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Access to Images and Application Functions

Groups:

e All PSU users are assigned to Groups in DocFinity Version 10.

e The rights and features assigned to the Group controls the access of the users in the group.
Requests for additional access are sent to DocFinity support using the Access Request button on
the DocFinity web site at: www.controller.psu.edu/divisions/docfinity.

Requests for Access to Additional Image Types or Application Functions:

e Requests for access are sent to PSU Docfinity Support

e The Access Request form is accessed on the DocFinity web site at:
www.controller.psu.edu/divisions/docfinity .

e C(Click the Access Request button.

Log In and Security for PSU Users

DocFinity Web Site:

Application log in is accessed on Corporate Controller web site. PSU Web Access provides security to
the application.

Logging In:
e  Web site is: www.controller.psu.edu/division/docfinity
e C(lick Log In.

@ divilion of Finance and Dotineus

OFFICE OF THE

CORPORATE CONTROLLER

| DocFinity

@ FIS Image and Document Management System
docfinity

Welcome to DocFinity 10

DocFmity 10 replaces DocFinity 9 and comains all mmages stored in DecFinity 9

What's new in version 10t
" improved eser ninrface
* ho cascads of foldens
* Eawy, miuiive seasches
s LS BGN- oem Computer
o Filgh upitad grecsly o ISrRge
* Weos fie hyoes alowed
& Flaah Pigyer w0 1 of highsr regures
= Training snd materialy avaisbie on the inks below

Training Access Request SUPPORT
- snﬁ LOG-IN Documantation {For new users) Request

e Enter PSU Web Access credentials.
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DocFinity Welcome Screen:

This optional tool was developed to make getting started easy.

Welcome screen:
e Select Workspace to begin working.

welcome

DocFinity

Welcome to DocFinity, a web-based document management Workspaces
syshen.

Indexing
Set up your application and display preferences using Scanning
Preferences.

‘ Searching

Choose a Waorkspace on the right to begin. Custom 1
To access help for cormmon tazsks, go to Help. Custorn 2

Custormn 2

Custorn 4

e The custom workspaces can be set up using the instructions on the Help Menu if desired.

DocFinity v10 Menus

DocFinity Menu:

e Preferences can be set for actions and panel displays.
e Logout command can be used or browser tab can be closed to end session.

CrocFinity Workspace Panels Help

Preferences p General
Docurment View

Logout Indexing
Search Results

Mazzages

Preferences:

Default settings have been set for all PSU users efficient use of the system. Experienced users
may want to experiment with different options.

Preference Tabs:

e General

e Document View
Indexing (will only be available for users with indexing rights)
e Search Results
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General Preferences

Checkbox for Descriptions Text will display descriptors under each title bar for Workspaces
and Panels. Descriptors are turned on by default. Uncheck display checkbox to turn off.

Preferences

throughout the application.

General Document View

Set your preference whether description text displays beneath headings and window titles

Description text: V] display

P o

Indexing Search Results Messages

Document View Preferences
Set viewer option for all images. Selection will be the default for displaying selected images.

Preferences

Open docurments in:  \%)

L

General Document View

Set your preference for the default method used to view docurnents,

Indexing Search Results Messages

Docurnent Previewer
Docurnent Viewar
PDF reader

native application

Indexing Preferences

Set preferences for indexing behaviors. By default none are selected.

Preferences

General Document View

Set vour preferences for indexing behaviors.

Move to the next document autormatically:

Retain indexing values:

Save indexing values automatically:

Chedk out next batch autornatically: | | after a batch is cornmitted

Indexing Search Results Messages

after Tab or Enter on the last entry

after Save

O C

for Category and Document Type

| if the Index panel is dosed

when a batch iz checked-in

1
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Search Results Preferences

One additional column can be added to the Search Results display. Useful if Pointers and

Diary entries are added to images and documents. PSU users will have the feature rights to
add pointers when indexing. Displaying the column is turned on by default. Can be turned
off by unchecking the checkbox.

Preferences

General Document View

Indexing Search Results Messages

Set whether additional information displays in your search results.

[#] Show the Docurmant Flags colurnn, which indicstes Pointers and Diary Entries

Messages Preferences

The only selection that is related to PSU users is the Indexing option.

Preferences

General Document Yiew

Desktap panel).

Ermall new user messages:

Error messages:

Indexing Search Results

Select whether to be notified via ermail when there are new messages (also displayed in the My

L Drigin

L BRFM

L editing |
L eForms

(| export |
(| fa

| inde xing |
(| print

L racords |

L_| only send ermail for erors

Messages
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Workspace Menu:

e A Workspace is a set of panels that open by default.

e Users can add or remove panels once workspace is opened.

e Changes to layout can be saved using the "Save as Current" selection.

o "Restore Default Workspaces" will return workspaces to default layout of panels.
e Must have user rights to a workspace to have it included in the Workspace list.

e Custom workspaces can be set up by users. Help Menu has instructions.

e See screen shot below.

