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Identifying the Requirements

This lesson provides information about the aspects need to be considered while planning for a solution with WebDocs
System.

Administering a WebDocs System requires handling tasks like creating projects, groups, users, workflows, automation
processes, and managing security. A user needs to have System Administrator rights to perform all these operations.

You need to plan, before implementing a new WebDocs solution. While planning for a new solution, you need to identify
and analyze requirements like:

« File structure for the project
 Users to be created
« Roles and responsibilities of the users

 Separators and dividers required

A methodical analysis will help you in determining how many projects needs to be created, their index fields, separators and
dividers, and groups required and the rights assigned to the groups.
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Overview of Steps to Get Going

Projects, groups, and users are the three basic entities that are required for any WebDocs system.

Creating a Project

A WebDocs project helps you organize and manage documents within WebDocs. To create a project, you need to provide a
name for the project and specify the type of that project. You can set configurations to enable or disable various features and
functionalities that will be available to the users accessing the project.

Creating a Group

To create a group, you need to provide name for the group and set various configuration to implement security and provide
proper rights to the users of that group. You can set configuration to specify, which projects the users will have access to,
and what operations they can perform.

Note: You can also assign the user to a group, when you create a user from the User dialog box.

Creating a User

To create a user, you need to provide user name, password, and contact information. You also need to set configuration for
preferences, security, and assign the user to one or more groups.

Note: You can also assign the user to a group, when you create a group from the Group dialog box.
WebDocs creates a default user account 4€"admina€™ with System Administrator rights when installed. You can log on to

WebDocs as the admin user by specifying 8€"admina€™ for user name, and a€”admina€™ for password. You must change the
password of the admin user account to enforce security, after you log on to FileBound.
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Planning For A New Solution

Planning is required to analyze the existing setup and understand various requirements that are to be addressed by
WebDocs. You need to determine the number of users needs to be created and group for implementing security, workflows
for routing documents, and other areas to be managed by the WebDocs solution that you are planning to create.

While planning for a new solution you can discover the scope of one or more projects you need to implement. Planning also
helps you determine, how various features and functionalities of WebDocs can be used to satisfy all your requirements.

Identifying the Requirements

Before implementing a new WebDocs solution, you need to identify various requirements like, how many projects, groups,
and users need to be created. To understand these requirements, you need to answer questions like:

¢ How do you want to organize the documents?
This question helps you determine the file structure of the project. The separators and dividers needed to organize

the documents.

« Is there any need for applying security on certain documents?
This question helps you determine the security to be applied on the separators and dividers.

« How do the users search for a document and what values do they use for searching?
This question helps you determine what index fields you need to create for the project.

« How many people access the documents?
This question helps you determine the number of users to be created.

« What access rights the users must have to access the documents?
This question help you determine the groups to be created and the access rights to be provided to these groups.

Answers to the above questions provide you the basic requirements to get started. You can use the information to set up a
WebDocs project.
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Deciding the File Structure Method

To meet the solution requirement, you can use any one of the following file structure methods for a WebDocs project.

File based: This file structure is used to hold multiple documents that are part of bigger entity like files, separators, or
dividers. You can organize similar documents together by using separators and dividers. For each document you upload, you
do not have to apply the same index values. For example, medical records of patient, details of an employee, and so on.

Document based: This file structure focus on individual document containing the pages that make up the document. These
documents are not part of a bigger entity. For example, invoices, purchase orders, sales orders, checks, and so on.
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What is Required?

Projects, groups, and users are the basic entities required to set up a WebDocs solution.

A Project for Content

A WebDocs project holds the content that is uploaded into the WebDocs system. The WebDocs project contains index fields
that allow users search for documents based on the values of the index fields. You can perform indexing on the documents to

place the documents at a specific position within a project. Dividers and separators can be used to organize the documents
within a project.

A Group for Security

A WebDocs group is a collection of users with similar access rights that allows you to implement security for the WebDocs
system. You can assign various rights related to files, documents, dividers, separators, annotations, and workflow to a group.
WebDocs allows users to be assigned to one or more groups based on their roles in the projects.

A User for Access

A user can log into WebDocs using correct user name and password to perform operations for which the user has been given
rights. A user can perform operations in WebDocs depending on the group the user belongs to.

WebDocs Admin Getting Started Guide Page 12
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Methods to Add Content

WebDocs allows users to add content through four different methods:

« Add Content section in website
» Capture

o Importer

« Automation

Add Content Section in Website

Users can upload content from the Add Content section of the website. The Add Content page allows users to create a new
file in any project for which they have proper rights to create new files in. The content can be added to a new file or an
existing file, based on the values provided in the index fields.

Capture

Capture is a WebDocs product that can be used to scan, import, and archive pages into a WebDocs project. Users can upload
the scanned pages from the Capture to the current project or other projects for the logged on WebDocs server. Capture
allows users to scan or import pages using barcodes for breaking and indexing. Users can also scan or import pages offline,
without actually logging on to a WebDocs server.

Automation Processes

You can use automation processes to automate the process of importing content to a WebDocs project. The automation
processes that can be used to import content are:

« Social Media Import: The Social Media Import automation process automatically searches for social media entries
for the current date and stores information within a HTML document.

+ Email Import: The Mail Import process imports emails and attachments from mailboxes including third party mail
services like Yahoo, Hotmail, Gmail, Microsoft Exchange, other IMAP and POP3 mail servers.

« Folder Import: The Folder Import process automatically import documents that are saved to a network directory
watch folder. Imported documents are added to the Indexing Queue.

Importer

Importer is a WebDocs product that monitors the network locations and imports the documents to the WebDocs. Users can
run Importer as a service and perform OCR on the documents while uploading the documents. Importer can import XML
dataset, parse the files, and import the data to WebDocs. Importer is also useful while migrating from an existing document
management system to FileBound.
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Example Project

This chapter demonstrates how to identify various requirements based on a scenario, and use the information to set up a
WebDocs solution.

Scenario

MGI Sporting Goods has become a successful sporting goods manufacturer and growing constantly. The increased
paperwork is affecting the efficiency and also increased the overhead of maintaining huge amount of documents. The
management is looking for a solution that keeps track of documents and implements proper restrictions too.

HR Department

The growing number of applications has increased the Documents Col-
time the HR Director spends to ensure the following: Category lected and Main-
) ) tained

« New hires are given all of the proper paperwork, Appiication

« New hires fill out all of the necessary forms, ggmggaggem(”:gecklist

+ Company email account and building access S

codes are setup correctly Employee |Employee Docu- Er:s:j%zg?éigﬁ?
H ments
Details interview Checklist

« Direct payroll deposit information is provided to
Accounts department on time

Receipt of Code of Pro-
fessional Behavior
New Hire Questionnaire

Additionally, the HR Director has to deal with increasing Sl Y
IT Documents IT Checklist

amount of paperwork for each employee. It is very Payroll Che ckiist
important that each employee file contain the all the Payroll Documents | Direci Deposit
required documents and maintain a standard structure Wed

that allows quick and easy access. Another concern is
adhering to the Government regulations for maintaining
confidentiality of the employee information.

Each employee is required to furnish certain documents that are maintained by the HR department. These documents are
categorized into employee documents, IT documents, and payroll documents

The table above mentions the documents maintained by HR department for all the employees

Physical copies of all the documents mentioned in the table above are maintained in a physical file. HR department maintains
separate files for each employee.

Accounts Department

The Accounts department handles all financial activities of the company. It is responsible for processing incoming invoices,
sales order, and salaries of the employees. Recently the company started facing problems when it comes to processing
incoming invoices in timely manner. The department managers are distributed out across different locations and this is
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contributing to the untimely processing of the invoices, as emails are sent between offices for approval. Additionally, the
accounts department has to review sales orders before fulfilling the orders and access compensation details of all the
employees.

The Accounts Department maintains physical copies of the following documents:

* Purchase Orders
« Sales Orders

» Invoices

The documents related to purchase order, sales order, invoice, and vendor details are maintained in separate physical files.
All of the employees in the Accounts department can access the documents.

Basic Discovery Information

Based on the requirement of HR and Accounts departments, you can identify various requirements like:

 Projects, groups, and users to be created
« Configuration to be set for the projects
 Features and functionalities available to the users

 Configuration to be set for the groups

Using a Suitable File Structure

HR department maintains multiple documents for each employee in different categories. Therefore, file based structure is
suitable.

Accounts department maintains single documents for each invoice, purchase order, and sales order. Therefore, document
based structure is suitable.

Projects to be Created

You can create as many projects you need as per your requirements. You can manage all the documents within a single
project or you can create multiple projects to manage the documents separately.

For this scenario, we will create a single project to manage employee documents and three projects to manage accounts
related documents.

Note: The maximum number of file you can create and document you can upload depends on the license you have
obtained.
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Index Fields to be Created

Index fields are the attributes of the documents that are maintained
with the WebDocs system. Users can search for documents within

WebDocs using the index fields.

Attributes used for searching documents Employees of the HR

department search for documents using the following attributes:

» Last Name
« Employee ID

» Department

The table above lists the attributes the employees of the Accounts

department use to search documents.

Documents Attributes

Purchase Order

Purchase Order Number
Purchase Order Amount

Vendor
Sales Order Sales Order Mumber
Date
Invoice Number
Invoice Invoice Date

Invoice Amount

The attributes used for searching documents help you determine the index fields to be created for each project.

Listing Group Access Needs

Access to these documents is provided to employees
based on the department they belong to and position
they hold in the company. You need to identify the
restrictions required to be implemented and the access
required for users to carry out the tasks they are
responsible for.

The table above represents the restrictions implemented
for accessing the employee documents and accounts
documents.

Following conclusion may be deduced from the above table:

Documents | Manager, Employee, | Manager, Employee, | Employee,
HR HR Accounts Accounts IT
Department | Depariment | Depariment | Department | Depariment

Employee

[ e Yes Yes No No Mo

I No No No No Yes

Documents

Payroll Yes No Yes No No
Rurchess No No Yes Yes Mo
Order

g?&i No No Yes Yes No
Invoice No No Yes Yes Mo

« Only managers and employees from HR department can access employee documents.

« Only employees from IT department can access IT documents of employees.

« Only managers of HR and Accounts department can access Payroll documents of employees.

« Only managers and employees from Account department can access documents related to purchase order, sales

order, and invoice.

WebDocs Admin Getting Started Guide
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Access to Projects for Various Groups

Based on the conclusion, four groups are required to Group Users Assigned | Project Rights to Access
satisfy the requirements. The table above gives Name to the Group Assigned Documents
: . . Managers and
mfor.matlo.n about the groups, their users, and the HR S et || e S E?Cpl.llﬁ?:eeli?ls
configuration to be set for each group. department
Employees of IT
IT department HR - Employee IT Documents
Employees of ¢ Purchase Order |« Purchase Order
Accounts Accounts + Sales Order + Sales Order
department + Invoice * Invoice
Managers of HR
department
Manager and Accounts HR - Employee Payroll Documents
department

Listing Users Needed

The users are the people in the organization that can log on to the WebDocs system and perform the operations they are
responsible for. All the employees of HR department and Accounts department need to log on to WebDocs system to
manage documents. Therefore, you need to create user name and password for all the employees.

People Working in the HR Department

The table above lists the employees in the HR department and the position

they hold. Name Position

Morgan Darwin | Manager
John Willies Manager
Brandon Smith | Senior Associate
Julia Holmes Senior Associate
Martha Wales Associate
Pam Banks Associate
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People Working in the Accounts Department

The table above lists the employees in the Accounts department and the

position they hold. Name Position
George Morrison | Manager
Marian Bake Manager
Suzan Clark Senior Accountant

lvan Rodriguez | Senior Accountant
Jonathan Black | Senior Accountant
Mike Turner Accountant
Jennifer Louise | Accountant
Richard Johnson | Tax Consultant
Paul Harris Trainee

Robert Taylor Trainee
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Logging on for the First Time

When you log on to WebDocs, your access to WebDocs depends on the following factors:

Global settings of WebDocs
Project settings

Group settings

User settings

You can work with one or more projects, files, documents using the Viewer. You can scan documents, participate in work-
flow activities, use E-forms, and perform other tasks, based on the settings listed above.
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Installing the WebDocs Viewer Launcher

The WebDocs Viewer Launcher must be installed on the computer that you are using, to access the Viewer. If the WebDocs
Viewer Launcher is not installed, then a dialog box displays relevant messages when you try to view a document for a file.
You will need to have the proper rights to install a .exe file on the computer that you are using. If the installation fails please
contact a network system administrator.

The first time you click a link to launch the document viewer to view a document you will be prompted to install the WebDocs
Viewer Launcher. Once the WebDocs Viewer Launcher is installed you will not be prompted again when trying to view a
document.

Note: If you are a System Administrator you will also be prompted to install the Viewer Launcher when you try to launch the
WebDocs Central Administration console for the first time before trying to view a document in the Viewer.

This lesson shows you how to install the WebDocs Viewer Launcher.

1. Open the Preferences Page

1. Hover the mouse pointer over the user name on upland FileBound  Your FileBound Workspace X ©. @ rresmin-
the toolbar.
. Password
2. Click Preferences from the menu. Q
o Q@
The Preferences tab opens within the User % o
Preferences page. ? —
I
Note: You can also click User Information, Password, or o}

Saved Searches from the menu.
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2. Open the WebDocs Viewer Installer Dialog Box

» Click the Install WebDocs Viewer link. upland FileBound User Preferences EXN C. Fred Smith +
The WebDocs Viewer Installer dialog box HH

Ll | Install FileBound Viewer }

opens. ==

Preferences for Fred Smith

General

Start Screen ['workspace =]

Time Zone

Odg? Ll

[ (GMT-6) Central America, Central Time, Mexico Cityx]

Default Project [ Most Recent Project =]

N

Document View

(2]

i

Default Document Viewer [ Web Viewer =]
View Documents on Single Search Result
Allow Only One Viewer Instance
Open Web Viewer in New Window

Assignment Page Grids

Row Action [ Default Document Viewer

- |

3. Click Install Viewer

« Click Install Viewer within the WebDocs Viewer

' : ) FileBound Viewer Installer
Installer dialog box, to install the viewer.

The FileBound Viewer is required to perform this action. Please click below to install.

Install Viewer
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How to add a project?

When you start to create a new project it is necessary to understand the scope of what the project is going to be used for.
This includes the type of documents that will be stored within the project, the index fields, or meta-data, that will be used for
searching and any possible security that might need to be imposed.

Note: When creating project it is important that it is configured, so that files will not contain more that 200 pages each. It is

not recommended to place more than 200 pages within a single file. This number is dependent on the amount of memory
installed on the client PC running the Viewer.

This lesson shows you how to add a new project in WebDocs.

1. Click the Central Administration Button

« Click the Central Administration button at the upland ilegound S J—
bottom-left corner of the WebDocs window. — R N, PPy
The SYSTEM SETTINGS menu appears. | E— \ Found 25 Profects)

I N N e e e P
® Vendors # M s _expenseReportLineitems -
g | Sremeres P M 4 _expenseReports
= Widgets M 18 AumniDonations
*= | @ Auomaton M 30 AnProjec
1] Launch Adrmin Viewer # M 7 AP CheckmatchProject
P M & archecks

B s s v

M 10 ArLinetem

M n e

12 APReceing Documents

AP Vendors

ii]
m = o

2. Click Projects

+ Click Projects. upland Fieound —
. mm [ sevseves §
The Pr r w
. ’ add | petere | mport | Bort | Refresh
e OjeCtS page appears e projects | | | e |
1G] E— \ . o
| 4
Groups
Document | rator
Full Text rators|
Q| e I N [ e v e e e Py
i vendors #£ M s _ExpenseReportiine items
. p M ¢ _Expenserepors
System Errors L
[ =] .
® Widgets # M 18 AumniDonations < v
Y - £ M 0 nproec v ¥ ¥ ¥
< £ M 3 Anroeci2isw717.2351 v v v v
Launch Admin Viewer .
[ # M 7 AP Check Match Project
A
£ M s apches
= £ M o Armwice v
5] 2 M 10 wuneren
£ @ n aeeo
R —
# M 12 APvendors
Fo # M 2 APWorkfowAssignment

S 2
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3. Open Project Configuration Page

+ Click Add on the toolbar. o
The project configuration page appears. m oo

e brojcts sao | ek | mgor | boort | e

. \ : ST

Fred Smith v

Projects ‘

Groups.

Document| Separator
I 3 e e e A
s o s

!
| 4
Q
% Vendors _Expense Report Line items
S e B o opmeraes
Widgets M 12 AumniDonations v v
@ © uromaton M 30 AnProject v v v v
R’ e A e M 33 AnProject1 201504171723 51 v v v v
-~ M 7 AP Check Match Project
l_‘__ll M & APchecks
= T o o “
g M 10 Atnetem
M n aro
M 12 APReceiving Documents
M 13 Apvendors
M 2 AP WorkflowAssignment
o " . -
4. Specify the Project Information
1. You can click on the various tabs to specify Broject - Configuraton: Froectsetngs - 2
properties for the project. w J— -
. Project Name * Project Type *
2. Click Save on the toolbar. i ] | ]
Hide Project From Lists File Merge
Merge Files Based on All Indexes v ‘

Enable Report Viewer
Note: Only enable when viewing COLD reports

Revisions
Enable Document Revisions Number of Revisions (Use -1 for Unlimited)
Enable Interactive Revisions

Separators
Enable Separators. Separator Label
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4.1 General Tab

Project Name: This option allows you to specify a name Fra Bl e - Confgurabon o s - .
for the proj eCt. General Security Assignments

Project Name * Project Type *

Employee Files ‘ ‘HR v|

Project Type: This option allows you to select a project

Hide Project From Lists File Merge

type. The project type helps administrators to identify the e [verge e on s i
type of a project. Selecting a project type does not impact

other configurations of a project. Revisions

Following project types are available:

Enable Inte

« Accounts Payable

Separators

/ Enable Separators Separator Label

« Accounts Receivable

Remember Separators Added

«/ Enable Manual Separator Entry

« Collections P
» Contracts Management s
° H R &/ Enable Manual Divider Entry

Sort Dividers Descending

» Loan Processing

. Renditions
« Medical Records A —

Use Default Server Settings

« Other
You can select Other, to specify the project type
that is not available in the list.

