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Login:

To access K12Docs, you must first login with your user credentials, as assigned by the System Administrator. To login to K12docs, follow

the steps listed below:
Steps:
1. Go tothe K12Docs web page.
2. Enter the domain name into the Domain Name field.
3. Enter your user name into the User Name field.
4. Click on the Continue button.

7 & k12Docs Search x  + = O X

C @ 5’0[\ntelllcloudlmtelhnet\cs.com:wntc—\llc\oudvuefslqnmI Q 3 9 & 0 o

@docs

o

Signin

Domain Name
ABC Company

User Name
[abecH

Continue

5. Enter your password into the Password field.
Click on the Signin button.

6.
@docs

Signin

Password

[TITTYTYY

Signin Back

© 2024 Software Unlimited Inc. 4
Proprietary and Confidential



@docs

7. You will now be logged into K12Docs.
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Tools = |Inbox = Audit Shield.. Indexing... Help

‘ Click to select application ~| Search Results
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h

Folders Search

J useor Condition: Replace 'AND' with 'OR’
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Selecting an Application:

After you have logged into K12docs, an application needs to be selected. To select an application, follow the steps listed below:

Steps:

1. Once logged in, select an Application from the application dropdown list.

@docs

Tools =® |Inbox = Audit Shield.. Indexing... Help

Click to select application b

Click to select application
ACCOUNTS_PAYAEBLE

HUMAN_RESOURCES

2. Once selected, the application will load.

@docs

Tools = Inbox = Audit Shield... Indexing... Help

| HUMAN_RESOURCES v || Sed

EMPLOYEE_ID

LAST_MNAME

FIRST_NAME

SSN

DEPARTMENT

EMPLOYEE_STATUS

| v]
LOCATION

| v]
DATE_OF HIRE

DATE_OF_TERMINATION

| Folders v | Search [l Clear [l Reset [l Add Folder |

O use or'

© 2024 Software Unlimited Inc.
Proprietary and Confidential



@docs

Searching: Folder Level

When searching at the Folder level, each individual record/row displayed in the search results area will represent a unique folder
relevant to the search criteria. To perform a folder level search, follow the steps listed below:

Note a) By default, the Folder search setting is auto enabled when you login to K12Docs.

Steps:

1. Enter your search criteria into the provided fields.

A Wildcard search can be used in any of the Folder index fields. Below is a list of examples of how the
Wildcard search works:

Symbol Meaning Example of Use Example of Returned Results
% Wildcard BO% Bonnie
Note Bob
%NN% Tennessee
Pennsylvania
%34 50034
AK1234

2. Click on the Search button.

@docs

Tools * Inbox = Audit Shield.. Indexing... Help

|HUMAN_RESOURCES V| Sear

EMPLOYEE_ID

41%

LAST_MNAME

FIRST_NAME

55N

DEPARTMENT

| v]

EMPLOYEE_STATUS

‘ Active ~ |

LOCATION

Columbus vI

DATE_CF_HIRE

DATE_OF_TERMINATION

Clear Reset Add Folder

| Folders M | Search

0O useor
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3.  Your search results will appear on the right side of the window.
4. Select the folder you want to open and view from the results list.

a) If you have more than one page of search results, use the buttons below the search results area to navigate to the next page of
results.

Note .
b) If you want to clear your search criteria and results, select the Clear button located under the Folder Indexes area.
c) To sortthe columns, click on any of the column headers.
~ || Search Results (Folders)
= EMPLOYEE_ID LAST NAME FIRST_.NAME SSN DEPARTMENT EMPLOYEE_STATUS LOCA
41681 Ashford Paulette 999-99-9999 IiT Active Colur
41002 Powers Jay F77-77-7777 Human Resources Active Colur
]
]
]
& a4 3
Ider | Page of 1 (2 ltems)
© 2024 Software Unlimited Inc. 8
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5. The selected folder will open in a new tab into the Portfolio View, displaying the subfolders and documents.

a) If the subfolder name is colored green, it contains content. If the subfolder name is colored

Note ) :
orange, it does not contain content.
v & k12Docs Search x & k12Docs Portfolio + - a X
€ c A = a%x 98O O0&

HUMAN_RESOURCES / abeck

[E | EMPLOYEE_ID: 41001
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Name___ AShfned ,,Aﬂugﬁk il . Socil Securiny #_999-99-9999
- W
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1 5o, please explun , e e o e
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Searching: Folder Level (Documents)

When searching at the Document level, the results are folder based, but document level details display in the results area. To perform
a document level search, follow the steps listed below:

Steps:

1. To enable the Document search setting, click on the Search drop down button, below the search fields.
2. Select the Documents option.

T T T T

DATE_OF_TERMINATION

Folders

Documents

Attributes

3. The search fields will update to reflect the Documents search option.
4. Enter your search criteria into the provided fields.

A Wildcard search can be used in any of the Folder index fields. Below is a list of examples of how the
Wildcard search works:

Symbol Meaning Example of Use Example of Use Results
% Wildcard BO% Bonnie
Note Bob
%NN% Tennessee
Pennsylvania
%34 50034
AK1234

5. Click on the Search button.

© 2024 Software Unlimited Inc. 10
Proprietary and Confidential
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Tools » Inbox w Audit Shield.. Indexing... Help

HUMAN_RESOURCES v | S¢

EMPLOYEE_ID
41%

LAST_NAME

FIRST_NAME

DEPARTMENT

\ v

EMPLOYEE_STATUS

‘ Active v
LOCATION

‘ Columbus v.
DATE_OF_HIRE

DATE_OF_TERMINATION

Documents 'l‘ Search I Clear Reset || Add Folder |

0 useor’

6. Your search results will appear on the right side of the window.
7. Select the document you want to view from the results list.

a) If you have more than one page of search results, use the buttons below the search results area to
navigate to the next page of results.
Note b) If you want to clear your search criteria and results, select the Clear button located under the
Folder Indexes area.
¢) To sort the columns, click on any of the column headers.

v | Search Results (Documents)

- EMPLOYEE ID LAST NAME FIRST NAME SSN DEPARTMENT EMPLOYEE STATUS LOCATION DATE OF HIRE DE

41001 Ashford Paulette 999-99-9999  IT Active Columbus  ©1/25/2811
4101 Ashford Paulette 993-99-9999  IT Active Columbus  ©1/25/2011
41001 Ashford Paulette 999-99-9998 IT Active Columbus  @1/25/2011
41001 Ashford Paulette 999-99-9999 IT Active Columbus  ©1/25/2811
41001 Ashford Paulette 999-99-9999 IT Active Columbus  @1/25/2011
41001 Ashford Paulette 999-99-9999 IT Active Columbus  ©1/25/2011
41001 Ashford Paulette 999-99-9999 IT Active Columbus  @1/25/2011
41001 Ashford Paulette 993-99-9999 IT Active Columbus  ©1/25/2811
4101 Ashford Paulette 999-99-9999 IT Active Columbus  @1/25/2011
41001 Ashford Paulette 999-99-9999 IT Active Columbus  ©1/25/2011

v 41001 Ashford Paulette 999-99-9999 IT Active Columbus  @1/25/2011
41ee1 Ashford Paulette 999-99-9999 IT Active Columbus  ©1/25/2011

v

v

per Page El of 1(12 tems)

© 2024 Software Unlimited Inc.
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8. The selected document will open in a new tab into the Portfolio View, displaying automatically on the right side of the
window.

Not a) If the subfolder name is colored green, it contains content. If the subfolder name is colored orange, it
ote

does not contain content.

@docs
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Searching: Document Attributes

When searching for documents via the Document Attributes option, the documents displayed in the search results area are based on
the document attributes. Each individual record/row displayed in the results area will represent a document. To perform a
Document Attribute search, follow the steps listed below:

Steps:
1. To enable the Document Attribute search setting, click on the Search drop down button, below the search fields.
Click on the Attributes option.

DATE_OF_TERMIMATION

Folders
Documents

Attributes

3. The Document Attribute fields will now become available.
4. Enter your search criteria into the provided fields.

A Wildcard search can be used in any of the fields. Below is a list of examples of how the Wildcard
search works:

Symbol Meaning Example of Use Example of Use Results
% Wildcard BO% Bonnie
Bob
Note %NN% Tennessee
Pennsylvania
%34 50034
AK1234

a) To distinguish the Document Attribute fields from the Folder Index fields, the Document Attribute
fields are a Blue color and the Folder Index fields are a Gray color.

5. Click on the Search button.

© 2024 Software Unlimited Inc. 13
Proprietary and Confidential
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| HUMAN_RESCURCES

w | Sq

(Create Time)

(Create User)

Year

Payroll Document Type

Benefits Document Type

Administrative Document Type

| Application

Misc Document Type

Document Status

I Needs Reviewed

Document Date

Reset

| Attributes M | Search | Clear |

|| Add Folder

O use 'or'

6. Your search results will appear on the right side of the window.
7. Select the document you want to view from the results list.

a) Ifyou have more than one page of search results, use the buttons below the search results area to navigate to

the next page of search results.

Note b) If you want to clear your search criteria and results, select the Clear button located under the Folder Indexes

area.

c) To sort the columns, click on any of the column headers.

Subfolder Year  Payroll Document Type  Benefits Docmment Type  Administrative Document Type

Misc Document Type  Document Status  Document Date

@3/01/2024 @9:54:14 2
10/29/2023 21:58:52 2

Aoministration 2028

Agministration 2023

Applicatian
Application

Needs Reviewsd  ©3/81/2024 09:0¢
Needs Reviewed  18/81/2023 99:0¢

Search Rasults (Attributes)
= | RsTMAME  ssn DEPARTMENT  EMPLOYEE STATUS LOCATION DATE.OF HIRE DATE_OF TERMINATION TEST
lette e3-g3-gees 1T Active Colusbus  @1/25/2011 nsmadmin
ilette 995-93-9938 1T Active Columbus  @1/25/2011 nsmadmin
‘
of 1 2nem

© 2024 Software Unlimited Inc.
Proprietary and Confidential
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8. The selected document will open in a new tab into the Portfolio View, displaying automatically on the right side of the
window.

If the subfolder name is colored green, it contains content. If the subfolder name is colored orange,

Note a) ; .
it does not contain content.

HUMAN_RESOURCES / abeck
®iocs .
oo o e : : ‘ BRI D0 o | ==
|=] Indexes ‘ Notes | () Permission | U4 Add Content | © Search | £ Manage | 4 1-1 | p
= H mill © view ¥ E-Sign
Administration Find || =2 =
Benefits/Health Coverage i 0 -
Date Pages/Files Year Administrative Document Type Misc
10/29/2023 1-2 2 2023 Application
payroll 10/29/2023 3-8 6 2023 Background Check
Performance Evaluations 18/29/2023 9-9 1 2023 Drivers License
03/01/2024 | 10-11 2 | 2024 | Application | oo
pess
Faual sccens o programs, servwes nd craployment & avaditle 1o all pesocs Those apphcants requaring reasonsble sccommodation t the
applicasian andloc invervicw process shoudd nociy s reptescaumive of the Human Resources Deparument
Posicioals) applied for_ Duee of application_ 2/ 20100
Name____AShiny: Nouletle B seasecuin v 999-99-9999
A =
i 143 Relon @ T s gl Gsjol
Tdephone # (Il 150D wba.m,qnlmw- L == email Addeeu___——
« 1 you ase woder 18, and i is requiced, can you Rurnish & work permic? Yo "INo
150, please cxphin < Al
N Have you ever been exployed here befoms? [Ty, ,.mhm...l positions Vz‘ “No
Are you legally eligible f>: ensploymeny im this coursry? @ “No
Daee svaiable for wock Vé 2100 What i your desiced salacy ranged T, __$ 23,000
| Type of employmens desised ull Time Part Tiene Temporary Seasonal Educscional Co-Op
| Are you shie ta meet the arsendarice requirements of the pesition? “Ye "No
Have you ever pled *guiky” or “o conten” 10, or been convicsed of 3 crime? SYe TNe
V¥ yes, please provide dare(s) and deails N o
T T e e e e o
Diiver's boenae aumber if driving is 30 csential job fencrion S . -
Employment History
Saing wich your maw e ecployes. sigasmencs or vokintes scuvites. proide te folowing iefocmation
e I» .n-.-.-o' oRpds UL (A.U"a'1(¢4 |‘E‘{ﬁ Xe2-0%2
e 020
Mfmhw et ! K _(allbss _EH _
mw@ I‘Mnuﬁ "ﬁi’i jAerpL Hoasan Pecourees
e -
v i wr Q000 e MY s HoUN YO 5
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Searching: Full Text

Full text searching allows you to run a search against documents that contain typed text. You can search for a specific word or
phrase that may be contained within the typed text of the document(s). To perform a full text search, follow the steps below:

Steps:

1. Full text searching works best when searching at the Document or Document Attribute levels. To enable either of these,

click on the Search drop down button, below the search fields.

