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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 to the 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.  

 
5. Enter your password into the Password field. 

6. Click on the Signin button. 
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7. You will now be logged into K12Docs.  
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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. 

 
2. Once selected, the application will load.  
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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. 

Note 

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 
Bob 

  %NN% Tennessee 
Pennsylvania 

  %34 50034 
AK1234 

 

 
2. Click on the Search button. 
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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. 

Note 

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. 

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. 
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5. The selected folder will open in a new tab into the Portfolio View, displaying the subfolders and documents. 

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

orange, it does not contain content. 
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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. 

 
 

3. The search fields will update to reflect the Documents search option. 

4. Enter your search criteria into the provided fields. 

Note 

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 
Bob 

%NN% Tennessee 
Pennsylvania 

%34 50034 
AK1234 

 

 
5. Click on the Search button. 
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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. 

Note 

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. 

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. 
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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. 

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

does not contain content. 
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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. 

2. Click on the Attributes option. 

 
 

3. The Document Attribute fields will now become available. 

4. Enter your search criteria into the provided fields. 

Note 

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 

  %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. 
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v 

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. 

Note 

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 search results. 

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. 
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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. 

Note a) If the subfolder name is colored green, it contains content.  If the subfolder name is colored orange, 
it does not contain content. 
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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. 

 
 

3. Enter your search criteria into the Fulltext field. 

Note 

Search Criteria Examples: 
a) Specific Word or Value:  

• 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. 

b) Phrase: 

• 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. 

 
4. Click on the Search button. 
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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. 
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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. 
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Searching Portfolio: Bookmarks/Notes 

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

Steps: 

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

 
2. The Search window will expand. 

3. Select Bookmarks or Notes from the Scope drop down list. 

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

5. Click on the OK button. 
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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. 

 
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. 
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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. In the selected folder, click on the Search button. 

 
2. The Search window will expand. 

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

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

5. Click on the OK button. 
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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. 

 
8. You will be taken to the page that contains the search results. 
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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. In the selected folder, click on the Search button. 

 
2. The Search window will expand. 

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

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

5. Click on the OK button. 
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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. 

 
8. You will be taken to the page that contains the search results. 
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Searching Portfolio: Document Attributes 

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

Steps: 

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

 
2. The Search window will expand. 

3. Select Attributes from the Scope drop down list. 

 
4. Select the attribute you want to search on. 

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

6. If the attribute is a text/date value, enter your search value into the Search Value: field. 

7. Click on the OK button. 
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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. 

 
10. You will be taken to the page that contains the search results. 
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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. In the selected folder, click on the Search button. 

 
2. The Search window will expand. 

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

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

Note 

Search Criteria Examples: 
c) Specific Word or Value:  

• 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. 

d) Phrase: 

• 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. 

 

5. Click on the OK button. 
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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. 

 
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. 
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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. In the selected subfolder, enter your search value into the available filed. 

2. Click on the Find button. 

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

 
3. A Print window will pop up. 

4. Select the print options you would like to use. 

5. Click on the Print button. 
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6. Your default web browser’s print window will pop up. 

7. Click on the Print button. 

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

2. Click on the Publish Folder button. 

 
3. A Publish PDF window will expand. 

4. Optional Settings to select:  

 
Options 

NOTE: Multiple options can be selected at a time. 
Folder Indexes All folder indexes associated with the selected folder will 

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

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

folder will be added to the published document. 

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

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

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

Template Annotations All template annotations associated with the selected 
folder 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 folder will be 
placed in the published document in descending date 
order. 

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

Permission 
Access Levels 

When an Alternate Permission Access Level (APAL) is entered into any and/or all of the 
available Access Level fields, the permissions associated with any pagesets, pages, and/or 
redactions within the selected folder that are higher than the APAL will be hidden/redacted in 
the published document. 
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PDF Document 

Title Adds a title to the published document. 

Subject Adds a subject to the published document. 
Author 
Password 

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

Output 

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

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. 

 

5. Click on the Publish button. 
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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. 
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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. 

