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Welcome

Welcome to the SIRE Product Suite, SIRE Technologies innovative and powerful electronic
document management solution. SIRE is an integrated document management solution that
couples traditional document management features with additional non-traditional capabilities.
This unique approach allows any size enterprise to handle every aspect of document management
from capture, storage, and retrieval to workflow and records retention. The SIRE Product Suite
consists of seven components that provide a complete range of document management solutions
to streamline processes and to enhance performance in every aspect of your document
management. SIRE allows you to manage your information more effectively and thereby
provides you with a significant competitive advantage in today’s technology-driven world.
Productivity advantages of incorporating SIRE into the day-to-day operations of your
organization include:

= Improved organizational workflow: Authorized users have simultaneous access to the
very same document regardless of physical location, and documents don’t have to be
stored in one place.

= Superior management: Work in queue can be viewed and reassigned electronically.

»= Rapid document retrieval and distribution: Documents can be found at the click of a
button as opposed to traditional lengthy archive recovery at possibly remote locations.
Documents can then be circulated just as easily via email or printed for mail distribution.

= Enhanced document safety: SIRE eliminates lost or misfiled documents. Documents are
also protected by online security, and additional off-site storage of electronic information

can be accomplished at much lower than current costs.

= Compliance with federal legislation: Controlled access to documents makes it easy for
any organization to comply with federal legislation such as HIPAA and Sarbanes-Oxley.

= Revision control: SIRE lets you keep track of changes and additions made by various
authorized users.

= Cost benefits: Reducing paper-based support systems and processes through an electronic

document management system results in significant cost reductions in office space,
personnel, storage space, cabinets, and paper.

5



Intended Audience

Investing in effective user training generates immediate and long-term advantages for all
organizations by bridging the gap between simply using an application and taking full advantage
of its extensive capabilities. SIRE WebCenter Training is intended for the end user and focuses

on its main functions and responsibilities.
Course Objective
The purpose of this training workbook is to guide you through the first steps of using SIRE
WebCenter. It walks you through the most important features and applications of the product.
Exercises are designed to test your retention and maximize your benefit in using SIRE. The quick
reference guide that is included is an aid you can keep for future use. This SIRE WebCenter
course provides the necessary information for end-users to adequately perform all WebCenter
related tasks. This course will help you:

= Access WebCenter

= Become familiar with the WebCenter Interface

Master all WebCenter related tasks
Easily search and view documents in WebCenter

Overview - SIRE WebCenter

SIRE WebCenter is the Web-based application used to access and view files in your SIRE
system, manage items in your workflow queue that require your action or approval, access and
submit forms created through the SIRE Forms application. The following modules introduce the
WebCenter application in general terms, and then detail tasks within specific functional
categories accessed through WebCenter. Note that some SIRE configurations do not include all

SIRE modules, and as such might not display certain navigation tabs displayed in this training.



Module 1 - Getting Started with WebCenter

This module will teach you how to navigate the SIRE WebCenter
interface and use SIRE WebCenter, to search and view your
documents, workflow and forms. You will also learn how to work

with all menu items and tools.

Upon completion of this module, you will be able to:
v Understand the concept of SIRE WebCenter

v Log into SIRE WebCenter

v" Use the SIRE WebCenter Interface

1.1 Introducing SIRE WebCenter

WebCenter is a powerful tool for searching and viewing your
electronic documents securely from virtually anywhere. You can
use WebCenter from any PC with a Web browser and Internet
connection. Once documents are scanned, indexed, and submitted,
you can use WebCenter to search and view any document via the
web. WebCenter, also allows you to download documents and/or
selected pages of a document so you can work with them. In
addition WebCenter allows you to view and access your Forms and
Workflow.

1.2 Logging In

To open WebCenter, double-click on the SIRE WebCenter icon on
your desktop (if available) or:

1. Navigate to the online location of your SIRE WebCenter
application.

2. Enter your Username and Password.

3. Check the “Remember Me On This Computer” checkbox to
save a cookie on your computer for future logins.

4. To automatically log into SIRE WebCenter when you boot your
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computer, check the “Auto Login On This Computer”
checkbox.

5. Press the Login button. Upon successful login, the SIRE
WebCenter Home page appears.

SIHFE WehCenter Login

Usemame Tes g

Fasoword  asesss|

e

[ Rememier We On Triz Comouier

] it Lo On This Compidar

1.3 Changing Your Password

1. On the SIRE WebCenter Home Page, click the Home >

Preferences link.
Ty SIRE Rccaunm

Channe Passwiard

2. On the User Preferences page, click the Change Password link
under the My Account heading at the bottom left of the page.
The Change Password page will appear.

SIRE WebCenter Login:

Change Fassward
Passvword
Mew Passward

C:orifirm Password

[“Changs | "Eancal

3. On the Change Password page, enter your current password in
the Password field, and your new password in the New
Password and Confirm Password fields.

4. Press the Save button.

1.4 Logging Out of WebCenter

It is very important to log out of your session of WebCenter as
apposed to just closing your browser window. From any page in
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WebCenter, click the Logout: [username] link at the upper right
corner of the page. You are logged out of the SIRE WebCenter
application.

SEEE._ —— Logout TestLiser

Home

Frafanances  BOOKmarks  Fokiar Facks

1.5 Introduction to the WebCenter Interface

The SIRE WebCenter Home Page displays a series of tabs, each of
which features links to functions to which you have been given

permission to access, including:
TI'EE My gl Taw| Lt
Heans { TIORSBATT T FTTe: |
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Home Tab

The Home Tab is the default location to which you will be directed
when you first log into SIRE WebCenter. It displays panels that let
you perform several WebCenter functions directly from the Home
page, including:

Simple Search: Identify files within the SIRE filing system that are
described by index values matching your submitted search criteria.