File Merge: This option allows you to specify that action to be taken on the new content added to the WebDocs.

Hide Project From Lists: This option allows you to prevent the project being displayed in the lists.

Enable Report Viewer: This option allows you to enable the report viewer for the project.

Enable Document Revisioning: This option allow users to create new version of a document, when it is saved in the Viewer.
Number of Revisions: This option allows you to specify the maximum number of version that can be created, to limit the
creation of new version of a document when it is saved. You can specify -1 to allow creation of unlimited version of a
document.

Note: This option is associated with the Enable Document Revisioning option.

Enable Interactive Revisions: This option allow users to add a change description note while saving a document within the
Viewer.

Note: WebDocs opens the Document Description dialog box to add the change note.

Enable Separators: This option enables separator level for the project.

Remember Separators Added: This option saves the newly added separators and allow users to select a separator name
from the list of separators, instead of typing the separator name.
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Enable Manual Separator Entry: This option allow users to add new separators when documents are scanned into
WebDocs.
Sort Separator Descending: This option allows you to sort the list of separators displayed in the Viewer in reverse
alphabetical order.
Separator Label: This option allows you to specify a label that will be displayed on the Search page instead of 'Separator'.
Remember Dividers Added: This option saves the newly added dividers and allow users to select a divider name from the
list of dividers, instead of typing the separator name.
Enable Manual Divider Entry: This option allow users to add new dividers when documents are scanned into WebDocs.
Divider Label: This option allows you to specify a label that will be displayed on the Search page instead of 'Divider'. Sort
Divider Descending: This option allows you to sort the list of dividers displayed in the Viewer in reverse alphabetical
order.
Rendition Setting: This list allows you to select an option for rendition.
Following options are available:

« Use Default Server Settings: This option uses the global server settings as configures by the System Administrator

in the Main Options dialog box.

« When Document is Uploaded: This option creates rendition when a Microsoft Word, Adobe Acrobat, or Microsoft
Excel document is uploaded.

« When Page is Viewed: This option creates rendition when a Microsoft Word, Adobe Acrobat, or Microsoft Excel
document is viewed in a Viewer.

« During Scheduled Job: This option creates rendition when a Microsoft Word, Adobe Acrobat, or Microsoft Excel
documents are included in a scheduled job.

4.2 Security Tab

Enable Field Security: This option allows you to Projects Empiyee s~ Configuration:rect s -
implement restriction on access to the index fields of the Genersl secury Assgnments
p ro-j ect . Enable Field Security Enable Document Locking

&/ Enable Separator Security &/ Enable Document Signature Removal

Enable Divider Security

Enable Separator Security: This option allows you to
implement restriction on access to the separators within
the project.

Assigned Groups

SYSADMIN

Enable Divider Security: This option allows you to
implement restriction on access to the dividers within the
project.

Enable Document Locking: This option allow users to
lock a document from the Viewer. The locked document can be updated only by the user who has locked it.
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Enable Document Signature Removal: This option allow users to remove signature of a document from the Viewer.

You can assign groups to a project by adding one or more groups to the project. Users of the groups assigned to the project
can access the project.

Note: You can also assign projects to a group. For information on assigning projects to a group, click here.

4.3 Assignments Tab
Select Process for Automatic Routing: This option allow Projec: Emplyee s = Conliguraton: raect et -

users to route project documents to the selected General Secury p—
workflow process. s

lect ltem to Route

Allow Warkflow Queue Selection

Select Item to Route: This option allows you to specify
what documents will be sent into workflow. Assignments Page Settings

 ShowDocType Show Start Date

Allow Workflow Queue Selection: This option allows o snonssigredy o shoudueDae
you to specify whether a user can select a workflow step T

for processing document, if the user is assigned to

multiple workflow steps.

Show Doc Type: This option displays name of the divider a document belongs to.

Show Assigned By: This option displays name of the user that has assigned the document.
Show Start Date: This option displays the date when the document was routed.

Show Due Date: This option displays the due date for completing an assignment.

Show Scan Batch: This option displays the date when the batch was scanned using the Capture.
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4.4 Search Tab

Enable Full Text Search: This option allow users to search
for full text OCR information within the Search page.
Note: Documents must contain proper OCR information,
to be able to use full text search.

Enable Multi-Key Search: This option allow users to
perform search based on multiple values. The search is
performed on the key field of a project and is commonly
used with physical file tracking projects.

Display File Change Date: This option displays the date
and time of the last update of each file in the Search
Results page.

Note: If a file is not changed within WebDocs, the date
and time the file was created, is displayed.

Search Screen Settings: This section allow users to
specify the fields that will be displayed in the search result
and available for advanced search.

Search Portal Settings: This section allow users to specify
security mode, fields that will be available for search and
fields that will be displayed in the search result, and
specify display name for a field.

4.5 File Tracking Tab

Enable File Tracking: This option allow users to perform
file tracking related functions.

Track CAR Data: This option allow users to view the
details of micro films and microfiche data; such as roll
number, frame number within the CAR tab of File Detail

page.

FileRoom Email: This option allow users to specify email
address of a file room.

Project: Evaluators ~ ‘Configuration: Project Settings ~
Search File Tracking Retention

&/ EnableFull TextSearch Display File Change Date

Enable Multi Key Search

Search Screen Settings

(T e [ e ]
v

File Notes

FB User ID

CUSCUSCURCUR TR R LU RO

LCURCURCURC R LU Y

Search Portal Settings

Security Mode
| Public A ‘

T R R
v 4

FB User ID

FB User ID

Display Name o o Display Name

Project: Employee Files ~ Configuration: Project Settings ~
Assignments Search File Tracking
Enable File Tracking Track CAR Data

FileRoom Email

Tip: Separate multple ddresses with commas.

Enable Box Tracking Make Box Mandatory Remember Box after Checkin

Enable Box Tracking: This option allow users to perform box tracking while performing file check-in or check-out
functionality. It also enables the Box Search sub-menu in the Search menu in WebDocs.

Make Box Mandatory: This option makes it mandatory for a user to assign box number while creating a new file.

Remember Box after Checkin: This option allows the system to remember what box the file is originally checked out to.
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4.6 Retention Tab

Settings: The list allow users to specify retention setting Projec: Bl = Confgurabon:raect s =
for the project. Search Fil Tracking Retertion
Settings
Record Series: This section allow users to manage the pensibecaminseg__ e
record series for the project. - e e sl

Record Series

I e N T B

4.7 Relationship Tab

File Relationships: This section allow users to establish
relationship between two projects.

Project: Employee Files Configuration: Project Settings ~

File Tracking Retention Relationships
Document Relationships: This section allow users to iz Welkiffon |z
esta bllsh relationsh | p between docu ments. Relationships can be made between related files that are stored in separate projects. Only a single file relationship can be made

from one project to another. Using the window below configure your file relationship from this project to another project.

e ]

Document Relationships

Relationships can be made between related documents that are stored in separate projects. Multiple relationships can be made
to different project. Using the window below configure any necessary relationships from this project to other projects.

e ]
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How do I add a new index field?

You can add index fields to a project one at a time, or you can add multiple index fields to a project at a time. In both cases,

you must configure the index field or index fields after you have added the index fields to a project. This lesson shows you
how to add a new index field.

1. Click the Central Administration Button

11 APPO

e Click the Central Administration button at the upland FileBound R
. B | sysem G
bottom-left corner of the WebDocs window. St s ses | ove [ tmpn | g | e
The SYSTEM SETTINGS menu appears. | — [Project name contains q] Found 25 Project)
Groups
I O ) e ey e e o
@ | ves # M 5 _epensereportiine ems ‘
- oo
= M 30 APt
5] M 7 AP CheckMatchProject
ﬁ 8 AP Checks
M o Arinvoce v
M 10 ApLinettem
@ n APPO
M 12 APReceivin g Document s
o .
2. Click Projects
« Click PI'OjeCtS. upland FileBound Fred smith =
The Projects page appears. o L s | e | oot | o | e
==
rojects ‘ — q‘ 2 Found 20 Project(s)
= e Document] rator | Divider
Qe I N o s e e e A
% Vendors £ M 5 _xpensereportiine items =
[y | Semes # M & _Expenserepons
Widgets M 18 AumniDonations v v
@ ) B 3 anproeat v ¥ ¥ ¥
@ Automation
< [ M 33 AnProjecti 201504171723 51 v v v ~ ]
-~ M 7 AP Check Match Project
!.__ll ﬁ k-3 AP Checks
i= M o APinvice v
5] M 10 APLneitem
i}
i}
i}
i
m
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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p—

upland FileBound Fred Smith v
BE | ssiemserines
. Add ‘ Delete ‘ Import ‘ Export =
Main Options
M Projects | peres
| e
B e—— q . S
o\ = e |Document| | separator | Divider | Field
4 Locking Security | Security | Security
% Vendors A
S o 5 _Expense Report Line items.
o) System Errors. o
# M 4 _ExpenseReports
Widgets -
® M 15 Aumnidanations v ¥
@ Automation =
S 7 M 30 AnProjectt v v v v
Launch Admin Viewer oy
. M 33 An_Project 2015-04-17 17.23.51 v v 4 v
] -
|— M 7 AP Check Match Project
P M & pchecks
P T o apwvoce 4
# M 10 apuneitem
p T n oaeeo
# T 12 AP Receiving Documents
# M 13 Apvendors -
fe 2 P — E

p—

upland FileBound Fred Smith v

SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
Users Alumni Donations| ‘ ‘ Accounts Receivable v ‘
Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e

Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)

diiR 2 0 8K N

Enable

Separators

ﬁ Enable Separators Separator Label
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5. Click the Fields Tab

¢ Click the Fields tab.
The available index fields for the selected project
are displayed.

6. Select an Index Field

« Select an empty or unassigned index field.
Note: You can have a maximum of twenty index
fields in a project.

7. Open the Edit Field Dialog Box

« Click the edit icon adjacent to the index.
The Edit Field dialog box opens.

Project: Alumni Donations ~ Configuration: Fields/Divider/Separator ~ Display Qrder

piders seperaters

= e e e e
# M 1 Frsthame v v v i
,l' E 2 LastName _ v
!' @ 3 Donation Amount v
& M 4 DonatonDate v
£ M s adoress v
2T 5 e v
# M 7 ehoneNumber v
# M 8 Donation Made ’m v -
Project: Alumni Donations + Configuration: Fields/Divider/Separator « Display Order
Fields Dividers Separators

I I N 7 N 0 S8
v o4

email
o
= |:

Y

7 Phone Number

Y

8  Donation Made

™

9 Class

w, ™

11 Text

™,

12 Text

t

Y
I Bl B B 5 5 5
H = o

=2 E

Project: Alumni Donations Configuration: Fields/Divider/Separator + Display Order

Fields Dividers Separators

e S N N K N
=

7 Phone Number v

8 Donation Made Option List v o

9 Cass Text v
Text
11 Text

12 Text

- 'Q,.
CE] |

w,

B B B Bi

-

w,

13 Text

E;
py

-

14 Text -
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8. Specify a Name for the Index Field

 Specify a name for the index field in the Field
Name box.

9. Select the Data Type

 Select the type of the index field from the Type
list.
The following options are available:
o Text: Contains alphanumeric characters
that are not used for calculations.

o Number: Contains numeric values, plus
symbol characters, and minus symbol
character only. The number type can be
used for calculations.

o Date Field: Contains a date. Displays a
calendar control for selecting the date
in the index field.

o Terminal Digit: It is a method of filing
that bases the order of the files on two
digit number groups from right to left.
For example, if you were to find a file
with an account number of 12345 you

WebDocs Admin Getting Started Guide

Edit Field: Field10 x

General
Field Name * Type
[sous | ] [rex ’]
aracter Length (Min and Max) Mask
Min [ o Max |c ‘ ‘ ‘
Default Options (Comma separated)
Project Link
_Expense Report Line items v
Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry

Key Visual Field

Key Visual Mask

Visual Options

Search Results List

Assignments Page

Edit Field: Field10 x
General
Field Name * Type
[ S ']
Character Length (Min and Max)
Min ‘ﬂ Max ‘c ‘
Default Options (Comma separated)
Project Link
_Expense Report Line itams v
Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry

Key Visual Field

Key Visual Mask

Visual Options

Search Results List

Assignments Page
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would break the number into groups of two from right to left 1-23-45. You would first look for the 45

grouping then 23, then 1.

o Auto-Counter: Contains a number that gets incremented by 1 with every new file entry.

o Option List: Contains a list of values for the index field. A list is displayed for the index field, from which a
value can be selected. The optional values can be specified in the Options box separated by commas.
Note: You can paste a list of options from an excel or a text file into the Options box.

Version Note: The ability to paste a list of options from an excel or a text file is not available in the

versions earlier to 7.2.5.

o Auto-Text: Contains alphanumeric characters that begin with alphabets and end with numeric characters.
The numeric characters part gets incremented by 1 with every new file entry.

> Project Link: Contains a list of key values from a linked project. You can link a project to the index field by

specifying it on the Project Link list.

10. Specify a Range for the Index Field

 Specify a minimum, and a maximum length in
the Character Length boxes for the value to be
entered in the index field.
If the number of characters typed in the index
field is less than the minimum length specified,
or more than the maximum length specified,
then, a message is displayed.
By default, the Character Length boxes contain
zeroes, meaning no minimum or maximum
lengths are specified for the value to be entered
in the index field.
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Edit Field: Field10 x

General

Field Name +

Type

‘ Status

[ree g

Mask

Character Length (Min and Max)
Min [ Max ‘zu
Defaulc

Project Link

_Expense Report Line items

Settings

Options (Comma separated)

Key Field

Default Sort
Separator Relationship
Key Visual Field

Key Visual Mask

Visual Options

Required
Unique

Double Entry

Search Results List

Assignments Page
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11. Specify a Mask

+ You can specify how to display an index field in
the Mask box.
o Use 'X' to specify alphanumeric values
in the mask.

o Use '#' to specify numeric values in the
mask.

o Use '?' to specify values of any type in
the mask.

> Use '$' to apply the dollar sign,
appropriate comas, and the decimal
points to a numeric field or text field.
Note: The Mask box displays a list of

date formats for a date type index field.

12. Specify a Default Value

« You can specify a default value for the index field

in the Default box used during file entry.

For example, specify $$DATE$S in the Default
box to assign the current date as a default value
to the date type index field.
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Edit Field: Field10 x

General

Field Name *

‘S(a(us

Character Length (Min and Max)

Min ‘5 |

Max ‘m ‘

Default

Project Link

_Expense Report Line items

Settings
Key Field Required
DefaultSort Unique
Separator Relationship Double Entry

Key Visual Field

Key Visual Mask

Visual Options

Search Results List

Assignments Page

f save

Edit Field: Field10 x

General
Field Name * Type
‘S(atus ‘ ‘Texl v
Character Length (Min and Max) Mask
Min ‘5 ‘ Max |Zn ‘ ‘Xx% ‘

Option

Default
‘ Active
ORI,

_Expense Report Line items

< (Comma separated)

Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry
Key Visual Field
Key Visual Mask
Visual Options
Search Results List Assignments Page
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13. Select an Option

« You can specify the optional values for a list type
index field in the Options box, separated by
commas.

Note: The Options box is enabled when Option
List is selected from the Type list.

14. Select a Project

1. Select a project from the Project Link list to
display the key fields of the selected projectin a
list for the index field.

Note: The Project Link list is enabled when
Project Link is selected from the Type list.

2. Click Save to confirm.
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Edit Field: Field10 x

General
Field Name * Type
‘Status | ‘ Option List v ‘
Character Length (Min and Max) Mask
Min ‘5 ‘ Max ‘ 2 ‘ ‘ ‘
Default Options (Comma separated)
‘Amve | ‘Thanksgwmg,cmnma; Hllowzen ‘
Project Link
_Expense Report Line items v
Settings
Key Field Required
Default Sort Unique
Separator Relatianship Double Entry

KeyVisual Field

Key Visual Mask

Visual Options

Search Results List Assignments Page

Edit Field: Field10 x
General
Field Name * Type
Status | ‘ Option List v
Character Length (Min and Max) Mask
Min ‘5 ‘ Max ‘ 20 ‘ ‘ ‘
Default Options (Comma separated)
‘Amvz | ‘Thanksglvmg,(hls(mas Halloween ‘
Project Link
_Expense Report Line items. v
Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry

Key Visual Field

Key Visual Mask

Visual Options

Search Results List Assignments Page
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How do I set an index field as the key field for the project?

The key field is required to match and merge files from other applications into the WebDocs project. This lesson shows you

how to set an index field as the key field for a project.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

upland FileBound

T M
BB | sysTeMm SETTINGS

)\ Groups
Vendors

System Errors
Widgets

@ Automation

g jii K @ D

Launch Admin Viewer

(=]

2. Click Projects

+ Click Projects.
The Projects page appears.

aijik 000 L

upland FileBound

(1] v
BB | SYSTEM SETTINGS

Main Options

P

Projects

Fred Smith v

saa | oaee | mpon | bt | meresn

q|

Found 25 Project(s)

Projects

i s
m o«
m s
@ 30
m o
m s
m o
[
@ "
m
[/ E!