2. Select the Document or Attributes option.

DATE_OF_TERMIMATION

Folders
Documents

Attributes

3. Enter your search criteria into the Fulltext field.

Search Criteria Examples:

a) Specific Word or Value:

glore b) Phrase:

4. Click on the Search button.

© 2024 Software Unlimited Inc.
Proprietary and Confidential

If you were searching for a document that contained the word Mountain, you would
enter Mountain into the Fulltext field.

If you were searching for a document containing the year 2018, you would enter
2018 into the Fulltext field.

If you were searching for a document that contained the phrase Employer Review,
you would enter “Employer Review” into the Fulltext field.

NOTE: When you search for a phrase, make sure to place double quotation marks (“
”) before and after the specific phrase. If no double quotation marks are added, the
search will not work.
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Tools * Inbox w

Audit Shield...

Indexing...

Help

| HUMAN_RESOURCES

Vl S

Fulltext

[Applitatinn

EMPLOYEE_ID

LAST_NAME

FIRST_NAME

ACTIVE

LOCATION

(Create Time)

(Create User)

Payroll Document Type

-

| Attributes M |

Search || Clear ||

Reset

Add Folder |

O use or'

5. Your search results will appear on the right side of the window.
6. Select the document you want to view from the results list.

E Search Results (Attributes)

~| EMPLOYEEID LAST_NAME FIRST_NAME ACTIVE LOCATION CreatelUser CreateTime Page Count = Subfolder Payroll Document Type
BAXTIAC GaviGaviBaxter Jackie fes High Scheool | 1in 82,/84,/20822 12:15:38 | 2 Archive
KINGLIN GaviGaviKing Linda Yes 535 82/21/2824 13:89:09 2 Human Resources
123456 Smith John New Elementary hsmadmin 12/82/20821 14:88:38 2 Human Resources
123456 smith John New Elementary hsmadmin 12/82/2021 13:18:58 2 Human Resources
kathy jackson Kathy E-H 82/15/2824 16:18:41 2 Human Resources
GREEDAL Green dale Yes s5as 82/16/2824 13:17:15 2 Human Resources
JACKKAT Jackson Kathy Yes 585 @2/21/2@824 11:29:55 2 Human Resources

© 2024 Software Unlimited Inc.
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7. The selected document will open in a new tab into the Portfolio View, displaying automatically on the right side of the
window.
a. Documents that match your full text search can be identified by the Pages number for the document, which will be
displayed in a red color and have a “FTX” next to it.

b. Pages that match your full text search will have an icon displayed at the top of the Image Viewer.

I_PR_| ([ hsmadmin
OCS SUI_PR_EMPLOYEES / dl
L) EMPLOVEE ID: BAXTIAC B & 2B e soc  JERNEN FTX
(=] indexes | (E) Notes | & Permission | Cd Add Content | O Search | {3 Manage | 4 16 | p
. / E.g
~ || isearch Results 2 Bl © Vview S ESin
Archive | Find || =2 =
Benefits/Deductions =|
Date Pages/Files Document Description Documé
Contracts
06/01/2021 1-1 1 96/01/3
26/04/2021 2-2 1 Jim TestingUpload from Reports ©6/04/3
b Humen Resources 02/88/2022 331 test R —— Tl . TD
. PP or excolence  compleisd 10 be
eave Requests ©2/04/2022 | 4-5 2 FTX | 2-page TIFF file e e s Pme
02/84/2022 .pdf 2pg POF even # you asach &
02/04/2022  .pdf 2-pg pdf
Ve Bocuments for Testing 02/04/2022 .paf test Personal Information
payroll 02/@9/2022  .pdf LIN test 2/9/22 11/22/3 Hame
Transportatio Kaihy Marie Jackson
Address cay State. Zo
) POBox 8214 so 57490
Phone number Email address.
» B05-G44-4521 Kathy Jacksong@gmail com
© 2024 Software Unlimited Inc. 18
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Searching Portfolio: B

ookmarks/Notes

To search for Bookmarks/Notes in a folder, follow the steps listed below:

Steps:
1. Inthe selected fol

der, click on the Search button.

@docs

li] EMPLOYEE_IC: 41001

=| Indexes | Notes | Pemission | g &Add Content J| < Search | L3 Mar|
[Bookmarks] v
| Administration | ||
2. The Search window will expand.
3. Select Bookmarks or Notes from the Scope drop down list.
Search
Attributes: Bockmarks
Motes
Lookup ltems: Crzate Time
Create User
Search Walue: ]
Virtual File Tite
Attribates ]
— Ul Text E—

4. Enter your search value into the Search Value: field.

5. Click on the OK button.

@docs

HUMAN_RESCURCES [ abeck

|LEJ EMPLOVEE Tz 41001

=l 102 4 3
| [Boo: | |
Search
Scope! Motes W7
Attributes: v
Lookup Items: -
Search Value: Emergency Contact] | oK Cancel

Administration

© 2024 Software Unlimited Inc.
Proprietary and Confidential
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6. The search results will be listed in the Search Results drop down.
7. Select the search result you want to view.

@dOCS HUMAN_RESOURCES / abeck
Lij EMPLOYEE_IC: 41001
=| Indexes | Maotes | (5 Permission | Tg Add Content | £ Search i} Manage 1-6

[Bookmarks] M [Search Results (1]]

Jrministration [Search Results {1)]

Administration : k) Missing Emergency Contact

Benefits/Haalth Coverage

Date Informatio
Ganeral HR

18/29/ 28,
Payrol 18/ 297282
Performance Evaluations 18/ 39/282

8. You will be taken to the page that contains the search results.
a. For Bookmarks, they will be listed above the page.

b. For Notes, click on the note icon above the page. The note details will then expand for review.

E E' EI ) E' @ [ 10/20/2023 I Application

® View % E-Sign

w A H ) [

Notes

[+] 3/26/2024 5:5&:55 [zbeck)
Mis=sing Emergency Contact Information

T

© 2024 Software Unlimited Inc.
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Searching Portfolio: Create Time/Create User

To search for documents based on their Create Time or the Create user who added them in a folder, follow the steps listed below:
Steps:

1. Inthe selected folder, click on the Search button.

@docs

li] EMPLOYEE_IC: 41001

=| Indexes | Notes | Pemission | g &Add Content J| < Search | L3 Mar|
[Bookmarks] v

| Administration | ||

2. The Search window will expand.

3. Select Create Time or Create User from the Scope drop down list.

@doﬁs

[ EmPLOYEE ID: 41001

. Bookmark:
Attributes: cokmans
Mates

Lookup Items: Crzate Time

Craate User

Search Value:

Virtual File Title
Attributes

Full Text

4. Enter your search value into the Search Value: field.
5. Click on the OK button.

@docs HUMAN_RESOURCES / aback

[EJ emPLOvEE ID: 41001

o 4 b
[ eeo I |
Search
Scops: Create Time =
Attributes: v
Lookup Items: v
Search Value: ©83/25/2024 | |T| E

© 2024 Software Unlimited Inc. 21
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6. The search results will be listed in the Search Results drop down.
7. Select the search result you want to view.

@dOCS HUMAN_RESOURCES [ abeck

@ EMPLOYEE_IC: 41001
=] Indexes | Motes | (5 Permission | T4 &dd Content | < Search | £ Manage | 4 1-6 | p

[Bookmarks] - earch Re

Administration | [Search Results (2]

Benefits/Health Coverage : 83/35/2024

Benefits/Health Coverage

General HR. General HR @ 8372572824

Payrol Performance Evaluations : &83/25/2824

Performance Evaluations

8. You will be taken to the page that contains the search results.

@dO(S f HUMAN_RESOURCES / abeck

@ EMPLOYEE_IC: 41001 E IE' 4

=) Indexes | [E] Motes | (3 Permission | ©g Add Content | < Search | ## Manage |  1-6 | [ ]

® View
[Bookmarks] - Performance Evaluations : 03252024 -
am
Administration | | Find - E
Benefits/Haalth Coverage
Date Pages/Files Year Misc Document Type Document Stal
General HR
| Lle/a9/eezs 12 2
Payrol a3/25/2024 | 3-3 1 | 2023 | Needs Review:

Performance Evaluations

© 2024 Software Unlimited Inc.
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Searching Portfolio: Electronic File Title

To search based on the title an electronic file in a folder, follow the steps listed below:

Steps:

1. Inthe selected folder, click on the Search button.

@docs

li] EMPLOYEE_IC: 41001

=| Indexes | Notes | Pemission | g &Add Content J| < Search | L3 Mar|

[Bookmarks]

| Administration

2. The Search window will expand.

3. Select Virtual File Title from the Scope drop down list.

@docs

) empLovE= ID: 41001

Search
Aftributes: Bockmarks
Notes
Lookup ltems: Craate Time
Create User
Search Value:
Virtuzl File Title
Attributes
Full Text

4. Enter your search value into the Search Value: field.

5. Click on the OK button.

@docs

HUMAN_RESOURCES / abeck

[E 7 EMPLOYEE Iz 41001

o 4 4
| [Boo | | |
Search
Scope: Virtual File Title v
Attributes: v
Leckup [tems: v
Search Value: Zapplication® | | ox | Cancel

© 2024 Software Unlimited Inc.
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6. The search results will be listed in the Search Results drop down.
7. Select the search result you want to view.

@docs

HUMAN_RESOURCES § abeck

@ EMPLOYEE_IC: 41001

=| Indexes | MNotes | (5 Permission | Tg Add Content | £ Search | £ Manage | f 1-6 [ p

[Bookmarks]

Administration
Banefits/Hezlth Coverage
General HR

Payrol

[Search Results {1]]

Benefits/Health Coverage : Membership

Date Applicationesspesss. pdf

1839/
16/29/282

8. You will be taken to the page that contains the search results.

@docs

HUMAN_RESCURCES f cbeck

[i] EMPLOYEE_IC: 41001

=| Indexes |Nr.:|ta ||fi‘|Permissiun |'_'°AddContent 2 Search |ﬁManage | 4 1-6 | [3

[Bookmarks]

Benefits/Health Coverage : Membership Application.. ™

Administration
Bensfits/Health Coverage
General HR

Payral

Performance Evaluations

l | Find ‘
Date Pages/Files Year Be
16/ 20,2823 1-2 2 2823 Mei
18/29/2023 | 3-3 1 2023
@3/25/2824 4-4 1 2a2d
18/29/2823 | Medical Formadeaapes.docx 2023 Eml
18729072023 Membership Applicationeaeesses.pdf |2ﬂza |
16/ 20,2823 o | a 2823

© 2024 Software Unlimited Inc.
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Searching Portfolio: Document Attributes

To search based on document attributes within a folder, follow the steps listed below:

Steps:
1. Inthe selected folder, click on the Search button.

@docs

E EMPLOYEE_IC: 41001

=| Indexes Notes Permission | Cg Add Content || < Search | |48 Mar|

[Bookmarks] '
| Administration | ||

2. The Search window will expand.
3. Select Attributes from the Scope drop down list.

@docs

E) emPLovE= ID: 41001

Search

Aftributes: Beckmarts
Motes

Lookup ltems: Crzate Time

Create User
Search Value:

Wirtual File Tit

Full Text

Select the attribute you want to search on.

If the attribute is a lookup value, select the value you want to look for from the Lookup Items: list.

If the attribute is a text/date value, enter your search value into the Search Value: field.
Click on the OK button.

HUMAN_RESOURCES [ abeck
@

[E] empLovE= ID: 41001 |

N o v s

= 12 4 »
| [Bookmarks] || |
Search
Scope: Aftributes v
Attributes: Administrative Document Type v
Lookup ltems: Application v
Search Value: | oK | Cancel

© 2024 Software Unlimited Inc.
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8. The search results will be listed in the Search Results drop down.
9. Select the search result you want to view.

@docs

HUMAN_RESCOURCES [ abeck

[§ ] EMPLOYEE ID: 41001

=| Indexes | Nates | (5 Permission | g Add Content | ‘ Search | £ Manage |  1-6 | p

[Bookmarks]

Administration
Bensfits/Health Coverage
General HR

Payrol

Performance Evaluations

|

H Administration : Administrative Document Type
! Application

General HR : Administrotive Document Type :
Application

10. You will be taken to the page that contains the search results.

@docs

HUMAN_RESQURCES / obeck

[ij EMPLOYEE_IC: 41001

=| Indexes |NCItE |Permissiur1 |'_'°AddContent | &2 Search |-ﬁ}Manage | 4 1-6 | [3

[Bookmarks] - || Administration : Adminisirative Document Type: Ap.. 7
I
Administration ” | Find |
Bensfits/Hezlth Coverage
Date Pages/Files Year Administrative Document Type = Misc
General HR ——
18/29/2023 | 1-2 2 | 2023 || application |
Payrol 18/29/2023 | 3-8 6 2023 | BECKETCUNG TNEC
Perfarmance Evaluations 18/29/2023  9-9 1 2823 Drivers License

© 2024 Software Unlimited Inc.
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Searching Portfolio: Fulltext

Full text searching allows you to run a search against documents that contain typed text. You can search for a specific word or
phrase that may be contained within the typed text of the document(s). To perform a full text search within a folder, follow the steps
listed below:

Steps:
1. Inthe selected folder, click on the Search button.