Default Forms: Access documents used to kick-off workflow

processes.

Workflow Queue: View items which require your approval or action

to progress through the business workflow process.

Bookmarks: View all bookmarks created within the SIRE filing
system.

Notes



Additionally, the links directly below the list of tabs let you
perform general functions within the SIRE WebCenter application,
including:

Preferences: Control the default display options within SIRE
WebCenter

Bookmarks: Display all bookmarks created within the SIRE file
system

Folder Packs: Display all folder packs created within the SIRE file
system

Documents

The Documents tab lets you use a variety of search types to identify
and retrieve folders and files stored within the SIRE file system.

iy Documents Ll

Guick Search  Sinple Search  Advanced Search  Cross Cabingl Search  Saved Saaches  Cuslom Searches

Workflow

The Workflow tab lets you view all business process items that
require your approval or action to proceed through the business
workflow. You can take direct action on these items using the
functions available within the Workflow tab.

[ Home ™ Documents IUAiilly Forms |

Mo Gueues found

Forms

The Forms tab lets you access documents used to kick-off workflow
processes.
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Administrator

If you have been granted administrative access to the SIRE
WebCenter application, the Administrator tab will also be displayed
as part of your WebCenter interface. The Administrator tab lets you
access management functions for the SIRE Solution Suite,
including: Security, Cabinets, Licensing, and Settings.

R Ll Administrator

Meetings

The Meetings tab lets users of the SIRE Agenda Plus application
create agendas for upcoming legislative meetings.

Module 2 — Basic WebCenter Tasks

WebCenter makes commonly used tasks available directly from the
WebCenter Home Page, where users are first directed when they
log into WebCenter. The tasks described in this module can be
performed from the various panels on the WebCenter Home Page,
or from the links immediately below the Home Tab (Preferences,
Bookmarks, and Folder Packs).

Upon completion of this module, you will be able to:
v' Performing searches

Create new folders

Access Workflow Queues

Work with Bookmarks

AN NN

Work with Folder Packs

11
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2.1 Performing a Simple Search

1. From the WebCenter Home Page, select the cabinet you will
search for desired documents from the Cabinet drop-down
menu on the Simple Search panel.

2. Enter search criteria you will compare to index values of
documents in the selected cabinet in the Search Text field.

LLLLLY "POUTIIEESN NVOUTOu weoeer

Freferences Bookmarks  Folder Pecks

C-ahing

docs W
Seanch Text
Hzirm

3. Press the Search button. The search is performed against the
selected cabinet. The Documents Tab > Search Results Page is
displayed, which features links to any documents that match
your input search criteria.

s isoauf Tel g
iy Orvouments. Ll
b Sewch  Gewer Sowuh Sshvweod Sewch Cuzs Celwest Seece Seved Semtes Cusue Sssom

EoachFesns  Fomil | Falies M - pach To Seah

et Ditymesin Basusesl Ty Eagu=en] Blikis Exapismienl Cale L)
1 TiF ] HEUIE Eiii

Wab{enier Powsred by SRE Tachmohpe: O 2006

2.1.1 Performing a Full-Text Simple Search

When the cabinet you select to search includes folders that have
undergone Optical Character Recognition (OCR), and are
configured for full-text searching, you can identify documents that
contain text content that matches your search criteria.

1. From the WebCenter Home Page, select the cabinet you will
search for desired documents from the Cabinet drop-down
menu on the Simple Search panel.

2. Enter search criteria you will compare to the text of documents
in the selected cabinet in the Search Text field.

12
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docs W
Search Texd
Active]
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[ “Search | wrowse |

3. Check the Full Text checkbox.

4. Press the Search button. The search is performed against the
selected cabinet. The Documents Tab > Search Results Page is
displayed, which features links to any documents that contain
text that matches your input search criteria.

2.2 Browsing Cabinet Contents

1. From the WebCenter Home Page, select the cabinet you will
browse from the Cabinet drop-down menu on the Simple
Search panel.

Cabinel
docs -
Search Tau
|
[saarch | Browea

2. Press the Browse button. The Documents Tab > Search Results
Page is displayed, which features links to all folders contained
in the selected cabinet.

2.3 Creating New Folders Using Default Forms

If your SIRE system includes the SIRE Forms application, and you
are given access to this application as a user, the Forms Tab will be
displayed as part of the horizontal navigation tabs at the top of your
WebCenter interface. Additionally, the Default Forms panel will be
displayed on the WebCenter Home page.

The Forms tab in WebCenter lets you perform a variety of functions
using forms created in the separate SIRE Forms applications. The

13
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Default Forms panel displayed on the WebCenter Home page lets
you quickly create a new folder in any of the displayed SIRE
Cabinets.

1. If the Default Forms panel on the WebCenter Home page is
collapsed, click the downward arrow to expand the panel.

! b 4
El',l 0 =

2. Click the Cabinet in which you will create a new folder. The
Forms Tab page appears.

L Lol ——
docs
Index

3. On the Forms Tab page, enter values for all indexes you will
populate.

4. Press the Next button. The input index values appear for you to
confirm accuracy.

5. Press the Next button. A page informing you that the Form was
submitted successfully is displayed.

'HS .-.inl i.-li -.-I-' Fn|||15|

Ty T v—
!- : £ Docurment ¢ st ([
oors Document TWE  Teoq Docurnents
Index Document Slatus To-qsta0s

Crmcummnt Data 0422006 -l

[miset | thech peing || Rewt s> |

6. On the Form submitted successfully page, you can perform any
of several operations:

7. Click on any of the self-explanatory links to view the newly
created folder or submit the form again.

8. Import electronic files into the newly created folder using the
Browse and Upload buttons. Create new upload fields to add
multiple files by pressing the Add File button.