Document| Separator Field
I N 5 2 o = A

_Expense Report Line items
_Expense Reports

Alumni Donations
An_Project!

AP Check Match Project

AP Checks

Fred Smith v

wao | oees | g | gon | e

=
==
»

Groups.
Users
Vendors
System Errors
Widgets

@ Automation

Launch Admin Viewer

Q|

|

Found 30 Project(s)

T
E === === = = - = = =

[i]

s

4

18

Document] ‘Separator | Divider m
N I T L e e

_Expense Report Line items
_Expense Reports

Alumni Donations

<«

AP Checks

AP Invoice
AP Line Item

APPO

AP Workflow Assignment

[ i
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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p—

upland FileBound Fred Smith v
BE | ssiemserines
. Add ‘ Delete ‘ Import ‘ Export =
Main Options
M Projects | peres
| e
B e—— q . S
o\ = e |Document| | separator | Divider | Field
4 Locking Security | Security | Security
% Vendors A
S o 5 _Expense Report Line items.
o) System Errors. o
# M 4 _ExpenseReports
Widgets -
® M 15 Aumnidanations v ¥
@ Automation =
S 7 M 30 AnProjectt v v v v
Launch Admin Viewer oy
. M 33 An_Project 2015-04-17 17.23.51 v v 4 v
] -
|— M 7 AP Check Match Project
P M & pchecks
P T o apwvoce 4
# M 10 apuneitem
p T n oaeeo
# T 12 AP Receiving Documents
# M 13 Apvendors -
fe 2 P — E

p—

upland FileBound Fred Smith v

SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
Users Alumni Donations| ‘ ‘ Accounts Receivable v ‘
Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e

Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)
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5. Select the Key Check Box

1. Click the Fields tab.

Project: Alumni Donations Configuration: Fields/Divider/Separator ~
2. Select the check box under the Key column to
set the index field as the key field for the project. Fields Dividers Separators
Note: You can set only a single index field as the
key field. I I I A O
f 1 First Name Ll =
3. Click Save on the toolbar. s B I

Daonation Amount

w, -

~
YLl | |
.

4 Daonation Date

,

5 Address

,

6 email

w,

7 Phane Mumber

,

8 Donation Made

0

LUNL GBI U UL ORI S S

,

,

WebDocs Admin Getting Started Guide Page 41



Adding a Project

WebDocs"

How do I prevent an index field from being displayed in the

search results?

This lesson shows you how to prevent an index field from being displayed in the search results.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.

upland FileBound search Fred Smith v
== SYSTEM SETTINGS ¥ B ‘ . ‘ L ‘ . B
Main Options Projects elete | Impor cport | Reres
| Bz ‘: oject name contains Q‘ Found 25 Project(s)
CL
I I P L e e P A
@ | venoors # M 5 _expenseReportLineitems -
g | semeres ? M 4 _Expensereports
o | Widgets M 18 AumniDonations
il & Aitormstion M 30 AnProject
5] Launch Adrmin Viewer M 7 AP CheckMatchProject
M & Archeds
M o invoce o
@ 10 APLine ltem
M n e
M 12 AP Receiving Documents

p—

upland FileBound e Fred Smith v

un M
mE | ssrewserves §

TS Projects Add ‘ Delete ‘ Import ‘ Export ‘ Refresh

= [ro
»

g .
Groups.
Qe N e e e e e ] o ]
% Vendors # M s _expenseReportline items 2
o System Errors : ? 4 _Expense Reports
Widgets M 18 AlumniDonations v v
@ @ Automation T v ¥ < &
o (— i = AV BT S 4 v v v
m m 7 eck Match Project
. m o=
= T s Ao <
5] @ 10 Aptneien
M 11 apeo
M 12 APReceiving Document i
M 13 Apvendors
Q M 2 AP Workflow Assignment
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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o) System Errors. o
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P T o apwvoce 4
# M 10 apuneitem
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# T 12 AP Receiving Documents
# M 13 Apvendors -
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SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
Users Alumni Donations| ‘ ‘ Accounts Receivable v ‘
Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e

Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)
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5. Clear the Display Check Box

1. Click the Fields tab.

2. Clear the Display check box to exclude the

selected index field from the search results.

3. Click Save on the toolbar.

Project: Alumni Donations ~

Fields

Configuration: Fields/Divider/Separator ~

KN ETE

Dividers

Separators.

#

AT T T T T Y
(=== == = = = = =

w,

,

1

First Name

Last Name

Donation Amount

Donation Date

Address

email

Phane Mumber

Donation Made

Class

Lo s o]
Ly

o v v
s

((((‘s(*.
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How do I make an index field mandatory?

This lesson shows you how to make an index field mandatory.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Select the Required Check Box

1. Click the Fields tab.

2. Select the Required check box to make it
mandatory for users to specify a value for the
index field during file entry.

Note: You can set the options from the Setting
tab also, which is located in the index field
properties dialog box.

3. Click Save on the toolbar.
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How do I edit an index field?

This lesson shows you how to edit an index field.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open the Edit Field Dialog Box

« Click the edit icon adjacent to the field you want
to edit.

Project: Alumni Donations + Configuration: Fields/Divider/Separator Disp

The Edit Field dialog box opens. pelce puders separsters
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6. Edit the Index Field Information

L You can edit the index field.

2. Click Save to save the changes. seners!
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How do I delete an index field?

This lesson shows you how to delete an index field.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Delete an Index Field

1. Click the Fields tab.

2. Click the delete icon adjacent to the field you
want to delete.
The index field is deleted after confirmation.
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What are the different index field types?

This lesson provides information about the index field types available in WebDocs.

Index Field Types:

The following index field types are available:

« Text: Contains alphanumeric characters that are
not used for calculations.

« Number: Contains numeric values, plus symbol
characters, and minus symbol character only. The
number type can be used for calculations.

+ Date Field: Contains a date. Displays a calendar
control for selecting the date in the index field.

« Terminal Digit: Contains a number grouping
mechanism for storing medical records. The last
2, 3, or 4 digits of the number are considered as
a single unit. For example, the number 123 can
represent the last 3 digits of a longer number.
The number 123 is then considered as the
ending or terminal digits, and the files can be
grouped according to the index field of terminal
digit type.

General

Field Name *

Edit Field: Last Name ®

Type

Option List

Character Length (Min and Max)
Min ‘o ‘ Max ‘D ‘

Default

‘F\at 10% Off

Project Link

Alumni Donations

Settings

Text

Number

Date Field
Terminal Digit
Auto-Counter

Project Link

Kay Field

Default Sort

Separator Relationship
Key Visual Field

Key Visual Mask

Visual Options

Required
Unique

Double Entry

o/ Search Results List

Assignments Page

+ Auto-Counter: Contains a number that gets incremented by 1 with every new file entry.

+ Option List: Contains a list of values for the index field. A list is displayed for the index field, from which a value can

be selected. The optional values can be specified in the Options box separated by commas.

« Auto-Text: Contains alphanumeric characters that begin with alphabets and end with numeric characters. The
numeric characters part gets incremented by 1 with every new file entry.

« Project Link: Contains a list of key values from a linked project. You can link a project to the index field by

specifying it on the Project Link list.
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How do I mask characters into an index field when it is

displayed?

This lesson shows you how to mask characters into an index field when it is displayed.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open the Edit Field Dialog Box

« Click the edit icon adjacent to the field you want
to edit.
The Edit Field dialog box opens.

6. Specify a Mask

1. You can specify how to display an index field in
the Mask box.
o Use 'X' to specify alphanumeric values
in the mask.

o Use '#' to specify numeric values in the
mask.

o Use '?" to specify values of any type in
the mask.

o Use '$' to apply the dollar sign only to a
numeric field. Note: Does Not Display
decimal or anything after the decimal.

o Use '$." to apply the dollar sign,
appropriate commas, and the decimal
points to a numeric field.

Note: The Mask box displays a list of

Project: Alumni Donations + Configuration: Fields/Divider/Separator Display Order
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date formats for a date type index field.
2. Click Save.
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How do I set the default value for an index field?i

lesson shows you how to set the default value for an index field.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open the Edit Field Dialog Box

« Click the edit icon adjacent to the field you want

Project: Alumni Donations + Configuration: Fields/Divider/Separator Display Order
to edit. . .
The Edit Field dialog box opens. e ol e
e = T [wl=l=kkts
. :- 1] 1 FirstName v v =
,. 2 Last Name m 4
. L. m 3 Donation Amount v
4 @ 4 Donation Date e
4 @ 5 Address 4
4 ﬂ‘j 6 email <
4 iﬂ 7 Phane Number <
p @ 8 Donation Made 4
4 iﬂ 9 Class v
K
4 ﬁ " Text v |

6. Specify a Default Value

L. You can specify a default value for the index field
in the Default box. .
For example, specify $$DATE$$ in the Default A .
box to assign the current date as a default value [oscoune | [omenuz /|
to the date type index field. T e ‘
2. Click Save. [ vomr | s o \
‘Alumni Donations
Following are the list of variable types available for the S
index field values: )
ey Field Required
Default Sort Unique
« $$DATES$S$: Enters the current date into the Seprs dtonsip ooute i
index field. B
« $$TIMESS: Enters the current time into the index
f|e|d Visual Options

&/ search Results List Assignments Page
« $$DATETIME$S$: Enters the current date and
time into the index field.

« $$USERS$$: Enters the user name of the currently
logged on user into the index field.

« $SUSERID$$: Enters the user ID number of the currently logged on user into the index field.
+ $$CONTACT$S: Enters the full name of the currently logged on user into the index field.
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How do I set the options for an Option List field type?

When you select Option List from the Type list, you need to specify the options that will be displayed. This lesson shows you

how to set the options for an Options List field type.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.

WebDocs Admin Getting Started Guide

p—

upland FileBound Fred Smith v
BE | ssiemserines
. Add ‘ Delete ‘ Import ‘ Export =
Main Options
M Projects | peres
| e
B e—— q . S
o\ = e |Document| | separator | Divider | Field
4 Locking Security | Security | Security
% Vendors A
S o 5 _Expense Report Line items.
o) System Errors. o
# M 4 _ExpenseReports
Widgets -
® M 15 Aumnidanations v ¥
@ Automation =
S 7 M 30 AnProjectt v v v v
Launch Admin Viewer oy
. M 33 An_Project 2015-04-17 17.23.51 v v 4 v
] -
|— M 7 AP Check Match Project
P M & pchecks
P T o apwvoce 4
# M 10 apuneitem
p T n oaeeo
# T 12 AP Receiving Documents
# M 13 Apvendors -
fe 2 P — E

p—

upland FileBound Fred Smith v

SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
Users Alumni Donations| ‘ ‘ Accounts Receivable v ‘
Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e

Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)

diiR 2 0 8K N

Enable

Separators

ﬁ Enable Separators Separator Label

Page 62



Adding a Project WebDocs"

5. Open the Edit Field Dialog Box

« Click the edit icon adjacent to the field you want

Project: Alumni Donations + Configuration: Fields/Divider/Separator Disp
to edit. » .
The Edit Field dialog box opens. e plvders separsters
e = T [wl=l=kkts
p A 1 FIrst Name v W v o m
,. I 2 LastName v
. L. m 3 Donation Amount v
- 4 @ 4 Donation Date e
,. @ 5 Address 4
,. ﬂ‘j 6  email Text v J
,. iﬂ 7  Phone Number v J
,. @ 8  Donation Made v
,. iﬂ 9 Class v «
TR
s ﬁ " Text v |

6. Select the Option List Option

+ Select the Option List option fom the Type st

The Options box is enabled.

General
Field Name * Type
‘LastNamE ‘ ‘ Option List v ‘
Character Length (Min and Max) Y
Min ‘o ‘ Max ‘a ‘ ‘ ‘
Default Options (Comma separated)
Project Link
‘Alumni Donations v
Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry
Key Visual Field
Key Visual Mask
Visual Options
o/ Search Results List Assignments Page
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7. Specify a Options
1. You can specify the optional values for a list type

index field in the Options box, separated by

General
co as. Field Name # Type
fserame | [owsonts ]
2. C | IC k Save. Character Length (Min and Max) Mask
Min [ Max ‘U ‘ ‘ ‘
Default Options (Comma separated)
‘ ‘ ‘(hr\s(mas, Thanksgiving, Halloween ‘
Project Link
Alumni Donations v
Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry

Key Visual Field

Key Visual Mask

Visual Options

o/ search Results List Assignments Page
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How do I configure a Project Link field type?

You can link a project to the index field to display the key fields of the linked project in the index field. This lesson shows you

how to configure a Project Link field type.

1. Click the Central Administration Button

Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

upland FileBound

T M
BB | sysTeMm SETTINGS

¥

Projects

Fred Smith v

saa | oaee | mpon | bt | meresn

q|

Found 25 Project(s)

Wain Optons
| s I
)\ Groups
i
Vendors

System Errors
Widgets

@ Automation

g jii K @ D

Launch Admin Viewer

(=]

2. Click Projects

+ Click Projects.
The Projects page appears.

| )
| Projects [projecra
»

aijik 000 L

upland FileBound

(1] v
BB | SYSTEM SETTINGS

P

Main Options

Projects

i s
m o«
m s
@ 30
m o
m s
m o
[
@ "
m
[/ E!

Document| Separator Field
I N 5 2 o = A

_Expense Report Line items
_Expense Reports

Alumni Donations
An_Project!

AP Check Match Project

AP Checks

Fred Smith v

wao | oees | g | gon | e

Q|

|

Found 30 Project(s)

Groups.

Users

System Errors
Widgets

@ Automation

Launch Admin Viewer

T
E === === = = - = = =

Document] ‘Separator | Divider m
I S T e e e
m s -

_Expense Report Line items
_Expense Reports

Alumni Donations

<«

An_Projectt

An_Project] 2015-04-1717_23.51
AP Check Match Project

AP Checks

AP Invoice

AP Line Item

APPO

AP Workflow Assignment
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.

WebDocs Admin Getting Started Guide

p—

upland FileBound Fred Smith v
BE | ssiemserines
. Add ‘ Delete ‘ Import ‘ Export =
Main Options
M Projects | peres
| e
B e—— q . S
o\ = e |Document| | separator | Divider | Field
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Widgets -
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SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
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Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e
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5. Open the Edit Field Dialog Box

« Click the edit icon adjacent to the field you want
to edit.

Project: Alumni Donations + Configuration: Fields/Divider/Separator Disp

The Edit Field dialog box opens. pelce puders separsters

I T T 3 O R

p A 1 FIrst Name | W v o W
,. I 2 LastName v

. L. m 3 Donation Amount v
- 4 @ 4 Donation Date e
,. @ 5 Address 4
,. ﬂ‘j 6  email Text v J
,. iﬂ 7  Phone Number v J
,. @ 8  Donation Made v
,. iﬂ 9 Class v «
TE
S m on Text M =

6. Select the Project Link Option

. Selectthe Project Link option from the Type st

The Project Link list is enabled.

General
Field Name * Type
[Lastname || [prosecun .
Character Length (Min and Max) Mask
Min ‘D ‘ Max ‘D ‘ ‘ ‘
Default Options (Comma separated)
Project Link
‘,Expense Report Line items. v ‘
Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry
Key Visual Field
Key Visual Mask
Visual Options
o/ Search Resuits List Assignments Page
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7. Select a Project

Select a project from the Project Link list to
display the key fields of the selected project in a
list for the index field.

Click Save.
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Edit Field: Last Name x
‘General
Field Name * Type
Last Name ‘ ‘ Project Link v ‘
Character Length (Min and Max) Mask

Min ‘u ‘

‘ 0

Default

Project Link

Alumni Donations

Options (Comma separated)

Settings
Key Field Required
Default Sort Unique
Separator Relationship Double Entry

Key Visual Field

Key Visual Mask

Visual Options

o/ Search Results List

Assignments Page
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What is a separator?

This lesson provides information about separators in WebDocs.
Separators are useful to organize dividers. They provide a level of organization between the file and dividers.

You can set properties for separators using the following methods:

« Setting project properties of a separator, which are applicable to all the separators of that project.

« Setting properties of an individual separator.
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What is a divider?

This lesson provides information about dividers in WebDocs.

Dividers help to logically group documents in a file. You can create dividers for a project to index documents of all the files of
the project. Dividers can also be used to implement security and restrict access to the documents within a divider. You can
set properties for dividers using the following methods:

 Setting project properties of a divider, which are applicable to all the dividers of that project.

« Setting properties of an individual divider.

You must configure the dividers, after you have added the dividers to a project.
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How do I add a separator?

You can add separators to a project one at a time, or you can add multiple separators to a project at a time. In both the
cases, you must configure the separator or separators, after you have added the separators to a project. This lesson shows

you how to add a separator.

Note: Separators need to be enabled for a project you want to add separators to.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

 Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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] -
|— M 7 AP Check Match Project
P M & pchecks
P T o apwvoce 4
# M 10 apuneitem
p T n oaeeo
# T 12 AP Receiving Documents
# M 13 Apvendors -
fe 2 P — E

p—

upland FileBound Fred Smith v

SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
Users Alumni Donations| ‘ ‘ Accounts Receivable v ‘
Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e

Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)

diiR 2 0 8K N

Enable

Separators

ﬁ Enable Separators Separator Label

Page 72



Adding a Project

WebDocs"

5. Open New Separator Dialog Box

1. Click the Separators tab.

2. Click Add on the toolbar.
The New Separator dialog box opens.

6. Specify the Separator Name

+ You can specify the name of the separator in the
Separator Name box.