@docs

|£J EMPLOYEE_IC: 41001
=| Indexes Notes Permission | T4 Add Content || O Search | |43 Mary

[Bookmarks] |
| Administration | ||

2. The Search window will expand.

3. Select Full Text from the Scope drop down list.

@docs

[E emPLOvEE ID: 41001

Search

Bookmarks

Attributes:
Mates

LOOKUD ITems: Create Time

Create User
Search Value
Virtual File Title

4. Enter your fulltext search criteria into the Search Value: field.

Search Criteria Examples:
c) Specific Word or Value:
e  [fyou were searching for a document that contained the word Mountain, you would
enter Mountain into the Fulltext field.
e Ifyou were searching for a document containing the year 2018, you would enter
2018 into the Fulltext field.
d) Phrase:
e [fyou were searching for a document that contained the phrase Employer Review,
you would enter “Employer Review” into the Fulltext field.

Note

e  NOTE: When you search for a phrase, make sure to place double quotation marks (“
”) before and after the specific phrase. If no double quotation marks are added, the
search will not work.

5. Click on the OK button.

© 2024 Software Unlimited Inc. 27
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B EmPLOYEE ID: GREEDAL

= 107 L | 3
| I |
Search
Scope: Full Text v
Attributes: S M
Lookup Items: b
Search Value: application | | oK | Cancel

6. The search results will be listed in the Search Results drop down.

7.

Select the search result you want to view.

@docs

SUI_FE_EMIPLOYEES / hsmadmin

LEJ EMPLOVEE_IC: GREEDAL

Archive

Contracts

P = =

]

=| Indexes | Motes | &y Pemnission | g Add Content | O Search | ## Manage

446 | p

1 [Search Results (2]

Human Resources :

2/16/2024 1:17:15 P L txt

Human Resources

D 2716/2824 1:17:15 P Lttt

8. You will be taken to the page that contains the search results. The fulltext results will also include FTX listed in the
Pages/Files area of the document and above the image viewer.

@docs

SUILFR_EMPLOYEES / hsmadmin

[i] EMPLOYEE |0 GREEDAL

=] Indexes |@Nota | (T Permission | 4 Add Content | 2 Search | £ Manage | 4 46 | »

B 2] ozee: | EEEE

Redactions

G s

‘|| Human Resources : 2/16/2024 1:17:15 PM .t -
p— . : nA® D -
wrchiv " ‘ Find
-
Date Pages/Files Document Descripti
Contracts
eznarzezal 1-2 2 FIX Kathy Jackson App = — L~
I% e an o
82/16/2824  JACKEAT Teaching Certificate.pdf Kathy Jackson Tea A 1i g For Ei 1 + bt iy
» Human Rescurces B2/16/2824  JACKKAT CPR Card.pdf Kathy Jackson CPR Frough diversty. M::i—
even if you aflach &
Personal Information
Hame
Katly Mane Jackson
f— —
© 2024 Software Unlimited Inc. 28
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Searching Portfolio: Document Attribute Fields in Subfolder

To search within the document attribute fields in a subfolder, follow the steps listed below:

Steps:
1. Inthe selected subfolder, enter your search value into the available filed.
2. Click on the Find button.

@docs

5 | EMPLOVEE_ID: JACKKAT

Indexes | Motes | EI Permission | 74 Add Content | 2 search | £ Manage [ 4 &4
|
[ certificatd Find
Date Pages/Files
Contracts

82/21/2024 | 1-2 2
82/21/2024 3-3 1

» Human Resources @3/85/2024  4-4 1

92/21/2024  JACKKAT Teaching Certificate.pdf
@2/21/20824  JACKKAT CPR Card.pdf

3. Any value that matches your search term will be highlighted in blue in the document attribute area.

@docs
& | EMPLOYEE_ID: JACKKAT
Indexes | Notes | E] Permission | QAdd Content | /O Search | fo3 Manage | 4 624-8624 | )
Certificate Find
Date Pages/Files Documen
Contracts
22/21/2024 | T ® | Kathy Ja
@2/21/2924 3-31 Drivers
» Human Resources @3/85/2824 4-4 1 Contract
02/21/202| JACKKAT Teaching Certificate.pdf |Kathy Ja
@2/21/2924  JACKKAT CPR Card.pdf Kathy Ja
©92/23/2024  JACKKAT CPR Card.pdf CPR
Dovernll

© 2024 Software Unlimited Inc.
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Publishing: Quick Print of Page in Image Viewer

To print the single page displayed in the image viewer, follow the steps listed below:

Steps:
1. Within the Portfolio View tab, select the Page of the document you want to print.

2. Click on the Print icon, located in the image viewer.

EREE ] 20100 e | e G G

4 Add Content | © Search | £# Manage | 4 15 | D
5 .
Find | | 2 2@ 2 E

Date Pages/Files Year Administrative Document Type Misc
10/29/2023 | 1-2 2 [ 2023 | Application [
10/29/2823 3-8 6 2023 Background Check m:l:l.
10/29/2023 S- 2023 Driwv Licen . .
/2 e, e Application for Employment
83/01/2024 10-11 2 2024 Application -
e o
llqud access fo programs, services and employment is available to al persons. Those spplicants requiring reasonable sccommedation o the }
applicasion andlor incerview process should notify  represcntative of the Human Resources Department
Posicion(s) spplicd for___ (QAMIMGHting As&itnaat TL  Dueofapplicaiion_31 20100
Name____AShford ?[L,IM{'EA B socal Securiy »_999-99-9999
Ao (U3 Relon L T (aoumbes Gl Gsje
Tdephoas ¢ (O YRBOFED  Mobile/Beeper/Other 8 ) —=———  c.mail Address —
q If you are uader 18, and it is requited, can you furnish a work permic? ~Yes 'Ne
If no, please explain s S NI O
3. A Print window will pop up.
4. Select the print options you would like to use.
5. Click on the Print button.
HREE B o= ... .
Print
Pages Orientation
(@ Print Al | Portrat
Pri )
(") Print Current Paper Size
()| 1-5,8,10-15 ‘Letter
More options «
© 2024 Software Unlimited Inc. 30
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6. Your default web browser’s print window will pop up.
7. Click on the Print button.

Print

I Appllx ation for E mplm ment

E 10 programs, services and cu eent i avaiabde w all reasasable sccnmnodation o the - =
[.:,.‘f::.::'“z._.,.:.,.,‘.ﬂ e T gl Destination

Posidonts) apptied for___ (AMAMGHaTing Aekidant T Duestapphcaion_31 20100
L yame____AShérvd AL Ya ‘m B Socil Securiny #_999-99-9999
w143 Relon L. Laagm — Pages
1.1.,;.0‘.::@&182',, bic/becperiOcher 8} ———— «-..wmcg mﬂ*

TTRT

1F yons are under 18, and it is reqired. can you Furmish & work peranic! “Year Ne

1 me, please cxplain = S %
Mave you ever been emphoyed heve befione! I yes, give dases sodpoisions Eios vé” TNe Copies
Ase you begaly eligitde fox employmens in this counery? e ~No

Dare svailible for werk 2120 Whatis your desired salacy range? $ 23,000

Typeof anployment dosived  VFull Timme Pare- T Tempoeary = Sessonel = Bdscscional Co-Op

Are Yo able 10 meet the arendance requiremests of the peaition’ TYs TNeo

Have you evcr pled “guiley” o¢ “wo comtest” 10, ot beea coavicred of & crime? e Y08 TN Color

W yes, plesse peoviede dareds) and dewils _ R D T .
I pasts o occse b e vl F o of the aBrme,

vy s -J.-m.;us«.ah..h
Driver's hcene number if driving i an uv-nml;o@'u—:xm = = — — e Stwe

Employment History
Saanting with yows mn’smﬂqiqu ssiigarents o vobinseer scxiviues. provide the folimwing irformacion

e s oo B——. T
ot
P e e Dt Mo Pianics

o e _ w00 e MY wn JoUw YY

_u ——
77 TN/ N TR mzﬁuuw mmzaou,

NeY o)
v e ) 37_@.., £.00 w ha '...f., 926 wihr

s o g £ G

More settings

o

% B Mm?xe?xvﬁaw:mﬂu_m«._

%% .
i
r_..,_.wu_ m«éﬁ % SAMuk el tUuck siisy
"mum = PR

fﬁ “gchwumﬂuuu‘ﬂ_w j&&d_'mq:,mzq

Dt ckspn! Tooch “Tackson. Gt
mngx boked tudiit € Cowses
x.-.u.w ] oo aton o 5,"313 wha  wm Y00 w RAL

mn'avm i -

n (T O AR ST

1 sheet of paper

(6 HP LaserJet 200 colorM ¥ )

All 24

1

Color Y
v

8. Your selected page will now print.
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Publishing: PDF a Folder

Publishing a Folder allows you to download or print the entire folder. Follow the steps below to publish a folder:

Steps:
1.

2.

3.
4,

In the Portfolio View tab of the selected folder, click on the Manage button.

Click on the Publish Folder button.

@doa

HUMAN_RESOURCES / abeck

[E | EMPLOYEE_ID: 41001

Indexes Motes E| Permission | Cg Add Content | = Search

£t Manage | 4 15 | D

-

Transfer » v

Administration I Publish Folder... I
Benefits/Health Coverage Delete Folder
Date Pages/Files Yoo —rwommmswwove ocomcmcrype . Misc
18/29/2823 | 1-2 2 | 2023 | Application
18/29/2823 3-8 & 2823 Background Check
18/29/2923 9-9 1 2823  Drivers License
83/@1/2824 18-11 2 2824 Application

A Publish PDF window will expand.
Optional Settings to select:

NOTE: Multiple options can be selected at a time.

Folder Indexes
Folder Notes

Document Attributes

Page Bookmarks

All folder indexes associated with the selected folder will
be added to the published document.

All folder notes associated with the selected folder will be
added to the published document.

All document attributes associated with the selected
folder will be added to the published document.

All bookmarks associated with the selected folder will be
added to the published document.

All page notes associated with the selected folder will be
added to the published document.

All dynamic annotations associated with the selected
folder will be added to the published document.

All template annotations associated with the selected
folder will be added to the published document.

Allows you to block certain pages from being published.
When the published document is created, the pages that
are blocked will be printed as blank pages and will say
“This Page Intentionally Left Blank.”

All pagesets associated with the selected folder will be
placed in the published document in descending date
order.

All virtual files associated with the selected folder will be
placed in the published document.

When an Alternate Permission Access Level (APAL) is entered into any and/or all of the

Page Notes
Dynamic Annotations
Options
Template Annotations
Secured Pages Blank
Pagesets Descending Date
Include Virtual Files
Permission
Access Levels

the published document.

© 2024 Software Unlimited Inc.
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redactions within the selected folder that are higher than the APAL will be hidden/redacted in
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Title

Subject
Author
Password

PDF Document

View Now

Output Download

5. Click on the Publish button.

Adds a title to the published document.

Adds a subject to the published document.
Adds an author’s name to the published document.
Add a password to the created PDF to secure it.

This option will open the published document immediately in your default web
browser.

This option will allow you to save the published document to a location of your
choice. To give the published document a name, enter the name into the Save
Name field.

@docs

HUMAN_RESCOURCES [ abeck

E | EMPLOYEE_ID: 41001

Indexes | Motes | & Permission | T4 Add Content | 2 search | £} Manage | 4 1-5 | 2

| ‘ -

Publish PDF

[J Folder Indexes

[ Folder Notes

[l Document Attributes

] Page Bookmarks

] Page Notes

O Dynamic Annotations

O Template Annotations

[ secured Pages Elank

(] Pagesets Descending Date
(J Include Virtual Files

Publish

Scope Permission Access Levels
| Folder Pagesets
Page Range: Pages
Redactions
Options

PDF Document

Title

Subject

Author

Password

Output

iew nNow O Download
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Proprietary and Confidential

33



@docs

6. A PDF of the select folder will be created and will display in your default web browser.
7. To Download the PDF:
a. Select the Download button and save the PDF to your preferred location on your computer.
8. To Print the PDF:
a. Select the Print button and send the PDF to be printed at your desired printer.
9. When done with the published folder, click on the X button.