9. Press the Finish button. A page thanking you for filling out a

14
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SIRE Form appears.
[ FormiG” OOCUMENLS  Yvonctw | Forms |

Fost i salunitted successiully

12/ Cefaut Forms & R
docs Fil oyt B Fore aoaln
ndex B tEnis Farm again «with sama va
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A File |
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2.4 Accessing Workflow Queues

If your SIRE system includes the SIRE Workflow application, and
you are given access to this application as a user, the Workflow Tab
will be displayed as part of the horizontal navigation tabs at the top
of your WebCenter interface. Additionally, the Workflow Queues
panel will be displayed on the WebCenter Home page.

The Workflow Tab in WebCenter lets you manage all business
process items that require your action or approval. The Workflow
Queues panel displayed on the WebCenter Home page lets you
quickly view and take action on all business process items requiring
your attention.

1. If the Workflow Queues panel on the WebCenter Home page is
collapsed, click the downward arrow to expand the panel. The
Workflow Queue panel expands and displays the name of each
workflow with a number to the right, in parentheses, indicating
the number of instances of that specific workflow.

2. Click the workflow item you will access. The Workflow Item

page appears, and displays all instances of the selected

workflow.

Example Workflow ()

3. Select the desired instance of the selected workflow item, and

15
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take action on it as described in the Workflow chapter of this

manual.
2.5 Accessing Bookmarks

The Bookmarks panel displayed on the WebCenter Home page lets
you quickly access folders you have frequent need to view.

1. If the Bookmarks panel on the WebCenter Home page is
collapsed, click the downward arrow to expand the panel.

- ¥ ¥ W
EHO0K ArK -

2. Click the Bookmark you will view. The first file in the
bookmarked folder appears within the Documents Tab.

. -
SO0OETTIArs £

Test Bookmark 1
Test Documents Bookmark

2.6 Setting User Preferences

WebCenter allows users to configure certain preferences to enhance
their WebCenter work environment.

1. From anywhere within the WebCenter Home tab, click the
Preferences link. The User Preferences page appears.

Home | &
Breferences

2. On the User Preferences page, check the checkboxes for all

preferences you will set, including:

51_’|?E|L - nonut Tast Lises

..... .
Home Rl v =
PFrelerences Bookmoaks Foleer Focks

[lsar Praferancas

O Abwars open & new browser window whan vigwsing from e
seanh results windos

O Make Advancad Search mry defaull winen | click Ssarch

[ IDHIJ &y oplion 1o use SIRE Viewer on viewing pages (SIRE
i we mist be iistallad

Diefauitwiew type: | File Wiew b

Always open a new browser window when viewing from the
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search results window:

WebCenter opens a new browser window when viewing
documents.

Make Advanced Search my default when I click Search:

WebCenter displays the Advanced Search panel by default when
searching within the Documents tab.

Display option to use SIRE Viewer on viewing pages:

When the SIRE NetViewer is installed, this sets WebCenter to use
the NetViewer when viewing all documents.

3. From the Default view type drop-down menu, select the format
in which folders will be displayed when viewing documents in
WebCenter. Display options include:

File View:

The first file in the folder will be displayed in the browser as an
HTML document.

Folder View:

A list of files within the selected folder will be displayed.

First Native File:

Brings up the first page of the document in its native file format.
First PDF:

Brings up the first page of the document in PDF format.

PDF All:

Downloads the entire document for viewing as a single PDF file.
SIRE Viewer:

Brings up all documents in the SIRE viewer. The SIRE Net Viewer
must be installed on your machine to use this option.

4. Press the Save Preferences button to save your preferences. You

17
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may need to log out and log back into WebCenter for some of these
preferences to take effect.

2.7 Using Bookmarks

As detailed above, bookmarks let you quickly access folders you
have frequent need to view. You can access bookmarks directly
from the Bookmarks panel displayed on the WebCenter Home
Page, or you can click the Bookmarks link beneath the Home Tab.

1. From anywhere within the Home Tab, click the Bookmarks
link. The Bookmarks page appears.

Home RabstlEiE
Preferences Bookmarks

2. On the Bookmarks page, if the Bookmarks panel is collapsed,

click the downward arrow to expand the panel.

- b4
] HUEY Y =1l o

3. Click the Bookmark you will view. The first file in the
bookmarked folder appears within the Documents Tab.

Fookmark S

Test Bookmark 1
Test Documents Bookmark

2.7.1 Adding Bookmarks

You can add a new Bookmark whenever the Folder View for a
cabinet folder is displayed.

1. Perform a search, or browse to view the folder contents of a
cabinet.

2. Click the Folder View link to ensure all folder contents are
displayed.

File Yiew Folder View Thumbna = :::e-Ee:_-?|

3. Click the Bookmark this Folder icon @ located on the far right
side of the Folder View page, beneath the Back to Results link.

18
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A pop-up window appears. Notes

4. On the pop-up window, enter a description for the new
Bookmark.

st Pt

Pzaie enber deronphion for Bookmak

[Earuzie Bookmesh

5. Press OK. The new bookmark is created. You can confirm the
creation of the bookmark by ensuring that the Remove
Bookmark icon appears on the Folder View of the cabinet
folder, in the location where the Bookmark this Folder icon
previous appeared.

2.7.2 Deleting Bookmarks

1. On the Bookmarks panel on the Home Page or the Bookmarks
Page, click the bookmark you will delete. The bookmarked
folder appears.