7. Specify Alternate Name

+ You can specify an alternative separator name as
per the requirement in the Normalize box.
You can change the name of the separator when
you export or email documents from the Viewer.
For example, documents placed under the 'Oct-
Dec' separator, are exported with the name
‘Financial Quarter 3'.

——

upland FileBound

Fred Smith ¥

B | SYSTEMSETTINGS ¥
- e Project: AutoDealership ~  Configuration: Fields/Divider/Separator + Deiste | tmport | Retresn
V4
2 | Projects ‘“;'-: Sername contans O\‘ Found 0 Separator(s)
Clt Fields Dividers Separators
Q Users
o OOEsl == T = Tem e
(=] EEEEES Please select Add on top right to add a Separator
: Widgets
@ Automation
s Launch Admin Viewer
New Separator x
General

Normalize

Separator Name +
‘on -Dec
£3

Sort Order

E \

‘Relate To Field' Value

Required

New Separator

Defautt (will be applied if no separator is assigned)

General

Separator Name *

Normalize
[oct-pec |'| [Fnencel quarters |
Has R
\ [ \
‘Relate To Field' Value Required

Default (will be applied if o separator is assigned)
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8. Specify an Alias Name

+ You can specify an easy alias name for the
separator by typing in the Alias box.
You can substitute the original separator name
by an alias name while generating barcode index
for the documents. This is helpful when the
separator name is very long or contains a lot of
punctuations.

9. Specify Sort Order

* You can alter the order of the list of separators
by typing the numerical order in the Sort Order
box.

By default, WebDocs organizes separators in
alphabetical order.

10. Manage the Availability of Separator

« You can manage the availability of separators for
the documents in a file, by providing value of the
index field in the 'Relate To Field' Value box.
This is possible, when an index field of the
project is related with the separators. Specific
value for the related index field is assigned to the
separator. While adding documents in the files,
the separator becomes available only for the
files, having index field value same as the value
assigned to the separator. If you don't provide
any value for the 'Relate To Field' Value box,
then the separator is available for all the files.

New Separator x

General

Separator Name * Normalize

‘on - Dec ‘ ‘ Financial Quarter 3 |

Alias. Sort Order
i quarer N e |

Required

‘ Default (will be applied if no separator is assigned)

New Separator x

General

Separator Name * Normalize

Alias Sort Order
| N \

‘Relate To Field' Value

Require:

‘ Default (will be applied if no separator is assigned)

New Separator x

General

Separator Name *

[oc-oe \

Alias Sort Order
[rorocuarer N |

‘Relate To Field' Value Required

‘h’\vmta Date ‘

For example, in the Clinic Records project, the Patient Summary separator is available for arranging documents in
the files, having the DOB index field value equal to 12/20/88. Here, the DOB index field is related with the

separators.

Note: To relate a separator with an index field, you must select the Separator Relationship check box in the
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Settings tab of the index field, along with providing value for the ‘Relate To Field' Value box. For any project you
can relate a separator to only one index field.

11. Select the Required Check Box
+ You can select the Required check box, to make

the separator mandatory.

General

Separator Name *

‘on - Dec ‘

Alias.
‘Thlrd Quarter ‘

Relate To Field' Value

‘Invm(e Date ‘

12. Select the Default Check Box
1. You can select the Default check box,to make

the separator the default separator.

General
2 Cl k S Separator Name = Normalize
. 1C ave. ‘on,De[ | ‘Fmar\ua\Qumer} ‘
Alias
[hird Quarter |

‘Relate To Field' Value

Invoice Date |

| Default wil b
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How do I add a divider?

You can add dividers to a project one at a time, or you can add multiple dividers to a project at a time. In both cases, you

must configure the divider or dividers, after you have added the dividers to a project. This lesson shows you how to add a
divider.

1. Click the Central Administration Button

11 APPO

e Click the Central Administration button at the upland FileBound S
. B | sysem G
bottom-left corner of the WebDocs window. St s ses | ove [ tmpn | g | e
The SYSTEM SETTINGS menu appears. | — q S
Groups
I O ) e ey e e o
@ | ves # M 5 _epensereportiine ems ‘
” m -«
@ -
= M 30 APt
5] M 7 AP CheckMatchProject
ﬁ 8 AP Checks
M o Arinvoice v
M 10 ApLinettem
@ n APPO
M 12 APReceivin g Document s
o .
2. Click Projects
« Click PI'OjeCtS. upland FileBound Fred Smith =
The Projects page appears. o L s | e | oot | o | e
Vs
|| Projecs | r— q : Found 20 rojects
2
Qo I N o s e e e A
% Vendors £ M 5 _xpensereportiine items =
| Semens # M 2 _Expenserepors
Widgets M 18 AumniDonations v v
@ Y — M 30 AnProject v v v v
< [ M 32 AnProject! 201504171723 51 v v v v
-~ M 7 AP Check Match Project
!.__ll ﬁ k-3 AP Checks
is M o APinvice v
E M 10 APLineltem
i}
i}
i}
i
m
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open New Divider Dialog Box

1. Click the Dividers tab.

——

upland FileBound

EE | SySTEM SETTINGS
-

Fred Smith ¥

. I [ -
2. Click Add on the toolbar. wanopss q A —
The New Divider dialog box opens. | roms Filds Dhiders Separators
Groups
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Vendors

System Errors
Widgets
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Launch Admin Viewer
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6. Specify the Divider Name

* You can specify the name of the divider in the
Divider Name box.

General

Divider Name * Normalize

‘ Sales Representative ‘ | ‘

3 Sort Order
\ | b \
Separator Required
‘ Default (will be applied if No other divider is assigned)

Master Sheet

Enable Master Sheet

Header

Entry

Footer
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7. Specify Alternate Name

* You can specify an alternative divider name as

per the requirement in the Normalize box.
You can change the name of the divider when

you export or email documents from the Viewer.

For example, documents placed under the 'Sales
Representatives' divider, are exported with the
name 'SR".

General

Divider Name *

Normalize

‘ sales Representative

‘SR

Alias

T

o

Separator

Required

Default (will be applied if no other divider is assigned)

Master Sheet

Enable Master Sheet

Header

Entry

Footer

4

8. Specify an Alias Name

« You can specify an easy alias name for the New Divider
divider by typing in the Alias box.

You can substitute the original divider name by
an alias name while generating barcode index for
the documents. This is helpful when the divider = N I ‘
name is very long or contains a lot of

Sparator

punctuations. | |

General

Divider Name * Normalize

‘Sales Representative | ‘ E ‘

Required

Default (il be applied if no other divider is assigned)

Master Sheet

Enable Master Sheet

Header

Entry

Footer

4
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9. Specify the Order

* You can alter the order of the list of dividers by
typing the numerical order in the Sort Order e
bOX' Divider Name * Normalize
By default, WebDocs organizes dividers in (s st e |
alphabetical order. e | i ‘
Separator TequTet
‘ M ‘ Default (will be applied if no other divider is assigned)
Master Sheet
Enable Master Sheat
Header
Entry
10. Select a Separator
+ Select a separator name from the Separator list
to associate a separator with the divider. coneal
Note: The Viewer displays the dividers, e —
associated with the separator while adding a new [t repeemave NE |
document. e ol \
Separator Required
| First Quarter M ‘ Default (will be 3pplied if no other divider is assigned)
Master Sheet

Enable Master Sheet

Header

Entry

Footer

4
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11. Select the Required Check Box

* You can select the Required check box, to make
the divider mandatory.

12. Select the Default Check Box

1. You can select the Default check box, to make
the divider the default divider.

2. Click Save.

General
Divider Name * Mormalize
Sales Representative ‘ ‘SR ‘
Alias Sort Order
‘sn ‘ ‘2 ‘
Separator ~/ Required
[t uorer -]
FauTt (wil be applied if no other divider is assigned)
Master Sheet
Enable Master Sheet
Header
4
Entry.

Footer

‘General
Divider Name * Normalize
Sales Representative ‘ ‘SR ‘
Alizs Sort Order
B | G |
Separator Required.
‘ First Quarter v ‘ - -
' Default (will be applied if no other divider is assigned)
Master Sheet
Enable Master Sheet
Header
4
Entry
4
Footer
4
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How do I delete a separator?

This lesson shows you how to delete a separator.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Delete a Separator

1. Click the Separators tab.

upland FileBound Fred Smith v

1] W
B | SYSTEM SETTINGS ¥

2. Click the delete button adjacent to the separator
you want to delete.

The separator is deleted after confirmation.

a— Project: AutoDealership +  Configuration: Fields/Divider/Separator Aada ‘ Delete ‘ Import ‘ Refresh

e ‘::;s ator name contains Ck‘ Found 4 Separator(s)

CIEE] Fields Dividers Separators
Users
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Note: Once the separator is delete, it is no longer
available in the search, file entry, and so on. The deleted
separator will still be available in a viewer. This behavior is
to prevent the loss of document when a separator is
deleted. The deleted separator is displayed in a viewer
until it is changed or deleted from a viewer.
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How do I delete a divider?

This lesson shows you how to delete a divider.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Delete a Divider

1. Click the Dividers tab.

2. Click the delete button adjacent to the divider
you want to delete.
The divider is deleted after confirmation.
Note: Once the divider is delete, it is no longer
available in the search, file entry, and so on. The
deleted divider will be still available in a viewer.
This behavior is to prevent the loss of document
when a divider is deleted. The deleted divider is
displayed in a viewer until it is changed or
deleted from a viewer.
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How do I edit the properties of a separator?

This lesson shows you how to edit the properties of a separator.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

upland FileBound

T M
BB | sysTeMm SETTINGS

Q Groups

Users

@ Vendors

| Sremems

e | Wdes

= @ Autom:

15/ | ——

(=]

2. Click Projects
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The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open Edit Separator Dialog Box

1. Click the Separators tab.
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How do I edit the properties of a divider?

This lesson shows you how to edit the properties of a divider.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open Edit Divider Dialog Box

1. Click the Dividers tab.

2. Click the edit button adjacent to the divider you
want to edit.

The Edit Divider dialog box opens.

6. Edit the Divider Properties

« Edit the divider information, and then click Save.
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What are the properties of a separator?

This lesson provides information about the properties of a separator.
Separator Properties

Order: This box allows users 0 speify the oder ha
separators are displayed in a viewer. —

Separator Name * MNormalize

Separator Name: This box allows users to specify a name [ ] | \

Alias Sort Order
for the separator. \ | b \

‘Relate To Field' Value Required

Normalize: This box allows users to specify an alternative ‘ | Oefa i e ppte roseparsorts e
name for the separator.

Alias: This box allows users to specify an alias name for

the separator.

'Relate To Field' Value: This box allows users to manage the availability of the separator for the documents in a file.
Required: This check box allows users to make the separator mandatory.

Default: This check box allows users to make the separator the default separator.
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What are the properties of a divider?

This lesson provides information about the properties of a divider.

Divider Properties

Order: This box allows users to specify the order that

dividers are displayed in a viewer.

General

Divider Name * Normalize

Divider Name: This box allows users to specify a name for [ | | \

the d|V|der "’"'ﬂs ‘ ‘s;.nomﬁr ‘

Separator Required

Normalize: This box allows users to specify an alternative \ d Deft b pplecfnoster e g
name for the divider.

Master Sheet

Alias: This box allows users to Specify an alias name for Enable Master Sheet
the divider.

Separator: This list allows users to select a separator ey
name to associate the separator with the divider.

Required: This check box allows users to make the divider
mandatory.

Default: This check box allows users to make the divider
the default divider.
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How do I specify the order in which the separators are displayed

within a document viewer?

This lesson shows you how to specify the order in which the separators are displayed within a viewer.

1. Click the Central Administration Button

Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.
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2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open Edit Separator Dialog Box

1. Click the Separators tab.
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How do I specify the order in which dividers are displayed within a

document viewer?

This lesson show you how to specify the order that dividers are displayed within the Viewer or the Web Viewer.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

+ Click Projects.
The Projects page appears.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open Edit Divider Dialog Box

1. Click the Dividers tab.

2. Click the edit button adjacent to the divider you
want to edit.

The Edit Divider dialog box opens.

6. Specify the Order of the Divider

1. You can specify the position of the divider within
the list of dividers by typing the numerical order
in the Sort Order box.

By default, WebDocs arranges dividers in
alphabetical order.

2. Click Save.
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How do I use a separator Alias?

You can substitute the original separator name by an alias name, while generating barcode index for the documents. This is

helpful when the separator name is very long or contains a lot of punctuations. This lesson shows you how to use a separator
alias.
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)
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Enable
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5. Open Edit Separator Dialog Box

1. Click the Separators tab.

upland FileBound Fred Smith ¥

Wl | SySTEM SETTINGS ¥

2' C||Ck the ed|t button ad_jacent to the Separator | Main Options ‘Prme:(‘Au(uDea\ershlp - (onﬂgurat\Drg\Fl‘elds/DmderfSeparamr - Add ‘ Delete | Impart ‘ Refresh
. 2 Projects Separator name contains Found 4 Separator(s)
ou want to edit.
y . . o Groups Fields Dividers Separators
The Edit Separator dialog box opens. Q| e
Widgets F M o jan-mar Fourth Quarter
@ @ Automation £ M o ju-sep Second Quarter
s Launch Admin Viewer # M 2 oa-pe Third Quarter
(et
5]

6. Specify an Alias Name

‘ &

+ You can specify an easy alias name for the (R AT AT
separator by typing in the Alias box.

General

Separator Name + Normalize

[spen ] | |

Allas Sort Order
[ uarer 1 o |

‘ Required

Default (will be 2pplied if no separatar s assigned)
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How do I use a divider alias?

You can substitute the original divider name with an alias name when using barcodes to identify the divider documents will
be located in during scanning and importing. This is helpful when a divider name is very long or contains spaces or a lot of
punctuation. This lesson shows you how to use a divider alias.

1. Click the Central Administration Button

e Click the Central Administration button at the upland FileBound S
. B | sysem G
bottom-left corner of the WebDocs window. St s ses | ove [ tmpn | g | e
The SYSTEM SETTINGS menu appears. | — q S
Groups
I O ) e ey e e o
@ | ves # M 5 _epensereportiine ems ‘
” m -«
@ -
= M 30 APt
5] M 7 AP CheckMatchProject
ﬁ 8 AP Checks
M o Arinvoice v
M 10 ApLinettem
@ n APPO
M 12 APReceivin g Document s
.o .
2. Click Projects
« Click PI’OjeCtS. upland FileBound Fred Smith =
H BB | SySTEM SETTINGS ¥
The Projects page appears. — s | o | e | s |
Vs
|| Projecs | r— q : Found 20 rojects
2
Qo I N o s e e e A
% Vendors £ M 5 _xpensereportiine items =
| Semens # M 2 _Expenserepors
Widgets M 18 AumniDonations v v
@ Y — M 30 AnProject v v v v
< [ M 32 AnProject! 201504171723 51 v v v v
-~ M 7 AP Check Match Project
!.__ll ﬁ k-3 AP Checks
is M o APinvice v
E M 10 APLineltem
WM n aero
m
m
m
o 5 .
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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BE | ssiemserines
. Add ‘ Delete ‘ Import ‘ Export =
Main Options
M Projects | peres
| e
B e—— q . S
o\ = e |Document| | separator | Divider | Field
4 Locking Security | Security | Security
% Vendors A
S o 5 _Expense Report Line items.
o) System Errors. o
# M 4 _ExpenseReports
Widgets -
® M 15 Aumnidanations v ¥
@ Automation =
S 7 M 30 AnProjectt v v v v
Launch Admin Viewer oy
. M 33 An_Project 2015-04-17 17.23.51 v v 4 v
] -
|— M 7 AP Check Match Project
P M & pchecks
P T o apwvoce 4
# M 10 apuneitem
p T n oaeeo
# T 12 AP Receiving Documents
# M 13 Apvendors -
fe 2 P — E

p—

upland FileBound Fred Smith v

SYSTEM SETTINGS §

Main Options Project: Alumni Donations = | Configuration: Project Settings

| Projects General Security Assignments
Groups Project Name * Project Type *
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Vendors Hide Project From Lists File Merge

1 Merge Files Based on Key Field Only v ‘
System Errors Enable Report Viswer [ Y e

Note: Only enable when viewing COLD reports.

Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)
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5. Open Edit Divider Dialog Box

Fred smith ¥

1. Click the Dividers tab. upland Filesound

WE | ySTEM SETTINGS
- 1

2. Click the edit button adjacent to the divider yOU e e ‘Froje[l Aumni Donations ~ Conﬂguralluon\‘F\e\ds/Dlvlder/Separamr - ags | e | wmport | merresn
. [R— Divider name contains Found 2 Divider(s)
want to edit. |
G Flelds Dividers Separators

The Divider dialog box opens.

Users

System Errors ]

0 Donation

Widgets T o ever

@ Automation

Launch Admin Viewer

# @iiEeODp O 8K

6. Specify an Alias Name

L. You can specify an easy alias name forthe
divider by typing in the Alias box. s
2. Click Save. fn‘jf:::““ ‘ ‘“""“"“ ‘
Alias. Sort Order
Em— N \
Eparator Required
‘ M ‘ Default (will be applied if no other divider i assigned)
Master Sheet
Enable Master Sheet
Header
Entry
Footer
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How do I associate a divider with a separator?