IntelliCloud Published Document 1 /19 —  80% + H| 9:)

pplication for Employment

Fiame ek

Equal access to programs, services and employment is available 1 all persons. Those applicants sequiring reasonable scconmedation w the
applicasion and/'or incerview process should notify 5 represenoive of the Human Resources Depariment

Pasicion(s) applied for_ Mﬁ&ﬁﬁd— :.U: Date of application =2} 0/ O

Mame !df'Qh-‘EWd “Pﬁ 7 fett. Social Securiy #M
Address 143 _Plen QL. e jﬁ&g@&_ .,_iqi;,J_
IBEL
Telephaas # M i s 2 Mebile/Beeper/Other #{ 1 e-mail Address __ ———
[Fyou are under 18, and it is requiced. can you Furnish a work permic? oo Ve He
If o, please explain_ ____ - o
Harve you ever been emplny:d |'|l:|'t F)cforc’ [F‘jﬂ:'s give dares and posicions e S i TiNe

Are you legally eligibde Far emphymmt in this equnery? . WY T o
Drare available for work .. 5 2D \\-"im 15 your d:slr:d ss.'l:lr)- Fange? R B, OO0
Type of employment desred V’ull. Time " Pare-Time " Temporary 2 Seasomal .Edul:anm:al Co-Op
Are youi able to mest rthe atendance u'qu.lrcrr-cnu of the pasition?, PSSR (- RN » I+
Have you ever pled “guilty” of “no contest™ 10, or been convicted oh cnmr.’ SSPUTSROSOTOOTSOTROI B s { = S N o -
1F yes, plezse provide darels) and decails __ . R i _ — e —

Anmtnmg ",‘u W |I-:nequurm does B oML nce an summaric har 1o employmen:. Farwruud' as date u‘ll!-eoﬂxnse aencvnmnnri rmulro.’ﬂundnuun.
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Publishing: PDF a Document

Publishing a Document allows you to download or print a selected document. Follow the steps below to publish a selected document:

Steps:
1. Select the document you want to publish.
2. Right-click on the selected document.
3. Select the Publish button.
4. Select the Open... button.
@ 0CS HUMAN_RESOURCES / abeck

5| EMPLOVEE_ID: 41001 =Sk
; i IR
Indexes Notes ﬁ Permission QAdd Content /O search | £} Manage 4 1-5 »
- || - ® view < E-Sign
Administration Find . I B
Benefits/Health Coverage
Date Pages/Files Year Administrative Document Type Misd
10/29/2023 | 1-2 2 | 223 | Application |
Payroll 10/29/2023 3-8 6 2823 Background Ch Transfer Select (Pageset)
Performance Evaluations 10/29/2623 9-9 1 2823  Drivers Licen Transfer Select (Page)
a3/e1/2e24 19-11 2 2824 Application I Publish I b
Download
Delete L ’ )
vicion(s) applied for__ _M

Name___ _A.Sllﬁ'lr,d .
Address _Lq‘,i Eie“_&!_h:_

e

5. A Publishing window will expand.

a) Ifyou want to publish a page range, check the Page Range box and enter the range of pages into
the provided field.

Example:

Note

Page Rangs(s)

3-5

6. Optional Settings to select:
NOTE: Multiple options can be selected at a time.

Folder Indexes All folder indexes associated with the selected document
will be added to the published document.

Folder Notes All folder notes associated with the selected document will
be added to the published document.

Document Attributes All document attributes associated with the selected
document will be added to the published document.

Options

Page Bookmarks All bookmarks associated with the selected document will
be added to the published document.

Page Notes All page notes associated with the selected document will
be added to the published document.

Dynamic Annotations All dynamic annotations associated with the selected

document will be added to the published document.
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Template Annotations All template annotations associated with the selected
document will be added to the published document.
Secured Pages Blank Allows you to block certain pages from being published.

When the published document is created, the pages that
are blocked will be printed as blank pages and will say
“This Page Intentionally Left Blank.”

Pagesets Descending Date All pagesets associated with the selected document will be
placed in the published document in descending date
order.

Include Virtual Files All virtual files associated with the selected document will

be placed in the published document.
When an Alternate Permission Access Level (APAL) is entered into any and/or all of the

Permission available Access Level fields, the permissions associated with any pagesets, pages, and/or
Access Levels redactions within the selected document that are higher than the APAL will be
hidden/redacted in the published document.
Title Adds a title to the published document.
PDF Document Subject Adds a subject to the published document.
Author Adds an author’s name to the published document.

Password Add a password to the created PDF to secure it.

View Now  This option will open the published document immediately in your default web
browser.
Output Download  This option will allow you to save the published document to a location of your
choice. To give the published document a name, enter the name into the Save
Name field.

7. Click on the Publish button.

@dOCS HUMAN_RESOURCES [ aback

[ | EMPLOVEE_ID: 41001
Indexes Notes | {3) Permission | T Add Content | = Search | %t Manage | 4 15 | p

| | -

X
Publish PDF
Scope Permission Access Levels
| Pageset | ageses
Page Range: d Pages
1-2 | Redactions
Options
PDF Document
[ Folder Indexes Title | |
[ Folder Notes Subject | |
[ Document Attributes Author | |
. Page Bookmarks Password | |

O pa ge Notes
Output

[J Dynamic Annotations .

0 Template Annotations © viewNow © Download
[ secured Pages Blank

O Pagesets Descending Date

U Include virtual Files
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8. A PDF of the selected document will be created and will display in your default web browser.
9. To Download the PDF:
a. Select the Download button and save the PDF to your preferred location on your computer.
10. To Print the PDF:
a. Select the Print button and send the PDF to be printed at your desired printer.
11. When done with the published document, click on the X button.

IntelliCloud Published Document 1 /2 —  1W00% + [H| 0:)

plication for Employment

Fiapie Pring

Equal aceess to programs, services and employment is available w all persons. Those applicants requiring reasonable accommodation w the
application and/for interview process should notify a representarive of the Human Resources Diepariment.

Posicion(s) applied for__ M%dm Aegitant I Draee of appliﬂﬂonm

Name A quh‘E)'Td _ ’?&ngﬁ LQ"H:Q/ rﬁ: Social Securiy #M@__ 3
Address {45 é@'@’! . M G 70

Dy Stake Tp (ode

Sarees
Telephone # (ol *im el Mobile/Beeper/Other # { ) s email Address_ ———

If you are under 18, and it is required, can you furnish a work permic? s

Ifno, please explain__ .

Have you ever been empl’o}’ed here before? If)-‘r:s, gi\rc da‘[c_s and posiu'.ons
Are you legally eligible far employment in this country?. o
Drare available for work .. . FaN.>0)

L' L I o] \)‘{"“‘T" —n
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Importing: Add an Electronic Document to a Folder

Importing allows you to add electronic documents to a folder. To import electronic documents, follow the steps listed below:

Steps:
1.

2.

3.
4.

Within the Portfolio View tab, select the Subfolder you want to import electronic files to.
Click on the Add Content button.

@docs

& | EMPLOYEE_ID: 41001
Indexes | MNotes | ﬁ Permission

| T4 Add Content | 2 geare

Administration

Benefits/Health Coverage
Date Pages/Files

18/29/2623 | 1-2 2
18/29/2823 3-8 6
Performance Evaluations 18,/29/2823  9-9 1

Payroll

a3/el/2e24 1a-11 2

An Add Folder Content window will expand.
Click on the Choose File button.

@docs HUMAN_RESOURCES / abeck

£ | EMPLOVEE_ID: 41001

[ Indexes | Motes | &) Permission | Td Add Content | 2 search | £ Manage | 4 15 | )

-

X

Add Folder Content

Administration

Content Save Option: (.txtl.doc.docx].htmi.pdf.rtf | Black/White TIFF v | [ compine images single pageset

Choose File |IMo file chosen
==

Year

Administrative Docyment Tune
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5. An Open window will pop up.
Locate the electronic document you want to import.
7. Click on the Open button.

8.

© 2024 Software Unlimited Inc.

P Open
« v 4 » ThisPC » Desktep » SampleFiles » Human Resources » Benefits v | & Search Benefits =l
Organize ~ Mew folder =~ [ @
) MName Date Type Size Tags
3 Quick access
[=] imagel.TIF 2/9/20127:10 PM TIF File 47 KB
[ Desktop - " - . ) -
@ Medical Form00000006.dac 021 3:27 PM Microsoft Word 9... ITKB
¥ Downloads * 03 Medical Form00000D06.docx /2021 3:27 PM Microsoft Word D... 18 KB
Documents * Membership Application0000000S.pdf  12/28/2011 218 AM Adobe Acrobat D... 57 KB
[=] Pictures * [8] Sample Audic FileDODODDO2.WAY 12/28/2011 8:18 AM WAV File 789 KB
Projects » [ Sample eMail with AttachmentD0000...  12/28/2011 &:18 AM Outlook Item 91 KB
B Videos » [5] Sample JPG FileDDDOD004.jpg 12/28/2011 8:18 AM JPG File 266 KB
lobs
PPTs
Recordings
Sample Files v € >
File name: | Membership Application000D0005. pdlf ~| | AnFiles ) v
Il Open |I | Cancel |

Click on the Upload File button.

Administration

Content Save Optiorn: [ixt|.doc|.docx].htmi].pdf].rif)

Choose File | Membershi...000005.pdf

Blachk

[ remor
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9. The electronic document is now attached.

a) Toadd multiple documents, repeat steps 4 through 9.

b) If you would like the multiple documents to be merged together on import, check the Combine in
images single pageset box.

Note c) If you want to remove any of the multiple documents attached, select the document, and click on

the Remove button.

d) If you want to convert the electronic document to black and white Tiff, select the Content Save
Option of: Black/White TIFF. The electronic formats that can be converted are: .txt, .doc, .docx,
.html, .pdf, .rtf

10. If document attributes are available, enter the desired information into the provided fields.
11. Click on the Submit button.

X

Add Folder Content

Administration

Content Save Option: (ixtl.doc.dock.htmLpdf.rtf) | Black/White TIFF w | [ compire images single pageset

Choosze File | Mo file chosen
[ remoe ]
Membership Application00000005.pdf I -

Year -

2024

Administrative Documnent Type
Misc Document Type

Document Status

Needs Reviewed w

Document Date

[63 /25/2024) ] h

Submit
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12. A message will appear, confirming the file has been added.
13. To close the Add Folder Content window, click on the X.
| I I

X

Add Folder Content

Administration

Content Save Option: [.txt.doc|.docx].htmipdilrtf) | Black/White TIFF v | (J combine images single pageset

Files To Submit
Mao file chosen

e

3

2024

Administrative Document Type

v
Misc Document Type
v
Document Status
Needs Rewiewed hd
Document Date
L A3IRIIA4 -
Submit [ Content added successfully ]
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Transfer in Same Folder: Move a Document to Another Subfolder

To transfer a document from one subfolder to another, within the same folder, follow the steps listed below:

Steps:

Select the document that is located in the wrong subfolder.

1.
2. Right-click on the selected document.
3. Select the Transfer Select (Pageset) button.

@docs

HUMAN_RESCQURCES / abeck

E | EMPLOYEE_ID: 41001

Indexes | Motes | IEI Permission | T4 Add Content | 2 search | £} Manage | { 1-5 | )

Administration

Benefits/Health Coverage

Payroll

Performance Evaluations

Find
Date Pages/Files Year Administrative Document Type Misc
l@/29/2823 1-2 2 2823  Application
18/29/2823 3-8 & 2823  Background Check
le/29/2023 9-9 1 2823 Drivers License
a3/81/2824 18-11 2 20824  Application
03/25/2024 | 12-12 1 | 2024 | |

I Transfer Select (Pageset) I

Transfer Select (Page)
Publish
Download

Delete

4. Select the subfolder you want to transfer the document to.

5. Right-click on the subfolder.
6. Select the Transfer Endpoint... button.

@docs

[E | EMPLOVEE_ID: 41001

Indexes | Notes | E| Permission | T4 Add Content |

Administration

Benefits/Health Coverage [

Payroll

Performance Evalua

Transfer Select

Transfer Endpol

o
| e
| f

Refresh Pagesets

Delete 5 Mg

[ TOF2orae?s S

© 2024 Software Unlimited Inc.
Proprietary and Confidential

42



@docs

7. ATransfer Content — Pageset To Subfolder window will expand.
8. The Move box is automatically checked.
a) The Include Bookmarks, Notes, Page Permissions, Redactions, and Annotations box is

automatically checked as well.
b) If wanting to place just a copy of the selected document into a selected subfolder, select the Copy

option.

Note

9. Click on the Apply button.

X

Transfer Content - Pageset To Subfolder
O Copy

Creates new copies of both metadata and content and stores it in the selected area.

Include Bookmarks, Notes, Page Permissions, Redactions and Annotations

@ Move

Moves metadata, content and page extents to the selected area.

10. A message will appear, confirming the document has been transferred.
11. To close the Transfer Content window, click on the X.

X

Transfer Content -
O Copy
Creates nmew copies of both metadata and content and stores it in the selected area.

Include Bookmarks, Notes, Page Permissions, Redactions and Annotations

® move
Moves metadata, content and page extents to the selected area.
l Copy/Move Succeeded I
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Transfer in Same Folder: Move a Page to Another Subfolder

To transfer a page from one subfolder to another, within the same folder, follow the steps listed below:

Steps:
1.

2.
3.

Select the page that is located in the wrong subfolder and document.

Right-click on the selected document.
Select the Transfer Select (Page) button.