DacFinity ‘Workspace Panels Halp

Indexing
Scanning

Searching

Custom 1
Customn 2
Customn 3

Custorn 4

Save Current As »

Restore Default Workspaces

Indexing Workspace:
e Includes panels for: Batches, Document Viewer and Indexing.
e (Can resize, move or close each panel.
e Each has drop down menu and button bar.
e See screen shot below.

Drop Down
Menu Button

Batches

RS AIRB o R ED - 2 -
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To begin indexing:
e Unindexed batches of scanned or uploaded images and documents are displayed in the
Batches panel.

e Batches are selected and the Check Out button El used to check out the batch for
indexing.
e See screen shot below.

DracFinity Workapace Panals Business Processes Halp i Mok 205 Logout
nAioeppll i el
m WhEa0 Salack... ®

Aﬂllauntﬂns
Uplosd filasFiheck batchad out and in for indexing, or cormmit sn indexed batch.

+ Filter batches

e Documents ©C
ﬁ My Uplosds
&  Whi0d_0WILI0L1 1004910 4

B IR ONTII00] 0B 5TTS €

| wh103_ 03 |
& Iwh103_03/22/2011 0859538
& Iwh103_03/22/2011 09:00:20
& wh103_03/22/2011 0%:101:06
& wh103_03/22/2011 09101124
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Checked-Out Batches are ready for indexing:

e Batch Panel display changes to display of thumbnails of images in batch. See screen shot
below.

e First image in batch will display in Document Viewer where it can be edited if needed.

Any image in batch can be selected to be opened in Document Viewer.

Index panel contains metadata fields to complete.

Required metadata fields have an * to the left of the field name.

See screen shot below.

4]

édHIve PP Huis @@ 7 Dy
Document Image Ebatiqur\l'. | Accounting v |
Consr - Towvel and Expenae Foge * Docurnant Typa: | Chacks L |
Fiscal vear: Z010-2011 L]

Chack Humbar: 123456
ERFC Humbar: 12345679

Detail: | Supporting Documentation  *

. == =— 1

Batches >
f=> AfaE 0GR EMm

Checked Out Batch: lwh103_03/22/2011 08:55:42

Metadata Fields

Zalect a docurnent to view, index; or manage.

i 4 Thumbnail of image

Scanning Workspace

Includes panel for scanning. See screen shot below.

Panel has selections for scanning options.

Scan Configuration section sets up scan. User makes selections.

Scanning Profile is set up by Administrators. It controls single page or multi-page scanning,
which scanner is to be used, etc. New Scan Profiles can be set up when needed. Contact
Help Desk.

Scan Progress displays images as scanned allowing for quick quality check.

Images can be manipulated if needed with buttons or Panel menu.

Images are saved into Batches.

Batch Properties: Access to Batch is given prior to scanning for each group that needs access
to the batch for indexing.

Refer to Scanning Images documentation for more details on the scanning process.

See screen shot below.
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DocFinity  Workipace Panels Busineis Procasses Halp

2% @t +0Do0HHH2H
| =/ Scan Configuration el

Saleck a pcanner, paper source. and scan peofile prior to scanning,
ptionally select & €ategory and Document Type to index scannad

docurnents.
® Scanner | Canon DR-7380 TWAIN bl
® Dapar FOuroR! | ADF L
Catagory: | A L] v |
Docurnarnt Type: | thecks v |
*® Gcan profile: | TEST PROFILE v

Blank pageas: o o wlate
* Seannar interface: L display

Scan Progress

Cages are listed hars as they sre scanned. Sealact a page to view,
delete, or adjust i Fages can be re-ordered or combined into
docurnents; and doosments cen be split

Pages Scanned: O pagas / 0 dopumaents

Batch Properties
Azpign batch scters to specfic groups and fave the rcanned batch, r

* Batch acoass Assignad  Groups
¥ adrmin

Searching Workspace
e Includes Panels for: Search, Document Viewer and Search Results.
e (Can resize, move or close each.
e Each panel has drop down menu and button bar.

Search Panel:
e Search is selected from drop down list of searches. See screen shot below.
e C(Criteria are selected or entered in available fields to be searched for.
e Custom searches can be created. Contact help desk with requests.
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Search Results Panel:
e Documents matching the selected criteria display in the Search Results panel. See
screen shot below.
e Documents can be viewed in the Document Viewer, printed, e-mailed, downloaded,
annotated or reindexed.