2. Click the Folder View link to ensure all folder contents are
displayed.

»»

ESO0ORIM3rg
Test Bookmark 1
Test Documents Bookmark

[t
3. Click the Remove Bookmark icon located on the far right

side of the Folder View page, beneath the Back to Results link.

4. When prompted whether you want to delete this bookmark,
press the OK button. The bookmark is removed from the
system and no longer appears on the WebCenter Home Page >
Bookmarks panel or the Bookmarks Page.

Microsoft Internei Explorer

U ] :
\_,,/ &re wou sure you want bo remove this Bookmark?

[ ok [ canes |
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2.8 Using Folder Packs

Folder Packs allow you to group folders by project or similar
classification for easy reference. For example, an accountant might
be working on a project that requires review of all 2006 invoices,
stored in various folders and cabinets throughout the SIRE system.
The accountant first creates a folder pack called “2006 Invoices.”
Then, the accountant searches for all folders containing 2006
invoices and “adds” these folders to the “2006 Invoices” folder
pack. When folders are “added” to a folder pack, a user is actually
creating shortcuts to these folders. The shortcuts appear in the
folder pack.

1. From anywhere within the Home Tab, click the Folder Packs
link. The Folder Packs page appears.

Preferences Bookmarks Folder Packs

2. On the Folder Packs page, if the Folder Packs panel is
collapsed, click the downward arrow to expand the panel.

(mrolderFacks 0 0 0 0 0 0 O

3. Click the Folder Pack you will view. A table displaying all
folders within the selected folder pack appears.

=T

Example Folder Pack #2

4. Click the Open link to the left of the folder you will view.

Homs iy

Fraferances Eoemawks  Fobilal Packs
Examgila Faldar Pack (1)
1

" , n
Example Folder Pack Open Descriglion Cablngt barne Ed? Delie

Sl b | JpEn Exarmpls Foleer Added To Exangle Folder Fack docs Eds Detate

2.8.1 Adding Folder Packs

1. From the Folder Packs page, click the Add Folder Pack link in
the Folder Pack Tasks panel. A pop-up window appears.

20
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LT " %
Add Folder Pack

2. On the pop-up window, enter a name for the new Folder Pack.

i

Plesse enter nawe of new Foldes Pack:

Exarrps Fuicher Fasch]

3. Press OK. The new folder pack is created, and appears in the
list of folder packs displayed in the Folder Packs panel.

glder-ackK® 2
Example Folder Pack

4. To add folders to the newly created Folder Pack, refer to the
Adding Folders to Folder Packs task, described below.

2.8.2 Adding Folders to Folder Packs

1. Perform a search, or browse to view a folder you will add to a
folder pack.

2. Click the Folder View link to ensure all folder contents are
displayed.

File View Folder View Thumbnail View Folder Security |

3. Click the Add this Folder to a Folder Pack icon located on
the far right side of the Folder View page, beneath the Back to
Results link. A pop-up window appears.

4. On the pop-up window, enter a description of the folder to be
added to the folder pack in the Description field.

Rdd Falder To FehlerPack

Desiriplor

Saarmipli Foldér Added Ta Example Faldar Pack
FolderFack

Example Foltar Fack B

=
Expmiple Folder Pack#2

5. Select the Folder Pack to which the folder will be added from
the Folder Pack drop-down menu.

21
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6. Press the Add button. A second pop-up window appears,
informing you that the folder was successfully added to the

Folder Pack.

Foldar Added Succeseiully

o To FolderPack

2.8.3 Deleting Folders from Folder Packs

1. On the Folder Packs page, click the Folder Pack from which
you will delete folders. A table displaying all folders within the

selected folder pack appears.

QIQer- & 2

Example Folder Pack

Example Folder Pack £2

2. Click the Delete link in the far right column of the Folder Pack
table for the folder you will delete from the folder pack.

Homs Ry

Fraferaces Boooraks  Folder Packs

Examgle Follar Pack (1)

— z
i |

Exarmple Folder Fack Open DesCion Ciabina barns Eo% Delile
Eid3 Dedate

Esamiple Folder Pack #2 | Jpen Exampila Folder Added To Evample Folder Fack docs

3. When prompted whether you are sure you want to remove this
folder, press the OK button. The folder is removed from the

folder pack.

Microsoft Intermet Explorer

?r"‘l e YOU SUFE ¥OU Want bo remove this Folder?

-

[ ew  J[ concd

Module 3 — Searching for Documents

This module will teach you how to effectively search for documents
using SIRE WebCenter. There are several different methods to

choose from to perform your search.

Upon completion of this module, you will be able to:
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v" Use all search methods in WebCenter

v Use saved search options

v Using Custom Search options

3.1 Introduction to Document Searches

Folders and files stored in the SIRE system can be easily retrieved
using any of six search methods available in WebCenter, described
below. All WebCenter searches are accessed through links
immediately below the Documents Tab. Clicking on the Documents
Tab directs users to the Documents > Simple Search page by
default.

SIRE

m D{;r_umerlla M

auck Search Slmple Seareh  Advanced Search  Cross Caned Seaech  Saved Searches  Cusiom Searches

Quick Search

WebCenter lets you designate a single Saved Search as your Quick
Search, which you can run easily by clicking the Quick Search link.

Simple Search

A Simple Search compares input search criteria to folder index
fields, or the text content of files. During a Standard Simple Search,
folders with index fields that match the search criteria are returned
as search results. A Full-text simple search compares search criteria
to the text content of files within designated folders, and returns
files that contain text that matches the search criteria.

Advanced Search

An Advanced Search compares input search criteria against single
or multiple index fields, and allows more variety of search
conditions than a simple search. You can search for index fields
“Equal To” (=) or “Greater Than” (>) input criteria, and require
search results to meet multiple criteria using “And” and “Or”
operators. Full-Text Advanced Searches compare search criteria to
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the text content of your files
Cross Cabinet Search

A Cross-Cabinet Search performs a Simple Search across multiple
file cabinets.