@docs

HUMAN_RESCURCES [/ abeck

[ | EMPLOYEE_ID: 41001

[=] Indexes | Notes | [2] Permission | 4 Add Content |/OSearch | £} Manage | 4 15 | »

M |

Administration

Genera

Payroll

B[ I oz

Find -H ) B
Benefits/Health Coverage
Date Pages/Files  Year Administrative Document Type  Misc
" 18/29/2823 1-2 2 2823  Application
18/29/2823 | 3-8 6 | 2823 | Background Check I
Performance Evaluations 18/29/2023 9-9 1 2023 Drivers License Transfer Select (Pageset) Robert Stephen Andersy
Transfer Select (Page) R oy [pyoge'
Publish 3
Download ESSIONAL REHR
Delete [

Contagt Name: Elmer Richter
Contact Phone Number: 9494221 | 88
Company Name: City of Los Angeles

4.
5.

6.

Select the subfolder you want to transfer the page to.
Right-click on the subfolder.
Select the Transfer Endpoint... button.

@docs

E | EMPLOVEE_ID: 41001

Indexes | Notes | Permission | T4 add Content |

Administration

Benefits/Health Coverage
Date

General HR.

108/29,/2023

Payroll

Performance Evaluations

Transfer Select

I Transfer Endpaint... I

Refresh Pagesets

Delete
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7. ATransfer Content — Page To Subfolder window will expand.

8. The Move box is automatically checked.

a) The Include Bookmarks, Notes, Page Permissions, Redactions, and Annotations box is
automatically checked as well.

b) If wanting to place just a copy of the selected page into a selected subfolder, select the Copy
option.

Note

9. Click on the Apply button.

X

Transfer Content - Page To Subfolder
O copy

Creates new copies of both metadata and content and stores it in the selected area.
Include Bookmarks, Notes, Page Permissions, Redactions and Annotations
® move

Moves metadata, content and page extents to the selected area.

10. A message will appear, confirming the page has been transferred.
11. To close the Transfer Content window, click on the X.

X

Transfer Content -
O Copy

Creates new copies of both metadata and content and stores it in the selected area.
Include Bookmarks, Notes, Page Permissions, Redactions and Annotations
® Move

Moves metadata, content and page extents to the selected area.

| Copy/Move Succeeded I
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Transfer to Another Folder: Move a Document

To transfer a document from one folder to another folder, follow the steps listed below:

Steps:

Select the document that is located in the wrong folder.

1.
2. Right-click on the selected document.
3. Select the Transfer Select (Pageset) button.

<
@docs HUMAN_RESOURCES / abeck
E | EMPLOYEE_ID: 41001 =ik
Indexes | Motes | IEI Permission | T4 Add Content | 2 search | £} Manage | { 1-5 | )
i :
Administration Find J-
Benefits/Health Coverage
Date Pages/Files Year Administrative Document Type Misc i
18/29/2023 1-2 2 20823  Application :
Payroll 10/29/2023 3-8 6 2023 Background Check |
Performance Evaluations 1e/29/2823 9-9 1 2823 Drivers License |
{
@3/01/2024 19-11 2 2024 Application |
03/25/2024 | 12-12 1 | 2024 | . | !
I Transfer Select (Pageset) I
Transfer Select (Page)
Publish
Download
Delete
4
4. Go to the Search tab.
5.  Run a search for the folder you want to move the selected document to and open it.
®aocs
Tools ® Inbox ®  Audit Shield., Indexing... Help
[HuMAN_RESOURCES ~| Search Results (Folders)
EMPLOYEE ID EMPLOYEE_ID LAST_NAME FIRST_NAME SSN DEPARTMENT EMPLOYEE_STATUS LOCATION DATE_OF_HIRE
41000 Eckard Michael 111-11-1111 T Active Dallas 85/01/2001
LAST_NAME
Eckard
Michael
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6. Select the subfolder you want to transfer the document to.
7. Right-click on the subfolder.
8. Select the Transfer Endpoint... button.

@docs

E | EMPLOVEE_ID: 41000

Indexes Notes | (5} Permission | T4 Add Co

-

Administration | |

Transfer Select

. ite
Transfer Endpoint...

28/2

Refresh Pagesets

Delete

9. A Transfer Content — Pageset To Subfolder window will expand.
10. The Move box is automatically checked.

a) The Include Bookmarks, Notes, Page Permissions, Redactions, and Annotations box is
Note automatically checked as well.

b) If wanting to place just a copy of the selected document into a selected subfolder, select the Copy
option.

11. Click on the Apply button.

X

Transfer Content - Pageset To Subfolder
C Copy

Creates new copies of both metadata and content and stores it in the selected area.

Include Bookmarks, Notes, Page Permissions, Redactions and Annotations

® Move

Moves metadata, content and page extents to the selected area.

© 2024 Software Unlimited Inc.
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12. A message will appear, confirming the document has been transferred.
13. To close the Transfer Content window, click on the X.

X

Transfer Content -
O copy

Creates new copies of both metadata and content and stores it in the selected area.

Include Bookmarks, Notes, Page Permissions, Redactions and Annotations

® move
Moves metadata, content and page extents to the selected area.
l Copy/Move Succeeded I
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Transfer to Another Folder: Move an Entire Subfolder of Documents

To transfer the documents of an entire subfolder to another folder, follow the steps listed below:

Steps:
1. Select the subfolder that contains the documents you want to move.
2. Right-click on the selected subfolder.
3. Select the Transfer Select button.

@docs

& | EMPLOYEE_ID: 41000
Indexes ‘ Notes | Ey Fermission | g Add Contd

.

Administration | “

Transfer Select

e
Transfer Endpoint...

@/ 2a2|
25/2@2|

Refresh Pagessts

Delete

4. Go to the Search tab.
5. Run a search for the folder you want to move the selected document to and open it.

@dors

Tools » Inbox w Audit Shield.. Indexing... Help

[ HUMAN_RESOURCES v | Search Results (Folders)
. “| | emPlOYEEID  LAST_NAME FIRST_NAME SN DEPARTMENT EMPLOYEE STATUS LOCATION DATE_OF_HIRE
41021 Ashford Paulette 999-99-9999 IT Active Columbus 81/25/2011

Ashford
Paulette
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6. Select the subfolder you want to transfer the documents to.
7. Right-click on the subfolder.
8. Select the Transfer Endpoint... button.

@docs

E | EMPLOVEE_ID: 41000

Indexes Notes | (5} Permission | T4 Add Co

-

Administration | |

Transfer Select

. ite
Transfer Endpoint...

28/2

Refresh Pagesets

Delete

9. A Transfer Content — Subfolder To Subfolder window will expand.
10. The Move box is automatically checked.

a) The Include Bookmarks, Notes, Page Permissions, Redactions, and Annotations box is
Note automatically checked as well.

b) If wanting to place just a copy of the selected documents into a selected subfolder, select the Copy
option.

11. Click on the Apply button.

X

Transfer Content - Subfolder To Subfolder
O Copy

Creates new copies of both metadata and content and stores it in the selected area.

Include Bookmarks, Notes, Page Permissions, Redactions and Annotations

® mMove

Moves metadata, content and page extents to the selected area.
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12. A message will appear, confirming the documents have been transferred.
13. To close the Transfer Content window, click on the X.

X

Transfer Content -
O copy

Creates new copies of both metadata and content and stores it in the selected area.

Include Bookmarks, Notes, Page Permissions, Redactions and Annotations

® move
Moves metadata, content and page extents to the selected area.
l Copy/Move Succeeded I
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Modify: Folder Indexes

If you find need to update the information entered in the Folder Index fields for a folder, follow the steps listed below:

Steps:
1. Click on the Indexes button.

@docs

E | EMPLOYEE_ID: 789456
Indexes Motes E, Permis

Administration

2. An Edit Indexes window will expand.
3. Update the desired folder index field(s).
4. Click on the Apply button.

X

Edit Indexes

-

EMPLOYEE_ID
780456

LAST_MAME
smith

FIRST_MNAME
John

55N
222-22-22322

DEPARTMENT
Payroll ~

EMPLOYEE_STATUS

Inactive ~
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5. A message will appear, confirming the update.
6. To close the Edit Indexes window, click on the X.

EMPLOYEE_ID
789456

LAST_NAME
smith

FIRST_MAME
John

55N
222-23-2222

DEPARTMENT
Payroll

EMPLOYEE_STATUS

Inactive

X

Edit Indexes

Apply

—

Change successful
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Modify: Document Attributes

If you find need to update the information entered in the Document Attribute fields for a document, follow the steps listed below:
Steps:

1. Select the document which contains the document attributes you want to update.

2. Select the Pageset/Page Action Menu.

3. Click on the Attributes button.

@dOCS HUMAN_RESOURCES / abeck

[E | EMPLOVEE ID: 789456 JEE] f@@[
\ndexes |Notes | & Permission | T4 Add Content | 2 search | £+ Manage | ( 5-6 | » E

] 71© D

Administration Find Bookmark/Notes

Date Pages/Files  Year Administrative Document 1 Page Permission _
General HR

©3/25/2024 1-2 2 ‘ | Pageset Permission

Attributes i

Annotations
| Edit | | Save | |Cance|| p——

-

Redactions ay

An Edit Attributes window will expand.
5. Update the desired document attribute field(s).
Click on the Save button.

([ 2] ][I 372572024 Redactions

Edit Atfributes N

T ]

o ||

— Year
2024

Administrative Document Type

Application A -

Misc Document Type e

-
Document Status !
[ Needs Reviewed v]
Document Date

Close
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7. A message will appear, confirming the update.
8. Toclose the Edit Indexes window, click on the X.

(4] /[ 2][»] (Pl [e325/202 Redactions

Edit Attributes

L

|Scwe succeeded

Year
2024

%

Administrative Document Type

Application R =

Misc Document Type

Document Status

Needs Reviewed A

Document Date

Close
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Notes: Folder
To add notes to a folder, follow the steps listed below:

Steps:
1. Click on the Notes button.

@docs

5 | EMPLOVEE_ID: 789456
Indexes MNotes E| Fern

Administration

= o T

2. An Add Folder Notes window will expand.
3. Enter the desired note information into the New Notes section.
4. Click on the Apply button.

X

Add Folder Notes
Current Notes:

New Notes:
Received references on @1/16/2819

—
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5. A message will appear, confirming the note has been added.
6. To close the Add Folder Notes window, click on the X.

X

Add Folder Notes
Current Notes:

<<<< Added »>>>
Received references on 81/18/281%

New Notes:

Apply |[ Save succeeded lll
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Notes: Page

To add notes to a page of a document, follow the steps listed below:

Steps:
1. Select the page you want to add a note to.

2. Select the Pageset/Page Action Menu.
3. Click on the Bookmark/Notes button.

@docs

HUMAM_RESCOURCES / abeck

E | EMPLOYEE_ID: 789456

Indexes | Motes | [% Permission | QAdd Content | /O Search | ol Manage | ( 5-6 | »

Administration

Find

Date Pages/Files  Year
General HR

Administrative Document Type  Misc

83/25/2024 | 1-2 2 | 2024 |

Application

C)

Bookmark/Notes

Page Permission

Pageset Permission

Bl D

Attributes ~
Annotations

| Edit | | Save | |Cance|| es and e

L

Redactions (Y

4. A Bookmark/Notes window will expand.
5. Enter the desired information into the New Notes field.
6. Click on the Save button.

WEE 20 eamseons

Bookmark/MNotes

Mist Bookmark:

Current Notes:

MNew Motes:

Mizzing emergency CONTacT L:for:naticrq
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7. A message will appear, confirming the bookmark has been added.
8. To close the Bookmark/Notes window, click on the X.

|E| |I| [ 2 |I| |E| 03/25/2024 Redactions

Bookmark/Motes X

| Sove succesded |r
vis.| | IESI

Bookmark:

Current Notes:

e
<<<< Rdded »>»>>>»
Misz=zing emergency contact informaticon
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Bookmarks:

To add a bookmark to a page of a document, follow the steps listed below:

Steps:

1. Select the page you want to add a bookmark to.
2. Select the Pageset/Page Action Menu.
3.

Click on the Bookmark/Notes button.

@docs

HUMAM_RESCOURCES / abeck

E | EMPLOYEE_ID: 789456

Indexes | Motes | [% Permission | QAdd Content | /O Search | ol Manage | ( 5-6 | »

C)

Administration

General HR

Find
Date Pages/Files Year Administrative Document Type Misc
83/25/2024 | 1-2 2 | 2024 [ Application

Bookmark/Notes

Bl D

Page Permission

Pageset Permission

Attributes

Annotations

| Edit | | Save | | Cancel | m
woess thoy
Redactions 7 N
4. A Bookmark/Notes window will expand.
5. Enter the desired bookmark into the Bookmark: field or select a value from the dropdown menu.
6. Click on the Save button.
(MO 2] ][] (o250 |[] Redactic
.| | Bookmark/Motes X
Misc Bookmark:
[ 4
Administrative Assistant Il |
Current Notes:
|j+j 3/25/2024 20:41:49 (abeck) |
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7. A message will appear, confirming the bookmark has been added.
8. To close the Bookmark/Notes window, click on the X.