This lesson shows you how to associate a divider with a separator.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

upland FileBound

T M
BB | sysTeMm SETTINGS

Q Groups

Users

@ Vendors

| Sremems

e | Wdes

= @ Autom:

15/ | ——

(=]

2. Click Projects

+ Click Projects.
The Projects page appears.

| 2
Q
B
(=]
®
s
Fet
g

upland FileBound

(1] v
BB | SYSTEM SETTINGS

P

Projects

Projects

q\ Found 25 Project(s)

B B

B B B 5 B

B 5 B 5

5

Document| Separator Field
I e e e A P
s

_Expense Report Line tem:

An_Project!

AP Check Match Project

AP Checks

Fred Smith v

g |-

Found 30 Project(s)

S== =

B B B B B B

E === 1]

Document] ‘Separator | Divider m
I L e e e
s

S _ExpenseReport Line item:

An_Projectt
An_Project] 2015-04-1717_23.51
AP Check Match Project

AP Checks
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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5. Open Edit Divider Dialog Box

1. Click the Dividers tab.

upland FileBound Fred Smith =
. . . o B | SYSTEM SETTINGS ¥ N
2' C||Ck the ed|t button adJacent tO the dIVIder you e EETs Project: Auto Dealership ~  Configuration: Fields/Divider/Separator ~ Add ‘ Delete ‘ Import ‘ Refresh I
Want to ed|t | — ‘,‘w,\:—:lla\“—::; tains C\‘ Found 61 Divider(s)
. o o . Groups elds ividers eparators
The Edit Divider dialog box opens. ’ ’ e

:

Vendors

System Errors

Y T T TR
18

Widgets l Additional Finance

@ Automation Disclosure
16 Ally Loan Application
6 AllyRetail

6 AllySmartlease

Launch Admin Viewer

33 BarsReprinted Documents

aiiE 0O 0 L 8K

7 Birdogs/Ck Request

14 Buyers Guide Warranty

36 Cardfor Redemption

o

B B B Bt B B Bt a»l'a'=

h Raccint hd

6. Select a Separator

1. Select a separator name from the Separator list Edit Divider: Additional Finance Disclosure
to associate a separator with the divider.

o . ‘General
Note: The Viewer displays the dividers, o o
associated with the separator while adding a new [eetmonst France iscosre | | \
document. e = |
2. Click Save. frme | Rﬁ:uized -
Default (will be applied if no other divider is assigned)
Master Sheet

Enable Master Sheet

Header

Entry

Footer
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How do I enable the Master Sheet for a divider?

Master sheet is an HTML document that is associated with dividers and allows you to add notes for files. The notes displays
the name of the user, date, and time stamp when the note was added. You can specify HTML parameters that are used while

generating master sheet for a file for the first time.

Note: Master sheet parameters are set for a project and are applicable to all the files in the project.

This lesson shows you how to enable the master sheet for a divider.

1. Click the Central Administration Button

« Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Projects

 Click Projects.
The Projects page appears.
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upland FileBound

Fred Smith v

| sysen G
] SYSTEM SETTINGS

Main Options
2,

N
Users

@ | Vendors

G semees
= Widgats

= @ Automation
g

Launch Admin Viewer

(=]

upland FileBound

mm | gsemsernes §

(1]
| Z
Qo
% Vendors
] System Errors.
@ Widgets
® Automation
3 Launch Admin Viewer
]

Projects

[ | | o]
# M s _expenseReportLineitems
? M 4 _Epenserepons
M & AumniDonations
M 30 AnProject
# M 7 AP CheckMatchProject
P M & archecks
p M o invoce
M 10 Arlinetem
M n e
# M 12 AP Receiing Documen ts
M 12 Apvendors

Projects

Document] Separator
T 0 e e e e

[ | |
# M 5 _ExpenseReportLineitems
# M 4 _ExpenseReports
# M 18 AumniDonations
# M 20 AnProject
# M 3= AnProjecti 0150417172351
M 7 APCheck Match Project
M & APchecks
M o APinvoice
M 10 APLineltem
M 11 apeo
M 12 APReceiving Documen t
@ 13 APVendors
M 2 APWorkfiowAssignment

Document| Separator Field
I T e e e e

Found 25 Project(s)

Fred Smith v

ko | vase | impor | Bt | e

Found 30 Project(s)

<
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3. Open Project Configuration Page

 Click the edit icon adjacent to the project you
want to edit.
The project configuration page appears.

4. Select Fields/Dividers/Separators

« Select Fields/Dividers/Separators from the
Configuration list on the toolbar.
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Widgets
® Automation

Launch Admin Viewer Revisions

Enable Document Revisions Number of Revisions (Use -1 for Unlimited)

diiR 2 0 8K N

Enable

Separators

ﬁ Enable Separators Separator Label

Page 112



Adding a Project

WebDocs"

5. Open New Divider Dialog Box

1. Click the Dividers tab.

2. Click Add on the toolbar.
The New Divider dialog box opens.

——

upl

dii ¢ OO0y L 8

o]

6. Select the Enable Master Sheet Check Box

« Select the Enable Master Sheet check box.

The default HTML parameters are displayed in

the Header, Entry, and Footer boxes.

and FileBound

SYSTEM SETTINGS ¥ o

Fred Smith ¥

Main Options, ‘ Divider

=Y Found 61 Dividerts)

| Projects
Groups
Users

Vendors

Dividers

m o

Separators

System Errors
Widgets
@ Automation

Launch Admin Viewer

= Et Bt Bl Bl Bl Bl B

gﬂ“mm
Y4 18

Additional Finance

Disclosure
AllyLoan Application
Ally Retail

Ally Smartlease

Bars Reprintad Documents
Birdogs/Ck Request
Buyer's Guide Warranty

Card for Redemption

b Daraint hd

General

Divider Name *

Edit Divider: Category change letter x

Normalize
[sosepresentrnes || |
Aias Sort Order
e |
Separator Required
| Changes v ‘

Master Sheet

Default (will be applied If no other divider is assigned)

/ Enable Master Sheet

ter Shest</tit

bg

t gcolor=fiff-<ce ing, EmptyVerdanastring Empty size=5a<b>
<usMaster Shect=us</b></fonts<br><brs<table width=100% cellpadding=0 cellspar rder=0x

|
Entry
<tr<td width=150><b=<L DATE ~USER-- Jtractr<td colspan=2<l TEXT><ftd></tr>ctr><td colspan=2a<hr>
<ttd><ltr>

Footer

<ftablex</center=</body></html=
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7. Update the Header Parameters

* You can update the HTML parameters for the

header from the Header box. o

Divider Name

Normalize
|55\ e Representatives ‘ ‘ ‘
Aias Sort Order
S \
Separator Required
[core= ]

Default (wil be applied if no other divider is assigned)

Master Sheet

o Enable Master Sheet

Header

ter Sheet</tit] color=ffffif><center><font face=string EmptyVerdanastring Empty size=5a<b>
<u>Master Sheete/us</b></font=<br><bractable width=100% cellpadding=0 cellspacing=0 border=0>

%
Entry

<tr>«<td width=150><b><!-DATE t USER—></ Jir>ctr><id colspan=2><l-TEXT-
<dtd<ftr>

e eltd<hr<tr<td colspan=2r<h

4
Foater

<ftable></center></body></ntmi>

8. Update the Entry Parameters

* You can update the HTML parameters for the

entry from the Entry box. e

Divider Name

Normalize

|Sa\ es Representatives ‘ ‘ ‘
Alias Sort Order

| | b |
Separator Required

| Changes M ‘

Default (will be applied if o other divider is assigned)

Master Sheet

« Enable Master Shest

Header

i ter Sheet</it bgcalor=ffifif<center<font face=string EmptyVerdenastring Empty size=S><b>
<u>Master Sheete/u</b></font<bra<br><table width=100% cellpadding=0 cellspacing=0 border=0>

P
Entry
<tr<td Width=150><b><L-DATE- t -USER-- ><tr<td colspan=2><L-TEXT—></td></tr><tr><td colspan=2<hr>
<A/t
4
Footer

<ftable></center></body></ntmi>-
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9. Update the Footer Parameters

1. You can update the HTML parameters for the Edit Divider: Category change letter
footer from the Footer box.

General

2' C “Ck save. Divider Name ‘ ‘Nnrmahze ‘

|55\ e Representatives

Aias Sort Order

S \
Separator Required
[cranges -

Default (wil be applied if no other divider is assigned)

Master Sheet

/ Enable Master Sheet

Header

ter Sheet</tit bgcolor=ffffif~<center><font face=string EmptyVerdanastring Empty size=5»<b>
<u>Master Sheete/us</b></font=<br><bractable width=100% cellpadding=0 cellspacing=0 border=0>

Entry
<tr<td width=150><b><-DATE-></! t -USER-—></ fir><troaid colspan=2»<LTEXT—></d></tr<tr><td colspan=2><hr>
EEE

Foater

<ftable></center></body></ntmi>
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Creating a User
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How do I add a new user?

This lesson shows you how to add a new user.

1. Click the Central Administration Button

« Click the Central Administration button at the upland FileBound
bottom-left corner of the WebDocs window. B cememe 4

Fred Smith v

Main Options Projects Add \ Delete \ Import ‘ Export ‘ Refresh
The SYSTEM SETTINGS menu appears. = [Exm— Y T
Q Groups.
I T 2 e e e
@ venwoss £ M 5 eensereport e tems ‘
1% P M 4 _Eensereports
= # M 18 AumniDonations
= M 30 anProject
1o} # M 7 AP CheckMatch Project
PO s Apchecks
p T s o v
# M 10 Arlnetem
# M a0
# M 12 APReceingDocuments

2. Click Users

« Click the Users icon.

upland FileBound searc Fred smith =
The Users page appears. EE | sestemsernes  §

| Main Options Main Options

Projects
s General Security Indexing Queue
Groups

Client Name *
‘ MGI DEMO ‘

Vendors

Workflow Emails

Server Time Zone * Default User Time Zone *
@ Automation ‘ (GMT-6) Central America, Central Time, Mexico City ¥ ‘ ‘(GMT—E) Central America, Central Time, Mexico City ¥ ‘
LA ENL T R «/ showall User Preference Screens Global E-form User
‘ Search Portal User M ‘
¢ Enable Recycle Bin

~/ Enable File Details Page

Licensing Properties

O aiiEe00p Lo 8

irance Infrrmatinn I Fancorrant Limite e
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3. Open New User Dialog Box

+ Click Add on the toolbar. upland FileBound ECET
The New User dialog box opens. ER e 4

o Deors s ) vece | mpor | e
Ma

Projects ‘ Jame, full name or e-mail contains Q‘ 2 Found 30 User(s)
B

Groups

LastLogin Bt
Q| [ | o] I I N -
% S 4 M 2z asc ABC ABCGest.com v
| Seemes P Om 1 admn Administrator  admin@mgi.com [ v v
® Widgets M 21 Anusernt An_user! useri@test.com 1 v
® Automation M 22 Anusen An_user2 user2@test.com :?;‘;/:ﬂ” = v

Launch Admin Viewer [ T — e v
2 .
|¢-I M 7 bwilson Barb Wilson bwilson@mgi.com v
= M 2 biohnson Blaine johnson  bjohnson@mgi.com oS v
= 083200
g M 13 bjones Blake Jones bjones@megi.com v

M 6 bstocks Brenda Stocks  bstocks@mgicom v
M 5 bdom Brian Dom bdorn@mgi.com ::/S'Sﬁ'” v

o, LI —— —— ~ 1

4. Specify the User Information

1. Clickthe Information tab. oo
2. Specify the name of the user in the User Name 5'*“”‘¥ stamps

bOX User Name * Full Name Password *

i J H )
3. Specify the password for the user in the s

Address 2
Password box. | || ‘
Note: The User Name and Password are B | | | \
mandatory fields. You can implement password
. . . . . Phone E-mail Fax
rules and restrictions using a scripting language \ | | \
on the server. — |
4. Specify rest of the information.
Preferences
5. Click Save to save the details. [varcpae R T——— .
Document View
Default Viewer
Web Viewer v Launch Viewer On Single Search Result
Open Web Viewer In New Window Allow Only One Viewer Instance

RZEETN
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How do I delete a user?

This lesson shows you how to delete a user.

Note: Only System Administrators and Access Administrators can delete users in a WebDocs system.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Users

 Click the Users icon.
The Users page appears.

WebDocs Admin Getting Started Guide

4 diiE 00y L 8

e —

upland FileBound

| oysen G
] SYSTEM SETTINGS

M

Vendors

System Errors.

Widgets

@

g jii K ®@ 2 0

——

upland FileBound

[ 1] STEM G
BB | SYSTEM sETTINGS

| Main Options
Projects
Groups
Vendors
System Errors
Widgets

@ Automation

Fred Smith v

brojects sao | vete | mpon | e | e

Found 25 Project(s}

I N ) e e e e A
/1 s

Launch Admin Viewer

5 _ExpenseReport Line items

M 4 _evwenseRepons
# M 18 Aumni Donations
# M 20 AnProjectt
# M 7 AP CheckMatch Project
P M & archecks
p M o invoice o
p M 10 Alietem
p M 1 swro
? M 12 aPReceing Documents
P o

13 APVendors

Fred Smith ¥

Main Options =

General Security Indexing Queue

Client Name * Website URL
‘ MGI DEMO ‘

Workflow Emails

Server Time Zone *

Default User Time Zone *

‘[cMm)(amra\ America, Central Time, Mexico City " ‘(GMT—B] Central America, Central Time, Mexico City "

&/ show all User Preference Screens Global E-form User

‘Search Portal User v ‘
~/ Enable Recycle Bin
~/ Enable File Details Page
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ieanca infarmatian | Fanmimant limite -
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3. Delete a User

+ Click the delete icon adjacent to the user you ‘ Fredsmit -
want to delete. SECIE 4 i | e | o | et

) ) . Main Options Users
The user is deleted after confirmation. Cr——— q . oo
Groups

Last Login Bt
e =] IR BT v
— W 2 asc nac ABCetestcom v

" @ 15/04/2015
System Errors 1 admin Administrator admin@mgi.com 120100 v il

AT . 1510412015
Widgets & M 21 Anusert An_userl useri@test.com B o
@® Automation & M 2 anuser An_user2 user2@test.com :3/?;/;;‘5 v
Launch Admin Viewer & M 12 ameyers Auto Meyers auto@mgi.com v
& M 7 bwison Barb Wilson builson@mgi.com v

p 10/04/2013

@mi.

# M 2 biohnson Blaine johnson  bjohnson@mgi.com e v
# M 13 bjones Blake jones bjones@mgi.com v
# M 6 bstocks BrendaStocks  bstocks@mgicom v

’ ™ 1410812014
# M 5 bdomn Brian Dorn bdormn@mgi.com 150500 v

o 28 R E—— T ——— il
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How do I edit a user?

This lesson shows you how to edit a user.

Note: Only System Administrators and Access Administrators can edit users in a WebDocs system.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Users

 Click the Users icon.
The Users page appears.
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3. Open Edit User Dialog Box

 Click the edit button adjacent to the user you upland FileBound edomith
Want tO edlt B | systemserines ¥

o eare ais | oae | mpor | R
The Edit User dialog b "G
e It User dia 0g DbOX opens. Projects [Name, ful na i q] 2 Found 30 Users)
. .-
Last Login Bt
Q| I T N T -
% S 4 M 2z asc ABC ABCGest.com v
[ (7o o rmnsrsor admim com s g g
® Widgets & M 21 Anusen An_usert useri@testcom 1 v
@ Automation S T 2 Anvwsen An_user2 user2@test.com e v
B | Lk adninviewsr VAN T — e N — v
4] & M 7 builson Barb Wilson builson@mgi.com v
= ;T 1010412013
i= 4 M 2 biohnson Blainejohnson  bjohnson@mg.com Lo v
g 4 M 13 biones Blake Jones bjones@megi.com v
# M o6 bstocks Brenda Stocks  bstocks@mgicom v
) = 1410812014
4 M 5 bdom 8rian Dorn bdom@meicom s v
o, > ™ —— T =k

4. Edit a User

L You can et the user by clicking the appropriate

tabs.

Information Security Stamps
2. Click Save to save the changes. e i
[femin || [Frea smin | |
Address Address 2
| \
City State il
\ N N \
Phone E-mail Fax

| [sruvempean N \

Web Site

Preferences

Start Screen User Time Zone

Global Assignments v ‘ (GMT-6) Cantral America, Cantral Time, Mexico City v
Document View

Default Viewer

Web Viewer v Launch Viewer On Single Search Result

«/ Open Web Viewer In New Windou Allow Only One Viewer Instance
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What are the User Information properties?

This lesson provides information about the user information properties for a user. The user information like, user name,
password, address, email address, phone number, and so on, are specified in the Information tab within the User dialog
box.

User Information

User Name: This box allows you to specify a user name

that the user will use to log on to WebDocs. (Requried field
when creating a new user.)

Information Security Stamps

User Name * Full Name: Password

‘f;rm(h ‘ ‘Fred smith ‘ ‘ ‘

Full Name: This box allows you to specify the full name of s s

the user. This may also sometimes be referred to as the \ | \
Display Name. This is the name that will be displayed = e I

when a list of users is displayed.

Password: This box allows you to specify a password that
the user will use to log on to WebDocs. (Requried field ‘ |
when creating a new user.)

Start Sereen User Time Zone

Address: ThIS bOX a”OWS you tO specify the address of the Global Assignments " ‘[GMT-E)CEn(raIp\mEn(a,(emramme Mexico City
user. Document View

Default Viewer
Address2: This box allows you to specify the remaining [ S ee——
part Of the address Of the User. ~/ Open Web Viewer In New Window Allow Only One Viewer Instance

City: This box allows you to specify the name of the city
the user is residing.