Saved Search

WebCenter lets you save and perform commonly-used searches
easily without having to input search settings and search criteria
again. Saved searches are associated with individual users, and
cannot be shared with other users.

Custom Search

Custom Searches are similar to saved searches, but are created by a
SIRE Administrator using XML files, and made available to
multiple users of SIRE WebCenter.

Each of these searches can be performed in either of two modes:
Standard and Full-Text. Standard searches compare input search
criteria to the index values that describe the contents of folders and
files in the SIRE system. Full-Text searches identify files that
contain text that matches input search criteria.

3.2 Creating a Quick Search

1. Click on the Saved Searches link immediately beneath the
Documents Tab. The Saved Searches page appears, and
displays a list of all saved searches.

2. On the Saved Searches page, check the radio button in the
Quick Search column for the Saved Search you will designate
as the Quick Search. The newly designated Quick Search
appears with a green check mark in the Quick Search column.

| P Ll WA i |
Gk Seich | Saiphs Smanch | Addvanced Sewch | Croks Cabisl Saich Suvvad S chs | Cualon Searcims
[ Sl ol
[Besech Blame Catenet Hame Erarch Type Quick Bearth Delel=
pcrus jengeen i i does Simple
Exarple ait &4 S ar docs AR [

W
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3.2.1 Performing a Quick Search

From anywhere within the Document Tab, click the Quick Search
link. The designated Quick Search is automatically performed. The
Search Results page appears, and displays all documents matching
the search criteria of the Quick Search.

Bl Drcmmenes el

Quk Samnch Sanpee Search  Advancad Saanch | Ginss Cabingl Sasrch  Saved SAanchas CLTiom TAmhas

Search Reswits  Found 1 Felders H .- Beack Ty esgrgt

1

Wi Czcument Tvps Dotuman Stalug Rocument Dl Documentid Edr
Jal] FOF IFacve L2006 £ Edb

3.3 Performing Standard Simple Searches

A Standard Simple Search compares input search criteria to index
field values describing folders within a designated cabinet. A
Standard Simple Search can be performed from the Simple Search
panel on the WebCenter Home Page, or from the Document >
Simple Search Page. The following task description details this
latter option.

1. Click the Document Tab > Simple Search link.

| Home'| Documents i
Cuick Search  Simple Search

2. From the Cabinet drop-down menu on the Simple Search panel,

select the cabinet you will search for desired documents.

3. Enter search criteria you will compare to index values of
documents in the selected cabinet in the Search Text field.

Home il

Frefergnces Bookmarks  Folder Packs

Cahingt

docs w
Seanch Test
Aciive

4. Press the Search button. The search is performed against the
selected cabinet. The Documents Tab > Search Results Page is
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displayed, which features links to documents that match your
input search criteria.
SIRE _

Home” LIl Ly "Workdlow  Forms|

Qudck Saarch  Simpis Saarch  Advancsd Saarch  Crods Cabinst Search  Saved Saarches  CLsiom Ssarchas

[Search Results  Found 1 Folders

1
Wiew curnent | iggument T ment §
Wiew 1 TIF Active
Exporl Search Resulls to Excel

3.4 Performing Full-Text Simple Searches

When the cabinet you select to search includes folders that have
undergone Optical Character Recognition (OCR), and are
configured for full-text searching, you can identify documents that
contain text content that matches your search criteria.

1. From anywhere within the Documents Tab, click the Simple
Search link.

[ Home'] Do cuments I
Cuick Search  Simple Search

2. On the Simple Search panel, select the cabinet you will search

from the Cabinet drop-down menu.

3. Enter search criteria you will compare to the text of documents
in the selected cabinet in the Search Text field, including any

connectors, operators, and advanced full-text search options.
Cabinat
agenda_plus w

Search Teut
#ohnson notw's apply~

[“]Full Text

Feaarer | Brow |

4. Check the Full Text checkbox.

5. Press the Search button. The search is performed against the
selected cabinet. The Documents Tab > Search Results Page is
displayed, which features links to any documents that contain
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text that matches your input search criteria.
3.5 Performing Standard Advanced Searches
Performing Standard Advanced Searches

A Standard Advanced Search compares multiple input search
criteria to multiple index field values describing folders within a
designated cabinet.

Guick Search  Simple Search  Advanced Search

1. From anywhere within the Document Tab, click the Advanced
Search link.

2. From the Advanced Search panel > Cabinet drop-down menu,
select the cabinet in which you will search for desired
documents.

Index Search Crileria
Cahinet |dn:n::5 w

Field | Docurnent Status » |
Condition ||s aqual to [=] o d
Value(sh Artive

Hdd | Delete [ tlear

&ALl O ANy

[Document Type| = PDE
[Document Status] = Aetive’

Full Text Search Criteria

ClPhonic [ Sternming [ Fuzzy
“Search | Clear AN |

3. From the Field drop-down menu, select the first index field you
will compare to the input search criteria.

4. From the Condition drop-down menu, select the type of
comparison you will make between the designated index field
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and the input search criteria. Options include the following
conditional statements:

is equal to =

is greater than >

is less than <

is at least =>

is at most <=

does not equal <>

starts with

contains

ends with

does not start with

does not contain

does not end with

is between

5.

In the Value(s) field, enter the search criteria you will compare
to the designated cabinet and index field(s).

Press the Add button. The input search criteria is added to the
list of search criteria that will be compared to the designated
cabinet and index field(s).

Repeat steps 3 through 6 for all comparisons you will make
between input search criteria and the designated cabinet and
index field(s).