((4J I/ 2[[»][P]] 032572024 [] Redactic

L

.| | Bookmark/Motes X
:| | Save succeeded
- Bookmark:

| v

| Administrative Assistant 11 |

Current Notes:
[+] 3/23/2024 Z20:41:4% (abheck) |

e e o = e B =

M- oo mow ooy ooy e e ot

Additional Details:

Once Bookmarks are added, you can access them from the Bookmark quick reference menu in the selected folder. When a
bookmark is selected from this menu, you will be taken straight to the page with the selected bookmark.

@docs

IEI EMPLOYEE_IC: 41001
=] Indexes | Motes | () Permission | g Add Content | A

[BEookmariks] -

R

Application

I embership Application
Performance Evaluation
Photo

W4
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Annotations:

The annotation feature allows you to add highlights, outline boxes, text boxes, and stamps to a page of a document. To use these

features, follow the steps listed below:

Annotations: Highlighter

The highlighter annotation allows you to highlight parts of a page as if you were using a highlighter marker on a piece of paper. To

use the highlighter annotation, follow the steps below:

Steps:
1. Select the page you want to apply the highlighter annotation
2. Select the Annotations button.
3. Select the Annotate button.
4. Select the Highlight Tool button.

to.

E @ E] ; E] @ 03/25/2024 Administrative Assistant Il I:|

® view % EsSign / Annotate

Applicalion for Employment

Paas Proe.

5. Todraw the highlighter annotation, using your mouse, hold down the selector button and draw a box over the area you
want to highlight. When complete, release the selector button on your mouse.

6. The highlight annotation will now be added to the page.

a) To move or resize the highlight annotation, select the added annotation to activate the
move/resize option and update the position/size of the annotation as desired.
b) To remove the highlight annotation, select the added annotation to activate the move/resize

Note

option and click the Delete key on your keyboard.

Posa e

E @E] [:]/ ‘2’1 @ @ 03/25/2024 | Administrative Assistant 11 D VJ

® view ¥ EsSign / Annotate

ol dow ezt should nodfy 3 represencacive of ok =

pplied fo OQdpinshiaring Adssidant 1

dshfnrd Yaulette e
143 Belan £d (aOu s

¢ (o YREOTD  MobitelBecperiOvber 2

Equal access to programs, services and employment is available w all persons. Those applicants requicing
n by’ oy, e

Jeparument.

DA

ocial Sei

Je-mail

11 you are undes 18, and it s requiced, can you furnish a work perowc?

If no. please explain
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7. Click on the Save button to save the highlight annotation to

the page.

® view % Esign /Z Annotate

O«2T &

E E] E] I:]/ E] @ ‘i03;’25;'27024 l Administrative Assistant Il D Say

(ver. 2001 I

Application for Employmcnl

L ]

Equal access to programs, services and employment is available to all
application and/or interview process shovld motify 3 represencative otj*

rsons. Those applicants requiring reasonable accommodation to the

the Human Resources Deparoment,

Posicion{s) applied for Luhl{‘ l\{'}f uﬁm’ ;":““‘:4-“{2‘ *’t. ,‘z“l" s Date O‘applidtion_ij_ég_m
Sam .’L';h fovd ")(1’1}‘.({ fz t‘j Social Security J‘&‘Fm

8. A confirmation window will pop up confirming the annotation was successfully saved.

9. Click on the OK button.

Annotations successfully saved

o
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Annotations: Box

The box annotation allows you place an outline box on a page. To use the box annotation, follow the steps below:

Steps:
1. Select the page you want to apply the box annotation to.
2. Select the Annotations button.
3. Select the Annotate button.
4. Select the Box Tool button.

=K (][] [o3/25/2024 | Administrative Assistant [

® view % ESign /# Annotate

O T &

ver. 2001
Applicaliuu for Employment

Fua Prow

5. Todraw the box annotation, using your mouse, hold down the selector button and draw a box over the area you want to
outline. When complete, release the selector button on your mouse.
6. The box annotation will now be added to the page.

a) To move or resize the box annotation, select the added annotation to activate the move/resize
option and update the position/size of the annotation as desired.

b) To remove the box annotation, select the added annotation to activate the move/resize option and
click the Delete key on your keyboard.

Note

B[O/ 2][»])[Pl)[ 03252024 | administrative assistant 1 |[_] [T

® view % ESign  Annotate

O«2T <

Patars Priow

Equal access to programs, services and enployment is available to all persons. Those applicants requir
gi e

AP and/or interviwem

Pasition(s) applied for__| _..W m'\t— Jj:-
Name dshﬁ) ﬂ' Ww :-Llsoa'd
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7. Click on the Save button to save the box annotation to the page.

B 2] (03252024 | administrative assistantu |[] Sa)

® view % Esign # Annotate

OT7T =

Applicutiun for Employment

Warare Prow

[ Equal access o programs, services and enployment is available w all persons. Those applicants requiring reasorable accomumodation to the ]

8. A confirmation window will pop up confirming the annotation was successfully saved.
9. Click on the OK button.

Annotations successfully saved

|
[E5 1]
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Annotations: Text

The text annotation allows you to add text boxes to a page. To use the text annotation, follow the steps below:

Steps:
1. Select the page you want to apply the text annotation to.
2. Select the Annotations button.
3. Select the Annotate button.
4. Select the Text Tool button.

E ()[4 (][ M) [03/252024 | Administrative Assistantn_|

LORY T

% Esign  # Annotate

O 2T

[

ver. 2001

Applicatiun for Emplo}rmcm

Farita Prow

5. Todraw the text annotation, using your mouse, hold down the selector button and draw a box over the area you want to
text to appear. When complete, release the selector button on your mouse.
6. Once the text annotation is added to the page, begin typing the text you want in the box.

a) To move, resize, or edit text in the text annotation, select the added annotation to activate the
move/resize/edit option and update the position/size/text of the annotation as desired.

b) To remove the text annotation, select the added annotation to activate the move/resize/edit
option and click the Delete key on your keyboard.

Note

® view % Esign / Annotate

O T &

Contact References

ver. 2001

Applicatiun for Emplu}rmem

Fabad Frow

[ Equsl access to programs, services and employment is available wo all persons. Th
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7. Click on the Save button to save the text annotation to the page.

B i1 2] (0325202 | administrative assistantu |[] @ Sa)

® view % EsSign # Annotate

OsT7T =

ver. 2001

fXI)]mliczlti(111 for Employment

Wabita P

[ Equal access to programs, services and :n?‘qfwm is available 1o allrpcuum Thase applicants requiring reasonable sccommadation to the
1 ] i 32 2 L 4 L 2 e LI L I

8. A confirmation window will pop up confirming the annotation was successfully saved.
9. Click on the OK button.

Annotations successfully saved
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Annotations: Stamp

The stamp annotation allows you place stamps on a page. To use the stamp annotation, follow the steps below:

Steps:
1. Select the page you want to apply the stamp annotation to.
2. Select the Annotations button.
3. Select the Annotate button.
4. Select the Stamp Tool button.

=K (][] [o3/25/2024 | Administrative Assistant [

® view % ESign /# Annotate

<7

Applicaliuu for Employment

Fua Prow

5. Todraw the stamp annotation, using your mouse, hold down the selector button and draw a box over the area you want to
outline. When complete, release the selector button on your mouse.
6. The stamp annotation will now be added to the page.

a) To move or resize the stamp annotation, select the added annotation to activate the move/resize
option and update the position/size of the annotation as desired.

b) To remove the stamp annotation, select the added annotation to activate the move/resize option
and click the Delete key on your keyboard.

Note

E @ E] .ill E] @ | 03/25/2024 Administrative Assistant Il ID Redactions

® view < E-Sign J# Annotate

O «T &

ver. 2001 ORIGINAL

Applicatiun for Employment

Fabita Prm

l Equal access to programs, services and employmeni is available w all persons. Those applicants requiring reasonable accoma)
annlicaticn andlos interview omees shoild norify 3 renreeenarive of the Human Resaneres Denaremen:
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7. Click on the Save button to save the stamp annotation to the page.

B 2] (03252024 | administrative assistantu |[] Sa)

® view % Esign # Annotate

OT7T =

Applicutiun for Employment

Warare Prow

[ Equal access o programs, services and enployment is available w all persons. Those applicants requiring reasorable accomumodation to the ]

8. A confirmation window will pop up confirming the annotation was successfully saved.
9. Click on the OK button.

Annotations successfully saved

|
[E5 1]
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Annotations: Additional Options

Some of the additional options for annotations are:

e Customizing Annotations: Allows you to choose different colors, text/fonts, or stamp wording for the different annotations.
Simply select the color/text/font you want to use, collapse the Pageset/Page action menu, then select the annotation icon
you want to use and draw it on the page.

e Show/Hide Marks: When selected, this option will hide all annotation on the selected page or show all annotations on the
selected page.

e Remove All Marks: When selected, this option will remove/delete all annotations from the selected page.

- B 2
1@ pota
:| Bookmark/Motes
s( Page Permission = — 1
- Pageset Permission
Attributes '
Annotations
| Edit | | Save | | Cancel |
Highlight Color: |‘-r'&||m-.r v| :':r;:
Box Color: |Black w | —
Text Color: | Elack w | .{:
Fonts: | Arial w | e
Font Sizes: E w | d_ )
FontStyles: | |galg I
Ulitaiic &
DUnd&ﬂine
([—— N
Stamp: [ CRIGINAL v | e
[ v
Show/Hide Marks mplo
Remove All Marks r’ £
tenedyl
Publish Mg 'i"'
1y
Save rotated page 31‘1:.—‘::1
Jriving
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Redactions:

The redaction feature enables you to black out certain information on a page from view. This could be sensitive data like social
security numbers or other personal information that needs to be blacked out. To use the redaction feature, follow the steps listed

below:

1. Select the page you want to add a redaction to.
2. Click on the Redactions button.

3. Click on the Redact button.

4. Select the Redaction icon.

=[KK

® view

H| o

2] ][ M][o3/2572024 | Administrative assistant || (0l

< E-Sign ® Redact

|

T =T

Paars Prow

| : n 2 PR m oy m o m

5. Todraw the redaction, using your mouse, hold down the selector button and draw a black box over the area you want the

redaction to appear. When complete, release the selector button on your mouse.
6. The redaction will now be added to the page.

a) If you want to move or resize the redaction, select the added redaction to activate the move/resize

el option and update the position/size of the redaction as desired.

EH (WO

® view

| e

2](P](M][03252024 | Administrative Assistantn || (D)

¥ E-Sign ® Redact

ver. 2001
Applicatiun for Employment

Fabarw Prioe

applicatica and/or interview process should notify 3 represencative of the Human Resources Depariment,

Equal access to programs, services and employment is available w :llfpermm Those sﬂa&imu requi.ring reasonable accommodation to the
I

Mt 143 Relon Ol laoumecs Gl

Pasicion(s) applied for_ _W m'\:{r E Datepf application
Name ﬁSluﬁ [d ___,_niu!em:_____ __e_"_ .. Socal Seculfoy
T uldle

sy Y-

c-mail Address

—= “
Telephone # im__ Mobile/Becper/Ocher 8 L ) T
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7. Select the redaction.
8. Click the Page/Pageset Action Menu for it to expand.
9. Enter the PAL you would like the redaction to have.

a) K12Docs utilizes 100 levels of security known as Permission Access Levels (PAL), which are set
between 0 and 99. PALs establish the level at which a user may or may not see a redaction. Once a
redaction PAL is set, if a user logs into K12Docs with a PAL that is lower than the redaction PAL,
Note the user will see the redacted area on the page. If a user logs into K12Docs with a PAL equal to or
higher than the redactions PAL, the user will NOT see a redacted area on the page. For example, if
a user has a PAL of 50 and the redacted area has a PAL of 55, the user will see the redacted area
on the page. If a user has a PAL of 60, they will not see a redacted area on the page.

10. Click on the Set button.

a) If there are multiple redactions on a page and you want them to all have the same PAL, select the

Note Set All button.

=K (] () (0372572024 | Administrative Assistant 1 |[~]
@ ® Redact

Bookmark/MNotes

Page Permission

Pageset Permission

Attributes )
Redactions for Employment

Edit | | Save | |Cancel|

services and employmens is available o :‘I'I‘pc:sum Those applicants requiring reasonable sccomumodation to the
PaL| 10 |[ set |[ setan | w process should notify 3 represcnasive of the Human Resources Deparsment.

Show/Hide Marks _IMMJ:&MW u Dase {f gglication 2.' ®
d. e __._M_.__.____e_"_ . Social Secudy

Remove All Marks ¥ 2. - (DU """'E () ( ) ®

Tave - "

Ty

Publish L Mobile/Beeper/Ocher 2 [ )| e e-mail Address —

|

ST T is required, can you furnish a work permic? = i s Sl ICRRORIPRERUMONCRNY <ty e . ]

’;ﬂ; lelflr:-l'xl-"nrc! IF yes, give dares and p;n:u'ou-'u. i kbl - . tJYs T Ne
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11. The PAL will now be applied to the selected redaction.

12. Click on the Save button to save the redaction to the page.

Admlmstratlve Assmant Il D -
edact

Save E-Sign

0)’"16!1[

hent is available w all pecsons. Those applicants requiring reasonable accommodation to the
ify 3 represencative of the Human Resources Deparoment,

WM*#JL

|5

VBeeper/Ochver 2 [ ) > e

Fumnish a work peronc?

. Socal Secur

o Date . i

_ c-mail Address

R

— Yes

~'No

13. A confirmation window will pop up confirming the redaction was successfully saved to the page.

14. Click on the OK button.

F- 1l

Redactions successfully saved
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Delete: Folder
To delete a folder, follow the steps listed below:

Steps:
1. Locate and open the folder you want to delete.
2. Click on the Manage button.
3. Click on the Delete Folder button.

@dOCS HUMAM_RESOURCES / g

E | EMPLOYEE ID: 99999
(=l Indexes | (£ Notes | (3 Permission | U4 Add Content | f° Search | & Manage | 4 7-7 | 3

> Transfer »

Publish Folder...

Delete Folder T

4. A Confirm Delete Folder window will expand.
5. Click on the Click to Confirm button.
6. Click on the OK button.

Confirm Delete Folder

Are you sure you want to delete this folder? This operation cannot be reversed!

CLICK TO CONFIRM Cancel

7. A confirmation window will pop up confirming the folder was successfully deleted.
8. Click on the OK button.

|
[T Delete Folder X
Folder successfully deleted -- Please close this browser window.
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Delete: Document

To delete a document, follow the steps listed below:

Steps:
1. Select the document you want to delete.
2. Right-click on the document.
3. Select the Delete button.

@dOCS HUMAN_RESOURCES / abeck

E | EMPLOVEE_ID: 789456

=[C
Indexes | Motes | ﬁ Permission | T4 add Content | 0 search | fo} Manage | { 5-6 | 3
Save |
Bookmarks b | -
S
Administration Find ‘
mm
[ 1]
Date Pages/Files Year Administrative Document Type  Misc
General HR —
@3/25/2024 | 1-7 2 | 2824 L_ngplication [

Transfer Select (Pageset)
Transfer Select (Page)
Publish »

Download

I Delete I

4. A Confirm Delete Pageset window will expand.
5. Click on the Click to Confirm button.
6. Click on the OK button.

Confirm Delete Pageset

Are you sure you want to delete this pageset? This aperation cannot be reversed!

CLICK TO CONFIRM | Cancel
—_—————

7. A confirmation window will pop up confirming the document was successfully deleted.
8. Click on the OK button.

P
Success

Delete operation succeeded

OK
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Delete: Page

To delete a page, follow the steps listed below:

Steps:
Select the page you want to delete.

1.
2. Click on the Page/Pageset Action Menu icon.
3. Click on the Page Permission button.

Bookmark/Motes

kpe Page Permission

Pageset Permission
Attributes

Annotations
‘ Edit | | Save | |Cance||

BluEi 1m0
®

4. A Page Permission window will expand.
5. Place a dotin the Delete button.
6. Click on the Save button.

O )0 (easreees

Page Permission

Mo permission exists on page

T ™1

Save

O Access Level

O Inactivate

the view inactive right.

IDeI ete

will be deleted. This cperation cannot be reversed.

Hides the page from being displayed in searches and/or opened by users without

Permanently deletes the page and all content. If a single page pageset the pageset alic

( 800

lient

ate F
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7. A message will appear, confirming the page has been deleted.
8. Toclose the Page Permission window, click on the X.

(4[4[ ) 1 [][ M) 0372572024 Redactions

Page Permission X

| save succesded

o Access Level

]

9. Torefresh the Portfolio window, right-click anywhere and select the Reload option.
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Adding a New Folder:

To create a new empty folder, follow the steps listed below:

Steps:
1. Enter the information for the new folder into the provided folder index fields.

2. Click on the Add Folder button.

@docs

Tools * Inbox w» Audit Shield.. Indexing... Help

| HUMAN_RESOURCES v | Sed

EMPLOYEE_ID
99999

LAST_NAME
Doe

FIRST_NAME
Jane

S5N

DEPARTMENT

| Finance

EMPLOYEE_STATUS

| Active v|
LOCATION

| Columbus V|
DATE OF HIRE

[01/15/2001 ]

DATE_OF_TERMINATION

| Folders | Search || Clear || Reset J| AddFolder |

O use or'

3. A message will appear, confirming the folder has been created.
4. Click on the Close button.

Add Folder

Folder was successfully added.
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E-Sign Documents:

E-sign allows you to digitally sign a page of a document. To e-sign a document, follow the steps below:

Steps:
Select the page you want to E-sign.

1.
2. Select the E-sign button.
3. Select your e-signature option:

L\,
a. Freehand Signature — allows you to draw your e-signature.

a) To create the Freehand Signature, use your mouse to draw your signature in the open box, then
click the Save button.

OR

Note M

P Save for later

Cance! Clear I Save I

b) Clear — will clear the Freehand Signature drawing from the open box for you to try drawing again.
c) Cancel — will cancel the Freehand Signature drawing process and close the window.
d) Save for later — when checked, will add the created Freehand Signature to the Manage E-

signatures library.

1IE
b. Text Signature — allows you to type your e-signature and choose a typed font to represent your e-signature.

a) To create the Text Signature, type your signature into the provided field, select the font of the
signature you want, then click the Save button.

Type your signature:

Jane Doe

Jane Doe Jane Doe
%a.n-é, T)&'&. j(aw D,'(@
Note Tane e oo Do,
ry d
Q... Pl =
|7 Save for later

Cancel Clear I Save I

b) Clear — will clear the Text Signature from the field for you to type again.
c¢) Cancel — will cancel the Text Signature creation process and close the window.
d) Save for later — when checked, will add the create Text Signature to the Manage E-signatures

library.
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= [ o {3 [ e

@ View ¥ E-Sign

% [T

T Gty of Lowr, BLEtS, BhE 21P cooe

5 Total number of aliowances ol

4. Select the Place E-signature button.
5. Place the signature on the page.

a)

Note b)

To move or resize the E-signature, select the added E-signature to activate the move/resize option

and update the position/size of the E-signature as desired.
To remove the E-signature, select the added E-signature to activate the move/resize option and

click the Delete key on your keyboard.

6. If you want to place the current days date on the page, select the Place Date button.
7. When done, select the Save E-sign button.

B 2] 029202 |

T LD SN L) MEMEO ] MINTING, DUT WITIVIRG AT THGNeT SNge T

| Note. D masmad, ou legaly OF BO0CS0 8 B novasiden: dhat. chack e “Sngie” bo.
T Gty or town, sue, ang 1P cooe 4 1 your iost name Gifiors from hat sShown on your social securily Sard,
cnack herz. You must call 1-800-772-1213 for a replacemant card. > [
5 Tota number of alk you are g {from line H above or from the epphcabie worksheet on page 2) -]
6  Additional amount,  any, ywwwvwﬁmcimucnpavm s e 3 s

| claim examption from withholding for 2011, and | cernffy lha'l-nwbolho‘the !olowm:ondmons for examption,
« Last year | had a right to a refund of all feders! income tax withneld bacauss | had no tax liability and

'Myurlumammdddhmlhmewmmwb-uuuiexpa-nonavemmxlmbmy
l!yaumu'bathoondﬁrmw«e Eurnmm ; . »|7

—l_m"—nm--umm

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Can. Ne. 102200 Farm W4 2011

$ = 9% + @ M
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8. A confirmation window will pop up confirming the E-signature was successfully saved to the page.
9. Click on the OK button.

. E-Signed document successfully saved E

- o

I | AREEPY RS PLALY. U NIRRT TR TR T IEITRS WS O R
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Rotation: Page

To rotate a page, follow the steps listed below:

Steps:
1. Select the page you want to rotate.

2. Click on the Rotate Page button.

ElEIIZIIII [ 2]

= A FH JI|Q

3. The page will rotate 90 degrees to the right. Continue rotate until the page is in the desired direction.
4. Click on the Pageset/Page Actions Menu.
5. Click on the Save rotated page button.

EIE Kl [» ][] [ 107202023

Bookmark/Motes

Page Permission

Pageset Permission

Attributes

Annotations ! !ﬁ

[ Edit | [ save | | Cancel | i i %

Redactions i.' i

| Edit | [ save | [ cancel | i & | ;
Shows/Hide Mariks g
Remove All Marks - i

Fublish o

Save rotated page E %
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6. A confirmation window will pop up confirming the rotated page is successfully saved.

7. Click on the OK button.

| Rotated page successfully saved

Page Permission
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Sorting: Document Attribute Fields in Folder

To sort the document attributes fields within a folder, follow the steps listed below:

Steps:
1.

2.

3.
4.

Select the subfolder that contains the document attributes you want to sort.
Click on the column header of the document attribute you want to sort.

@docs

HUMAMN_RESOURCES / abeck

[E | EMPLOVEE_ID: 41001

Indexes | Notes | Ej Permission | 4 Add Content |/oSearch | £} Manage | 4 16 | [ 2

[Bookmarks] - | -
Administration Find
Benefits/Health Coverage
Date Pages/Files Year | Ber
General HR.
18/29/2823 | 1-2 2 2823 | Mec
payroll 10/29/2023 3-3 1 2023
Performance Evaluations 83/25/2024 4-41 2824
18/29/2023 Medical Form2@@e@ees.docx 2823  Enr
18/29/2023 Membership Applicaticn@2e@@eas.pdf 2023
18/29/2023 Sample eMall with Attachment@eeeeeds.msg 2023

The document attribute column will now be sorted in ascending order.
If you want to column to be sorted in descending order, select the column header again.

Note a)

Scanned images and electronic files will sort separately.

@docs

HUMAM_RESOURCES [/ abeck

& | EMPLOVEE_ID: 41001

Indexes ‘ MNotes | [% Permission

|QAdd Content |pSearch |!§ Manage | 4 16 ‘ ]

[Bookmarks]

-

-

Administration
Benefits/Health Coverage
General HR
Payroll

Performance Evaluations

ind %
Date Pages/Files Year -
la/259/20823 1-1 1 2823
le/29/2823 2-3 2 2923
8372572824 4-4 1 2924
18/29/2823 Sample eMail with Attachment@oeeeea3.msgl 2023
18/29/2023 Membership ApplicaticnB@eee8ess.pdf 2023
18/29/2823 Medical Form2@200806.docx 2823
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Exporting Search Results:

To export the search results, follow the steps listed below:

Steps:

1. Run a search for the search result values you want to export out of K12Docs.

2. Click on the Export button.

@docs

Tools * Inbox w

Audit Shield...

Indexing... Help

| HUMAN_RESOURCES

EMPLOYEE_ID
41%

LAST_NAME

DEPARTMENT

¥ || Search Results (Folders)

= EMPLOYEE_ID LAST_NAME FIRST_NAME SSN DEPARTMENT EMPLOYEE_STATUS  LOCATION DATE_OF_HIRE
4leed Eckard Michael 111-11-1111 I Active Dallas @5/@1/20e1
41081 Ashford Paulette 999-99-9999 IT Active Columbus 01/25/2011
41082 Powers Jay 7I7-77-7777 Human Resources Active Columbus ©3/20/1998
4l11e8 Koons Amanda 888-88-8888 Finance Active Chicago 06/18/2009

I <]
EMPLOYEE_STATUS
| <]
LOCATION
| <]
DATE_OF_HIRE
DATE_OF_TERMINATION
MEE
Folders ~A Clear || Reset Add Folder
O use or’

Page of 1 (4 Items)

3. The search results will be download as a CSV file, which can be opened in Microsoft Excel for review/editing.

O

e % O & O |4

o &

B

HR-613-638470494151129959.csv
545 B « Done

~
E

DEPARTMENT EMPLOYEE STATUS LOCATION DATE_OF HIRE
IT Active Dallas as,/el/28a1
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Indexing: Opening Document Indexing HUB

To open the Document Indexing Hub, follow the steps listed below:

Steps:
1. Select Indexing... button.

@docs

Tools * Inbox = Audit Shield..| Indexing... |Help

| HUMAN_RESOURCES

EMPLOYEE_ID

2. The Document Indexing HUB will open in a new browser tab.

K12Docs Search x & K12Docs Indexing Hub x [ - o X
c 0 a Q2 %« v N0
@dots Document Indexing HUB
Applications:

-
L

Lists:

-

4 4 P | M| Checkin

Reset

Folder Indexes Subfolders Document Attributes

EMPLOYEE_ID

LAST_NAME

FIRST_NAME

DEPARTMENT

EMPLOYEE_STATUS

LOCATION
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Indexing: Indexing/Filing a Document

To index/file a document, follow the steps listed below:

Steps:
1. From the Applications: drop down menu, select the application want to index/file documents to.

2. From the Lists: drop down menu, select the indexing list that contains the documents you want to index/file.

@d(}cs
Applications:
| HUMAN_RESOURCES il

Lists:
M |
ID Name Documents Pages
| 4061 abeck 3 7 |<—E
4062 jsmtih 1 7
4063 jdoe 5] 10
Folder Indexes Subfolders Document Attributes

EMPLOYEE_ID

3. The documents for the selected indexing list will load below the List: drop down menu.
4, Select the document you want to index/file.
5. Theimages for the document will load to the right in the image viewer area.