State: This box allows you to specify the name of the state the city is located in.

ZIP: This box allows you to specify the zip code of the area user is residing.

Phone: This box allows you to specify the phone number of the user.

E-mail: This box allows you to specify the email address of the user. (Requried field when creating a new user.)
Fax: This box allows you to specify the fax number of the user

Web Site: This box allows you to specify the URL of the website of the user.
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What are the User Preferences properties?

This lesson provides information about the user preferences properties. You can set preferences for individual users from the
Preferences section under the Information tab within the User dialog box.

User Preferences

Start Screen: This option allows you to select the first
page that is displayed after a user logs on to the system.

Custom URL: This option allows you to specify a URL, if
the Custom URL option is selected from the Start Screen
list.

User Time Zone: This option allows you to specify the
time zone that a user performs their work in.

Default Viewer: This option allows you to set the default
viewer for the user.

WebDocs Admin Getting Started Guide

User

IUser Information | Preferences | Security | Groups | Stampsl

Start Screen [Worl&spac:& ']

Custom URL

{custom start pags)

User Time Zone [ (GMT-6) Central America, Central Time, Mexico Gty ~ |

Diefault Viewer [We:b Viewer -

| [ Cancel
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What are the User Security properties?

This lesson provides information about the user security properties. You can implement security for a user from the Security
tab within the User dialog box.

User has rights to access the system: This option

enables the user to log on to WebDocs.

Information Security Stamps

Login

Force password change at next login: This option
prompts the user to change password on the next logon.

«/ User has rights to access the system Force password change at next login Login Expires

Login Expires: This option allows you to specify a date Rights
that a user's password will expire. After this date the user User s a System Administraor User only has rights to clipboard User s hidden from user lists
will be prompted to enter a new password. D T e e

Record Rights

User is a System Administrator: This option sets the
user account as a System Administrator. Assigned Groups

User only has rights to clipboard: This option limits the

user access to the WebDocs Clipboard.
User is hidden form user list: This option hides the user

account from being displayed in lists of users.
User is an Access Administrator: This options sets the user as an Access Administrator.
User only has rights to Forms menu: This option limits the user access to only the Forms menu after logging on.

Record Management Rights: This list allows you to specify the record management rights for the user.
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What can I do as an Access Administrator?

This lesson provides information on what you can do as an Access Administrator.

When you log on to WebDocs as an Access Administrator, you can administer groups and users from the WebDocs Central
Administration, but you cannot access the Main Options or Project Options.
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What can I do as a System Administrator?

This lesson provides information on what you can do as a System Administrator.

When you log on to WebDocs as a System Administrator, you have access to all the features of WebDocs, and you have
rights to perform all the tasks. You can create, configure, and manage users, groups, projects, and vendors.
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What am I not able to do as an Access Administrator?

This lesson provides information on what you are not able to do as an Access Administrator.

When you log on to WebDocs as an Access Administrator, you cannot create, configure, and mange, projects, vendors, and
workflow, and access the Main Options or Project Options.
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How do I make an annotation stamp only available to a specified
user?

When you add an annotation stamp for a user from the User dialog box, that stamp is available only to that user. This lesson
shows you how to make an annotation stamp only available to a specified user.

1. Click the Central Administration Button

+ Click the Central Administration button at the upland fiiegound
bottom-left corner of the WebDocs window. - R . o | e | mor | oor | e
The SYSTEM SETTINGS menu appears. BO| 1o E

Groups

o Document] Separator | Divider | Field
Users Locking Securlty | Securlty | Security

Fred Smith v

Found 25 Project(s}

Vendors S _ExpenseReport Line items
System Errors 4 _Expense Reports
Widgets 18 Alumni Donations

i K ®@ 2 0

@® Automation 30 AnProjecti

Launch Admin Viewer 7 AP Check Match Project

& AP Checks

B 5 B B B B B 8 B S 8

9 APInvoice 4
10 APLine ltem
S

2. Click Users

+ Click the Users icon. upland FileBound
The Users page appears. am | coresemies 4

Fred Smith v

| Main Options Main Options
Projects
» J Eme] Security Indexing Queue
Groups
Client Name * Website URL
‘MG\ DEMO ‘

Vendors
Workflow Emails

System Errors ‘ ‘

Widgets

[=]
@ Server Time Zone * Default User Time Zone *
@ Automation ‘ (GMT-6) Central America, Central Time, Mexico City ¥ ‘ ‘(GMT-E] Central America, Central Time, Mexico City ¥ ‘
LT e W/ show all User Preference Screens (Giobal E-form User
m ) ‘Search Portal User v ‘
&/ Enable Recycle Bin
= &/ Enable File Details Page
Licensing Properties
{) Wiranca Infarmatinn | Fancurrent Himite e
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3. Open Edit User Dialog Box

 Click the edit button adjacent to the user you upland FileBound edomith
Want tO edlt B | systemserines ¥

o eare ais | oae | mpor | R
The Edit User dialog b "G
e It User dia 0g DbOX opens. Projects [Name, full rame or e-mail contains q] 2 Found 30 Users)
. .-
Last Login Bt
Q| I T N T -
% S 4 M 2z asc ABC ABCGest.com v
| e @ 1 admin Adminisurator  admin@mgl.com 1 v v
® Widgets Ml 21 Anusent An_usert useri@test.com 1 v
@ Automation M 2 Anusen An_user2 user2@test.com e v
B | Lk adninviewsr [ T — e N — v
4] M 7 bwison Barb Wilson builson@mgi.com v
= . 1010412013
i= f 2 biohnson Blainejohnson  bjohnson@mg.com Lo v
g M 13 bjones Blake Jones bjones@megi.com v
M 6 bstocks Brenda Stocks  bstocks@mgicom v
& 1410812014
fi 5 bdom 8rian Dorn bdorn@megi.com s v
o, L —— T =k

4. Click the Add Button

L Click the Stamps tab

2. Click Add. Information Security Stamps 9
The Stamp dialog box opens. Cee 1 e | e ]

16 Approved False

17 Rejected False

18 Verified False o

RZEET"N
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5. Specify a Name

A unique identification number for the stamp is
displayed in the ID box.
ID

I |
:

Name ‘
‘On-hond ‘

SO DT T T T ST TS TET T

rENETSE

6. Select the Date/Time on Stamp Check Box (Optional)

stamp, select the Show Date/Time on Stamp

check box.

«/ sShow Date/Time on stamp

(Ve [ X o
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7. Click Browse For Stamp

1. Click Select File to select an image file for the
stamp.
The Open dialog box opens.

2. Select an image file from the dialog box, and
then click Open.

3. Click Save within the Stamp dialog box, to save
the stamp information.

Note: The stamp file format must be a .bmp 16 bit image.

ID
o |

MName
‘On-l"ond ‘

Show Date/Time on stamp

Select File

rENETN
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What can I do as a Record Manager?

This article provides information on what you can do as Record Manager.

How do I manage records as a Record Manager?

When you log on to WebDocs as a Record Administrator, you can declare and un-declare a document as record, place a
record on hold or remove hold from a record, and generate reports.
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What can I do as a Legal Hold?

This lesson provides information on what you can do as a Legal Hold.

How do I manage Legal Holds on records?

When you log on to WebDocs as a Record Administrator, you can apply or remove a record on hold, and generate reports.
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What can I do as a Record Administrator?

This lesson provides information on what you can do as a Record Administrator.

How can I manage records as a Record Administrator?

When you log on to WebDocs as a Record Administrator, you can assign rights to access Record Management to a user,
create policies, approve and dismiss disposition, declare and un-declare a document as record, apply or remove a hold on a
record, and generate reports.
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How do I assign Records Management rights to a user?

This lesson shows you how to assign records management rights to a user.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Users

 Click the Users icon.
The Users page appears.

upland FileBound

T M
BB | svsTeMm SETTINGS

=)

Main Options

Proj

Q.

Use

@ | vendors
ko

o= | Wi

= @® Automation

g Launch Admin Viewer

(=]

upland FileBound

mm | sys7ew semives
1] *

i R ®@ 3 0

Projects

s q|

Found 25 Project(s)

[i]

S B B B B

= =]

= =11

=1

Projects

5

Document| Separator
Full Text
N N L L e e e P ey

_Expense Report Line items

An_Project!

AP Check Match Project

AP Checks

q\ Found 25 Projectts)

==

= =]

=t Bt

= =11

= =]

=]

Document| Separator
I 0 0 e s e e ey

_Expense Report Line items

An_Project!

AP Check Match Project

AP Checks
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3. Open Edit User Dialog Box

—

 Click the edit button adjacent to the user you upland Fiesound A
want to assign records management rights to.

B | SySTEM SETTINGS }

=
add | Deiete | import | Reresh
Main Options Users ‘ ‘ ‘
The Edit User dialog box opens. P T —— : p—
[ 4
Groups
Q| e I T N T v
. —— S M & cdavis Carol Davis cdavis@mgi.com Vv -
b S M 2 cparmar Chandresh Parmar ~ cparmar@uplandsofiware.com 07/04/2015 18:48:00 4
| SeemEs .
& M 17 ddoe Dean Doe ddoe@mgi.com v
Widgets
@ M 16 Dsmith Dean Smith dsmith@education.com v
® Automation -
E 3 M 18 fsmith Fred Smith fsmith@mgi.com 08/041201511:29:00 & v
Launch Admin Viewer =
Ii 4 M o9 gmih Greg Smith gsmith@mgi.com v
KA}
# M 2 jonn John Doe johnd@filabound.com 08/04/2015 12:28:00 o v
= PO 12 jmeyers Judy Meyers jmeyers@mgi.com v
5] 20 ERET™ Mary Lee mlee@mgi.com 23/04/2014 13:15:00 v
P M 10 mbaks Mike Balsa mbalsa@mgi.com v
{} P M 4 owrignt Nancy Wright nwright@mgi.com v

4. Assign Records Management Rights

1 Click the Security tab.

2. Select an option from the Records rformaten sy @) s
Management Rights list. Login
Following options are available: o] s s s e PeeeR—m—— e
o Legal Hold Manager: This right allows =
a user to place a record on hold and
remove hold from a record.

Rights

J User is a System Administrator User only has rights to clipboard User is hidden from user lists

o Record Manager Th|s rlght allows a User is an Access Administrator User anly has rights to Forms menu

user to declare and un-declare a — @) ] sttt
document as record, put a record on- Dechrngecrds s up Retenton scedes o
hold, and remove hold from a record.
Assigned Groups
> Records Administrator: This right - ]
allows a user to perform all the caroun
activities a record manager can perform SEmTT

in addition to approving and dismissing
disposition of records, and creating

record series. ()] s [ %omn |

3. Click Save to confirm.
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How do I assign groups to a user?

This lesson shows you how to assign groups to a user.

1. Click the Central Administration Button

« Click the Central Administration button at the upland FileBound FEIEO
bottom-left corner of the WebDocs window. mR e 4

Main Options Projects Add \ Delete \ Import \ Export ‘ Refresh
The SYSTEM SETTINGS menu appears. | [romerane cnans Y e
Groups
N [ [ e e e A Y
# M 5 Expensereportlineitems 2
pmoe
g e
# M 30 AnProjectt
# M 7 AP CheckMatch Project
P M s apcheas
T s arinoice v
M 10 Artinetem
@ 1 APPO
[i]

12 AP Receiving Documents
M 13 APVendors -

2. Click Users

« Click the Users icon. upland FileBound —
The Users page appears. - R o | oue | mpo | o | e
| GES ‘: oject name contains Q‘ Found 25 Project(s)
I N I [ [ e S P e
@  vencors # M 5 _ExpenseReportLineitems -
1 System Errors # M 4 _ExpenseReports
e Widgets M 128 AumniDonations
= . -
5] T A T # M 7 AP Check Match Project
PO s AP Checks
@ 9 AP Invoice 4
M 10 Aplinetem

= =]

to)
=]
>

<
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3. Open Edit User Dialog Box

 Click the edit button adjacent to the user you upland Fiegound Fredsmitn -
H H B | SySTEM SETTINGS ¥
want to assign records management rights to. S | e - o | v | | it
. .
The Edit User dialog box opens. 9 1o T —— : Fons 205
o
Q| e I T N N -
% - S M 8 cdavis Carol Davis cdavis@mgi.com v -
S M 2 cparmar Chandresh Parmar ~ cparmar@uplandsofiware.com 07/04/2015 18:48:00 v
| Seemeros o
& M 17 ddoe Dean Doe ddoe@mgi.com v
Widgets =
@ f M 16 osmih Dean smith dsmith@education.com v
® Automation -
E 3 B[ﬂ] 18 fsmith Fred Smith fsmith@mgi.com 08/041201511:29:00 & v
Launch Admin Viewer =
[ & M 9 gmih Greg Smith gsmith@mgi.com v
_ S M = pomn John Doe johnde@filebound.com 08/04/201512:28:00 o} v
= PO 12 jmeyers Judy Meyers jmeyers@mgi.com v
1] F M 3 e Mary Lee mlee@mgi.com 23/04/2014 12:15:00 v
P M 10 mbaks Mike Balsa mbalsa@mgi.com v
ﬁ P M 4 owrignt Nancy Wright nwright@mgi.com v

4. Assign Group to a User

1. Click the Assign tab.

Assigned Groups

2. Click the Assign within the Assigned Groups I

section. o

The Assign Groups dialog box opens.

4.1 Select Users

want to add.
= ... F

Or,

Admin Manager AP Clerk

AP Manager auTO
Click Select All, to select all the groups displayed cro /| cGroupt
within the dialog box. HR Manager Intern Group

2. Click Apply, to add the selected groups to the ! e

Sales Sales Manager
user. ¢

3. Click Save at the bottom-right corner of the Edit
User dialog box.
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Creating a Group
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What is a Group?

This lesson provides information about groups in WebDocs.

A WebDocs group is a collection of users with similar access rights that allows you to implement security for the WebDocs
system. You can assign various rights related to files, documents, dividers, separators, annotations, and workflow to a group.
WebDocs allow users to be assigned to one or more groups based on their roles in the system. You can configure the a

group to specify what rights the users will have, which projects they will have access to, and what operations they can
perform.
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How do I add a group?

You can add groups in WebDocs to keep users with similar rights together. Rights configured for the group are applied to all
users in the group. Groups can be added to WebDocs by a System Administrator or Access Administrator user. This lesson
shows you how to add a group to WebDocs.

1. Click the Central Administration Button

+ Click the Central Administration button at the upland Filegoun Rt
bottom-left corner of the WebDocs window. S — o | s | s | e | st
V2
The SYSTEM SETTINGS menu appears. | [EEm— Y e
Groups
I I o e ey e e B
@ | venoors # M 5 _ExpenseReportLine items -
& System Errors ? 4 _ExpenseReports
= Widgats M 12 AumniDonations
Bl © Autoration M 2 anProect
1] Launch Adrmin Viewer M 7 AP CheckMatchProject
ﬁ 8 AP Checks
M o APinvoice 4
M 10 APLinetiem
@ " APPO
M 12 AP Receiving Documents
2. Click Groups
 Click the Groups icon. upland FileBound Fred s -
The right pane displays groups that are available. ol i o o | o | e

name

Main Options
Projects ‘

ntains Q‘ Found 16 Group(s)

Group name contains
=
Project Doc
Q= Admin Delete
i 4 m - 4

% Vendors B Admin Manager vV ¥ ¥ ¥ ¥ ¥ ¥ B
3| Smemes S B M s apce v ¥ ¥ ¥ ¥ ¥ ¥
Widgets £ B M 4 apmanager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
® ® Automation S @M v oo v ¥V ¥V ¥
B | L adminviewer /B @ s R R~ B~ I~ R~ R~
) S B 6 coow v ¥ ¥V ¥V ¥ ¥ ¥
= £ B M 6 HRManager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
= £ B M 15 memGrowp v ¥ ¥ ¥ ¥ ¥ &
© F8@ 7w vV ¥V ¥V VY
S B M s mmensger vV ¥V ¥V ¥

e 2.0 e AR
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3. Open New Group Dialog Box

e Click Add on the toolbar. upland FileBound Fred smit -
The New Group dialog box opens. ol e R one | e

Main Options

&

2
Projects

Q‘ Found 16 Group(s)

tains
Project Doc
Admin Delete
B @ 2 v

[

®
Qs [ |
[ =]

% Vet T ¥ ¥ M ¥ ¥ ¥ ¥ g
System errors SR M 3 ek v I~ I~ R~ BV R I
Widgets S B E ¢ semenager v ¥ ¥ ¥ ¥ ¥ v
@ ® Automation ST 0 oam v ¥ ¥ ¥ ¥ ¥ ¥ ¥
B | dminvier FBE s vV ¥ ¥ ¥ ¥ & v W
14 4 M 16 corom vV ¥V ¥ ¥ ¥ ¥ &
4 M 6 HRMansger v ¥4 ¥V ¥ ¥V ¥ v ¥
£ BT 15 memerow v ¥ ¥ ¥ ¥ ¥~
@ FRm 7o I A B~ B B R
S B M & mManager v ¥ ¥V ¥ ¥ ¥ ¥

ol BT o s v ¥ ¥ ¥ ¥ V-

4. Specify Group Information

1. Click the General tab.
2. Specify the name of the group in the Group ‘““g" secnty Capure

Group Name *

N ame b OX. ‘ ‘ Project Administrator Add New Files to Users Clipboard

Note: Fife A right must be selected.