 
5. A Publishing window will expand. 

Note 

a) If you want to publish a page range, check the Page Range box and enter the range of pages into 

the provided field. 

Example: 

 

 

6. Optional Settings to select:  

 
Options 

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. 

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. 

Permission 
Access Levels 

When an Alternate Permission Access Level (APAL) is entered into any and/or all of the 
available Access Level fields, the permissions associated with any pagesets, pages, and/or 
redactions within the selected document that are higher than the APAL will be 
hidden/redacted in the published document. 

PDF Document 

Title Adds a title to the published document. 

Subject Adds a subject to the published document. 
Author 
Password 

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

Output 

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

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. 
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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. 
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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. Within the Portfolio View tab, select the Subfolder you want to import electronic files to. 

2. Click on the Add Content button. 

  
3. An Add Folder Content window will expand. 

4. Click on the Choose File button. 
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5. An Open window will pop up. 

6. Locate the electronic document you want to import. 

7. Click on the Open button. 

 
8. Click on the Upload File button. 
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9. The electronic document is now attached. 

Note 

a) To add 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. 
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. 
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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. 
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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: 

1. Select the document that is located in the wrong subfolder. 

2. Right-click on the selected document. 

3. Select the Transfer Select (Pageset) button. 

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

5. Right-click on the subfolder. 

6. Select the Transfer Endpoint… button. 
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7. A Transfer Content – Pageset To Subfolder window will expand. 

8. The Move box is automatically checked. 

Note 

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. 

 
9. Click on the Apply button. 

 
10. A message will appear, confirming the document has been transferred. 

11. To close the Transfer Content window, click on the X. 
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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. Select the page that is located in the wrong subfolder and document. 

2. Right-click on the selected document. 

3. Select the Transfer Select (Page) button. 

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

5. Right-click on the subfolder. 

6. Select the Transfer Endpoint… button. 
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7. A Transfer Content – Page To Subfolder window will expand. 

8. The Move box is automatically checked. 

Note 

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. 

 
9. Click on the Apply button. 

 
10. A message will appear, confirming the page has been transferred. 

11. To close the Transfer Content window, click on the X. 
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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: 

1. Select the document that is located in the wrong folder. 

2. Right-click on the selected document. 

3. Select the Transfer Select (Pageset) button. 

 
4. Go to the Search tab. 

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

 
 

9. A Transfer Content – Pageset To Subfolder window will expand. 

10. The Move box is automatically checked. 

Note 

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. 

 
11. Click on the Apply button. 
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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. 
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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. 

 
4. Go to the Search tab. 

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

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
 

 
© 2024 Software Unlimited Inc. 
Proprietary and Confidential 

50 

 

6. Select the subfolder you want to transfer the documents to. 

7. Right-click on the subfolder. 

8. Select the Transfer Endpoint… button. 

 
 

9. A Transfer Content – Subfolder To Subfolder window will expand. 

10. The Move box is automatically checked. 

Note 

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 documents into a selected subfolder, select the Copy 
option. 

 
11. Click on the Apply button. 
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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. 
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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. 

 
2. An Edit Indexes window will expand. 

3. Update the desired folder index field(s). 

4. Click on the Apply button. 
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5. A message will appear, confirming the update. 

6. To close the Edit Indexes window, click on the X. 
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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. 

 
4. An Edit Attributes window will expand. 

5. Update the desired document attribute field(s). 

6. Click on the Save button. 
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7. A message will appear, confirming the update. 

8. To close the Edit Indexes window, click on the X. 
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Notes: Folder 

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

Steps: 

1. Click on the Notes button. 

 
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. 
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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. 
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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. 

 
4. A Bookmark/Notes window will expand. 

5. Enter the desired information into the New Notes field. 

6. Click on the Save button. 
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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. 
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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. 

 

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. 
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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. 

 

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. 
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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 to. 

2. Select the Annotations button. 

3. Select the Annotate button. 

4. Select the Highlight Tool button. 

 
5. To draw 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. 

Note 

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 
option and click the Delete key on your keyboard. 