@dOCS Document Indexing HUB
Applications:
HUMAN_RESOURCES Cornmit [ Commit/Retain__| [ Delete Docament Delete Page_| ([Delete All Documents

Lists:
abeck i v ,’1“_‘_ m@:ﬂ“ ‘
Pages

Document Id Time In FillData
1 /7202 1:21:36 M | 2
2 6/7/2022 1:21:36 PM 2 HH #D =
3 6/7/2022 1:21:36 PM 3
3 Documents, Display 1 of 1 4 4 P P | Checkin |
er. 2001
Search Reset Clear s s —_—— e — —
Application for Employment
Folder Indexes Subfolders Document Attributes stores
Fogual scorm 10 proprams, seivices £nd trapleyment o availste 19 all peisont. Thoat applicans requiring rasorable sccommodstion < the
appiication and!oe mservicw proces sbodld aocty & represeasacive of the Human Resources Deparument
EMPLOYEE_ID i & .
Posioold spptied e AMANGtaTiue Acgrstmot TT  pucotspptenion 313000
wome____AShird Yoot B sodsccurny s 25 IS ESS
LAST_NAME M [Y3 Rl @A " 4 Q. Wsjer
Teephoos # (O FREOHD  Motile/Becpee/Ober 8 ) ———— _ comail Addeess___———
1f you ase wndes 18, 20d i is requiced, can you furnish 8 work pezmict Ye: TNo
FIRST_NAME 1o, please explain : o . S i ‘
= Have you ever boen employed here before? IFyes, ive dares and povitions e Sro
Ase you leplly eligible >+ exploymens im this councry? = |
Daee available for woek LSO What is your desised salacy range? $ 23,000
Type of employment desied Full Time Pare-Tione Temporaty Seasomal  Educscional Co-Op ‘
SSN Ave you sbie to meee the arendance requirements of she pasicion? Yo ~No
Have you ever pled “guiley e, or beea convicred of 2 crime? Yes ONo |
1Fyes, pleste provide darels) and desails = —
Anrmenng *va” 13 thete quesions docs 300 comminat 1n sso ¥ " %
DEPARTMENT -
3 Deiver's e musmbes if driving is 3n cxsential job foncrion e i
|
Employment History
e Scaning with your mos sevzn cplopes, ssugamenss of vobintes: tiwiics. peovide the followiag information, ‘
MPLOY! U I >
- " A7y " "Byto  |*ohicBndy s
LOCATION
=3 v

© 2024 Software Unlimited Inc.
Proprietary and Confidential



@docs

6. On the Folder Indexes tab, perform one of the following actions:
a. Creating a New Folder — Enter the new folders details into the provided folder index fields.
OR
b. Adding to an Existing Folder — Enter your search criteria for the existing folder into the provided folder index fields
and select the Search button.

A Wildcard search can be used in any of the Folder index fields. Below is a list of examples of

Note
how the Wildcard search works:
Symbol Meaning Example of Use Example of Returned Results
% Wildcard BO% Bonnie
Bob
%NN% Tennessee -
Pennsylvania
50034
0, =T
%34 AK1234

1. |If asingle search result is found, the folders details will automatically populate into the folder index
fields.

2. If multiple search results are found, A window will appear above, showing a list of folders to choose
from. Select a folder and its details will auto populate into the folder index fields. To close the search
results window, select the Close button.

e —

4 Folders, Display 1 of 1

EMPLOYEE_ID LAST_MAME FIRST_NAME SSN DEPARTMENT EMPLOYEE_STATUS LOCATION DATE_OF_HIRE DATE_OF_TERMINATION
4 4100 Eckard Michze! T Active Dallas 5

1 41001 Ashford Paulatte T Active Columbus

41002 Powers Jay Human Resources Active Chi

41108 Koons Amanda 456-78-9123 Finance

HUMAN_RESQURCES -
Lists
bed x

Application for Employment

a) To clear any values entered the folder index fields, select the Clear button.

Note ) .
b) To reset the default folder index field values, select the Reset button.
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Applications:

| HUMAN RESOURCES A

[ Comm)

Lists:

| abeck

Document Id

1

Time In Pages FillData
6/7/2022 1:21:36 PM | 2 |

2
3

6/7/2022 1:21:36 PM 2
6/7/2022 1:21:36 PM 3

|3 Documents, Display 1 of 1 | d 4 ] 3] | Checkin |

| Search [

Reset (| Clear |

Folder Indexes

Subfolders Document Attributes

EMPLOYEE_ID
41001

LAST_MNAME
Ashford

FIRST_MNAME
Paulette

55N
789-45-6123

DEPARTMENT
IT

EMPLOYEE_STATUS
Active

LOCATION

Columhbus

K]l
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7. If your application has Subfolders, select the Subfolders tab.
8. Select the subfolder you want to place your document into.

@Yy
1 6/7/2022 1:21:36 PM ‘ 2 ‘ I -
2 6/7/2022 1:21:36 PM 2 HH
3 6/7/2022 1:21:36 | 7 3 —
3 Documents, Display 1 of 1 | 4 2 M | Checkin |
| Search I Reset Clear
Folder Indexes Subfolders Document Attributes
Last page to commit 2

Administration

Benefits/Health Coverage

General HR
Payroll

~ Performance Evaluations

9. If your application has Document Attributes, select the Document Attributes tab.
10. Select/Enter the desired information into the provided document attribute fields

T T T
2 6/7/2022 1:21:36 PM 2 :
3 6/7/2022 1:21:36 PM 9 __
3 Documents, Display 1 of 1 L] 4 3 Ll | Checkin |
Search [ Reset [| Cle 1 0

Folder Indexes Subfolders Document Attributes
Year

2022

Administrative Document Type

Application w

Misc Document Type

Document Status

Needs Reviewed ~

Document Date

06/01/2024
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11. Click on the Commit button to index/file the document.

a) Ifyou are indexing/filing a document to an existing folder, the commit button will say “Commit

Note:

(append)”
b) If you want to index/file a copy of the document out to a folder but keep the original document

in the indexing list, select the Commit/Retain button.

@docs

Applications:

MBI rerz )

= A E D[

Commit/Retain

Document Indexing HUB

| Search Reset
Folder Indexes Subfolders

Year
2022

Administrative Document Type

Application
Misc Document Type
Document Status
Needs Reviewed

Document Date

06/01/2022

Clear

Document Attributes

| HUMAN_RESOURCES

Lists:
abeck v
Document Id Time In Pages FillData
1 6/7/2022 1:21:36 PM |2 |
2 6/7/2022 1:21:36 PM 2 ‘
3 6/7/2022 1:21:36 PM 3

3 Documents, Display 1 of 1 4 4 » M | Checkin |

Faqual accen 10 peoprams, services and employment i availatde o all
application andlos incerricw process should notify a represeasative

1wat. Trose applicants rcquiring reasonable sccommodation w the
the Human Resources Depanument

1F 0, please cxplain

Daee available for work
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_ (Mdishatine dsgidant T0  pucotapplicnion_31 30100
- Socil Securivy #_285- IG5

g g

" ermail Address___ —

1F you ase wndes 18, and i is required, can you furnish & woek permict

Have you ever boen employed hore before? [Fyes, give dates and positions
Ase you legally eligible f>: emsploymens in this countey?

L0 What is your desised salsry range?
Type of employment dewted ull Time
Are you able to meet the arcendance requirements of the posivon’
Have you ever pled “guiliy” or "o concenn” 10, ar been convicred of a crime?
1f yes, plesse provide dacels) and decsils

Anrwesing *ve” 13 these quessians does 5% conminuse iy
ehablica s and praewron o ord ko wisl b caken o axsenn’

Diiver's liceme mumber if driving in 30 csential job fincrion

Employment History

12. The document will now be indexed/filed and removed from the indexing list.

Yyulette

w0 b w emplaymen: Facaors ek o dure of due ofnae, seriosen snd oot of d vieiacion, ‘

“Ye TINe
" No ‘

s = No

$ 23,000

Educstional Co.Op

Ye No

Y TN

Stame
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Indexing: Separating a Document from a Bulk Scan

To separate a document from a bulk scan, follow the steps listed below:

Steps:
1. Follow steps 1 through 8 from section “Indexing: Indexing/Filing a Document”.

2. On the Subfolder tab, in the Last page to commit box, enter the last page number for the document you want to separate
from the bulk scan.

a. Example: If the bulk scan is 100 pages, but you only want to index/file the first two pages, you would enter 2 into
the “Last page to commit” box because 2 represents the last page of the two-page document.

@docs

Applications:
| HUMAN_RESOURCES | | Commit L]
Lists:
Jdoe MR ENEI]
Document Id Time In Pages FillData = TR
1 6/7/2022 1:34:17 PM | 7 ‘ I e
3 6/7/2022 1:34:17 PM 2 am # 2
5] 6/7/2022 1:34:17 PM 1 I
3 Documents, Display 1 of 1 L | L | 2 M | Checkin

Search [ Reset [ Clear , Ew:--d Exg

Sunimarize any craining.
Folder Indexes Subfolders Document Attributes for which you ase applyin

L«W’tﬂ
Last page to commit 2 "_ 2 3

Administration

Educational Backg
- > Schoal {Inclu:
s Administration

- Benefits/Health Coverage TM
= General HR
- Payroll

- Performance Evaluations

References

3. Follow steps 9 through 12 from section “Indexing: Indexing/Filing a Document” to finish indexing/filing the separated
document.
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Indexing: Empty Indexing List After All Documents Indexed/Filed

Follow the steps below showing how to handle empty indexing lists after all of the documents have been indexed/filed:

Steps:
1. Once all documents are indexed/filed from an indexing list, a List Empty window will pop up.
2. Click on the OK button to close the window and check your indexing list back in.

E List Empty %)

Mo more documents exist to index

[ o J+2]
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Indexing: Deleting a Page

To delete a page during the indexing review process, follow the steps listed below:

Steps:
1. Navigate to the page you want to delete using the navigation buttons.
2. Select the Delete Page button.

®iocs

Document Indexing HUB

Applications:
| HUMAN_RESOURCES -| Commit I Commit/Retain & = Delete All Documents |
Lists:
abeck v
Document Id Time In Pages  FillData
2 6/7/2022 1:21:36 PM 2
3 6/7/2022 1:21:36 PM 3
2 Documents, Display 1 of 1 W[4 » [ M| Checkin | B
= |
| Search [ | Reset Clear |
General Factors :
Folder Indexes Subfolders Document Attributes 7. Coeativity ~ The extent o which s o s 10090  FPoins N B |
employes propases idess, fiads sew v 960
and better ways of doing dhings. G nn 'ga =
- 1 6960
EMPLOYEE_ID u Below 60 B
8. Initiative - The exten: w which an employer o 100-50 Poizts

3. A confirmation message will pop up, click the OK button.

Delete Current Page

Are you sure you want to continue?

Cancel

4. The page will now be deleted.
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Indexing: Deleting a Document

To delete a document during the indexing review process, follow the steps listed below:

Steps:
1. Select the document you want to delete.
2. Select the Delete Document button.

@dots

Documen exing HUB

Applications:
| HUMAN_RESOURCES v Commit Commit/Retain
Lists:

" [ e

Document Id Time In Pages FillData

View 2

2 6/7/2022 1:21:36 PM 2

3 6/7/2022 1:21:36 PM 3 = B E 2B =
2 Documents, Display 1 of 1 4 4 » DM | Checkin
| Search Reset Clear

Folder Indexes Subfolders Document Attributes Pcrformancc Appralsal

EMPLOYEE_ID - Employee Name aklﬂi,ftL Koz ac‘\&r’x' Tule_ A AMAMAS tm&@ﬁlj_élhﬂr

Depanmen _(AAMII SFTAT L7 Employes Bayroll 5 __AAMUH. — Ylods

3. A confirmation message will pop up, click the OK button.

ril ™
Delete Selected Document
Are you sure you want to continue?
o [T
4

4. The document will now be deleted.
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Indexing: Deleting All Checked-Out Documents in Indexing List

To delete all of the checked-out documents form an indexing list during the indexing review process, follow the steps listed below:

Steps:
1. Select the Delete All Documents button.

@{I;‘;cs

2. A confirmation message will pop up, click the OK button.

| Delete All Documents

Are you sure you want to continue?

.

3. Alldocuments will now be deleted.
4. A lList Empty window will pop up.
5. Click on the OK button to close the window and check your indexing list back in.

Document Indexing HUB
Applications:
HUMAN_RESOURCES v Commit l:]
Lists:
abeck v “M‘II]@ 10f2
Document Id Time In Pages FillData
View
2 6/7/2022 1:21:36 PM | 2 | 1
. 0 B e
1 Documents, Disley 1971 A0 HA®H)D =
Search Reset Clear
Folder Indexes Subfolders Document Attributes

E List Empty

No more documents exist to index

8]
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