Designate whether you will display search results that match
the entire list of search criteria (ALL) or at least one of the
search criteria (ANY) by checking the appropriate radio button.

To remove a search criteria from the list, highlight the criteria
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and press the Delete button.

10. To remove all search criteria from the list, press the Clear
button.

11. Press the Search button. The input search criteria are compared
to the designated index fields. The Search Results page appears,
and displays all/any folders matching the input search criteria.

3.6 Performing Full-Text Advanced Searches

When the cabinet you select to search includes folders that have
undergone optical character recognition (OCR), and are configured
for full-text searching, you can identify documents that contain
textual content that matches your search criteria.

From anywhere within the Document Tab, click the Advanced
Search link.

1. From the Advanced Search panel > Cabinet drop-down menu,
select the cabinet in which you will search for desired
documents.

W I]ncnnmmsM

Guick Search  Simple Search  Advanced Search

2. Enter search criteria you will compare to the text of documents
in the selected cabinet in the Full-Text Search Criteria field,
including any connectors, operators, and advanced full-text
search options (see Understanding Full-Text Searches in the
SIRE User Basics section for more details).

3. Check the checkbox of any advanced full-text search option:
Phonic, Stemming, and Fuzzy Logic. If Fuzzy Logic is
checked, designate a level of fuzziness in the drop-down menu
to the right of the Fuzzy Logic checkbox. See the “Advanced
Full-Text Search Options” section for more details.

4. Press the Search button. The search is performed against the
selected cabinet. The Documents Tab > Search Results Page is
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displayed, which features links to any documents that contain
text that matches your input search criteria.

Full Text Search Criteria
#Fohnson not wis apply-

Clehonie Clstermming [FlFumy B %

3.7 Performing Standard Cross-Cabinet Searches

1. From anywhere within the Document Tab, click the Cross

Cabinet Search link.

m Documents |

Gigck Search Simple Sesrch  Advanced Search  Cross Cahinet Search

2. From the Cross Cabinet Search panel > Cabinets drop-down
menu, select all cabinets in which you will search for desired
documents. When selecting cabinets, hold down the Ctrl key to
select multiple non-consecutive cabinets or the Shift key to

select multiple consecutive cabinets.

3. Enter search criteria you will compare to index values of
documents in the selected cabinets in the Search Text field.

Cabinets

agenda_plus A
docs

mpt
pdf v

Search Tex
Active

CIFull Text

| “Search™ | Clear

4. Press the Search button. The search is performed against the
selected cabinets. The Documents Tab > Search Results Page is
displayed, which features links to any documents that match
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your input search criteria.
3.8 Performing Full-Text Cross-Cabinet Searches

1. From anywhere within the Document Tab, click the Cross
Cabinet Search link.

2. From the Cross Cabinet Search panel > Cabinets drop-down
menu, select all cabinets in which you will search for desired
documents. When selecting cabinets, hold down the Ctrl key to
select multiple non-consecutive cabinets or the Shift key to
select multiple consecutive cabinets.

3. Enter search criteria you will compare to the text of documents
in the selected cabinets in the Search Text field, including any
connectors, operators, and advanced full-text search options
(see the Understanding Full-Text Searches section in SIRE
User Basics for more details).

4, Check the Full Text checkbox.

5. Press the Search button. The search is performed against the
selected cabinets. The Documents Tab > Search Results Page is
displayed, which features links to any documents that contain
text that matches your input search criteria.

3.9 Creating Saved Searches

1. Perform a search of any type, as described in the preceding and
following task descriptions. The Documents > Search Results
page appears.

2. On the Documents > Search Results page, click the Save
Search icon (=] to the immediate left of the Back to Search link.
A pop-up window appears.

w |}||r||l|||-l|I1.. -l '

Sk Srowch | Sipie Sesrch | fshonced Sech | Cimss Cabine Srmch | Saved Semcies | Cusom Seencies

[semch Hesulls  Fomil 2 Foliens = P =TT |
1
W Do currsnt Typa D cisma il S2akue Dioeiiraid Dals Doz g bl Fiki

TF Active U HIO0E 1 Exif
W POF Inaties TR0 § Exdi

3. On the pop-up window, enter a description for the new Saved
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Search.

Explorer Liser Prompt

i

Please mrber gespcpphion for Seanch

[t rdes SemeH

4. Press OK. The new Saved Search appears in the list of saved
searches displayed on the Documents > Saved Searches page.

IR EL Lesgout, Tust Usa

". i |1l|.|ﬂ|||.|'||h M

(ach Geanch  Siple Sesech fabaanced Seach  Cross Cenef Gewch Sawod Seashes.  Cusorn Searches

et SR s

Sewth Name Cadinal MNams Sewch Tine Guitk Sewth Delate
Ackp Indus Searh docs Eimple 3

3.9.1 Performing Saved Searches

1. From anywhere within the Document Tab, click the Saved
Searches link. The Saved Searches page appears, and displays a
table of all saved searches you have created.

T ] oI FOTE |
s Soarch Swple Scorch  Advarced Search Croas Cobind Scach  Seved Sesiches  Custon Seonches
[Firewil Semches
Erarch Hame Catanel Hame Sesech Type ek Seanch Dl
AL lm In g SESnT dacE Eimpk k4
ST T Ho0g AmEncd ] *

2. Click the Search Name link of the saved search you will
perform. The search page corresponding to the type of the
selected Saved Search appears, and contains the search criteria
of the Saved Search.

3. On the Search Page, press the Search button. The Search
Results page appears, and displays all documents matching the
search criteria of the Saved Search.