DocFinity Workspace Panels Help a furh 103 Logout
Document Yiewer - 17187372.tif - page 1 [ read only ] =
Searches I-C9D @&

L Check Search - =
Check Search H
Fiscal vear 10,11 v CHECK MUMBER

DHB41018
e REMITTANCE ADVIEE FOR DATE K
Check Mumber 4747252 TOIEE VOLTHER rTsko DISCOUN Innzg{illmuw
FT1282 o . 26200
F 3 262 00w
Search | |§
+
- |
|4| [ -
'+ Page Thumbnails Page: 1 of 1
Search Results = 0
@ [y @ & =a 00 & e &
Check Search X v
Document Type | Fiscal Year Check Number | File Type |
( Check 10/11 4747252 Dacurnent
Documents fram Fiscal Check 10/11 4747254 Docurnent
Year 2010-2011 with Check 10/11 4841913 Docurnent
check number entered
Check 10/11 4747256 Docurnent
Document selected —q—ﬂr
and displaying in
Document Yiewer * Search results exceed limit; all data is not visible * Total Results: = 2000

Document Viewer Panel
e Buttons and the drop down menu allow user to control view.
e |mages can be e-mailed, printed or copied when the Open as PDF command is used.
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Panels Menu

e Select a Panel for specific tasks as needed.
e Some panels contain functions not available to PSU users at this time.

DocFinity Waorkspace Panals Help

Batches

Diary

Docurnent Information
Docurment Previewer
Index

My Desktop

Scan

Search

Search Results

e Each panel has a Button Bar and a Drop Down menu for tasks and displays.

Batches

[t=3 APEE 05K

Upload Files |
YL EEE T LERIE New Bat |
Checked-out Batch: krista_11/06/2014:09:08 Fean Hew bateh

Index the docurments in this batch, Check in the batch ta MUN““ ;

that fully indexed documents will be managed.

Check In Batch

Carmrmit Batch

Dalete Bakch

View Dofurment

Craate Poinbar

Dalete Docurnent(s)..,

W Wigw Thiambnalls

Wiew Datalls

Index=ing Praferences...

Halp
w Show Toolbar
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Batch Panel

e Batch panel is used to access batches, search batches and manage batches.

e Documents Upload is done in the Batch panel. All file types are supported for upload.
e Batch panel displays batches of unindexed scanned images and uploaded documents.
e Uploaded documents are placed into My Uploads batch by default.

e Uploaded documents must be indexed just as scanned images are indexed.

e Batches must be checked out by user to begin indexing or to view images.

e Select Batch and click the Check Out button.

Batches >

eS| AmEe R aRER s % a

Available Batches

+.

Upload files, check batches out and in for indexing. aor commit an indexed batch,

Filter batches

HName Documents  Date created Status
[@ | ™y uploads a} Checked in
E lwh103_03/21/2011 10:49:10 4 03-21-2011 10:49:10 AM Checkead in
E fwh 103 0372272011 08:53:25 1 OF-22-2011 8:53:25 AM Chackad out
i lwh103_03/22/2011 08:55:42 1 02-22-2011 2:55:42 AM Checkead in
E Iwh103_03/22/2011 08:59:38 1 032-22-2011 2:592:38 AM Checked in
i lwhl02_03/22/2011 09:00:20 1 032-22-2011 2:00:20 AM Checked in
e When a batch is checked out the Batch Panel display changes to thumbnail images for each

image or document contained in the batch.

Dt = S A% @|ee & (& |EEm|

Checked Out Batch: lwh103_03/22/2011 08:55:42

Select & document to view, index, or meanage.

-
-
i
H |

ddaZf0ofao...

Revised 5/20/2013

13



Index Panel:

Index Panel includes the Metadata that is to be assigned to images and documents.
Selections are made or information typed for each Metadata field.

The Metadata is added to the image or document and Saved.

Metadata selections can be mass assigned and saved.

When indexing is complete for a batch it must be committed. This completes the indexing
process and releases the images and documents into the searchable database.

Refer to Indexing Images documentation for more details on the indexing process.

Buoi R 7e ]2

¥ Category: | Accounting |
* Docurnent Type: | thecks v |
Fiscal Yaar: | ZO1D-2011 L

Check Humber: 173456

SRFC Number: 12345679

Help Menu:

e Contents contain DocFinity help by topic.
o Hot Keys Reference defines all default hot keys built into version 10.

DacFinity Waorkzpace Panels Help

Contants

Hot Key Referance

Welcome Screen

About

Revised 5/20/2013

14



	Access to Images and Application Functions
	Groups:
	Requests for Access to Additional Image Types or Application Functions:

	Log In and Security for PSU Users
	DocFinity Web Site:
	DocFinity Welcome Screen:
	Welcome screen:


	DocFinity v10 Menus
	DocFinity Menu:
	Preferences:
	Preference Tabs:
	General Preferences
	Document View Preferences
	Indexing Preferences
	Search Results Preferences
	Messages Preferences


	Workspace Menu:
	Indexing Workspace:
	To begin indexing:
	Checked-Out Batches are ready for indexing:

	Scanning Workspace
	Searching Workspace
	Search Panel:
	Search Results Panel:
	Document Viewer Panel


	Panels Menu
	Batch Panel
	Index Panel:

	Help Menu:


