing
to create a new user, you may specify if the newly created users will be alowed to update their profile
and/or password. Choose your desired option (no user or group, user only, group only, or both) and select

Next to continue.

E1 Batch Catalog Creation Wizard

Groups will hawve the same name as the created Catalog

add existing Users to all created Groups, and add existing Users and Groups to all
created Catalogs

0 Do not create any new Users or Groups

O Create a new User for each Catalog

O Create a new Group for each Catalog

@ Create a new User and Group for each Catalog, assign the User to the Group

B Allow Users to update profile

[l Allow Users to change password

Y'ou can create a new Uset and/or Group for each created Catalog. Created Users and

In the: pages that follow, vou will be akble to; add all created Users to existing Groups.

o

Selecting the New User and Group Creation Option

If you previously chose the option to create a new user for each catal og, you will now be given the ability
to define the users' permissions within the catalog they will belong to. If you chose to specify both a user
and group, you may not need to define permissions for the user, as the user will be assigned to the new
group and you may wish to define permissions at the group level. Y ou can aso choose to Add each new
user to an existing group in the system. When you've finished, select Next to continue.
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E1 Batch Catalog Creation Wizard
Selectthe Catalog Permissions for created Users
M Allow Searching O Allow Adding O Allow Warkilow Assignment
A Allow Wiewing O Allow Deleting O Allow Retention Overtides
O Allow Editing O Allow Properties Editing O Document Type Administrator
Created Users will be added to each Group below (not reguirec)
_[Name ] Description ]
® Users
Add
| B

Selecting the New Users' Catalog Permissions

If you previously chose the option to create anew group for each catalog, you will now be given the ability
to define the groups permissions within the catalog they will belong to. You can also choose to Add
existing usersin the system to the each of the new groups. When you've finished, select Next to continue.

E1 Batch Catalog Creation Wizard
Selectthe Catalog Permissions for created Groups
M Allow Searching O Allow Adding O Allow Warkilow Assignment
A Allow Yiewing O Allew Deleting O Allow Fetention Overtides

O Allow Editing O Allew Properties Editing O Document Type Administrator

Usgers below will be added to each created Group (not required)

__[UserName | LastName | FirstName |
® Admin

Add
R

Selecting the New Groups' Catalog Permissions

Now you may choose to Add existing users in the system to each of the new catalogs membership. Y ou
may define permissions to the generated catalogs for each user. Simply select a user in the list followed
by the permissions to be granted for that user. Repeat for each user in the list as necessary, then select
Next to continue.
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E1 Batch Catalog Creation Wizard

Users below will be added to each crested Catalog (hot required)

__[UserName | LastName | FirstName__|
®

Add
Selectthe Catalog Permissions for the currently selectad User
bl Allow Searching [ Allow Adding bl Allow \Workflow Assignment
bl Al ViEwing [l Allowe Dieleting b Allow Retention Overrides

bl Allow Ecliting [ Allawr Properties Editing [0 Document Type Administrator

T -

Adding Existing Users to the New Catalogs

Now you may choose to Add existing groups in the system to each of the new catalog's membership.
You may define permissions to the generated catalogs for each group. Simply select a group in the list

followed by the permissions to be granted for that group. Repeat for each group in the list as necessary,
then select Next to continue.

E1 Batch Catalog Creation Wizard

Groups below will be added to each created Catalog (not reguired)

__[Name | Description |
w

Add
Selectthe Catalog Permissions for the currently selected Group
bl Allow Searching O Allow Adding O Allowe Workflow Assignment
el Al ViEmwving O Allow Dieleting O Allow Retention Cverrides

O Allow Edliting O Allaw Properties Editing O Document Type Administrator

T

Adding Existing Groups to the New Catalogs

You will now see a summary of the items you selected in the batch-creation wizard. If you are satisfied

with the selections, you may select the Finish button. A progress dialog will launch and the batch-creation
process will begin.

211



Creating Multiple Catalogs from
a Template (Batch Creation)

E1 Batch Catalog Creation Wizard

Batch Catalog Creation Surrnany
Catalog termplate:
Template

Catalog load file
DALoadFile.cev

Index location base falder.
DAContentCentralySystemilndexeas,

Docurnents to Catalog and Capture Destination base folder.
DAContentCentral\Documentsy,

Catalog Capture Jobs base folders

Name Document Type Descriptor Description
Apps from OCards  Applications OCard
Report Importer Repoits Mone

[l Create new User for each Catalog b4 Add existing User(s) to each Catalog
[l Create new Group for each Catalog b Add existing Group(s) to each Catalog

[ [ o

Batch Catalog Creation Summary

[£1 Batch Create Catalogs

Status
Creating Catalog: Branch005

Progress

* New Catalogs Created ™
5 Catalogs created

Save Passwards | | [n]s

Batch Catalog Creation Progress Dialog

If new users were generated, you must Save Passwor ds before exiting the wizard. Once you've saved
the passwords, you may select the OK button to return to the management dialog. Y ou should now have
multiple catalogs listed in the management dialog with names matching what was in your load file.
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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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Supported File Types
with Existing Content

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.

216



Advanced Search Syntax

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:

217



Advanced Search Syntax

(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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Appendix D. Supported ODBC
Providers

Asof version 6.5.x these are the supported ODBC providersthat Content Central can usein External Data
Sources.

FoxPro

Microsoft® Access®

Microsoft® Excel®

Microsoft® SQL Server

MySQL

Oracle

Pervasive

ProvideX (Sage)

Quickbooks QODBC (FLEXquarters)
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