3.10 Performing Custom Searches

1. From anywhere within the Document Tab, click the Custom
Searches link.

A 0o cuments LML)

Guack Ssarch  Smple Search  Advanced Search Cross Cabinel Sesrch  Saved Searches Custom Searches

2. From the Custom Searches panel, click the link for the Custom
Search you will perform. A page specific to the selected search
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appears.

=

usto = =
| Tatadi Ll

3. On the selected search page, enter required input search criteria
in all appropriate fields.

el Documents (Ul

Quick Search Simple Search  Advancad Search
CITY COUNCIL AGENDAS MINUTES
Gelect a meeting date and click Search.

Mesting Date 031 &2006 1]

Meating Typa | REGULAR w

E=E =3

4. Press the Search button. The Search Results page appears, and
displays all documents matching the search criteria of the
Custom Search.

Module 4 - Viewing Documents in WebCenter

There are several different modes you can use to view your files in
WebCenter. When you browse file cabinet contents, or search for
specific folders within a SIRE file cabinet, the format in which
those folders are displayed depends on the File View Preference
setting.

Upon completion of this module, you will be able to:
v Set file view preferences

v" Use the file view mode

v" Use the folder view mode

v" Use the thumbnail view mode

4.1 Setting the File View Preference

To set your file view preferences:

1. From anywhere within the Home tab, click the Preferences link.
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The User Preferences page appears.

Home | &

Breferences

2. From the User Preferences page > Default View Type drop-
down menu, select the format in which folders will be displayed
when viewing documents in WebCenter. Display options
include:

SIRE _ Logout Tast Lises

o | —————

Preferences Boskmarks Foker Facks

Ihear Preferancas

O Abwavs open & new browser window whan vigwing from e
s Eanc b Fes utts window

O Make Advancad Search my defaull wnen | click Search

O Dispitary option to use SIRE Viewer on viewing pages (SIRE
s et mist be iistalked

Diefaultview tpe: | File YWiew L

e

File View: The first file in the folder will be displayed in the
browser as an HTML document.

Folder View: A list of files within the selected folder will be
displayed.
First Native File: Brings up the first page of the document in

its native file format.

First PDF: Brings up the first page of the document in PDF
format.

PDF All: Downloads the entire document for viewing as a
single PDF file.

SIRE Viewer: Brings up all documents in the SIRE viewer.
The SIRE Net Viewer must be installed on your machine to
use this option.

3. Press the Save Preferences button to save your
preferences. You may need to log out and log back into
WebCenter for the preference to take effect.
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4.2 Introduction to the Field View Mode

When you set File View as your preferred display format, or click
the File View link when viewing the contents of a selected SIRE
folder, the first file within the folder is displayed by default.

Additionally, the File View Mode offers a variety of options to
select, view, organize, and download the files within a selected
folder.

Ll Documents [RLbial AR LY

Guick Search  Simple Search  Advanced Search Cross Cab

File \iewr Folder view Thumbnail View Folder Security

4.2.1 Selecting a File to View in File View Mode

From the WebCenter File View page, select the file you will view
from the Viewing File drop-down menu. The file is displayed in the
view panel. Additionally, you can click either the Previous File or
Next File links to display the preceding or next file.

Fle View FolderView ThumbnallView Folder Security

=— Previous File Viewing File 5 ~ of 24 NextFile -->

2

SIRE Recommended S

igurations

th the recammended senver specifications as well as
nd server sirategies that have been proven to work for
With size and growth managerment issues,

This document will prow3
several different config ?

other client sites in ordeg

4.2.2 Controlling File Magnification in File View
Mode

From the WebCenter File View page, select the magnification level
at which you will view the file from the Zoom drop-down menu.
The file is magnified or minimized accordingly.

= Prévious Fie Viewing File & * of 24 pedFie--- Zoom 10 b
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= PrewousEilp ViewingFile < = of 24 pesfilg-> Zoem 50 |~

4.2.3 Downloading Files in the File View Mode

1. From the WebCenter File View page, click any of the links at
the bottom of the page to download the currently displayed file,
or all files within the selected folder. Options include:

[owninar Nativa File Downipad File s PDF Downioad &l a5 PFOE Download 2l as MPT Download & Rangs of Fages |

Download Native File: The currently displayed file will be
downloaded in its native format.

Download File as PDF: The currently displayed file will be
converted to a PDF and downloaded.

Download All as PDF: All files within the currently selected folder
will be converted to PDF files and downloaded.

Download All as MPT: All files within the currently selected
folder will be converted to a Multi-Page TIF file and downloaded.

Download a Range of Pages: A designated range of pages will be
converted to either a PDF or MPT file and downloaded. For a
description of downloading a range of pages, proceed to step 2.

2. After clicking the Download a Range of Pages link, the
Download Range of Pages page appears.

3. Select whether you will download the designated pages as a
PDF file or a Multi-Page TIF by checking the appropriate
checkbox in the File Format area.

4. In the Custom Range field, designate the pages you will
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download. You can designate a range of pages in which the first
page and the last page of the range are separated by a hyphen, a
list of single pages separated by commas, or any combination of

these two options.

[Dommiond Range of Pages

[File Farmin

(& Doweriinad w5 POF () Download a5 WPT
[Custom Halge

&30 8,10-22 e 157135

IPages io Dowmilomd
Tee rmazimur Fusnber of pages you can downioed & ane lime 15 5k
Thee ssdecied document contans 24 papes

Cownload FOF Diowwriosd MPT
wenipii Faages 1 0 M a5 POF e Pages 1) 2d 69 WFT

5. Press the Download button.

4.3 Introduction to the File View Mode

When you set Folder View as your preferred display format, or

click the Folder View link when viewing the contents of a selected
SIRE folder, a list of files within the selected folder is displayed.