  

  



 

 
 
 

 
© 2024 Software Unlimited Inc. 
Proprietary and Confidential 

63 

 

7. Click on the Save button to save the highlight annotation to the page. 

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

9. Click on the OK button. 
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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. 

 
5. To draw 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. 

Note 

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. 
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7. Click on the Save button to save the box annotation to the page. 

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

9. Click on the OK button. 
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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. 

 
5. To draw 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. 

Note 

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. 
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7. Click on the Save button to save the text annotation to the page. 

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

9. Click on the OK button. 
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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. 

 
5. To draw 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. 

Note 

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. 
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7. Click on the Save button to save the stamp annotation to the page. 

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

9. Click on the OK button. 
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Annotations: Additional Options 

Some of the additional options for annotations are: 

• 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. 

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

selected page. 

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

 
  

 



 

 
 
 

 
© 2024 Software Unlimited Inc. 
Proprietary and Confidential 

71 

 

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: 

Steps:  

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. 

 
5. To draw 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. 

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

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

 

 



 

 
 
 

 
© 2024 Software Unlimited Inc. 
Proprietary and Confidential 

72 

 

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. 

Note 

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, 
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. 

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

Set All button. 
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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. 

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

14. Click on the OK button. 

  
  



 

 
 
 

 
© 2024 Software Unlimited Inc. 
Proprietary and Confidential 

74 

 

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. 

 
4. A Confirm Delete Folder window will expand. 

5. Click on the Click to Confirm button. 

6. Click on the OK button. 

 
7. A confirmation window will pop up confirming the folder was successfully deleted. 

8. Click on the OK button. 
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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. 

 
4. A Confirm Delete Pageset window will expand. 

5. Click on the Click to Confirm button. 

6. Click on the OK button. 

 
7. A confirmation window will pop up confirming the document was successfully deleted. 

8. Click on the OK button. 
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Delete: Page 

To delete a page, follow the steps listed below: 

Steps:  

1. Select the page you want to delete. 

2. Click on the Page/Pageset Action Menu icon. 

3. Click on the Page Permission button. 

 
4. A Page Permission window will expand. 

5. Place a dot in the Delete button. 

6. Click on the Save button. 
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7. A message will appear, confirming the page has been deleted. 

8. To close the Page Permission window, click on the X. 

 
9. To refresh 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. 

 
3. A message will appear, confirming the folder has been created. 

4. Click on the Close button. 
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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: 

1. Select the page you want to E-sign. 

2. Select the E-sign button. 

3. Select your e-signature option: 

a. Freehand Signature  – allows you to draw your e-signature. 

 

 

 

 

 

 

 

OR 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note 

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

 
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.  

Note 

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. 

 
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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4. Select the Place E-signature button. 

5. Place the signature on the page. 

Note 

a) 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. 

b) 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. 
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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. 
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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. 

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

7. Click on the OK button. 
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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. Select the subfolder that contains the document attributes you want to sort. 

2. Click on the column header of the document attribute you want to sort. 

 
3. The document attribute column will now be sorted in ascending order.   

4. 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. 
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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. 

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

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

 
 

 

 

 

 

 

 

 

K12Docs Search 
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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. 

 
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. The images for the document will load to the right in the image viewer area. 
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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. 

Note 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 
Bob 

  %NN% 
Tennessee 
Pennsylvania 

  %34 
50034 
AK1234 

 
1. If a single 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. 

 

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

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

 

 

 

 

 

 

 



 

 
 
 

 
© 2024 Software Unlimited Inc. 
Proprietary and Confidential 

89 
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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. 

 
9. If your application has Document Attributes, select the Document Attributes tab. 

10. Select/Enter the desired information into the provided document attribute fields 
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11. Click on the Commit button to index/file the document. 

Note: 

a) If you are indexing/filing a document to an existing folder, the commit button will say “Commit 
(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. 

 

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

 
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. 
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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. 

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

 
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. 

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

 
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. 

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

 
3. All documents will now be deleted. 

4. A List Empty window will pop up. 

5. Click on the OK button to close the window and check your indexing list back in. 

 
 

 

 

 