. . . Use Scanning Applications Print and View All Reports
3. Continue to select the appropriate group rights
for the group. File Rights
. . File Search File Add File Edit
4. Click Save at the bottom-right corner of the
. Empty File Recycle Bin File Delete Batch
dialog box.
File Checkout/Checkin File Transfer Manage Files In Quality Control
Document Rights
Document Viewing Document Printing Document Emailing
Document Exporting Document Add/Edit Document OCR Editing
Document Deleting Document Signing Empty Document Recycle Bin

Manage Indexing Queue Documents,

All User Documents v

Workflow Rights

Workflow Initiation Workflow Reports Only Workflow Assignment Management
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How do I delete a group?

This lesson shows you how to delete a group.

Note: You need to be a System Administrator or an Access Administrator to delete a group.

1. Click the Central Administration Button

+ Click the Central Administration button at the upland iesound T
bottom-left corner of the WebDocs window. — Rl H. e
The SYSTEM SETTINGS menu appears. H0| o oo q R

Groups

N N ) [ e S

# M 5 _EpenseReportLine tems A
m
m =
@ 30
m -
M & cheds
M o Apovoice 4
M 10 artierem
@ 1 APPO
M 12 APReceving Documen s

2. Click Groups

¢ Click the Groups icon. upland Fitesound Fred smith ~

The right pane displays groups that are available. e | crous o | s | e

‘G\ oup ains Q‘ Found 16 Group(s)

I N - N L O N A ey
/B @M 2 adminvanager I~ VRV A BV R
S B M s apce v ¥ ¥ ¥ ¥ ¥ &
S B M ¢ apmaneger v ¥ ¥ ¥ ¥ ¥ ¥ ¥
S B m v oo v ¥ ¥ ¥ ¥ ¥ ¥ ¥
fF B0 s «o v ¥ ¥ ¥ ¥ ¥ ¥ ¥
S B M 6 oo vV ¥V ¥ ¥ ¥ ¥ ¥
£ B M s HRManager v ¥V ¥ ¥V
S B M 15 imemcron vV ¥V ¥ ¥ ¥ ¥ ¥
FB@ 7o vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
£ B M s mmanager vV ¥V ¥V ¥V ¥ ¥V ¥V ¥
SR o s vV ¥V ¥V ¥ ¥ ¥ ¥ ¥
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3. Delete a Group

+ Click the delete icon adjacent to the group you upland ilegound Fred st~
want to delete. - el I o | s | e
The selected group is deleted after confirmation. [ommmemecrr qQ fous o
Q. [ | S e EE N A e
% Wi / n‘ﬁ 2 AdminManager ¥V ¥ ¥ ¥ M ¥ ¥ ¥ B
3| Semenn S B M 3 Apcek v ¥ ¥ ¥ ¥ ¥ ¥
The users that were members of this group are not @ " 4 g L] 8 (G e e
. @ Automation # m 1 AUTO
deleted but may not longer have access to projects as the = R AR R A =R =R
group |S deleted m : ] ? 16 CGroupl v 4 v 4 v v v
= S B M 6 HRManager vV ¥V ¥ ¥ ¥ ¥ ¥ ¥
- S B W 5 memcnw vV v ¥ ¥ ¥ ¥ ¥
@ SO 7o v ¥ ¥ ¥ ¥ ¥ ¥ ¥
S @M & mvenager Y ¥ ¥ ¥ ¥ ¥ ¥ ¥
o) S BT o s I I I B B~ B~ R~ I
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How do I edit a group?

This lesson shows you how to edit a group.

Note: You need to have System Administrator right to edit a group.

1. Click the Central Administration Button

e —

 Click the Central Administration button at the upland Filegound i
bottom-left corner of the WebDocs window. e (. o | o | o | opor | s

V4
The SYSTEM SETTINGS menu appears. | E— q a2 ot

Document| ‘Separator
I N L e e A A
s O

@ | Vendos
1

5 _ExpenseReport Line items

System Errors M 4 _expensereports
_‘I_l Widgets # M 18  AumniDonations
= $ M et
5] # M 7 AP CheckMatchProject
P M & archecks
P T o apmoce v
# M 10 Alnetem
p M 1 wro
# M 12 APReceving Documen ts
@ @ 13 APVendors
.
2. Click Groups
 Click the Groups icon. upland FileBound Fred smit
The right pane displays groups that are available. e | crous o | sose | s
7

ains Q‘ Found 16 Group(s)

Project Doc
Admin Delete
m 2 v

‘G\:\:

[ ||
/8

Admin ansger vV ¥ ¥ ¥ ¥ ¥ ¥
S B M s secex vV ¥ ¥ ¥ ¥ ¥ ¥
S B M ¢ apmaneger v ¥ ¥ ¥ ¥ ¥ ¥ ¥
S B @ v owmo vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
/S B 5 o vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
S B E e oo vV ¥ ¥ ¥ ¥ ¥ ¥
S B e rRmenager vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
SR s memonw vV ¥ ¥ ¥ ¥ ¥ ¥
FB@ 7o vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
S B M 8 Tuanager vV ¥V ¥V ¥V ¥ ¥ ¥ ¥
SR 9 siles vV ¥V ¥ v ¥ ¥ ¥ ¥
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3. Open Edit Group Dialog Box

p—

¢ Click the edit icon adjacent to the group you upland FieBound —
Want tO edlt B | systemserngs  §

Main Options Grcups A ‘ oo ‘ fefren
The Edit Group dialog box opens. [Ee— q Fout 15 ot
Groups
ol I I PN A A
B B @ 2 Admnvansger VvV ¥ ¥ ¥ ¥ ¥ ¥ ¥ 3§
3| SemEs S RM 2 waek v ¥V ¥ ¥ ¥ ¥ ¥
Widgers S BT 2 apmanager v ¥ ¥ ¥ Y
® ® Automation S BT v owmo VR R ™ B R B
Bl - i eer /B @ s = R~ R~ - R~ R~
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4. Edit a Group
» You can edit the group by clicking the

appropriate tabs.

General Assign Security Capture

Group Name *

‘ o/ Project Administrator Add New Files to User's Clipboard

‘Admm Manager
Note: File Adel right must be selectert

Note: You will need to log off and log on again to see the

J Use Scanning Applications ~/ printand View All Reports

File Rights

o/ Filesearch +/ File Add «/ FileEd

,/ Empty File Recycle Bin \/ File Delete J Batch

o/ File Checkout/Checkin &/ File Transfer Manage Files In Quality Control
Document Rights

&/ Document Viewing «// Decument Printing «/ Document Emailing

,/ Document Exporting J Document Add/Edit ,/ Document OCR Editing

«/ Document Deleting «/ Document Signing «/ Empty Document Recycle Bin

,/ Manage Indexing Queue Documents

All User Documents v

Workflow Rights

«/ Workflow Initiation «/ Workflow Reports Only Workflow Assignment Management
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What are the File Rights properties for a group?

The File Rights properties for a group are the file related rights assigned to a group. Based on the rights assigned to the
group, users of that group can perform file related tasks like searching for files, adding, editing, deleting, check-in, and
check-out files. The System Administrator can set the file related rights for a group from the General tab within the Group
dialog box.

This lesson provides information about the File Rights properties for a group.

File Rights:

File Search: This group right allow users of the group to File Rights
search for files within the assigned projects. The search e  Fleads o Fei
icon is available on the WebDocs main page, if the re SR 7 rlavdes 7
Search Files check box is selected.
s/ File Checkout/Checkin \/ File Transfer Manage Files In Quality Control

File Add: This group right allow users of the group to
create new files within the assigned projects, including
index values.

File Edit: This group right allow users of the group to edit index fields of the files within the assigned projects.

Empty File Recycle Bin: This group right allow users of the group to access the files that only they have deleted in the
Recycle Bin. Users will be able to restore or delete the file. (Must have File Delete rights to enable this group right.

File Delete: This group right allow users of the group to delete files within the assigned projects.

Batch: This group right allow users of the group to perform batch operations required for physical file tracking. The batch
icon is available on the WebDocs main page when the Batch check box is selected.

File Checkout/Checkin: This group right allow users of the group to check-out or check-in a file within the assigned
projects.

File Transfer: This group right allow users of the group to transfer a file from one user to another user. The transferred file is
checked-in for the user receiving the file, and checked-out for the user sending the file automatically by WebDocs.

Mange Files In Quality Control: This group right allow users of the group to manage files in quality control.

Note: The Batch, File Checkout/Checkin, and File Transfer file rights are used for projects that have physical file tracking
enabled.
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What are the Document Rights properties for a group?

The Document Rights properties for a group are the document related rights assigned to a group. Based on the rights
assigned to the group, users of that group can perform document related tasks like viewing, printing, emailing, exporting,
adding, editing, or signing a document. The System Administrator can set the document related rights for a group from the
Document Rights tab within the Group dialog box.

This lesson provides information about the Document Rights properties for a group.

Document Rights:

Document Viewing: This group right allow users of the Document Rights
group to view documents within the Web Viewer and the | Dacumat Vg | CocumantPriting | Cocumrt g
Windows Viewer.

&/ Document Exporting & Documen t Add/Edit / Documen t OCR Editing
Document Printing: This group right allow users of the o] Pocmenesre /] oot ¥l Gt
group to print documents from the Web Viewer and the W T s
Windows Viewer.

Document Emailing: This group right allow users of the
group to email documents from the Web Viewer and the Windows Viewer.

Document Exporting: This group right allow users of the group to export documents from the Web Viewer and the
Windows Viewer.

Document Add/Edit: This group right allow users of the group to add or edit documents within the Web Viewer and the
Windows Viewer.

Document OCR Editing: This group right allow users of the group to edit document OCR information in the Windows
Viewer.

Empty Document Recycle Bin: This group right allow users of the group to access documents that they have deleted in the
Recycle Bin. Users will be able to restore or delete the documents.

Document Deleting: This group right allow users of the group to delete documents from the Web Viewer and the
Windows Viewer.

Manage Indexing Queue Documents: This group right allow users of the group to access the Indexing Queue.

« All User Documents: When selected, all users that have access to the Indexing Queue will be able to see all
documents that have been added to the Indexing Queue by any user.

+ Global Indexing user Only Documents: When selected, users will only see documents that they have added to the
Indexing Queue and the documents that have been added to the Indexing Queue by the user that has been
designated as the Global Indexing Queue user within the Main Options.

Document Signing: This group right allow users of the group to apply electronic signatures to the displayed documents
within the Web Viewer and the Windows Viewer.
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What are the Annotation Rights properties for a group?

The Annotation Rights properties for a group are the annotation related rights assigned to a group. Based on the rights
assigned to the group, users of that group can perform annotation related tasks like applying annotations, permanently
saving annotations on a document, and showing or hiding annotations. A System or Access Administrator can set the
annotation rights for a group from the Annotation Rights tab within the Group dialog box.

This lesson provides information about the Annotation Rights properties for a group.

Annotations Rights:

Allow Temporary Annotations: This group right allow
users of the group to apply annotations to a document,
but they are not allowed to save the annotations that are 7 oty

applled tO the dOCUment. Annatations can be applied and printed, but not saved

Annotation Rights

&/ Allow Annotations &/ show/Hide Annotations «/ Burn In Annotations
Note: Document Edit Rights Required

Allow Annotations: This group right allow users of the
group to apply annotations to a document and save them.

Burn In Annotations: This group right allow users of the group to use the the Burn-In option within the Annotation tools,
burning in will make the annotation part of the actual document and cannot but undone.

Show/Hide Annotations: This group right allow users of the group to toggle annotations that have been applied to a
document on or off.
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What are the Workflow Rights properties for a group?

The Workflow Rights section provides options to specify grant various workflow related rights to users of the group. You
can allow users to initiate a workflow process, limit access to workflow reports only, and access workflow assignments.

This lesson provides information about the Workflow Rights properties for a group.

Workflow Rights:

Workflow Initiation: This group right allow users of the Workflow Rights
group to manually initiate a document into a workflow T, T —— U
route or process from within the Web Viewer or Viewer.

Workflow Reports Only: This group right allow users of
the group to run workflow related reports.

Workflow Assignment Management: This group right allow users of the group to have the ability to run a workflow status
report that provides the ability to re-assign workflow items to different users.
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What is the Add New group right?
This lesson provides information about the Add New group right.

The Add New group right allow users in the group to add

new files to the clipboard automatically, when the files are
created.

General Assign Security Capture

Group Name *

Project Administrator o/ Add New Files to User's Clipboard
Note: File Add right must be selected.

Admin Manager

Note: You must have the File Add check box selected Lse scaming Appcions princand e Al eprs
from the File Rights section in the Group dialog box.

Files are only added to the clipboard when using the Add

Content button located on the Icon Bar. Files that are

added using any of the WebDocs scanning or importing application does not add the file to the user's clipboard.
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How do I assign project access to a group?

You can assign projects to a group by adding one or more projects to the group. Users assigned to the group can access the

projects assigned to the group.

This lesson shows you how to assign projects to a group.

1. Click the Central Administration Button

Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

Fred Smith v

—
upland FileBound

un M
] SYSTEM SETTINGS

¥

Main Options. Projects Add \ Delete \ Import \ Export ‘ Refresh
2,
| i [Profct rame contans qJ Found 25 Projectts)
!
I N E o e e r e E Y
® Vendors # M 5 _ExpenseReport Lineitems -
G semees P M 4 _Eensereports
o Widgets # M 18  AumniDonations
*= | @ Auomaton # M 30 AnProject
1] Launch Adrmin Viewer # M 7 AP Checkmatch Project
P M s apchecks
# M o APivoice o
p M 10 Alietem
p M 1 aero
? M 12 AP Receiing Documents
@ # M 13 APvendors

2. Click Groups

 Click the Groups icon.
The right pane displays groups that are available.

upland FileBound

Fred Smith v

== SYSTEM SETTINGS ¥ o - ‘ o ‘ e
Wain Options p:
Projects ‘\3‘ oup name contains q‘ Found 16 Group(s)
® =]
Q= I N N - P e N Py
B /B @ 2 adminwmansger I~ VRV A BV R
o S B M s secex vV ¥ ¥ ¥ ¥ ¥ ¥
S B M ¢ apmaneger v ¥ ¥ ¥ ¥ ¥ ¥ ¥
@ S B m v oo v ¥ ¥ ¥ ¥ ¥ ¥ ¥
< SR m s o vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
[ S B M 6 oo vV ¥V ¥ ¥ ¥ ¥ ¥
= £ B M s HRManager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
= 7B E 15 meme vV ¥ ¥ ¥ YW
© FB@ 7o vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
£ B M s mmanager vV ¥V ¥V ¥V ¥ ¥V ¥V ¥
Ee] A TS R I B N N ™
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3. Open Edit Group Dialog Box

¢ Click the edit icon adjacent to the group you upland Fiiegound fredsnin =
want to edit. | cous o | e | v
. . V4
The Edit Group dialog box opens. | Em—— q Sp—
o

Ql . I I PN A A
% Vendors B @ 2 Adminmansger M ¥ ¥ M ¥ M M ¥ &

Ly Senes S0 3 woex vV ¥V ¥V ¥V ¥ ¥ ¥

Widgets S B M 2 apwensger vV ¥V ¥V ¥ ¥ ¥ ¥ ¥

® ® Automation S BT v owmo VR R ™ B R B

Bl - i eer /B @ s = R~ R~ - R~ R~

B S @ e corou v ¥ ¥ ¥ ¥ ¥ ¥

= S B M & HRManager v ¥ ¥ ¥ ¥ ¥ ¥ ¥

- £ B M 15 memcrow vV ¥ ¥ ¥ ¥ ¥ ¥

© F00 7 v I B B R B

S B M s mvansger v ¥ Y Y
ﬁ S R m 9 Sales v 4 4 v 4 4 4 v -

Ll .
4. Assign Projects to a Group
1. C“Ck the ASSign ta b. General Assign Security Capture

Assigned Projects

2. Click the Assign within the Assigned Projects
section.

The ASSign Projects d|a|og box opens. Alumn Denations
=
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4.1 Select Projects

1. Select the check box adjacent to the projects you
want to add.

Or,

Click Select All, to select all the projects
displayed within the dialog box.

2. Click Apply, to add the selected projects to the
group.

3. Click Save at the bottom-right corner of the Edit
Group dialog box.

WebDocs Admin Getting Started Guide

Select All ‘

Assign Projects x

‘ Show Selected

_Expense Report Line items

;/ Alumni Donations

AP Check Match Project
AP Invoice

AP PO

AP Vendors

Application for Enroliment
Check

HR Application

HR Terminated

Tech service Clients

Tech Services Prospects

Ubland Services Prospects

_Expense Reports
An_Project1

AP Checks

AP Line Item

AP Receiving Documents
AP Workflow Assignment
Auto Dealership

EXit Surveys

HR Employees

Repair Orders

Tech services Projects
University HR

Work Orders
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How do I assign users to a group?

This lesson shows you how to assign users to a group.