() Documenss IR

Gaick Search  Simple Search  Advanced Search  Cross Calb

File Wieww Folder View Thurnbnail Viess Folder Security

Additionally, the Folder View Mode offers a variety of options to
select, view, organize, and download the files within a selected

R vocemens LETNETE
Gadch Search Singls Seach  Advanosd Search Cross Cebinel Seaion  Savied Seaones  Cuflen Sesiches
File View Foller Wiaw Thumbnail View Fokder Seeuriy wu Back To Fesulle
Feldar Information  Edf Delals Downloed Al as POF Dowwload allas WMPT Download & Range of Pages B A
Dscument_ld Hame Type Daale_Recemed Ceate_Espired Status |
L Misa Trmes Mued Typas AT
ELe- L ELdT- -~
=G Fies 3 Add
# R File Dascriphion
1 Fipl b [Bierui_ |
1 File? g0 E
E] el gif
gl Filad jpg
5 FileS5pdl
o | | ewnr =
7 FilaT TIF w
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4.3.1 Selecting a File to View in the Folder View
Mode

From the WebCenter Folder View page, select the file and
press the Open with Web viewer icon B, A new window
opens to display the selected file.

4.3.2 Downloading Files in the Folder View Mode

1. From the WebCenter Folder View page, perform one of the
following:

2. Press the Download File button @

3. Click any of the links to the right of the Folder Information
section header to download all files, or a designated range of
pages within the displayed folder. Options include:

|Dowmnload All a2 FOF Download all 82 MPT Download a Range of Fages|

Download All as PDF: All files within the currently selected folder
will be converted to PDF files and downloaded.

Download All as MPT: All files within the currently selected
folder will be converted to a Multi-Page TIF file and downloaded.

Download a Range of Pages: A designated range of pages will be
converted to either a PDF or MPT file and downloaded. For a
description of downloading a range of pages, refer to step 2 of the
Downloading Files in the File View Mode section.

4.3.3 Organizing Contents in Folder View Mode
You can change the order of files displayed in a folder, as follows:

From the WebCenter Folder View page, select the file you will
move from the displayed list of files in the folder.

Click the Move Up k&l or Move Down ™ icons until the selected
file is in the desired position.
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4.3.4 Adding Files to a Folder in Folder View
Mode

1. From the WebCenter Folder View page, press the Browse
button in the Files to Add section on the far right of the page.

2. Navigate to the file you will add to the folder. Press OK.

3. For additional files, press the + File button and repeat steps 1
and 2 for each file.

Files to Add

CADocuments a
WAlphadataidacy

[ Browse... ]

h.' I.ib'“ LR e g

4. Press the Add to Folder button. The selected files are added to
the designated folder, and a message appears informing you
that the upload was successful for each of the added files. The
files appear at the bottom of the list of files in the folder.

4.3.5 Renaming a File in the Folder View Mode

1. From the WebCenter Folder View page, select the file you will
rename.

2. Click the Rename File icon . A pop-up window appears.

3. On the pop-up window, enter a new name for the file. Press
OK.
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4. The renamed file appears in the list of displayed files.

# R CFile Descripbon

1 Flle1 TIF

2 ExamipleRenamedFile
3 File2.TIF

4.3.6 Deleting Files from a Folder in the Folder
View Mode

1. From the WebCenter Folder View page, select the file you will
delete.

2. Click the Delete File icon [E] A pop-up window appears.

Microssdt Infernet Explorer El

_?I_j fiw oAl B v vk b cebes Hhis FilsT

—— .

3. On the pop-up window, confirm that you will delete the
selected file by pressing OK. The selected file is removed from
the folder, and no longer appears in the list of displayed files.

4.3.7 Viewing File Properties in the Folder View
Mode

From the WebCenter Folder View page, click the File Properties
icon El A pop-up window appears, and displays all properties
associated with the selected file.

I SRE WobCantar: Documents - Micresoft Inferna..,. E"Eﬂ_ﬂ
Fila Prapariies

Cabinet
Folder

Daschption
File fumizes b
Wi i i =il i |inisaind Fde { TIFS

4.3.8 Deleting a Folder in the Folder View Mode

1. From the WebCenter Folder View page, click the Delete link to
the right of the Folder Information section header. A pop-up
window appears.

Fultlél formation Edit DEIEIE|
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2. On the pop-up window, confirm that you will delete the
selected folder by pressing OK. The selected folder is removed
from the file cabinet, and no longer appears in search results.

_'.’r,. e S O W ) s ke

| = [

4.3.9 Editing Folder Indexes in the Folder View
Mode

1. From the WebCenter Folder View page, click the Edit link to
the right of the Folder Information section header.

|Fn|ulal Information Eﬂ

2. On the Edit Folder Indexes page, edit index values as desired.

3. Press the Update Folder button EEEEEEEE The folder
index values are updated in the SIRE system.

4.4 Introduction to the Thumbnail View Mode

When you click the Thumbnail View link when viewing the
contents of a selected SIRE folder, a series of small images,
representing each of the files within the selected folder, is
displayed.

[ Home'| Documents ["Workllow " Forms']

Guick Search  Simple Search  Advanced Ssarch  Cross Cabirl

File View Folder View Thumbail View Folder Securnty

The Thumbnail View lets you easily identify desired files by
their physical appearance.

iy Documents (bl

Gaick Search  Simpls Sesrch  Gdvanced Search  Css Cabinel Sesich  Sawnd Sesiches  Cumom Searches
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4.4.1 Selecting a File to View in the Thumbnail
View Mode

From the WebCenter Thumbnail View page, click the thumbnail
image of the file you will view. The selected file is opened and
displayed in the WebCenter File View Mode.
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