1. Click the Central Administration Button

 Click the Central Administration button at the upland Fiieound i
bottom-left corner of the WebDocs window. - e | ouen | .| o | s

Main Options Projects

The SYSTEM SETTINGS menu appears. 5O o [

Project name contains Q‘ Found 25 Project(s}

Q Groups
I N 3 e e e A Iy
@ venwoss £ M 5 eensereport e tems ‘
1% pm 4 Reports
L # M 18 AumniDonations
H= # M 20 Anproject
5] # M 7 AP CheckMatchProject

PO s Apchecks

P T o apmoce v

# M 10 APLnetem

# M a0

2 ST

@ @ 2

2. Click Groups

 Click the Groups icon. upland Fitegound Fred s~
. . H BB | sysTEM SETTINGS ¥
The right pane displays groups that are available. B Croupe o | s | e
Projects ‘G\ oup name contains Q‘ Found 16 Group(s)

-l

Q= NN N PPN R A P Y
% Vend: S B M 2 Adminmensger ¥y ¥ ¥ ¥ M M ¥ ¥ B
3| Smemes S B M s apce v ¥ ¥ ¥ ¥ ¥ ¥
Widgets £ B M 4 apmanager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
® ® Automation S @M v oo v ¥V ¥V ¥
B | L adminviewer /B @ s R R~ B~ I~ R~ R~
) S BT 6 o v ¥V ¥ ¥ ¥ ¥
= £ B M 6 HRManager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
= S B M 15 imemcrou v ¥ ¥V ¥V ¥ ¥ ¥
© F8@ 7w vV ¥V ¥V VY
S B M s mmensger vV ¥V ¥V ¥
e FBE o s AR
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3. Open Edit Group Dialog Box

p—

+ Click the edit icon adjacent to the group you upland FieBound Fredsmin -
H WE | SySTEM SETTINGS
want to edit. . | cous | v | e
The Edit Group dialog box opens. EEr——— q —
Groups
ol I I PN A A
B B @ 2 Admnvansger VvV ¥ ¥ ¥ ¥ ¥ ¥ ¥ 3§
Ly Senes S BT 3 waex vV ¥ v ¥ ¥ ¥ &
Widgers S BT 4 A mensger v ¥ ¥ ¥ Y
® ® Automation S BT v owmo VR R ™ B R B
Bl - i eer /B @ s = R~ R~ - R~ R~
4] S BT 16 coroupt vV ¥V ¥ ¥ ¥ ¥ ¥
= S B0 6 HRMansger Y ¥ ¥V ¥ ¥ ¥ ¥ ¥
= S B M 15 nemcow v v v ¥ 4 v ¥
© F00 7 v I B B R B
S BT s mvaneger v ¥V ¥ ¥ ¥ ¥ ¥ &
ﬁ S R m 9 Sales 4 4 4 v 4 4 4 v -

4. Assign Users to a Group

1 Clickthe Assign tab

2. Click the Assign within the Assigned Users Genera! sosign securiy capure
SeCtiOn. Assigned Projects

The Assign Users dialog box opens.

Alumni Donations

Assigned Users

bwilson

Jane Dee

jon
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4.1 Select Users

L Select the check box adjacent to the usersyou

want to add. e | J o s
Or, ABC admin 0
An_user1 An_user2
Click Select All, to select all the users displayed ) ameyers bwilson
within the dialog box. bjonnson  benes
2. Click Apply, to add the selected users to the e e
group. cdavis cparmar
ddoe Dsmith
3. Click Save at the bottom-right corner of the Edit  fsmith gsmith
Group dialog box. John meyers
mlee mbalsa
nwright cnadmin B
Nuser1 PreetiM
Ra Search s
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How do I assign access to Separators for a group?

You can enable separator security for a project to restrict access of the users in a group to only selected separators within the
project. You can enable separator security in the Project dialog box for the selected project.

This lesson shows you how to assign access to separators for a

1. Click the Central Administration Button

Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Groups

 Click the Groups icon.
The right pane displays groups that are available.

group.

Fred Smith v

—
upland FileBound

un M
] SYSTEM SETTINGS

Q
®
1]

(=]

¥

Main Options. Projects Add \ Delete \ Import \ Export ‘ Refresh

8
| f— [rromera

ql

Document| ‘Separator
Full Text
I I [ e e e e ey

5

Found 25 Project(s}

Groups
Users
Vendors _Expensz Report Line items

System Errors. 4 _Expense Reports

Widgets Alumni Donations
@ Automation An_Project!
Launch Admin Viewer AP Check Match Project
AP Checks

AP Invoice

AP Line ltem

APPO

AP Receiving Documen ts

= =10— === === =

AP Vendors

upland FileBound

Fred Smith v

== SYSTEM SETTINGS ¥ o - ‘ o ‘ e
Wain Options p:
Projects ‘\3‘ oup name contains q‘ Found 16 Group(s)
® =]
Q= I N N - P e N Py
B /B @ 2 adminwmansger I~ VRV A BV R
o S B M s secex vV ¥ ¥ ¥ ¥ ¥ ¥
S B M ¢ apmaneger v ¥ ¥ ¥ ¥ ¥ ¥ ¥
@ S B m v oo v ¥ ¥ ¥ ¥ ¥ ¥ ¥
< SR m s o vV ¥ ¥ ¥ ¥ ¥ ¥ ¥
[ S B M 6 oo vV ¥V ¥ ¥ ¥ ¥ ¥
= £ B M s HRManager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
= 7B E 15 meme vV ¥ ¥ ¥ YW
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3. Open Edit Group Dialog Box

p—

 Click the edit icon adjacent to the group you upland Fiegound fressmn
Want tO edlt BB | SYSTEM SETTINGS ¥ ‘ X ‘ .
) . . w Main Options Groups - h
The Edit Group dialog box opens. 0 e ] SS—
=]
—
Ql . I I PN A A
% Vend B @ 2 Adminmansger ¥ ¥ ¥ VM M ¥ ¥ B
o e S BT 3 waex vV ¥V ¥V ¥V ¥ ¥ ¥
Widge S B M 2 apwensger vV ¥V ¥V ¥ ¥ ¥ ¥ ¥
® ® Automatio S BT v owmo VR R ™ B R B
Bl - i eer /B @ s = R~ R~ - R~ R~
B S @ e corou v ¥ ¥ ¥ ¥ ¥ ¥
= S B M & HRManager v ¥ ¥ ¥ ¥ ¥ ¥ ¥
- S B @ 15 memcrow vV ¥ ¥ ¥ ¥ ¥ ¥
© F00 7 v I B B R B
S B M s mvansger v ¥ Y Y
Q S R m 9 Sales v “ 4 v 4 4 4 v
Ll
4. Assign Separators to a Group
1. Click the Assign tab. R —
2. Click the Assign within the Assigned Separators \“
section.

The Assign Separators dialog box opens and
displays separators from the projects assigned to
the group. This includes only the projects that
have separator security enabled.

4.1 Select Separators
L Select the check box adjacent to the separator

you want to add.

[ ] [
Or, &/ FirstQuarter (Alumni Donations) Fourth Quarter (Alumni Donations)
&/ second Quarter (Alumni Donations) Third Quarter (Alumni Donations)
Click Select All, to select all the separators
displayed within the dialog box.
2. Click Apply, to add the selected separators to

the group.

3. Click Save at the bottom-right corner of the Edit
Group dialog box.
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How do I assign access to Dividers

for a group?

You can enable divider security for a project to restrict access of the users in a group to only selected dividers within the
project. You can enable divider security in the Project dialog box for the selected project.

This lesson shows you how to assign access to dividers for a group.

1. Click the Central Administration Button

Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Groups

 Click the Groups icon.
The right pane displays groups that are available.

Fred Smith v

—
upland FileBound

un M
] SYSTEM SETTINGS

Q
®
1]

(=]

¥

Main Options. Projects Add \ Delete \ Import \ Export ‘ Refresh

8
| f— [rromera
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Document| ‘Separator
Full Text
I I [ e e e e ey

5

Found 25 Project(s}
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Users
Vendors _Expensz Report Line items

System Errors. 4 _Expense Reports
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Launch Admin Viewer AP Check Match Project
AP Checks
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APPO
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3. Open the Group Dialog Box

p—

 Click the edit icon adjacent to the group you upland Fiegound fressmn
Want tO edlt BB | SYSTEM SETTINGS ¥ ‘ X ‘ §
) . . w Main Options Groups - h
The Edit Group dialog box opens. | Em— q Sp—
o
Ql . I I PN A A
% Vend B @ 2 Adminmansger ¥ ¥ ¥ VM M ¥ ¥ B
o e S BT 3 waex vV ¥V ¥V ¥V ¥ ¥ ¥
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4. Assign Dividers to a Group
1. Click the Assign tab. PR
2. Click the Assign within the Assigned Dividers ‘“
section.

The Assign Dividers dialog box opens and
displays dividers from the projects assigned to
the group. This includes only the projects that
have divider security enabled.

4.1 Select Dividers

L. Select the check box adjacent to the divider you

want to add. =3
Select All ‘
Or' J Invoice (AP Invoice) Misc Documents (AP Invoice)

Click Select All, to select all the dividers
displayed within the dialog box.

2. Click Apply, to add the selected dividers to the
group.

3. Click Save at the bottom-right corner of the Edit
Group dialog box.

‘ Show Selected
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What is File Security used for?

This lesson provides information about the use of File Security in WebDocs.
File Security is used for restricting access of users to specific files on the basis of certain index criteria. For example, an

Invoices project is using an index file labeled "Department” and a group of users need to be restricted to only see files with a
value of "Sales" in the department field for the project.
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How do I set File Security for an index field?

This lesson shows you how to set File Security for an index field.

1. Click the Central Administration Button

 Click the Central Administration button at the upland Fiieound i
bottom-left corner of the WebDocs window. - e | ouen | .| o | s

Main Options Projects

The SYSTEM SETTINGS menu appears. 5O o [

Project name contains Q‘ Found 25 Project(s}

Q Groups
I N 3 e e e A Iy
@ venwoss £ M 5 eensereport e tems ‘
1% pm 4 Reports
L # M 18 AumniDonations
H= # M 20 Anproject
5] # M 7 AP CheckMatchProject

PO s Apchecks

P T o apmoce v

# M 10 APLnetem

# M a0
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2. Click Groups

 Click the Groups icon. upland Fitegound Fred s~
. . H BB | sysTEM SETTINGS ¥
The right pane displays groups that are available. B Croupe o | s | e
Projects ‘G\ oup name contains Q‘ Found 16 Group(s)

-l
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3. Open Edit Group Dialog Box

¢ Click the edit icon adjacent to the group you
want to edit.
The Edit Group dialog box opens.

4. Click Security Tab

¢ Click the Security tab.

p—
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5. Specify the Value for the Index Field
1. Select 2 project you want to et file secury for

from the Projects list.

General Assign Security Capture

2. Specify the value for the selected index field in [EE— ) ]
the File Security box.
T R

Note: Multiple values can be entered by -
separating them with the pipe (]) symbol. The [
Exclamation Point (!) can be used at the Miesge o

. . . Amount 5000 -
beginning of the value to allow all values in the e

index field to be viewed except the designated
value. (For exgmple, !Sale; wou!d prevent the G v | %osn |
group from viewing anything with the value of

"Sales", but can view all files with any other

value.)

3. Click Save at the bottom-right corner of the Edit Group dialog box.

Note: Similarly, you can restrict users to view only files that contain the user's user name, userid, or user fullname
within the designated field. For example, let us take a project that records sales orders, with one of the index fields
being the sales person's name. Business policy requires to prevent users to only see sales orders that have their full
name within the "Salesperson” index field, rest of the access rights, such as file editing, printing and so on, remains
the same. Instead of creating a separate group for each user with their names in the File Security field within the
group setup, you can create just one group and within the File Security field enter $$USERFULLNAMES$$. New
users added to the system will automatically have the file security in place without having to create a new group for
each user. You can use $$USERNAMES$$, $SUSERIDS$S$, or $$USERFULLNAMES$$ to configure File Security.
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What are the Capture properties for a group?

This lesson provides information about the Capture properties for a group.

Access Server Indexing Templates: Tis allows  use

that uses Capture to be able to download the Indexing
and Document templates that have been created on the
server to a PC running Capture. Any edits to the J
templates that is done on the local Capture installation T e,
will not be synced to the server.

General Assign Security Capture

Template Rights

wat ‘within Capture will be synced with the server. Templates that are originally
and then syncad snced back to the server

v | e

Save Client Indexing Templates To Server: If a template
is created from scratch on a local PC running Capture this

will allow those templates to be synced and added to the

server for distribution to other Capture installations.

Note: The Capture program will also need to have the Synchronize Indexing Templates with Server option enabled for
this to function properly.
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How do I allow Capture users to access indexing template on

WebDocs server?

You can allow the users in the group that use Capture to retrieve Indexing Templates from the WebDocs server and save
them to the local Capture workstation. This lesson shows you how to allow Capture users to access indexing template on

WebDocs server.

1. Click the Central Administration Button

e Click the Central Administration button at the
bottom-left corner of the WebDocs window.
The SYSTEM SETTINGS menu appears.

2. Click Groups

 Click the Groups icon.
The right pane displays groups that are available.
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3. Open Edit Group Dialog Box

p—

 Click the edit icon adjacent to the group you upland Fiegound Feedsmih =
want to edit. *'

Groups asa | peee | petresn
The Edit Group dialog box opens. E— q Fout 15 ot
Group

al I SN - KN 2 R N ey
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4. Select the Access Server Indexing Templates Check Box

L. Click the Capture tab

2. Select the Access Server Indexing Templates General sssign Security amre @)
Check bOX_ Template Rights
3. Click Save at the bottom-right corner of the A S e o

dialog box.
O 2N ETN
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What are the Group General properties?

The lesson below describes the different general properties for a group.

Group Name: This is the name that is given to the group.

General Assign Security Capture

Group Name *
Project Administration: This allow members of the i e o o e e
group to become Project Administrators of all the projects sescannng Appcsons T e

that this group is assigned to.

Print and View All Reports: This allow members of the

group to print and view all reports for the projects that this group is assigned to. For more information about the reports,
click here.

Use Scanning Applications: This allow members of the group to log into and use WebDocs Capture.

Add New Files to User's Clipboard: This allow members of the group to add newly created files through the Add Content
option to be added to their clipboard.

WebDocs Admin Getting Started Guide Page 170



Creating a Group WebDocs"

What reports does Print and View All Reports give access to?

A group can be granted the the "Print and View All Reports" right. The following are the reports that this right gives access
to.

General Assign Security Capture

Group Name *
Admin Manager | Project Administrator Add New Files to User's Clipboard
Note: File Add right must be selected.

Use Scanning Applications J Print and View All Reports

Audit Reports:

« File Activity Report

» Document Activity Report
 Deletion Report

 File Analysis Report

+ User Rights Report

» Document Signature Report
« Locked Document Report

+ Activity Audit Log

File Tracking Reports
 File Checkout Report
« Pending Requests Report
System Reports

« User Login Report
» System Usage Report

» Automation Events Report
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Workflow Reports

» Workflow Status Report
+ Checklist Report
¢ Queued Items Report

* Queued Productivity Report
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Testing the Setup
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How do I test the Setup?

After setting the required configuration for group and users, you can test the setup by logging on to WebDocs using the
credentials of different users created earlier. you can verify that the users have appropriate rights to perform the operations

that they need to perform.
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How do I log on?

When you start the WebDocs application by accessing the WebDocs URL, you will see the logon screen.
Note: If you want to log on to WebDocs using a mobile or a tablet device, you can use Touch.

This lesson shows you how to log on to a WebDocs system.

Log on to WebDocs

Type the user name in the User Name box.
Type the password in the Password box.

Click Sign In.

> wo N

Click Help I forgot my password to send an
one-time logon password through email, on the
configured email address.

Note: You will see the Help I forgot my
password link, if it is enabled by the System
Administrator.

5. You can log on to WebDocs using the one-time
logon password and reset your password. Note:
You can click the Terms and Conditions link, to
read the legal implications of using WebDocs.

The startup page opens on successful logon. Depending
on the settings, one of the pages will open as the startup

page:
« Workspace
+ Assignments
» Search
 Last Search
+ Add Content
* Plug-ins
+ Custom URL

+ Indexing Queue

aFileBound

by upland
TRIAL COPY

A

=

View: | Touch

Helpl | forgot my password.
Terms and Conditions | Privacy Policy

Note: You can choose a screen to open at start up, using the Preferences option from the user menu.
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WebDocs understands from the combination of user name and password, whether you are a System Administrator, a Project
Administrator, or a general user.

If the user name or password you have typed is incorrect, a message appears. Type the correct user name and password, and
log on again. If you have forgotten the password, then use the Forgot Password link.

Note: As a System Administrator, you can view 'Failed Login' and 'User Login' reports using the Reports menu option on the
left navigation pane.
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How do I make an entry for a file?

The File Entry page allows you to create a new file in any project. You must have appropriate rights to create new files for
the project. You can access the File Entry page using more than one methods.

Note: If the Start Screen is set to the File Entry page from the User Preference configuration, then the File Entry page

opens when you logon to WebDocs.

This lesson shows you how to make an entry for a file.

1. Open the File Entry Page

1. Click the add content icon on the navigation
pane.
The ADD CONTENT menu appears.

2. Click File Entry.
The File Entry page appears.

2. Specify Details

1. Select a project from the Project list.
The index fields for the project are displayed.

2. Specify values for the index fields.

3. You can select the Remember Fields check box,
to make the system to remember values for the
next entry.

Note: This feature works when you click Save
and Add Another.

4. Select an option for Options.
Following options are available:
o File Entry: This option creates a new file
without any document in it.
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o Upload Documents: This option displays document upload options.

o Generate E-form: This option generates an e-form with the values specified for the index fields.

5. Click Save.

Or,

Click Save and Add Another, to save the box entry and add another entry.

2.1 Upload Documents

The Other Options section is displayed if you have
selected Upload Documents option.

1. You can select a divider you want to place the
uploaded document in from the Divider list.

2. You can drag and drop documents within the
drop documents section, to upload the
documents.

Or,

You can click the Browse icon, to open the Open
dialog box.

Select the documents you want to upload, and
then click Open.
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